Writing \
Formal and informal letters

1 Here are two jumbled letters. One
is written to a hotel, and the other
to a friend.

Work in pairs.
Decide which sentences go with
which letter, and put them in the

right order,

Letter to a hotel

Lettertoa fri'e'n_d

2 Both letters were written by Chis
Bright. His address is 47, Angel
Road, Blaby, Leicestershire.
The hotel is Hotel Regent, 107
Carston Square, London W.1.

His friend is called Jan Price. Her .

address is 33 Alma Crescent, -

. London N.10..

On a separate piece of paper,

decide how you would begin and

end the two leters.
Think of - the address(es) "

— the salutation
—the ending

'3 Write replies to both letters.

Include the following information
From the hotel

Confirm the reservation
‘Price of the room :
~ Arrangements for food in the

room
FromJan

Some recent news
Agreeing to the request

Or Refusing the
hy |

W

request, saying




