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Recognizing Formal and Informal English

Whiting can be either formal or informal, Formal writing has a sevious tone and i
made up of lang, complicated wonds and sentences. 1t is used in public communications,
including speeches and books. it is absa used in business letters and important docu-
ments. Informal weiting i more personal and more casual, 1t & used mainly in dialogue
and in friendly lettors.

Translating Formal and Informal English. Decide whather cach of the follow-
ing expressions & an examphe of formal or informal English. In the blank preceding the
selection, wiite Fif it i formal, Wiite 1 if it B informal, if the expression & informal,
ity the sentence on the ine below in more formal English. I the expeession s
formal, rewrite the sentence in informal English.

T Lot's wateh out for amthing that could siow us down,

2, Thaeew somithing in your suitcase and coma along with us.

3. itls my intention to accompany the General to the Canadian barder,

4. I'm going to have to call it quits on this paper|

5. e Adany vy Booked terrific, but his inging was lousy,

6 e S thiis o the gouble, becaise | think they'll be crazy about it.

7. — She was prabsed for her inteligence, her temperament, and her wit.

8 _ Our plars are nol corain at this moment.

9 e Althaugh an sccident may possibly oocur, it Boelihood i emall,
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CHAPTER 3 The Revelutinrany Period

1= Match the informal e spressions in the first column with the formal expressions in

the second colume,

a) Let us know if you're coming
) Feel free to

) As asked
&) U'm looking forward 1o seeing you

1) Do mot hesstate to. ..

2) Regards

3) As requested

4 ook forward 10 sesing you

5) Could you please confirm your attendance
6) 1 will be unable to attend

7) We would be grateful if you could

2. In the follawing formal and informal emails, there are some missing words. Try to fill in

the emails is more

} appointment [ could [ unable hesitate / Taithfully / afraid / grateful / please | sincerely [

1
farward / due to

Dear Mr. Perkins,

I am writing in response 10 the enail | received from you on the 21% July 2002 lam ... |

will be . + . to attend 1o our meeting ... a work meeting arranged on the same

day. The only solution 1o discuss our differences would be 1o meet another day. ... it be

possible to amange another ... TDoOBOL ... B0 cOMACE Me whenever you

find a free day for our meeting | wouldbe ... if you could inform me about the day as

s00n a3 possible.

Tlook ................ to hearing from you,

NS i viveissnsiindy

Malcom Bross

) Teel free / regards / happy [ can / sorry / hello [ asap / won®t be able / looking / tell / re /

Dear Peter,

1 write you becsuse | have resd youor last email ... ... L. 1" & [P 10 0 10 our meeting

ciiciieien Dhave a work meeting on the same day. We can oaly talk about our differences if we

meet another day. ... ... we see cach other ancther day? ... 1o call me when you find

Free day to meet. Iwould be ... fyou could me about the day ... -
v, Torward to hearing from you,
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Informal and formal writing answers

GREETINGS / REASON FOR WRITING / REPLYING

Formal

‘Semi-formal / Infoermal

Dear Sir/ Madam,

« Hi Dennis,

« Dwear Mr/ Ms Jones, +« Hello Claire,

« Dear Dr Smifh, « Dear Mum,

« | am wnting to make a « Just a quick nofe fo mvite you
reservation/ fo apply far the fo.. ./ to tell you that. ..
poasition of.. ./ to confirrn my
booking/ to ask for further
information abou! ...

« | am wnting with regard fo the « This is to imvle you fo join us
sale of .../ o the complaint you for...
made on 29th February

. Thankmum}ynura-mmfnfﬂ'ﬁh_ . Thﬂnksfﬂf}'ﬂﬂramﬂ.”ﬂwas
February regarding the sale of ... /| wonderfuligreat to hear from you
concerming the confarance in
Brussels,

. Hﬂhrafamnmmmmhphnnu « [ wanted to let you know that / tell

conversation on Friday, | would
ke to let you know that...

you about / ask you if...

MAKING A REQUEST / ASKING FOR INFORMATION

Formal

| Semi-formal / Informal

Could you please let me know i

« | was wondenng if you could

you can attend .../ if you are come and sea me somealime next
available for a meeling on 12th week.
Decambar?

« [ would appreciate & if you could « Would you mind coming early fo

please send me a brochure/ if
you could please reply within two

days.

help me clear up the place?

S LELE alloc v o o




FORMAL § INFORMAL

She has the ability a She can

Revision should be done Q You should revise

Another good thing is/

Secondly/ Besides/ Furthermore, What's more/ Not only that,

please feel free to contact us. a call.

This appeared to rectify the

problem This seemed to fix the problem

The experiment was carried

out/ performed.

&
v

Should you require any assistance, ? If you need any help, give us
;:j' They did the experiment.

The plan was implemented /

Th t the plan into action.
carried out. ey put the plan into action

Thank you for your courtesy and

: . : Thank you!
cooperation regarding this matter.

8
o/
™
L
Thank you for your email of the % Thanks for your mail on 10
10 of March. Mar.

Should you need any further information, .  If you need any more info, just
please do not hesitate to contactme. /|  drop me a line.

Informal and formal writing worksheet answers key. Formal and informal writing mini test answers.
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evaluate knowledge during teaching. Most classrooms are much more diverse and inclusive than most people imagine. A similar and favorite device of new teachers, because It is relatively easy to use, It is called entry tickets and sa. Can't you easily exaggerate or underestimate and / or evaluate, whether formal or informal? What should teachers do
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