WRITING PRACTICE- Writing a formal email
1. Preparation: Put the phrases below in the correct list
	Dear George
	Hi George
	Dear Sir/Madam

	Best wishes
	Hugs
	I’m writing

	I am writing
	Let’s meet soon.
	I look forward to hearing from you. 

	I’d like to…
	I would like to …
	Yours faithfully

	Look forward to hearing from you
	
	



	
	INFORMAL EMAIL
	FORMAL EMAIL

	GREETING
	
	

	INTRODUCTION
	
	

	MAIN BODY
	
	

	CONCLUSION
	
	

	ENDING
	
	



2. Read the email and match the parts of the email to their description
Travel magazine organizes a contest titled “The best holiday destination”. Write an email to the magazine with your entry to the competition. In the email you should mention
· Why you chose this destination
· The location of the destination and how you can get there
· Where to stay
· What to eat
· Attractions worth visiting
· What to shop (souvenirs)
Close the email by suggesting the place as a destination for the readers of the magazine. (150-200 words)
To: travel@yahoo.com
From: micadam@gmail.com
a. Subject: Holiday destination contest

b. Dear Sir or Madam, 
c. I am writing in response to the contest I read about in “Travel” magazine about the best holiday destination. I would like to take part in the contest and propose Rome as an exciting holiday destination for the readers of the magazine. The reason I chose Rome is because it combines awe-inspiring sights, delicious food and amazing night life. 
d. To begin with, Rome was the capital of the Roman Empire and it is full of historical monuments and landmarks, such as the Colosseum, the famous amphitheatre where people used to watch gladiators fight and  the Pantheon, the best preserved Roman temple. Moreover, the Vatican with the famous St. Peter’s Basilica and the Vatican Museums where there are artifacts and ancient treasures attract millions of visitors. One of the most famous sights that one shouldn’t miss is Fontana di Trevi, a fountain where tourists throw a coin. 
Secondly, people who visit Rome can taste delicious local dishes and desserts such as ice cream, pizza and pasta in many flavours and variations. Last but not least, a cup of espresso is a must. 
Finally, a trip to Rome is not complete without a visit to Trastevere, a neighbourhood famous for its nightlife. People who prefer something quiet and less exciting can relax in one of the big squares such as Piazza Navona and the tiny restaurants which are there. For those who love shopping, perhaps the best souvenir could be something to wear, as Italian clothes and accessories are famous for their style.
It is worth mentioning that getting to Rome is easy, as it is the capital of Italy and there are many flights daily to and from Rome. In addition, there are a lot of accommodation options, ranging from luxurious hotels to youth hostels. 
For all those reasons, I recommend Rome as the best destination for your readers. 
e. I look forward to reading the results of the contest.
f. Yours faithfully,

Michelle Adams. 
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