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Guided Writing

Reading

1 Read the e-mail and circle the correct option.

 The writer and the person she is writing to are friends / workmates / relatives.

11:32 PM

RE: HI!

2 Read the e-mail again. Check (✔) which of Evelyn’s problems the e-mail gives advice on.

1 She’s worried about her school exams. 

2 She’s having problems with her parents. 

3 She can’t afford to buy books for school. 

4 Some girls are writing some bad things about her on a social networking site. 

3 Number the stages of the e-mail in the correct order 1–6.

a Closing 

b Salutation 

c Writer’s name 

d Closing reference to the future 

e Opening sentence 

f Main body 

3–4

Dearest Evelyn,

What a lovely surprise to get your e-mail! Poor you, you’re having some 
problems, aren’t you? 

For a start, don’t worry about Mom and Dad giving you a hard time, it’s 
only because they care about you. They were the same with me. Why 
don’t you sit down together and talk? You’d better not argue with them 
anymore. It’s not good for you, or them. 

Next, you should tell your teacher about the bullies. This is a serious issue. 
But don’t let them know you are upset. You ought to ignore them. I’m 
very angry about this! Why would anyone want to say such horrible things 
about you? 

And look, I don’t think you should worry about your exams. Do your 
homework and everything will be fine. And you’d better stay in and study 
until then! But, believe me, everything’s going to be OK. 

Can’t wait to see you next weekend! 

Lots of love,

Chloe

From:

RE: HI!

To:

25 SEPTEMBER  7:26 AM

Chloe Evie
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3–4

Language

Giving advice / making suggestions

We often use the imperative to give advice. 

We can also use phrases like I think / I don’t think you should 
… You ought to …, You’d better (not) …, Why don’t you ..? to 
sound less direct.

4 Match the problems 1–5 with the imperative 
sentences a–e.

1 My favorite pants are too small for me. 

2 I don’t get along with my sister. 

3 A friend (who I’m not attracted to) asked me out 
on a date. 

4 I have a toothache. 

5 I can’t afford to go abroad on vacation. 

a Stay away from each other.

b Do more exercise.

c See your dentist.

d Go camping. 

e Don’t go – just tell him / her the truth.

5 Complete the sentences giving advice for the problems 
in exercise 4.

1 You should  
 

2 You ought  
 

3 I don’t think  
 

4 You’d  
 

5 Why don’t  
 

Writing

6 Write an e-mail to a friend or relative. Choose one of 
the situations below and give at least two pieces of 
advice.

•	Some classmates are bullying me.

•	 I’m arguing a lot with my parents.

•	 I’m worried about my schoolwork and I can’t sleep.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHECKLIST REMEMBER TO

 • use phrases to give advice or make suggestions. 

 • start and end the letter / e-mail in an appropriate style. 

 • use contractions (I am I’m, you are you’re) and informal 
language. 

 • use Dear / Dearest (Lin) when writing to close family 
members or close friends and end with Love / Lots of 
love / All my love. 
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