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Informal Introduction Letter  
 
Writing Task 1 
You should spend about 20 minutes on this task. 
 

Your English teacher has found a new penfriend for you.  
 
Write a letter to the penfriend and introduce yourself. Tell them what you like doing 
in your free time. Ask your penfriend to tell you about their hobbies and interests.  

 
 
Dear Pat, 
 
My English teacher has told me you're looking for a penfriend so I'm writing to introduce myself 
to you.  
 
I'm 24 years old and I live in Hong Kong. I work in the tourist industry as a tour guide. I live with 
my parents on an outlying island and I travel to work by ferry everyday. I Love my job as I get to 
meet so many interesting people from all over the world, but I don't like having to work on 
public holidays and at the weekend! 
 
As for my hobbies and interests, I'm a bit of a fitness fanatic! I go jogging every morning before I 
go to work and I always do some yoga before I go to bed. I play badminton twice a week and 
squash about once a fortnight. I enjoy hiking and try and get out to the country park at least 
once a month, but I prefer going swimming in the summer because I can't stand the heat. And I 
absolutely detest gyms! I hate running on a treadmill that doesn't go anywhere and staring 
aimlessly into space. Apart from sport, I also like dancing with friends at the weekend. I'm 
really keen on disco music and I can dance for hours.  
 
Anyway, enough about me! What about you? What do you like doing in your free time? I hope 
you'll write soon and tell me all about yourself. 
 
Looking forward to hearing from you.  
 
Best Wishes, 
 
Hamed 
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Informal Introduction Letter  
 
Writing Task 1 
You should spend about 20 minutes on this task. 
 

Your English teacher has found a new penfriend for you.  
 
Write a letter to the penfriend and introduce yourself. Tell them what you like doing 
in your free time. Ask your penfriend to tell you about their hobbies and interests.  

 
 
Dear Pat,  
 
My teacher suggested I write to you because I'm looking for a penfriend. I'd like to know if 
you'd be interested to know if you'd be interested in writing to me. 
 
I'm 21 years old and I live in Lisbon in Portugal. I'm doing the second year of a computer science 
degree at Listbon University. I live just outside Lisbon in a house with two other students – Jose 
and Paco. They're good fun and I really enjoy living with them.  
 
I spend a lot of my free time on the beach as I love windsurfing. I go down there with a group of 
friends two or three times a month and we have a great time. I love basketball too and I play 
for the university team. We have a match once a week.  
 
I also really enjoy films and watch almost anything but I can't stand musicals. I prefer science 
fiction and action adventure. I only get to the cinema about twice a month but I often watch 
videos at home in the evening. I read a bit too, although I'm not very keen on fiction. I like 
reading computer magazines and books and I also enjoy books about foreign places.  
 
Well, I hope you'll write to me, and I look forward to hearing all about you and how you spend 
you free time.  
 
All the best,  
 
Hamed 
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Informal Advice Letter  
 
Writing Task 1 
You should spend about 20 minutes on this task. 
 

One of your penfriends wants to improve their English at a language school. They have 
never studies at a language school before and have asked for your advice on how to 
choose a good one.  
 
Write a letter to the penfriend. Advice them about the followings: the teaching 
method, the number of students in a class and the number of hours a week.  

 
 
Dear Carl, 
 
Thanks for your letter. I think going to a language school is a great way to improve your English. 
As you know, I've done quite a few English courses so you've come to the right person for 
advice! There are definitely a few points you should consider before you enroll on a course.  
 
The first thing I'd do if I were you is to ask about the methodology. Some schools have you 
sitting in rows doing lots of written exercises. I don't think you should enroll at this type of 
school because the lessons can be very boring and you don't get much oral practice. I'd advise 
you to choose a school that encourages lots of group work and speaking practice. You should 
check the school's brochures and talk to the staff and students if you can.  
 
Also, you ought to find out what the maximum class size is. If I were you, I wouldn't enroll in a 
class with more than 20 students because you won't get enough attention from the teacher. 
What's more, big classes tend to be mixed ability so you may find the pace is too slow or too 
fast for you. I think between 10 and 15 students is a good number.  
 
And another thing you'd better think about is the intensity of the course. You can do an 
intensive 100-hour course in a month but I wouldn't advise you to do this. If you’ve got the 
time, I think you should study over a longer period to allow yourself time to assimilate 
everything.  
 
Anyway, I hope this is useful. If you need any more advice, just drop me a line.  
 
All the best, 
 
Hamed 
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Informal Advice Letter  
 
Writing Task 1 
You should spend about 20 minutes on this task. 
 

One of your penfriends is going to immigrate to Australia in a few months. They want 
to improve their English before they leave and have asked for your advice.  
 
Write a letter to your penfriend and give them advice on how to improve their 
speaking, listening and vocabulary.  

 
 
Dear Maria,  
 
You must be really excited to move to Sydney. How are all the preparations going? In your 
letter you ask if I've got any advice about how to improve your English before you leave. Well, 
I've given it some thought and here are a few ideas.  
 
Speaking is probably going to be the most useful skill so, if I were you, I'd try and speak in 
English as much as possible. And I think you should do a short, intensive oral course before you 
go too, if you have time. I wouldn’t advise you to buy one of those language courses on tape 
though, because they're expensive and you don't get the opportunity to interact with other 
people.  
 
As for your listening skills, you should tune into English language programmes on television and 
the radio whenever you can. Also, don't forget that lots of Australian, British and American web 
sites have audio that you can listen to so I'd make the most of the Internet if I were you.  
 
Browsing the Internet will also help extend your vocabulary, but you ought to read books, 
newspapers and magazines as well. You' better get a good English-English dictionary too. I don't 
think you should throw away your bilingual one, but only use if when you really have to! 
 
Well, I have to get back to work now. If you need any more advice, don't hesitate to get in 
touch.  
 
Love,  
 
Hamed 
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Informal Letter of Recommendation 
 
Writing Task 1 
You should spend about 20 minutes on this task. 
 

You have just finished reading a book you think your friend would enjoy. 
 
Write a letter to your friend telling them about the book. Explain why you enjoyed it 
and recommend that they read it.  

 
 
Dear Hilary, 
 
I've just finished reading the most amazing book and I just had to write and tell you about it as I 
know you'd really enjoy it. You've probably heard about these books but won't have read them 
because they are meant for children – J.K. Rowling's 'Harry Potter' series. 
 
Well, last night I stayed up all night reading the first in the series – 'Harry Potter and the 
Philosopher's Stone'. The plot of each book is based around a young boy called Harry Potter and 
his best friends Ron and Hermione. They all go to a school for wizards, which is where most of 
the story is set. In this book, Harry learns lots of tricks like how to fly a broom and how to use a 
cloak to make himself invisible and has to go through a series of dangerous trials. My 
description makes the book seem childish but Rowling is a wonderful storyteller and her books 
are compulsive reading. The characters are amazingly three-dimensional, although I think in 
this particular book they start to behave a little out of character towards the end in order to 
serve the plot. However, the books are really quite special and I can't recommend them 
enough.  
 
Anyway, just give one of the books a go. I know you'll absolutely love them. If you don't want to 
splash out on the books yourself, I have them all in hardback and you are welcome to borrow 
them anytime.  
 
Looking forward to hearing from you soon.  
 
Lots of love,  
 
Hamed  
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