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2. Postcards, letters and e-mails

Your teacher might give you one of the following tasks:

• Write a postcard.
• Write a letter.
• Write an e-mail.

That’s easy, isn’t it?
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1. Writing a postcard

On postcards and in letters you fi rst write down the place and date in the top 
right-hand corner: Stuttgart, 14th April.

a) Write down the dates.

   

Jason King

11 High Street

Rochester AC6 4FS

UK

b) Now write down a place and date on this postcard.

14April
Saturday

21June
Saturday

22May
Thursday

23October
Thursday

12January
Saturday

Watch out with the following numbers:
fi rst ➜ 1st second ➜ 2nd third ➜ 3rd

(But not for 11, 12 and 13)

TIP
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But what could you write on this postcard? The following grid can help you.

How to write a postcard

Address the person you 
are writing to.

You start a postcard or letter with Dear, followed 
by the person’s name and a comma.
Dear Jasmin / Christopher,
Important! Although there is a comma, you continue with a capital 
letter.

Ask the person how he / 
she is and say how you are.

How are you? I’m fi ne.

Tell your friend where you 
are at the moment.

At the moment my family and I are in Italy / Austria / Australia, etc.

Say when and how you got 
there.

We arrived here on Saturday by plane. It was very exciting for 
me because I fl ew for the fi rst time. Or: We arrived here by car on 
 Saturday. The trip was long and boring.

Talk about the weather 
and the things you are 
doing.

The weather here is sunny / cloudy / rainy / windy. It’s really 
hot / cold / wet / warm / freezing. It’s great / a pity!
What you think about the weather depends on where you are and 
what you want to do, of course.
There’s a lot of snow so we can go skiing every day. Or:
Yesterday it was raining all day so we couldn’t go swimming.
You could continue like this:
We often go to the beach to play volleyball and lie in the sun. 
Two days ago, my parents took us to Florence where we had to visit 
at least seven churches! But the ice-cream there was delicious, 
they had 50 different fl avours.

Tell your friend when you 
will be back and that you 
are looking forward to 
 seeing him / her.

We will be home on … / next week / in … weeks. I’m looking 
forward to seeing you.

Say goodbye. Love, / Yours, Paula / Niklas

If you like you can send 
regards to other people.

P.S. Give my love to all my friends / your family. Or: Say hello to 
Rob / your mum and dad.

c) Fill in the postcard to an English friend on page 5. Look at the grid above if you need help.

To Jason King

11 High Street

Rochester AC6 4FS
UK

2. Writing a letter

There is not much difference between writing a postcard and writing a letter. 
A letter is longer than a postcard, of course, and you often need to answer a letter. 
Or your teacher might ask you to write to a person you read about in a story and tell him / her what you 
think about the things he / she has done.
In a letter you often ask questions, or you answer questions someone 
else has asked you.

Questions with question words

Remember the fi ve ‘W’-questions you always ask when you write a report:
Who, what, when, where and why. There are two more  question words you 
often need in letters: How and which.

TIP


