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Winter, Janis Kanhai, Salima Ramcharitar & Allison Sargeant. Pg. 95 

Letter writing 

YOU ARE TO WRITE 130- 150 words. 

“For purposes of the examination only, do not write out your real name and address, but include 

the date in Spanish”. 

Eg : San Miguel, 20 de septiembre de 2014 

“The greeting must be appropriate and agree in gender with the noun it precedes. The most 

common forms are: Querido/ Querida (Dear), Mi querida tía- My Dear Aunt” 

“The farewell must also be of an appropriate form. If the letter is between close friends, one of 

the following expressions may be used: Con cariño, cariñosamente, un abrazo, un saludo” 

“To ensure that you do not exceed the word limit or write a letter that is far too short, divide your 

letter into 4 paragraphs. A suggested breakdown is as follows: 

 

Paragraph 1: Approximately 25 words- this paragraph should include enquiries about the person’s 

health, thanks for previous letter and a statement of the purpose of this letter- as far as these things 

are applicable. 

 

Paragraphs 2 and 3: These may be approximately 50 words each and give  most of the details asked 

for in the guidelines. 

 

Paragraph 4 : Another short paragraph- approximately 25 words – this brings the letter to a close, 

in a manner that is not abrupt, and is friendly and polite, in keeping with the tone of the rest of the 

letter. You may include a statement expressing the wish to receive an early reply e.g . Esperando 

tus noticias, Favor de escribirme pronto.” 

 

Use about 35 minutes to write your letter and 5 or 10 minutes to read over. Check agreement of 

nouns and adjectives and ensure that verbs are in the correct person, number, tense and mood. 

 

Count the words and write the number at the end. 

 

Useful Vocabulary: 

To Begin the letter: 

¿Cómo estás?  Espero que todo vaya bien contigo y con tu familia.- How are you? I hope that 

everything is going well with you and your family. 
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Contextual Dialogue 

Read carefully the explanation of the context which is given in English. This sets the scene and will 

therefore give you an idea of what you are required to do. 

Read carefully the details of the cues in English which must be included in the dialogue. Make sure to 

understand them fully. 

Before you begin to fill in the blanks, read all the given lines of the person speaking to grasp an idea of 

the dialogue. This will determine the tense and the correct form, whether polite or familiar, that you 

should use. It will also give you a feel of the tone to make appropriate replies. 

As you begin to fill in the missing lines, always read the given lines before and after to ensure your 

dialogue flows smoothly. Remember the dialogue is a continuous passage. Each blank is not an isolated 

response. 

Do not give one word answers. You are to write 80- 100 words, therefore you are expected to show your 

ability to be creative and to write complete sentences making use of varied vocabulary and idioms. 

THINK IN SPANISH AND WRITE YOUR ANSWERS DIRECTLY INTO SPANISH. DO NOT 

WRITE IN ENGLISH AND THEN TRY TO TRANSLATE. 

Some of the notes were taken directly from "Essential Revision Exercises for C.S.E.C 

Spanish". Winter, Janis Kanhai, Salima Ramcharitar & Allison Sargeant. Pg. 116 

Contextual Announcement 

Read carefully the explanation of the context which is given in English and which sets the scene giving 

you an  idea of what is required. 

Read carefully the details of the stimuli n English which are to be incorporated in the announcement. 

Make sure to understand them fully. 

Read the headings of the announcement and as you begin to fill in, keep checking the stimuli to ensure 

you have included each one. Pay attention to details for sometimes you may be given specific 

instructions, eg: Tres beneficios; Tres atracciones 

Do not give one word answers. Bearing in mind, that you are required to write 80- 100 words, you should 

produce creative responses making use of varied vocabulary and idioms. 

DO NOT BE TOO LITERAL. 
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