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Objective
Build the skills to answer exam questions on the purpose and audience of an informal
email – writing to someone you know, for a reason the task specifies.

You must be able to:

• identify the reader and the reason for writing from the task
• cover every content point the task lists, and develop each one
• keep a friendly, natural tone throughout

1 Key knowledge and worked examples

Find the content points first
The task always lists what to include. Underline them and count them.

Write to your friend. Tell them what you did last weekend, describe
a person you met, and invite them to visit next month.

Three content points must be developed. Separate paragraphs can help, but a clear
email need not use exactly one paragraph per point. Avoid unrelated padding.

Develop, do not merely mention
• Mentioning: I went to the beach.
• Developing: I went to the beach on Saturday with my cousin. The water was far

colder than it looked, and we lasted about four minutes before giving up and eating
chips instead.

Content marks reward development. One sentence per point is the commonest reason
a competent email scores in the middle band.
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Tone
• Contractions are expected: I’m, don’t, can’t, we’d.
• Ask questions – an email is an exchange, not an announcement.
• Reactions make it sound real: you would have laughed, I still cannot believe it.

Worked application: Develop each task point through a relevant detail
Original task: email a friend about a club visit, describe someone you met and invite
your friend next week. A compact opening might be: “I tried the school photography
club on Tuesday. Mina showed me how to frame a picture through the courtyard
arch, and my second photo finally looked less crowded.” This develops the visit and
introduces Mina through an action. The invitation still needs a specific plan: “Come
with me next Tuesday after class; we can borrow a camera there.” A friendly question
gives the friend something to answer. Three task points do not force exactly three
paragraphs; organise them clearly without padding or inventing irrelevant events.

Visit
What happened?

Person
One specific action

Invitation
Time and plan

2 Practice
2.1 For this task, list the content points: Write to a friend who has been ill. Ask how
they are, tell them what they have missed at school, and offer to help them catch up. [3]

2.2 Develop this sentence into three sentences that would earn content credit: “I went to
a concert.” [2]
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2.3 Rewrite this opening so it sounds like an email to a friend rather than a formal letter:
“I am writing to inform you of recent events at school.” [1]

[[pagebreak]]

3 Exam-style questions
3.1 Write an email to a friend who has moved to another country. In your email you
should: say what has changed since they left, describe something you have done recently,
and ask about their new life. Write about 120 words. [8]

3.2 Explain why an email that covers all three content points in a single short paragraph
is likely to score poorly, even if it has no grammatical errors. [2]
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3.3 Write a 60–80-word original informal email paragraph to a friend. Describe a fictional
club visit, develop one detail about someone you met and make a specific invitation. Keep
the tone friendly. [4]
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