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An Informal Letter / E-mail 
1
Complete the sentences with the adverbs below. Which of them are adverbs of manner? Which are adverbs of degree?
fortunately • not at all • terribly • carefully • quickly • fairly


1.
It’s been …………………… cold this winter. The temperatures are the lowest on record.


2.
We parked the car and ran …………………… to the cinema.


3.
…………………… , it was cool enough to go to the park in the evening.


4.
There’s a …………………… good chance of rain today. I see a few clouds.


5.
We were …………………… happy to see that there was no new snow. How could we ski?


6.
You should drive …………………… in foggy weather.

2
Think of three more adverbs of manner and three more adverbs of degree. Write them in sentences.
3
Look at the expressions below and answer the questions that follow.
Dear … , • Write back soon! • All the best, • What’s new? • It’s been a long time! • Hi … ! • Yours,


1.
Which four expressions are used at the beginning of an informal letter or e-mail?


2.
Which three expressions are used at the end of an informal letter or e-mail?

4
Number the following parts of an informal letter or e-mail in the correct order.

......
a.
Body: information, news or details


......
b.
Opening remarks


......
c.
Signing off


......
d.
Greeting


......
e.
Closing remarks
5
These sentences and expressions are taken from different informal letters or e-mails. Write where they belong: 
G (greeting), O (opening remarks), B (body), C (closing remarks) or S (signing off).

......
1.
Sorry I haven’t written in so long.


......
2.
Keep in touch!


......
3.
Summers in England can be cold, so take a coat.


......
4.
How is everything?


......
5.
Dear Keith,


......
6.
I’ve started an interesting new hobby.


......
7.
Love,


......
8.
Can’t wait to hear from you.
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