
Look at these examples of informal letter writing phrases / words.

Many thanks for your letter

It was lovely to hear from you recently

I was glad to hear that you’ve started work

I hope you an you’re family are well

I’m having a birthday party on Saturday 22nd and I hope you’ll be able to come.

Are you free on Saturday?

I was wondering if you would / Would you like to / Why don’t you come and visit.

Could you let me know if you can come.

I wonder / I was wondering -> if you could do me a favour

I’m terribly sorry that

This is just to let you know that

I’m writing to congratulate you on …

Thank you so much for…

You asked me for advice on …

Have you thought about…

I definitely think you should…

It might be a good idea to…

One thing I would suggest is to…

Does that help? If you've got any more questions, drop me another line.

That’s all for now.

Looking forward to -> hearing from you / seeing you.

Hope to -> hear from you soon / see you soon

Write soon. / See you soon. / 

Get in touch soon.

Give my -> love / regards to your family.

Lots of love,

Best wishes,

All the best,

So, 

Anyway,

Anyhow,

Well,

By the way,

Guess what,

Introducing
ideas



Plan your letter BEFORE you write it.  What do you need to write about?
What would be good grammatical structures to use? 
What letter writing phrases and good vocabulary are you going to include?
Remember that you are writing to demonstrate a good level of English...

Paragraph 1

Paragraph 2

Paragraph 3

Paragraph 4

Paragraph 5



• What words and phrases do we use to show enthusiasm, talk about 

preferences, give advice, etc?

• What grammatical structures and tenses have you studied this year?  Which 

ones could you use in this email?

• Do you remember any good vocabulary related to this topic? - Any phrasal 

verbs?

• Remember – you're trying to demonstrate that you have a good level of 

English.


