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Aim
* Recognise the difference between structures typical of informal speech and

structures appropriate for formal speech and writing, including the use of
question tags and subjunctive forms.

Success Criteria

I can identify and explain the differences between formal and informal writing.

I can write in a formal or informal style using appropriate language features. N

I can recognise and use the subjunctlve J‘orm in J‘ormal writing.
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Introductory Activity



https://www.regentstudies.com

Formal and Informal Writing

The style in which you write is specific to your reason for writing and the
audience you are writing for.

In some circumstances a formal stgle of writing is appropriate or expected and
in others a more in_formal stgle can be used.

Have a look at the Types of Writing
Sorting Cards with your group.

Which types of writing would you u

expect to be written in a formal stgle?

Which would you expect to be
informal?

Can some types of writing be both?
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Formal and Informal Writing

Do you think the following types of writing are formal, informal or both?

a text message informal
an email formal and informal
a letter formal and informal
an essay for school formal
a diary informal
a report formal
a story formal and informal

an information text formal
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Formal and Informal Writing éf:\

What features do you think define a written text as formal or 'Lnformal?

Discuss your ideas
with your group.
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Independent Focused Activity
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Defining Formal Writing

Remember, formal writing:

Is clear and to the point Has a more serious tone
Uses correct grammar Uses specific vocabulary
and punctuation for the subject

Often uses complex sentence structures
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Defining Informal Writing

Remember, informal writing may (but not in all cases):

Have a more ‘chatty’ tone Use more contractions and
(conversational, e.g. kind of, so...) abbreviations (it’s /| TV)
Use text-style words (lol) Use clichés (raining cats and dogs) |

As a general rule all the above should not be used in formal writing.
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The Subjunctive Form

Sl
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Challenge: Do you think you can use the subjunctive verb form in
your formal writing?
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Giving Advice

What would you suggest for these problems?

I've got a terrible
cough. Ijust can’t Oh no! T've

get rid of it! forgotten my lunch

AGAIN!

Did anyone begin their suggestion with the phrase,

“If T were you, I would...”?

Well done; you’re using the subjunctive verb form!
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Strange New Verbs

Huh? The subjunctive verb form? What’s that?
Have a look at these sentences, can you see anything unusual about the verbs?
If John were to get an A on his test, I would be very surprised.

Were [ a little bit taller, I would be able to reach the shelf. 2

I would run if I were younger.

If I were him, I'd try a lot harder at school.
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Strange New Verbs

Wouldn’t we usually say them like this?

If John got an A on his test, I would be very surprised.
If I was a little bit taller, I would be able to reach the shelf.

I would run if I was younger.

If I was him, I'd try a lot harder at school.
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Subjunctive Verbs

The subjunctive verb form can be used to show
that we don’t think the situation is really possible.

I'm not going to cool down
anytime soon!

Japanese isn’t going to be
taught here.
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Subjunctive Verbs

The subjunctive verb form structure is really quite simple:

For all verbs except the past of ‘be’, you use the
same as the infinitive (basic) form.

be (past) be (present) all other verbs (past and present)
I were I be I work 3
you were you be you work
he, she, it were he, she, it be he, she, it works
we were we be we work
you were you be you work

they were they be they work
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Subjunctive Verbs

Actually, it’s even easier because the subjunctive doesn’t change
according to the person (I, you, he/shelit, etc.)

You don’t always notice this,
because it sometimes sounds like the
normal verb.
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OK, that’s what it is, but what is it for?

The subjunctive verb J‘orm isn’t common in evergdag British speech.

However, it is often used after formal verbs such as require, demand,
suggest, propose.

The governors propose that class 5 learn maths all day.

The Queen demands that all children be taught to curtsey.

Mrs Smith requires that James Brown go to her office now.

M'Lght | suggest that your son wait outside until we have finished our chat?
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Other Uses

The subjunctive verb form is also used after formal expressions,

such as it is desirablelnecessargIvitallessential.

It is desirable that the whole class be here early for the trip.
Is it necessary that you eat all your chocolate right now?

It is vital that each child bring their own water bottle to school.

It is essential that Magda take her hay fever medicine daily.
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Writing a Formal Letter

Read and respond to the J‘ormal letter on your activity sheet.

’ Writing a

Miss Hushed from the local council has writtg
informal. Can you re-write her letter to make,
changing are underlined.

Mr A Noyd

340 Decthel Street
Churchfield
Salisbury

P47 avL

Dear Mr A Noyd,

Thante you fer your letter about noise
and thine you should try to do these

Firsily, have a chat with your neight
dog i not hapoy at home on his cwnl
prolem cortinues | propose that you
dead good! He'll sort it out

Y Writinga

I can write in a formal sty

Mr A Noyd
340 Decibel Street
Churchfield
Salsbury

SPa7 Qv

Dear Mr A Noyd,

Bell ringing! Lol I can appreciate that
would go and tell ‘em tat late nigri:
practise in some o] the nelghbouring g

With regard to the cows it crystal
suggest you arange a get together vl

wil help it realise the unfaimess

Tf, after yau have had a o at daing
give us a ring and [ wil arrange to v

T hope your health problems get bets

Vours Sincerely,
Miss B Hushed

Youws sincerely,
Miss B Hushec

*

B Writing a

Miss Hushed from the local council has writte
informal and one paragraph is incompletel H)
changing then rewrite the whole letter includ

Mr A Noyd
340 Declbel Strect
Churchfield
Salisbury

SPAT VL

Dear Mr A Noyd,

Thank you for your letzer about noise
and think you should try 1 do thesel

Firstly, have a chat with your neighbd
dog is nat happy at home on his cwnl
problem continues I propose that yo
dead goad! He'll sort it aut

Bell ringing! Lol! 1 can appreciate that
would ga and tell ‘em taat latz night]
practise in some of the neighbouring

\With regard 1o the tows it’s crystal

T, after yau have had a o at doin:

and 1 will arrange 10 4

e us o

1 hepe your health problems get bet

Yours Sincerely,
Miss B Hushed

Writing a

*
Writing a Formal Letter

T can write in a formal sty

T can write in a formal style using appropriate language features.

Mr 4 Noyd
340 Decibel Street
Churchfield
Salsbury

Spar av.

Miss Hushed from the local council has started to write a reply to Mr A Noyds letter but it needs
finishing. On the next page, complete the letter, ensuring that you write in a formal style throughout.

Include an opening and closing paragraph, and paragraphs advising Mr Noyd what to do about:
+ his neighbour’ dog

the bell ringing
+ the cows
Miss B Hushed
Noise Pollution Officer
Council Offices
ud Lune
by
P38 610
20 December 2018
M- 4 Noud
340 Decbel Street
Churcafield
Salisbury
SP47 QL
Dear Mr 4 Noud,
Than you for your Letter regarding noise pollution. T have carefully weighed.
up your situation and, before we proceed to investigate further, may [ adyise
that you taxe the following measures
T hope your health issues improve soon an that you will nat ecuive the use
of the ear plugs in the near future.
Yours Sincersly,
Miss B Hushed P
»* .
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Review Activity
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Formal and Informal Text Types (X

Use your knowledge of the types and features of formal and informal writing
to complete the table on the Formal and Informal Text Types Activity Sheet.

Formal and Informal Text Tg pes

sl Formal and Informal Text Tg pes

1 Text Type Fom:rl" BI:{:M (Wh:; 5%?53::{3;“'% (;de: m:e;;‘own)
Dimy L
Story Information Text =
Rep Text Mes g

.| Essay

!

Ermnail
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Consolidation Activity
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Formal and Informal Writing

Remember formal writing:

* Is clear and to the point
* Has a more serious tone

* Uses correct grammar and
punctuation

* Uses specific vocabulary for the
subject

* Often uses complex sentence
structures

Remember informal writing may
(but not in all cases):

* Have a more ‘chatty’ tone
(conversational, e.g. kind of, so...)

 Use more contractions and
abbreviations (it’s /| TV)

* Use text-style words (lol) N

* Use clichés (raining cats and dogs)

As a general rule all the above
should not be used in formal
writing.
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Writing Emails

Can you adapt your writing style to suit the audience and purpose?

Write two email
responses to show you
can write in a formal
and informal style.

Writing En

%

Writing Emails

I can write about: the same subject in a formal styl
appropriate language feal

I can write abous the same subject in a formal style and on informal style, using
appropriate language features.

Read the following emails and write replies in the same formal

Fitncseqz b

Dear Sir or Madam,

Tam writing to express my

* at discouering what can ony be da
Yummy Crunch ths morning

g breagjest

Given that Nesloggs is regarded as une of e leading brands of breg
scandards of hygiene and quaiity central procedu
investigation Lo establish how this seandalous
compensates for the horar aad incanvenience this experienc

Yours angrly,

Mr 1. Brean

Hi Joe,

Guess what happened Lo me Lhis morning? Youlll never guess! | Jound
helizwe 1) T nearly swallawed it as well - mada me fecl sick!

T've emailed Nesloggs and told them what naspened There's obviovsly
i toenalls are getting inta the producss! Yukl

Angway Te decidea T going ta stice to tonst for a whil. T ek that
Catch you later cude!

Tommy

Imagine you have found an urwelcome surprise in your breakfast cereal packet. Write a formal emall
to complain to the cereal company about this and an informal email to your friend to tell them what
happened. Think abous how the two emails may differ.

Consider

+ The facts or information you include.
+ The grammar, punctuation. and vocabulary you choose.
+ The tone of the email (e.g. angry, amused, disgusted etc)

Focused education on life’s walk!
www.regentstudies.co
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Assessment

N 4

7

N

Focused education on life’s walk!
www.regentstudies.co
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Formal Writing

Use your knowledge of formal and informal writing styles to help you complete the
Mini Test. Then apply your formal writing skills to write an information text.

Formal and Informa Wr tig

[ ——— s ] o

6. Which of the following sentences are written in the subjunctive mood? 3. Rewrite these sentences so they are more informal.
Tick them and then underline the subjunctive verbs in the sentences: Formal and lnfo rmal W riting Mini Test S,
) The after school cookery class will commence in due course.

1. Are these sentences formal or informal?

@) Itis essential that Tom begin the homework at once.
Underline the vocabulary that helps you decide. Tick the correct box. gk

b) All students must ensure that their school identification cards are updated wi

b) I were you, I would hurry with that homework.
correct information.

© Nemo always tries to swim faster than his friends. @) School is generally regarded as an excellent place in which E]
to learn new facts. o
& Mrs Soloman requests Lisa be excused from PE today. © Itis with deep regret that we have to inform you of Mrs Warrens decision t¢ Bl e
the summer show.
@ Croftwell School will soon be opening at weekends.
b) The kids in class 6 were mega chuffed about their trip D D
formal informal
, , R o
4. List three types of writing which would usually require a formal style: ossron will Commiongs Sricrion
o formal  informal
b
o 2. Rewrite these sentences so they are more formal. A,
@) Tomorrow morning class 6 are off to the museu to see the new stuff theyVve got in
5. List three types of writing which would usually require a informal style:
b) The science teacher, Mr Jones, loves a bt of fishing after tea when schools out.
@
! © All reading books need to be back in school pronto so that Mrs. Henley can sort the
tibrary out.
o
.
)
#+END OF TEST++ ‘oul for
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Aim
* Recognise the difference between structures typical of informal speech and

structures appropriate for formal speech and writing, including the use of
question tags and subjunctive forms.

Success Criteria

I can identify and explain the differences between formal and informal writing.

I can write in a formal or informal style using appropriate language features. N

I can recognise and use the subjunctlve J‘orm in J‘ormal writing.

" - LT
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*| Focused education on life’s walk!
www.regentstudies.col
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