ESOL | Level 1 Email | Templated/Structured Writing Frame |
Birthday Party

You receive this email from your colleague at work.

2 From: tommy@webmail.biz
A staff@webmail.biz
Subject; Isabel’s birthday

Hi everyone
| hope you're all well.

Some of you will know that it is Isabel’s birthday next month. Isabel has worked for
the company for many years, so let's make it a birthday to remember!

| am collecting money for a special gift. Do you have any ideas for what we can
buy her?

We are going to celebrate Isabel’s birthday on Friday 26 February. Please let me
know if you can come. Can you also let me have your recommendation for a good
local restaurant that's not too expensive?

Thanks very much.

Tommy
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* English (U.K

Write a reply to Tommy's email.
You must include:
« one or two ideas for a gift for Isabel
+ whether you can go out to celebrate Isabel's birthday

+ arecommendation for a local restaurant and why you recommend it.
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From:

[ you@webmail.biz

To:

[ tommy@webmail.biz

Subject:

[ Isabel’s Birthday

e Opening Greeting / Salutation

e |ntroductory Paragraph

-

o

e |deasforlsabel’s present

o Whetheryou can go to the party

-

o
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e Recommendation of a good restaurant
e  Whyyou would recommend it

-

o

e Friendly closing paragraph

e Closing Salutation

© Pearson Education Limited 2026



