How To Write An Informal Email

1. The Structure of an Informal Email
· Greeting: Hi / Hello [Name], or Dearest [Name],
· Opening Paragraph: React to their news and ask how they are.
· Main Body: Address the main points of the prompt (usually 1-2 paragraphs).
· Closing Paragraph: Wrap up and ask for a reply.
· Sign-off: Best, / Love, / Talk soon, + [Your Name]

2. Useful Phrases "Cheat Sheet"
Opening (Starting the email)
· How are things? I hope you’re doing well.
· It was great to hear from you!
· Sorry it’s taken me so long to reply, but I’ve been busy with school.
· I’m writing to tell you some great news!

Giving Advice or Suggestions (Common exam tasks)
· Why don't you try...?
· If I were you, I’d...
· How about going to...?
· I think it would be a great idea to…

Reacting to News
· I’m so happy to hear that!
· That sounds amazing / awful!
· I’m sorry to hear that things aren't going well.

Closing (Ending the email)
· Anyway, I’ve got to go now. Mom's calling for dinner.
· Write back soon and let me know what happens.
· Can't wait to see you!
· Give my best to your family.

3. Top Tips for Students
1. Use Contractions: Use I'm, don't, can't, I've instead of I am, do not. It makes it sound natural.
2. Exclamation Marks: Use them to show excitement (but don't overdo it!).
3. Phrasal Verbs: Instead of "continue," use "go on." Instead of "visit," use "drop by."
4. Connectors: Use simple ones like And, But, So, Also, Anyway.
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