
Writing a letter
Name: Date:

Match the letter types with their description 

__________________________________________________: These are written from the heart and are usually sent 

to someone you have a close relationship with like a family member, friend, or signi.cant otherx They 

can be about anything personal, from sharing e'citing news to simply saying Iq love youIx

__________________________________________________: These are written with a speci.c purpose and follow 

a certain structurex They are used in professional settings and can be used to make rejuests, .le 

complaints, or communicate important informationx

__________________________________________________: These are used in the corporate world to communicate 

with clients, partners, or employeesx They are professional and often include speci.c details about 

business transactions or agreementsx

__________________________________________________: These are written when applying for a /ob and are used 

to introduce yourself to a potential employerx They should highlight your skills and e'plain why you 

would be a great .t for the positionx

__________________________________________________: These are written to show appreciation for something 

that you liked or to e'press the lack of juality‘interest for something you dislikedx qt can be about a 

movie, book, restaurant, shop or travel e'periences youUve bookedx Fsually the te'ts should help others 

to decide before doing it or buying sthx 

__________________________________________________: These are written to vouch for someoneIs character or 

abilitiesx They are often rejuested when applying for a /ob, scholarship, or other opportunityx

__________________________________________________: These are written if something went wrong and youUd 

like to ask for compensationx -or e'ample because you have received a broken parcel and the content 

canUt be used properlyx 



__________________________________________________: These are written to e'press deep aLection for someP

one specialx They can be romantic, heartfelt, and sometimes even poeticx

Bove letters, Betters of complaint, Betters of recommendation, Rersonal letters, Susiness letters, Betters 

of application, 1eview, -ormal letters

Sort the paragraphs 

8arah

Date: 8ep 20, 4!4C

qIm so e'cited to meet you( Sest wishes,

my name is 8arah and q will be your e'change student for the upcoming program between our 
two schoolsx qIm so e'cited to be hosting you and very curious, albeit a little nervous, about 
traveling to Norway for the return visit ne't yearx q am sure you will love )hicago but make 
sure to pack some warm clothesx qt can get juite windy and chillyx 8ome of the activities we will 
de.nitely do while you are here include kayaking, shopping Ywe absolutely must(K and visiting 
Niagara -allsx Rlease let me know if you have any food allergies or preferences so my parents 
can make sure you will have everything you needx Eou will have your own bedroom, right ne't 
to mine andx q hope you like dogs because we have a wonderful and kind mutt, named :ingx

Dear ;lisabeth,

)hicago, qB

Write a response letter to exchange student Sarah's introduction letter.


