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Writing with a purpose (b2 & C1): Part 1
Functions & Exponents of Transactional (Formal) Letters / Emails
Worksheet for Teachers and Learners
Task:

1. Please, collect the most important characteristics of each transactional / formal letter type below, considering specifically the functions of the 3 major sections of the letter/email type.
2. Collect expressions, formulas typical of the specific functions.
	Letter type
	Functions of each section
	Typical expression (at least 1 for each) 

	Complaint
	Opening:


	

	
	Body:


	

	
	Closing


	

	Motivation
	Opening:


	

	
	Body:


	

	
	Closing:


	

	Recommend-ation
	Opening:


	

	
	Body:


	

	
	Closing:


	

	Inquiry
	Opening:


	

	
	Body:


	

	
	Closing:


	

	Request
	Opening:


	

	
	Body:


	

	
	Closing:


	

	Information provision
	Opening:


	

	
	Body:


	

	
	Closing:
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