
Dear Sandy,

How was your family trip to Australia? I heard that you and your brother had a great time learning how to surf. You must 

show me a trick or two about surfing when we get to chance to crash the waves! [Friendly tone]

Anyway, I’m writing to you because I heard from Marcus that you’ve picked up smoking lately. He told me that he saw 

you smoking outside the house on his way home from school a few days ago. As your best friend for so many years, I’m 

truly troubled by this piece of news. I know that you’ve always been a rationale and careful person. Is there a reason 

why you decided to take up smoking? Are you under stress that we aren’t aware of? [Task 1 & 2 addressed]

Lately, I came across a poster that talks about the ill-effects of smoking. One point it made really caught my attention. 

Apparently, teenage smokers are many times more likely to die from cancer than someone who starts smoking in their 

20s. Isn’t that appalling? You have such a great passion for humanitarian work and I sincerely wish to see you fulfilling 

that dream without hindrance. Please do consider the health effects of smoking. Also, it has been proven that the toxins 

found in cigarettes can obstruct blood circulation, causing your skin to lose its radiance and elasticity over time. All the 

skin care products we bought on our shopping spree at Watsons will achieve no purpose given how the harmful 

substances found in cigarettes are so damaging! [Task 3 addressed]

But don’t worry, Sandy, because all is not lost. I’ve read about some effective ways to break off from the bondage of 

smoking. First of all, be mentally prepared for the withdrawal symptoms like sudden strong cravings for lighting up and 

lower energy levels. These symptoms will not last and they are likely to go away after a few weeks before you start 

feeling better again. Another way to prepare yourself to quit smoking is to enlist the help of trusted family and 

friends who genuinely care for you. If you wish to, I can check in with you every day to make sure that you don’t smoke. 

If you want a listening ear, I’d be most glad to be that friend who can help you on this journey. [Task 4 addressed]

Life ahead of us is full of possibilities. Let’s live it to the fullest together and not fall prey to negative influences around 

us, okay? Stay well and I hope to hear from you soon! [Friendly tone]

With love,

Esther 

• Use the first paragraph to establish a 

friendly tone. 

• In informal writings, there are words that we 

use to organise & connect ideas. Other 

words include well, actually, this brings to 

mind, etc.

• A paraphrase of the word “concerned”. 

• A phrase to indicate that writer is 

addressing the first reason why recipient 

should quit smoking. 

• A word to indicate the second reason why 

recipient should quit smoking. 

• These expressions help to organise and 

mark out clear areas of the email. 

• Notice how each reason is immediately 

support by 2-3 sentences for elaboration. 

Examiners expect candidates to develop 

each idea.

• Establishing encouraging & friendly tone. 

• A phrase to indicate first method to quit 

smoking

• A phrase to indicate second method to quit 

smoking 

• Each method is immediately followed by 2 

sentences to develop the idea

• Ending paragraph uses a friendly & 

encouraging tone again. 



Format

To: sandy2002@gmail.com
From: esther05@gmail.com

Subject: How are you? 

Content

With love,
Esther 


