ПРИЛОЖЕНИЕ 5
Hot Tips on writing a transactional letter!

1. Always read the instruction carefully and decide on the appropriate style of the letter: formal or informal.

2. Timing: read the instruction (5 min),

                  write a plan/ think of ideas (10 min),

                  write your answer (25 min) 

                  check your work thoroughly (5 min).

3. Include all the information provided in the question using you own words.

4. Explain in the first sentence why you are writing.
5. State in the last sentence what you expect from the reader.

6. Use key words from the information given. Don’t copy whole sentences.

7. If asked to  write to an official or company, you should:

· begin your letter with either Dear Sir/Madam or Mr/Ms/Dr + the person’s surname

· use formal language

· end your letter with Yours sincerely/ Yours faithfully

· sign your letter with tour full name

