[image: Pakistan School]Pakistan School ,  Kingdom of Bahrain
E- Support and Learning Material / Session 2020-2021
Subject: English                            					                                             Grade : 8
Book: English Student BOOK 8                                                                                       FIRST  TERM
Formal and Informal Letters
 
[image: formal vs informal letter]Letters are a form of verbal and written communication, which contains information or message, send by one party to another, to convey the message. It is sent by one party to another, to provide certain important information. There are two types of letters, i.e. formal letters and informal letters. The formal letter is written for business or professional purposes with a specific objective in mind. It uses simple language, that can be easy to read and interpret. On the contrary, informal letters are written to friends and relative for personal communication and uses a casual or an emotional tone. The article excerpt presents you all the important differences between formal and informal letters in a detailed manner.

Formal Letters 
While writing a formal letter one should keep in mind the following things:
1. It should be in specified format.
2. It should avoid the use of unnecessary words.
3. It should be straight to the point.
4. It should be relevant and objective.
5. It should be complex and thorough.
6. It should be polite, even if it is a complaint letter.
7. It should be free from any mistakes, i.e. grammatical or spelling.
Informal Letters
1. A letter is said to be informal when it is written in a friendly manner, to someone you are familiar with.
     2 .Informal letters are used for casual or personal communication.
   3. Informal letters are written in first, second and third person.
   4. we use informal letters for writing letters to friends, relatives, acquaintance, etc.
5. informal letter, where we use short and simple sentences which are easy to interpret.

6. The informal letter can be concise or large.
 
8. Informal letters, which makes use of contraction, abbreviation, idioms, phrasal verbs and even slang and colloquial terms.
Formal letter
1. Letter to the editor 
2. Letter to the Government
3. Letter to the police
4. Letter to the principal 
5. Order letter 
6. Complaint letter 
7. Inquiry letter 
8. Business letter
9. Application letter for job 
10. Letter to the Bank manager 
11. Invitation letter 
12. Resignation letter 
13. Leave Application 
14. Leave Application for marriage 
Informal Letters
1.Letter to parents
2. Letter to siblings
3. Letter to friends
4. Letter to classmates
5. Letter to neighbours







                       

Informal Letter
 (
Examination Hall,
City  A.   B.     
C.
June 10,2020          
)[image: ]






    When you finish writing your letter fill this checklist:
                             [image: This easy to use checklist will help your students write Friendly Letters. Your students may use it throughout the letter writing process, as they develop this important skill.]

	


















INDEFINITE TENSES – PRESENT/PAST/FUTURE
1- Present Indefinite Tense

          [image: Food Icon Background clipart - Present, Text, Cartoon, transparent clip art]
   
                                      [image: Simple Present Tense - Learn Basic English Grammar | Kids Educational Video  - YouTube]

[image: Present Simple - Lessons - Tes Teach]

[image: Image result for grammatical rule for present simple (With images) |  Teaching english grammar, Learn english, English grammar for kids]
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2- Past Indefinite Tense

[image: C:\Users\EBRAHIM\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\2774D84B.tmp]

[image: Past Tense - Studyladder Interactive Learning Games]



[image: REGULAR VERBS | Eğitim, Ingilizce][image: IRREGULAR VERBS - PICTIONARY 2 - PART 2 - ESL worksheet by evadp75]
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3- Future Indefinite Tense
         [image: Simple Future Tense - Updated English Grammar]

[image: Future Simple Tense (Table) (explanation with examples), English Lecture |  Sabaq.pk | - YouTube]
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[image: PAST SIMPLE TENSE - ESL worksheet by jecika]


[image: Simple Future - ESL worksheet by kodora]




	Rubric:
	Ex.
	Go.
	Sat.
	NI

	Content Accuracy
	1
	2
	3
	4

	Creativity
	1
	2
	3
	4

	Completeness
	1
	2
	3
	4

	Neatness
	1
	2
	3
	4

	  1-Excellent     2- Good      3- Satisfactory 
  4- Needs improvement




Q2. Letter Writing-Informal (Any 1)

1- Write a letter to your younger brother who has grown very weak. Suggest ways how he can improve his health.

2- Write a letter to your elder sister on her birthday. She is away from home preparing for medical entrance exam.

3- Write a letter to your father requesting him to buy you a new i-pad/tablet to take online classes.

Letter Writing Rubric:

	Rubric:
	Ex.
	Go.
	Sat.
	NI

	Letter Format
	1
	2
	3
	4

	Body of the letter
	1
	2
	3
	4

	Creativity
	1
	2
	3
	4

	Completeness
	1
	2
	3
	4

	  1-Excellent     2- Good      3- Satisfactory 
  4- Needs improvement
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From,

Date - 14th May 2017

Dear [name of person]

Hello! How're you? How's the weather there? It's extremely warm here. |
hope you and everyone else is doing well.

I'm very busy here with There's a lot of work to be
done. Time is extremely precious. | cannot wait to meet

Il be coming to for a conference/wedding/meeting. We have to
meet up then. Do write back soon. I'm waiing for your reply.

Take care,

Love,

(Name)
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Simple Present Tense

Igetup early avery morning. ~Sho playstennis every waskend.
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PRESENT SIMPLE

T walk T don't walk Do I walk?
You walk You don't walk Do you walk?
She walks She doesn't walk Does she walk?

He walks He doesn't walk Does he walk?
It walks Tt doesn't walk Does it walk?
We walk We don't walk Do we walk?
You walk You don't walk Do you walk?
They walk They don't walk Do they walk?

SPELLING RULES

I, We, You, They He, She, It
(third persen singular)

My friends play tennis Dan plays basketball.

Benand T watch MTV everyday. ___ | Mydadwatches CNN.
Youstudy English. \

l In the present simple third person singular (he, she, it) we add s / es / ies to the vert l
es ies s

Weadd s to verbs ending When the verb ends with Weadds toall the other
withch, sh, ss, X, o consonanty, we drop the verbs
yandaddies
teaches fly flies
washes try tries

Kisses ery cries
study = studies play o
sit sits

walk walks
loves
swim swims

goes. carry = carries
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AFFIRMATIVE

I sleep
You sleep
He sleeps
She sleeps
It sleeps
We sleep
You sleep
They sleep

NEGATIVE

I don’t sleep
You don” t sleep
He doesn”t sleep——

She does not sleep

Tt doesn”t sleep
We do not sleep

You don”t sleep
They don’ t sleep

INTERROGATIVE

SHORT ANSWERS

Do I sleep ..?

Do you sleep ..?
Does she sleep ..?
Does he sleep
Does it sleep .2
Do we sleep .2
Do you sleep ..?
Do they sleep .2

Yes, Ido. /No, I don't.

Yes, you do. / No, You don’t.
Yes, she does. / No, she doesn’ .
Yes, he does /No, he doesn” .
Yes, it does. / No, it doesn’+.
Yes, we do. / No, We don’t.
Yes, you do. / No, You don”t.

Yes, they do. /No, they don’t.
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Past Tense Verbs

Past tense verbs describe an action that has
happened in the past.

Many past tense verbs are
formed by adding, "ed", to
the verb.

play - played e

2y 0w

5 The children played in the park yesterday.

Can you think of other past tense verbs?

Studyladder
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Accept, accepted,
accepted

Add, added,

Admire, admired,

admired

&3

Adwse, advised,
advised

Agree, agreed

Amuse, amused,
amused

Answer, answered,

answered

Apologize, apologized,

€9
Ar

Argue, argued,

Ask, asked, asked

Attend, attended,

attended

Bake, baked,
baked

Brush, brushed,
brushed

Clean, cleaned,
cleaned

Cry, cried, cried

Climb, climbed,

Close, closed,
closed

Count, counted,
counted

Help, helped,

-

Jump, jumped,

Laugh, laughed,
laughed

Listen, listened,
listened

Love, loved,
loved

Offer, offered,
offered

Open, opened,
opened

Walk, walked,
walked
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| PAST SIMPLE

AFFIRMATIVE
T worked
You worked
He worked
She worked
It worked
We worked
You worked
They worked

NEGATIVE
I didn”t work
You didn” t work
He didn” t work =550
She didn” t work
It didn” t work
We didn”t work
You didn” t work
They didn”t work

INTERROGATIVE

SHORT ANSWERS

Did I sleep ..2
Did you sleep ..?
Did she sleey

Did he sleep ..2
Did it sleep .2
Did we sleep .2
Did you sleep ..?
Did they sleep ..2

Yes, Idid. / No, I didn"t.

Yes, you did. /No, You didn’ .
Yes, she did. / No, she didn’ .
Yes, he did. /No, he didn’ .
Yes, it did. / No, it didn"t.
Yes, we did. /No, We didn’ .
Yes, youdid. / No, You didnt.

Yes, they did. / No, they didn”t.
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SIMPLE FUTURE TENSE
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Simple Future Tense

Affirmative Negative Interrogative
1 will/shall see. | lelji_ull.ge_._ WiII/ShuII.I_s_e_c@
You will see. You wzlnq see. Will you se_e‘f!_
He/She/It will see.  |He/She/It won't see. | Will he/she/it see?

We will/shall see.

We will/shall not see..

Will/Shall we see?

They won't see.

Will they see?
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1. Add -s or -es to the verbs:

1. see 14. wake
2. take 15. teach
3.brush ____ 16.lose ____
4. kiss 17. catch

5. call 18. buy

6. give 19. pass

7. play 20. come

8. study 21. fight

9. watch 22. water

10. help 23. choose

11, cut 24. fly

12 cry 25. match

13. swim 26. carry

3. Rewrite the sentences with the new

subjec
1. Kate likes to eat an ice-cream. (I)

\

2. We go to the 200 every Sunday. (Sam)

3. The boys play football well. (Tom) 4-

4. My brother speaks English well. (They)

5. The girls like to draw dolls. (My sister)

6. I play computer games every day. (Pam)
. Write Do or Does:

___ Kate help her mother every day?

. ___ you listen to rock music?

5

1

2

3. __ Tom know all the computer games?
4. they go to the 200 on Sundays? |-
5

6.

3 &

8

. __ you like to draw animals?
. ___ your brother drive his car well?+
. ___ the boys like to plant flowers?

. ___ Ben want to find his friends?

+

9. ___ you often call your friends?

10. __ your sister wear nice dresses? |
11. __ they learn to dance at school?

12. ___ Mary spend much time on shops?
13. __ your dog chase the cats? +

2. Underline the correct variant:
1. Tom his room every Saturday.
a) tidy b) tidies
2. We_____to the music every day.
a) listen b) listens
3. Mary usually TV in the evening.
a) watch b) watches
4. The girls often with the dolls
a) play b) plays e
5.1 in the pool on Sundays. <$+20°
a) swim b) swims
6. They their homework every day.
) do b) does

Fill in don't or doesn't:
Bill play tennis every Sunday.
We go to the park. -
Kate like to eat fish. p
Sue wear long dresses.

I like to get up early.

My brothers like to drink milk.
My cousin know Italian well.

I like to walk with my dog. ¥
Pam go to the gym.

10. They understand this rule.

1. We often go to the movies.

12. Liz wear shorts at all.

13. Tim grow flowers in the garden.

CENOG s wN

6. Write questions to the underlined
words

1. Ben sleeps eight hours every day.

. We water the flowers in two day:

%

3. Mona goes to the club every Saturday.

4. They feed the rabbits at 2 o'clock.

=

5. I enjoy classical music.

6. Nick seldom plays table tennis.
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I my teeth three times yesterday. i,

. They anew car last month.

. Tony me avery funny joke.

. Ann's grandpa when he was 90.

. She her room yesterday.

. It was hot in the room, so T the window.

*

. Karen tea yesterday morning. ¥

. She aletter to her brother yesterday.

. She ataxi from the airport to her hotel.

11. When I was achild, T tobe a doctor.

¥
aDVD yesterday evening. i

10. Emma her cat two hours ago. »
»""
¥

oy ke,

1. My sister played with her toys yesterday. 1. He worked in London two years ago.

2, Tom studied French last year. 2. She gave a present to Bill.

3. He ate an apple after lunch, 3. Mr Brown left the office at six o'clock.

4. Mum did the washing-up after dinner. 4. We passed our exams in June.

5. 0ur teacher went on holiday last week, 5.Isaw my English teacher yesterday.
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L

LONG FORM SHORY FORM

INTERRO GAYIVE

‘NEGATIVE
LONG FORM SHORT FORT

T shalliwill go Tlgo shall T go?

T shall not/will not go | I shan’t/won’t go

You will go You'll go will you go?

You will not go You won't go

He will go He'llgo will he go?

He will not go He won't go

She will go She'll go will she go?

‘She will not go She won't go

Tewill go It go will it go?

Tt will not go Tewon't go

i We shalliwill go | We'll go shall we go?

We shall not/will notgo | We shan't/won't go

You will go You'll go will you go?

You will not go You won't go

will they go?

The Simpte Folore Tense fs vsed &
express:
Predictions
Offers
Requests
Suggestions
Promises
Warnings
On-the-spot decisions
After the verbs:think,expect,suppose,believe
know,wonder,hope, doubt,assume,
be afraid, be/feel sure, imagine
After the adverhs:
perhaps,possibly,surely, certainly

They will go

will you
help me?

1. 8he will take @ break it ten minuies

2The doctor will see you very soon

3They will go shopping on Samurday.

4.Itwill be dark at seven o”clock.

511l close the window right away.

6. He will get that job,

7.We’ll by another car.

They will not go They won't go

Wime expressions used with Simple
Future:

tomoreaw, the day after tomarrow, next weekfmonthiyear,
soon, in two minutesthoursfyears, in 2080 etc

on"t forgetY

befere affer

us Tong as | s seen as

by the Eime | while

T /oniil when

as ‘whenever

now Ehat if

in case ‘the minvte/
moment {Ehat)

PuE Ehe verbs in brackeis frto the
Simple Future fense.
(come) tomorrow.
(ravel)around Europe next

(playin the garden
4.The Browns (notfvisitius this
summer.

5 (wefga)to the theaire next
Sunday?

6.The exams (be) in June

7 (Ufget you something to drink?
8They. (not/finish)the Geograph;
project in fwo days
9.He.

tomorrow afiemoon.
10 (youttry)
harder next time?

(callme
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