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How does Santa Claus occupy his time for the rest of the year? Choose a special event and write a letter
inviting a friend. Does he or she need to be collected at a set time? They then write the letter, working
collaboratively. He would need to get his complaint across very strongly. You need to be clear on the date and
the time, as well as the location. What's it about? Give students the model letter Worksheet 2 and ask them to
compare it with their letter. Using exclamation marks or emoticons Mistake: I was extremely upset when I
received a faulty product! What is his life like? What would be confusing about them? Arguments should be
clearly made. Dear Jane: If you know the recipient quite well and call each other by your first names. Close
the letter appropriately, depending on the salutation you used at the beginning: Dear Ms. Finally, take the
answers back to the original class for reading and discussing. In American English, we use a colon after
salutations in formal business letters. Correct: We did not receive the email and its attachment. The correct
address is essential. Think about what you want to say. Letters of inquiry: I am writing to inquire aboutâ€¦
Would you be kind enough to provide me with some information aboutâ€¦ I would be appreciative if you
could help me find outâ€¦ Could you tell me whetherâ€¦ I would also be interested inâ€¦ Cover letters: I am
writing to apply for the position ofâ€¦ I am writing in response to your advertisementâ€¦ I would like to apply
for the position ofâ€¦ I am particularly interested in this job becauseâ€¦ As you can see from my resume,â€¦ As
you will notice in my resume,â€¦ I am currently employed byâ€¦ I am keen to pursue a career inâ€¦, becauseâ€¦
My main strengths areâ€¦ I would be available for an interview startingâ€¦ Should you require any further
information, please do not hesitate to contact me. Lay out your letter using paragraphs. Check your spelling
When writing a business letter, perfect spelling is essential. What might he ask?


