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Task 1-Informal email

To a friend, neighbour, relative or co-worker you know well. - About 170 words when filled in - 150-200 words
required

Hi [First name],

| hope this email finds you well. | am writing because [the reason], and seeing as [why it

matters now], | thought | would let you know right away.
First off, [bullet point 1], which [a detail that makes it personall.

On top of that, [bullet point 2]. Admittedly, [a small difficulty]; even so, | think [your positive

view], since [reason].

Last but not least, [bullet point 3]. Provided that you are free on [day], how about
[suggestion]? That way, [the benefit].

Let me know what you think, and give my best to [someone].

Take care,

[Your name]

Key connector keep these - [gap] replace with your own words
Tips Warm but still complete sentences. No text-message spelling.
Cover all three bullet points; a personal detail in each helps.

27 minutes in the real test. Plan for 3, write for 20, check for 4.
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