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An introduction
to emails

pr— What do you think about emails?
Make a cross on the scale to represent how much you agree or disagree.

(5 =1agree 100%) (0 = | disagree 100%).

1

You need the same language skills to write an email as you do to write a letter.

agree E] E EI disagree

If you can speak English well, you can write good emails.

agree m E] E disagree

One of the most important features of an email is the subject line.

agree Iz‘ E El E disagree

Accuracy is still very important when writing emails.

agree [5] [4] [s] o] disagree
Using the ‘cc’ option is a great way to inform others who are not directly involved.

agree E’ E’ E El disagree

One reason for emailing is to reduce the response time.

agree E El E’ E' El disagree

If you need an answer straight away, it is better to use the phone than send an email.

agree E E E E disagree

Discuss your answers with a ‘Wﬁéﬂﬁ&é*ﬁfﬁi%”y'

5



6 | UNITL  An introduction to emails

1  Label the screen with the following English equivalents.

Hello Robbie,

How are you? | haven't heard from you for such a long time - hope
everything's OK.

Here's just a quick note to remind you about the conference in November.,
We need your registration & some info about your presentation by 6 June.
Hope to hear from you soon.

Regards,

Gisela

2  Where or how can you do the following?

Find old emails you have sent.

Find emails you have received.

Send an email you have received to a third person.

Find email addresses and other personal data.

Put emails you are working on but are not yet ready to send.

See what a message is about.

Show that an email is important and should be read immediately.
Find a document which has been sent with an email.

N N bW N e

3 Now look at the message. Find five things that make it different from a letter.
www.pardistalk.ir/library



UNIT1  Anintroduction to emails | 7

|

Yours sincereky

e ¢

~ www.pardistalk.ir/library




8 | UNITL  Anintroduction to emails

£} Lookat this excerpt from a typical inbox and find an email ...

from Martin which ...

is urgent.

is probably not work-related.

is asking for input.

contains new information about a meeting.
is a reply to an email you sent.

1
2
3
4
5

—X=——Tme0o0Cu

from Julia which ...

6

is a request for information.

was sent on from someone else.
contains one or several documents.
contains information about the new
division.

5 Did you have trouble answering number 9? That’s because Julia’s subject lines don't always
give enough information about the contents of her emails.
Look at the following excerpts from emails and write appropriate subject lines.

www.pardistalk.ir/library



UNIT1  Anintroduction to emails I 9

6 Look at the paragraphs below. Each paragraph belongs to either a formal or an informal email.
Find the two emails and write the letters (a-]) in the table below.

Attached you'll find the new price list for our
complete product range. We've discussed this with Sy
other distributors & they agree the increase can be ‘1
t s without any problems.

A quick note to tell you about
next week’s meeting
d on to their

See you then! Enjoy yourself at
the premiére tonight!

Hi Viadka,
How's it going?

I'm writing to inform you of our
price increases for the next Dear Sam,
quarter.

We're meeting at ‘Frank's' in Haverhill Street at
about 5.30 pm. John is bringing the Swiss
visitors with him directly after the factory tour.
We'll hold a meeting first, then have dinner. Is
that OK?

Hope you have a successful third quarter
and we look forward to future business

contacts with you.

Formal email Informal email
salutation
opening sentence
body

friendly ending

HEE N
NN

complimentary close

www.pardistalk.ir/library



10 I UNIT1  An introduction to emails

7 Use the clues to complete the puzzle and find the hidden word.

O N

sy - J I I

Tnsend:r::n::Wham W T _I_'—FD

e

o e

mgfanemaﬂ s—l—l—.‘ —'—l—.—l—l—'-—l-—'
e g

9 Where new emails go when you 8 _ID_I_'_'

O irtc sl T B A

I'mw.... tolet you know ... 10 _J _l _l _l _I _'

r o=

]

@ o

-]

OUTPUT Listen to this report and answer the questions.

AuDIO 1 What are large firms now doing?
2 How do employees react?
3 What are the main reasons for doing it?

AUDIO
S Listen to part of the report again and complete the missing words.
3
Lost ' isn’t one of the main reasons for * e-communication, but
some * are worried that workers “ too much time using
5as 5. 90% of workerssaythey 7 personal
emails during the 5 day.

How much time a day do you spend on emails?

Does your company have an emailing policy?
Do you think companies monitor emails for security or legal reasons, or just to check on the staff?

YOU'VE G
www.pardistalk.ir/lib



Formal and informal
emails

STARTER Can you show emotion in an email? Match the emoticons to the correct meaning or description.

1 1) a I'm angry or shocked (shouting face)

2 b I've just made a sweet remark (face like an angel)

B8:) ¢ I'm happy (smiley face)

Looks
4 ) d I'm unhappy (sad face) like someone's
having a bad day ...

5 0:) e No comment (neutral face)

6 :0 f I've made a joke or said
something funny
(one eye closed)

7 =l g Sarcastic comment — more
powerful than ;-)

Now read the extracts below and add the appropriate emoticon.
(More than one answer is possible.)
8 Have a nice weekend!
9 You're great! Thanks so much for helping. What would | do without you?
10 Have you heard Paula's leaving the company & moving to the
competition?!
11 My computer crashed yesterday & | lost all my data!
12 | don't believe you're finally going on holiday. In fact, | didn’t think you even
knew what a ‘holiday’ was!?
13 You're going to the conference with Steve? Do you know what he’s like!?

14 Sorry, | can't talk about that! Top secret!
www.pardistalk.ir/library



12 | UNIT2  Formal & informal emails

1  Look at the emails a - f. Which messages are formal and which are informal?

Dear Mr Braithwaite

I'm writing to enquire about the monitors you informed us of last month (April).
Please could you send us a brochure and price list?

We would also appreciate a visit from your rep in order to get more information
about the products. Could you ask one of them to contact us, please?

Looking forward to your reply.

Yours sincerely

Euan Davis
Purchasing Assistant

How was the holiday? I'll be away on mine when you get this! I'm off to Florida. =)

Just & note to tell you that all the info to update you on the last couple of weeks is with H
Tanya. She's collected memos & post for you & also a list of important points from me.
Hope you had a great time. I'm really looking forward to mine.

Speak to you when | get back. | WON'T be checking emails at all while I'm away!

Seeya

r cz A ;

Dear Ms Braun

Thank you for your order of 24 April for 200 corporate umbrellas.

I would appreciate it if you could check the logo size & colour on
the attachment.

Please confirm by email if this is correct before we make up your
order.

Thank you for your custom.
Regards
Daniel Prewitt

.| Reservation :

| would like to reserve a room for 3 nights 1-3 December inclusive.
Could you also confirm the corporate price | was quoted of EUR 145.50
including breakfast buffet?

Kind regards
Ronald Frischherz

www.pardistalk.ir/library




UNIT2 Formal & informal emails | 13

OF & =

-
—
Print

To: Gabriella < WL e - .
From: Yanis ¢yta@infotechz.co.uk> R L L L e B
Subject: Change of plan Subject: Internet use

To: Jackie; Dean; Sonal; Natalie; Ursula; Brian; Robert;
Gerhard; Chris; Charlie; Amanda; Jane; Christian; Angela;
Kati; Simon; David; Tim; Steve; Jason ...

«<c: Andrew Todd; Annabel Landis

Hello Gabi
| hope this email reaches you before you leave the office.

From: Jenny
I'm afraid the rep who's coming to visit you tomorrow has
been taken ill. Dear All: ;
Would it be OK if we put off her visit until she's well? Please note that starting immediately use of the 1

Internet during working times will be limited. Access

Hope this isn't going to cause you too much trouble. i1 e gantecl e tulest 1a o800 éiary day,

Let me know if | can be of assistance.

Have a nice day ) Thank you for your cooperation.
Yanis

4 Jenny Morris
Human Resources Assistant

2 Now look at the emails again and find the following.

1 An announcement to the staff of a new regulation 4 Arequest for confirmation of an order
2 A message to a colleague 5 Ahotel reservation
3 Amessage to a customer about a change in plans 6 An enquiry to a supplier

www.pardistalk.ir/library



14 | UNIT2 Formal & informal emails

3 Find examples in the emails on pages 12 and 13 to complete the table.

More formal Less formal (or informal)
salutations Dear Mr Braithwaite Hey Gary!
& closes
phrases & inform Just a note to tellyou ...
vocabulary
abbreviations, =)
etc.

www.pardistalk.ir/library



UNIT2 Formal & informal emails

44 Match the vocabulary used in formal emails (1-10) with the less formal vocabulary below.

1 convenient = OK 6 tocontact =
2 assistance = 7 topostpone =
3 toinform I e 8 toarrange =
4 toreply = 9 toenquire =
5 to regret = 10 torequire =

5 Now complete the emails below with words from above. Be careful of the register!

Dear Mr Bass

Hi Sylvie

| am writing to * about your range of less exclusive products.

Our company has diversified recently and, in addition to the prof | equi 1t we have previously
purct i, we now ? products for the hobby golfer.

Could we *a ing to see one of your sales reps who can 4 us
about your products? The week of 19 August would be 5 forus.

As | will be out of the office from 2 to 6 August, please 5 my assi Sylvie Jouet,
directly.

Best regards

Simon Pilgrim

I 12 asap, but please let me know the latest date for the goods.

Despite this, have a nice day!
Rgds

Jean www.pardistalk.ir/library

Just a quick note to saywearevery ____ 7 for the delivery delay.

I'm afraid we'll have to % the delivery date for 10 days because of the truck drivers’ strike.
When exactly do you 9 the goods? If it's very urgent I'll 0 the g
of the forwarders whether we can 11 a special delivery somehow.

15



16 | UNIT2  Formal & informal emails

6 What do you think the following abbreviations stand for? Write out the full meaning.

1 e in other words 6 bw
2 asap 7 attn
3 Thurs 8 rgds
4 Jan 9 pls

5 atthe mo 10 wfe

7 Readthe two emails below and find at least five things that make them either formal or informal.
Then use the notes to write responses in the right register.

* send map of Bern
as attachment

* list of guest houses
and hotels at
<www.berncityscope.ch/
accommodation.htms

* dinnerinstead?

¢ list of guest houses and
hotels at
<www.berncityscope.ch/
accommodation.htm>

* can book online or should
| book something?

* can recommend ‘Fension

Bergland’ (my parents
stayed there) /

www.pardistalk.ir/library



How important is accuracy in emails?
OUTPUT - Zd

You will hear five people talking about emails. What is the main point each speaker makes? Note

UNIT2 Formal & informal emails

8 Find ten spelling mistakes in the first email. Then correct the second email.

How many mistakes can you find? (Look out for punctuation tool)

Hi Charlotta

Jsut a quik note to telll you that the info fort

he new product has finally arrived.

Ill get in tuch with you next week to update

i, o

you on t in

Can you put of the product mailing until I'm

back?
Seeyou soon.

Ragrds
Tibor

any important words they use.

Speaker 1

Which opinion do you agree with?

OVER TO YOU

Speaker 4

Deer Mahendra

we are still wating for the above oerder but have
recieved no email to explain the reason for the deley.
This is particularly inconvenient for us at the moment

as as our clients need the dylivery asap

Please can you kontakt the forwarders find out what

has happened and inform us immediately.

we look forward to hearing from you very soon

kind regards
Mia

Speaker 2

How would you react if you received an email full of mistakes from someone you didn't know?
Would it matter if the person wasn't writing in his or her native language?

‘UNIT2

Partner A page 48
Partner B page 50

www.pardistalk.ir/library
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Enquiries

t.roberts@trax.co.uk?

mhmeger@itn.deﬂ_-::

STARTER Can you say your email or website address?
Match each symbol with how you say it.

at » back slash = capital ‘h' = dot
* hyphen/dash ¢ slash » small ‘b’
* underscore

I B.EB8

L]
[e]
[7]

Now work with a partner. One of you look at page 51, the other look below.
Take turns dictating the email and website addresses to each other, then check your answers.

dictate write
1 jason.carter@gmv.de 6
2 h.marlow@freeserve.com 7
3 p-onigl@fib.si 8
4 www.beat_top.com 9
5 geoff@hmj.ch 10

www.pardistalk.ir/library



UNIT 3

1 Lookat the ads below. Would you contact the companies by email, phone, fax, or letter?
What are the advantages/disadvantages of contacting the companies by email?

&

2 -
Net-train
Computer / Internet trainin

267 London Road
Norwich
Norfolk

NR35 6QY
Tel. no. 01603 5167421
Fax no. 01603 6177421

www.nettrain.co.uk

- email: fraining@nettrain.co.uk |

2

WANTED!

We are looking for a highly qualified
receptionist to join our team in a 5-star
conference hotel, Position available
from April 1.

For further info contact: Sussie Karlsson,
Personnel Manager

Box:572
SE-31123 Falkenberg
Tel: +46 (0)346-166 50
Fax: +46 (0)346-166 58
s.karlsson@swedenhotels.se
www.hotelfalkenberg.se

All correspondence and applications
in English, please.

2 Look at these parts of an email requesting information about the training courses in
the first advertisement. Connect the sentences and put them in the correct order.

1 | am interested in ...

2 |look forward to ...

3 Could you please send me ...
4 | saw your advert in ...

an oo

... information on the length, cost, and contents?
... the Financial Times of 5 January.

... hearing from you soon.

... your Internet training courses.

www.pardistalk.ir/library
Use similar phrases to write a short request to advertisement 2 or 3.

Enquiries

19



20 | UNIT3  Enquiries

3 Complete the table with the phrases below.

More formal Less formal

Requesting information

I'd appreciate a reply asap. g

Would you be able to help ... ? g
Could you please send me ... ? 3
Replies

Please find the ... in an attachment. 4
I'm pleased to send you ... 5
Thank you for your emailfenquiry. 6
Do not hesitate to contact us if you 7

require further assistance.

We hope you find this satisfactory.

Thank you for your interest. 9

Your request is being processed. 10

l|. Use (parts of) the phrases in exercise 3 to complete the request and reply emails below.

Request for brochures

Our company is currently loocking for accommodation for some overseas
colleagues who will be transferred to Southampton for 12 months.

! me some brochures showing the various
houses and flats you have to offer. We also need to find locations near
schools; 22

As our employees are arriving next month, I
3

Thank you very much.

Best regards

Rachel Beamish

HR assistant

Wells Ltd www.pardistalk.ir/library




UNIT3  Enquiries | 21

T — T ——————————ee |

Re. Request for brochures  Attachment: Southampton.pdf

Dear Ms Beamish
4. Unfortunately, the brochure you requested is being

reprinted at the moment, but %, Prices and location have
remained the same, however, so you'll find the requested information

£. The new brochure will be sent by post as soon as it's available.
We %

Regards

Brian Pearson

Relocation Specialist
Changing Rooms
Brian@changingrooms.co.uk
www.changingrooms.co.uk

www.pardistalk.ir/library



22 | UNIT3  Enguiries

5 Rewrite these emails to make them polite.

Our general manager saw your advert in yesterday's Financial Times and wants
the free start-up packet advertised.
Send it to:

We also want all the information you can send us on your after-sales service.
Thanks in advance.
T. Gerald

Dear Giovanni

Jane at headquarters gave me your name and said you will help me. | need some
information about the upcoming trade fair in Milan.

1) Who is attending from the Milan office?

2) How many hotel rooms have you booked?

3) What time and where is the Tuesday night reception?

Send me the information immediately.

Regards

Martin

PS | want you to send me your extension number too. | can't find it on the
international list.

6 Unscramble the words below, then use them to complete the gaps.
(Tip: the first letter of the word is always correct!)

1 I'm sending you the price list in the 6 d____ areplyasap.
attachment 2 7 Thank you for your

2 Your is being processed. 8 Letme if you need any

3 Please answer & more help.

4 We hope you find this i 9 I'm in ...

5 Canyou me..? 10 | would like to b

7 Use the information below to write an enquiry.

You are the sales rep for Bigtop electric drills and saws.

Write to James Baker (your colleague Sarah Miller gave you his name) to order some brochures on
Bigtop's after-sales service, YouWwaN-pardistalkAr/ioranythe brochures for a trade fair in the
Czech Republic. The trade fair is next week!



UNIT3  Enquiries

8 You receive the two enquiries below. Use your notes to write the replies.

@

Contact us

CUSTOMER SUPPORT

PHONE  ++ 44 (0) 4302 631269
X ++ 44 (0) 4302 6

contact@offequip.

Company

To: contact@offequip. co,uk
r; rzwdyadams@web.fr

23

Re: i
To: contact@offequip.co.uk \
From: pia@vml.nl o Hello
Re: office furniture ‘progres L ;?:e vlocuar W;ieb:ite and would like to knoy
I in n find your furnityre j 2
; -sized engineering company in Also, ure in the Paris
:::tfr:;:\e:tiludn;re_ interested in your ‘progress MV:df:Iar:s?;; please send me 3 cata!oguE?area
range of office furniture. Gérard Latour
Could you pteﬁ:stg send us a catalogue and 2 ;*‘C-,Thi Royale
S 1.
zrﬁzgl::::-: the orocess of deciding on offce 5012 PARIS
furniture for our new building, I'd appreciate Thanks!
a prompt reply. G. Latour
(2
Thank you for your help. laches ey
Shaps ang
Odbess,.
Pia Stevens Catalog .
POSE th g i b
V.M.L. BV ""-""IUB
Keizersgracht 384
Amsterdam 1016GB
Netherlands
Tel: 431 20 5 30 20 10
Fax: +3120 5 30 20 30 il

e-mail: pia@vmLnl
website: www.vmLnl
pardi .ir/library




24 | UNIT3  Enquiries

: Read these two scenarios and answer the questions.
OUTPUT

Now listen to this report and answer the questions below.

oE
- 4
s

1 What steps can you take to protect computers from viruses?
2 What about email attachments?
3 Is this a new phenomenon?

Has your computer ever had a virus? Tell your colleague what happened.
What steps does your company take to protect against viruses?

VE GOT MAIL

www.pardistalk.ir/library



Requesting action

STARTER

Emails - especially those from native speakers of English - can contain a lot of acronyms
and abbreviations. How many do you know? If you have trouble finding the answers,
look at the clues below.

M

7

10

11

6 | FY 1:

*||am BUOBLIOS YSIM 0] *350]3 B SB SIY1 1M MO,
Uiyl noA jeym Aes 0] JUBM NOA UBYM SIY] 1M NOR
‘no 1oy lﬂlws P 0] AUOALOS JUBM NOA UBYM SIL) UM NOA,

w
- —
o

i |

*andea)jod 12LIOUL 0} Ui IBWS LIS ay) pUas NoA uaym siy) op noj 6
*uoKeLIOJUY muéu‘[pgsmﬁm 03 JUBM NOA UBYM S} 1M NOA, 8
- L0 B JO WD) JOYS Byl SISyl £
OU MOUS O SIy) AlPMm Nop 9
. 5
“noqe yse ajdoad sBuiy |e21dA3 3y} U0 LONEWIO)U] AI0U 2
* JNOGE, SUBALL PUE J|BWS UE JO Apog au u) pue ! s £
"noA diay 03 Bujos s oym auoawios aumno, z
~_'nod padjay Sey oym auoawios o} S M NOA
The use of abbreviations and acronyms is not the only way native speakers try to keep
their messages short. They often also omit articles, pronouns, or auxiliary verbs.
Look at these sentences and write them out in full.
1 Looking fwd to seeing u next wk. 5 Just a quick email to give you new dates.
2 Tia for yr help. 6 Got any exciting plans for the w/e?
3 Will be in touch tomorrow with updated 7 Noinfo on pay rises at the mo. Hope to
figures. hear sth soon though.

Pls call me re our meeting onWMWW-pardistalk.ir/library
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1 Read the two emails below and answer the questions.

action

esting

1 What tasks would Simon like Pascal, Barbara, and Thilo to do?
2 Which tasks have been completed and who did them? What problem has this person had?
3 What do you think the working relationship is between the four colleagues?

From: Simon <swo@tdo.coms i 1 T. Pascal <pbe@tdo.com>, Barbara

io.comz, Thilo <thr

Subject: | quarterly sales reports

Hi all

I'd like you to send me the figures from the last quarter
by tomorrow morning first thing. Pls let me know if you
have a problem with this deadline.

Pascal: Have you coordinated your team & their results yet?
Can you send the report to me by Thurs 4th?

Babs: Have you finished your sales report yet? By Tues 2nd
June pls.

Thilo: Have you contacted Hungary about the new account
details? Gerry needs this info asap.

Please reply asap.
Best wishes
Simon

From: Pascal <pbe@tdo.com>

Tot Simon <swo@tdo.com>

«cc: Barbara <baz@tdo.com>, Thilo <thr@tdo.com>
Subject: re quarterly sales report

Attached: sales_div2_1quart.xls

Simon
I'm sending you all the info you need for last
quarter in the attachment.

I've already contacted my team and they have just
finished their sales figures. Unfortunately we
haven't completed the report yet as we've been
wvery busy with trade fair prep.

The deadline should be no problem though: you'll
have it on your desk by 4 May.

Rgds

Pascal

www.pardistalk.ir/library




UNIT4 Requesting action | 27

Talking about deadlines and taking action

2 Avirus hasinfected Simon’s computer and scrambled Barbara’s and Thilo’s replies
to Simon’s email. Unscramble the sentences and put them in the correct order.
(Tip: the words in bold stay where they are.)

Barbara's reply:

a Things so here been busy have that hasn't on it there work been time to.
b Last desk a.m. figures will tomorrow your on quarter’s be.

¢ Tuesday though be problem should no.

d Sorry, Simon, report yet finished | the haven't but.

Thilo's reply:

e [I've also that the figures wanted you attached.

f  I've the post copy put a already in but an too sending as attachment am it.
g Simon, Anna just the at account details has the sent Hungarian office.

www.pardistalk.ir/library



28 | UNIT4  Requesting action

3 Use the words in brackets to complete the gaps in these emails.

4 Use words from the two lists to make as many verb-noun phrases as you can.

Example: to arrange an appointment or a meeting

www.pardistalk.ir/library




UNIT 4 Requesting action | 29

Now complete the sentences with words from the boxes.

1 I'm you the report by post. Can you please read it and give me your feedback?
Please ___ your colleagues that our monthly meeting has been changed to Wednesday.
I've an appointment with the new sales rep.

Clara, I've read your notes but can we meet to the details.

I'm afraid we won't be able to meet the . We're going to need a few more weeks.
Please email me your notes from the last meeting so that John can the minutes.

| also need your January figures so that we can the database.

Motor Supply Ltd still hasn’t paid. It's time to demand with an official letter.

0 ~N W\ W N

Look at this informal reply to an email. What questions or requests did Annika write in the
original email?

diil mm’l“lmunlnW.pardlstalk.lr/llbrary



30 | UNIT4  Requesting action

6 Your boss has given you this ‘to do’ list before leaving on a business trip.
You've ticked (+) the jobs which have been done and added some notes.
Use the ‘to do’ list to answer your boss’s email.

The presentation went well, but we've come to a standstill

on terms and conditions. This means I'll have to stay another

2 days.

Could you please call Steve and ask him if he can do my
presentation on Thursday for me?

Could you also update me by tomorrow evening on what you've
done from that list? I'll have a bit of time tomorrow to go through
my emails and do some work on my laptop.

Hope you have a nice evening — don't work too hard! -
Roger .

www.pardistalk.ir/library



UNIT4  Requesting action | 31

To cc or not to cc?
Listen to five people talking about this and answer the questions below.

Q e

OVER TO YOU

How often do you use the cc function and who do you send copies to?
Do you ever use the blind copy (bcc) function?
Does your company — or team - have a policy

on who is copied in? Partner B page 50

[T4 PatnerA pageso |

www.pardistalk.ir/library



Exchanging
information

STARTER

How has email affected our business lives and relationships? Do this quiz and check your
answers below. Then discuss the answers with a colleague.

h What percentage of Internet users in the USA

have email access at work?
a.26%
b. 46%
c. 66%

What percentage of people check their personal
emails at work throughout the day?

a.27%

b.37%

c. 47%

And what percentage of users said they checked

emails during a business meeting?
a.3%
b. 5%
c.8%

B whatis the most popular day of the weekto send

email messages?
a. Monday
b. Tuesday
¢. Friday

=

The majority of the online population have
English as their first language (35.8%). Which
languages come next?

a. Chinese

b. Spanish

c. French

Ina survey of people over 55 in the UK, what
percentage said they used a computer?
a.36%
b. 46%
c. 56%

In @ survey of UK directors and managers, what
percentage said they sent more than 30 emails a
day?

a.10%

b.15%

€. 25%

What percentage of US workers said they have
sent jokes or chain emails at work?

a.39%

b. 49%

€.59%

“|FEWa U0 YI0M IN0ge Buidissob o) papiwpe %5 | ‘Aanins awes ag uy
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1 David and Mike both work for a distribution company dealing in mobile phones.
Look at David’s email and answer the questions.

1 How does Mike introduce the subject of the email?

2 Label parts of the email with the following: salutation, informing, stating the action to be taken,
giving a deadline, close.

3 Does David already know about the invoice? How do you know?

4 What is the new information Mike has found out?

5 What does Mike ask David to do?

[ | From: Mike Ainsley am.ainsley@trt.cy B To: David Page «d.page@irt.chy

Subject: | Motorson invoice — the story continues!

Hi David
Here’s the low-down on the invoice to Motorson:

Invoice no.: 512588
Amount due: € 7299

Product description: Motorson mobile phone w
Model no.: MS 586 N
Quantity: 100 units

The invoice still hasn't been paid and we're going to have to do
something about it soon. You should have a copy of their
contract — | faxed it to you on Tues 2nd.

| called Rachel in Sales & she’s given me some more info. Our
contact person in the Finance Dept has changed since the
merger & we haven't been informed. | think the company name
has also changed & this will affect the invoice details. We may
have to make out a new invoice in a different name — what do
you think?

Could you call Motorson again for me asap & get all the details,
including the name of our new contact person? Then we can
chase up the outstanding amount.

I'll need the info by Friday 12th as I'm meeting Fiona Chambers
to update our client database.

Cheers

Mike

www.pardistalk.ir/library
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Colloquial phrases and contractions

2  Find the matching pairs.

colloquial language standard language

1 to check sth out to send sb an email

2 to touch base with sb to give sb information

3 to send sth by snail mail to send sth by post

4 to mail* sb to try to find or get sth (that is missing)
5 to give sb the low-down to look at sth in detail

6 to chase sth up (AmE: down) to get in contact with sb

7 to be out of the loop to postpone sth (or put sth off)

8 to put sth on hold to be out of touch or not have heard sth

* Watch out when mail is used as a verb; in AmE to mail also means sending something by the traditional postal service
(i.e. by snail mail)!

Now rewrite this email using standard language to replace the colloquial phrases.

Hello Sally

Thanks for getting in touch and giving me the low-down on the March sales meeting.
By the way, | called Barbara's office and tried to chase up the January figures but she's
been on holiday - so no success there! Perhaps you could touch base with Gary and ask
him to mail me the info directly. | hope he can - I'd hate to have to put the meeting on
hold.

Oh, one last thing: can you send me a few of the new brochures? No hurry — snail mail
will do!

Ciao

Jon




UNITS  Exchanging information

3 Avirus has knocked out all the apostrophes in these sentences. Put them back in.

1

w

The employees were asked to comment on a no-smoking policy. Well report the results in our
next online bulletin.

Were happy the negotiations ended positively for both parties.

Lets introduce Internet access for all of our employees. Theyve been using it for years anyway.
The production plants just had its yearly safety examination and no problems have been
reported.

If you havent received the report, let me know & Ill send it on.

Heres the survey. Remember, well have to scrap the product if its not popular.

David has replied to Mike’s email in exercise 1 by ‘quoting’ from the original message.

Complete David’s email with items a-e.

® o 0 o

No problem. According to their message, they're back on the gth. I'll get back to you with the info
asap.

Thanks for yr email. I've written my answers in below.

| agree. Let's discuss it with the new contact person though.

Yes, | got it. Thanks.

I've tried to call but the answerphone picks up. Apparently they're all on holiday! ;) I'll keep
trying though.

re: Motorson invoice — the story continues!

Morning, Mike
1

<You should have a copy of their contract — | faxed it to you on Tues 2nd.>

<We may have to make out a new invoice in a different name — what do you think?>

<Could you call Motorson again for me asap & get all the details, including the name of our
new contact person? Then we can chase up the outstanding amount.>

<I'll need the info by Friday 12th as I'm meeting Fiona Chambers to update our client
database.>

www.pardistalk.ir/library
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5 Put the following phrases in the correct category, informing or replying.

Informing Replying

In r ...

6 Use (parts of) the phrases in exercise 5 to complete these short emails.
More than one answer may be possible.

Hey lanice! I Dear Gerald

Just 3 In 5
the market research idea. We have 2000 participants I've put togs all the to your ina
& the start-up date is Oct 1. The rest of the details Word document which | can either fax you or send as.
aren't clear so I'll ! an attachment. Which would you prefer?

Speak to you soon
Best wishes

Phoebe
Monica -}

Hi Tim
Thanks

I'd % a special offer if you sum__-_____-—‘—————-mms‘

we're giving to all our most loyal customers. For any Let e et

order of office supplies which exceeds EUR 200 we i “mmm m"

shall include a free stationery kit. For more details of H on Wed and Thurs 25-26.8. at the A,S:I':a'és ml‘eml'um“m

this offer you'll find 4 Centre in York and we're starting each day:tngm Your
I presentation i " 2

Regards minutes 5o talk fasts 2™ ~Y0U'¥e oy got 40

David Collins :

Customer Services g:n foriow

www.pardistalk.ir/library



Being diplomatic

7 Rewrite the following email to make it more diplomatic.

UNITS

Exchanging information

37
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8 Use these notes to write emails to some colleagues.

.-;?g;.m_M”NM S 8 Email John with update (check
Wad (ot Thura), Don't forgat: with Alice to make sure he's
X532 manual, laptop _hackﬂwn holiday) YES! ;

5till no answer from lzumi about
" Answer Famela's email: Gantor-Brooks acct has been

TSSSSSSSS Update OK but still need approved '

Manuel’s travel plans. Urgent -Meeting with me, Faul, and lzumi
Will send new price list next week (Thursday 2 am)

tomorrow : ifhe has time? /

OUTPUT Cecil Armstrong is a trainer for office communication. In this interview he talks about one of his
‘pet hates’ - something which annoys him when he is using email as a communication tool.

Aupio
@ Listen to the interview and answer the questions below. T il
7 e eman
1 What does Cecil really dislike? printout? Should
2 Why? take ... ooh, only
3 What does he recommend? about, ahem, an
4 What's his number one rule for email etiquette? hour ...

OVER TO YOU

What do you think about guoting in emails? Do you ever do it?
Does it bother you as much as it does Cecil?

Is there anything which really annoys you when you
receive emails? Write a list of ‘five things NOT to do'.

Partner A page 49

UNiT s Partner B page 51
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Making and confirming
arrangements

STARTER

The domain name is the part of the email address
which comes after the ‘at’ sign (@).
Find the part of the domain for someone who ...

1 works for a company which is probably in
the US.

2 works for a German division of a
computer hardware company.

3 is writing from Australia.
4 is writing from Austria.

5 works for a non-profit organization.

6 works for a British university.

10

1

12

Now match the country codes to the countries (1-20).

.. ’

 www.pardistalk.ir/libra

works for an Internet service provider.

lives in Switzerland.

is writing from Canada.
waorks for the US government.
is writing from Spain.

works for a company in England.
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1  Below are two email exchanges. Match the emails with their replies.

A quick note to arrange a time for you to visit the factory
next week. How about Monday, 21st May at 10:15?

‘Where should we meet? Should | pick you up from the
station?

Pls send me an email by 5 pm today to confirm this.

Just writing to confirm my visit. Monday 21st | Thank you for your invitation to visit
sounds fine. Could you collect me from the your factory.

station? My train arrives at 10.00. Thx " _
| can confirm that Friday morning at

Looking forward to seeing the factory. 9am is convenient for us. We will

y be arriving at the station at 8.30.
Can you arrange for someone to
collect us?

CU Monday.

We look forward to seeing you next
Friday.

I'm writing to arrange a meeting with you and Ms Milton to visit
our factory. You expressed interest in this last time we spoke.

| would like to propose next Friday at either 9am or 3pm. The
tour usually lasts two hours.
Please let me know which time is convenient for you.

I'm looking forward to seeing you both soon.

One of the exchanges is in formal language, the other is informal. Which is which? Make a list of
the phrases that helped you decide.

formal m—-——___l____________
_.—-—-—-—'___-_-___. ___'_'_‘—‘—————-__
._-—-———-—-"-___-_"_ -_____'_‘—‘—————____
__———-—-_-_-_-_-_._ _-_-____—————______
_._..-—-———-—-_-_'_-__ -_-___‘_‘_-—————____
T T T e LR T
._.-—-———-_'_-_'_-_._ -___—'_‘_‘—-—-—-___
e
~www.pardistalk.ir/library
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2 Find phrases in the emails in exercise 1 to complete the gaps.

Making arrangements

Organizing a date and a time

I’'m writing to ar p

A quick note to ar ? to meet.

Just writing to organize a time for your visit.

When would suit you best?

What about 5 o'clock?

H 3 Tuesday?
Is 5 o'clock suitable?

Is Tuesday convenient?

Is 3 p.m. OK?

Please let me know wh L

Please let me know if this is convenient.

Organizing a meeting place
Where should w 57
Should | p 5 from the station?

Should | collect you from the airport?
Could you ¢ 77

Could you arrange for s 83
Meet me at the station.
I'll see you at reception.

Confirming arrangements

I'd like to confirm my visit.

Just writing to ¢ 9 the arrangements.
| can confirm that g a.m. is ¢ 10

I'd prefer Friday at 8 a.m.

5 o'clock is good for mefis fine.

Tuesday sounds great/suits me.

Let me know if this is OK.

Please send me an email by 5 p.m. today tec e
| look forward to meeting you.

L 12 seeing the factory.
See you on Tuesday!

www.pardistalk.ir/library
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3 Usethe phrases below to complete the two emails.

i b

# | Meeting to discuss presentation -

Just la meeting to discuss the presentation.
? Friday? We could meet for lunch at the Trattoria
Rialto on Breite Strasse. 37
Pls ¥ this afterncon to confirm.
Vanessa
re: Meeting to discuss i

Dear Vanessa

I'd like 5 our meeting on Friday.

12:30is S, I'll bring the presentation info with me.

7 seeing you on Friday.
Sandra
BTW — rgds to Jim!




UNIT& Making and confirming arrangements

4 Read the following sentences and cross out the incorrect prepositions.

1 The conference begins.at/ on L#f Monday at /on /in the afternoon.
2 Could you pick me up at / with /on 5 o'clock?

3 The report must be finished in /by / at Tuesday.

4 All holidays must be taken at /on /in June.

5 The company was founded by /in /on 2001.

6 I'll be at a client's in /at / on the end of the week.

7 On/In/At the moment I'm very busy but I'll be able to finish the report by / until / on next week.

8 Ifl haven't heard from you by /in / at the weekend, I'll call you in / on / at Saturday.

5 Use the notes below to write an email to a client to set up a meeting.

Tues
second meeting to finalize terms and conditions next week

three possible times:
Monday 13/3 2 pm
Thursday 16/3, any time
Friday 17/3 morning any time

need approx 2 hours
(Urgent: deadline for reserving conference room tomorrow noonl)

6 Now look at the client’s diary and write a response.

DAY BA 3452 Edinburgh conference hursday Friday

(mw"ﬁﬁfﬁd”&oo) 106260 e

TUESDAY  Presentar
lon 10-11.30
Return flight 16.10

WEDNESDAY
THuRS DAY 2.00-12.00 Meeting J. Thoma
. 5

Fickup TG at airport 17,00

Fripay Assess
ment Cen
2001500

www.pardistalk.ir/lib
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7 Nigel Sharp receives the following reply to an email he sent. What words or expressions
does Christine use to:

say that the suggested dates are not convenient? Find two examples.
say that she's sorry? Find two examples.

suggest changing the meeting to a later date?

suggest a new time to meet?

F T N

I'm afraid | can't make Tuesday as I'm on a training course for the purchasing software.
And later in the week is also impossible — I'll be travelling with Mary to meet clients.

Sorry about this, but it's been very hectic here. I'm afraid I've even had to put off
meeting the CEO until the end of the month! Would it be all right with you if we
postponed our meeting until the week after next? | should have time on 18 or 19 May.

Please let me know if either of these days is convenient.

Have a nice weekend.
Christine

8  You receive the following email but the time and dates don’t work out for you.
Use the words below to write a reply.

www.pardistalk.ir/library
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OUTPUT Listen to this report on spam and answer the questions below.

s| N _(IT informa isin
material sent by email to large numbers of
people who have not asked for it.

What examples of spam does the presenter mention?
Who is sending it and from where?

What is the best way to stop getting spam?

Are filters efficient?

What figures does Alex quote?

What is the legal situation?

What advice does Alex offer?

What forecast does he make?

L= - T - Y T I S

Over to you

Do you receive spams? If so, what do you do with them?
How can companies stop junk mail from entering their systems?
Do you think there should be stricter regulations regarding junk mail?

A
UNIT 6 Partner A page 49

YOUYEe 501 .{M o Partner B page 51




Test yourself!

See how much you've learned about writing emails in English.

Use the clues to complete the crossword puzzle.

Across

2

17
20

21
22

23

27

28

29

A word meaning ‘the latest date to finish something,
like a report’.

to make clear. I'm writing to ... the terms of the
agreement.

An abbreviated expression for as fast as you can.
electronic junk mail

To give somebody the most recent information: Just
writing to ... you on the changes.

You do this when you send an email you've received to
a third person.

to make contact: This is 1o ... base before the
conference.

Anagram: MRINOCF (to say something is true)

You do this when you want to remove a message from
your inbox.

Away to start an email: ... a quick note to say hi.
Another word for answer. Looking forward
toyour... .

Another word for happy. We would be ... if you could
sendus....

Complete the phrase: Sorry /can't ... Thursday.

How about Monday?

The eleventh character in this email address:
info@trans-com.at

The fifteenth character in the above address.

1
3

14
16
18
19
24
25
26

An informal email salutation,

Another way to say inform me (3 words): Please ... if
Yyou need anything else.

A preposition used to talk about deadlines: / need the
report ... Monday.

A polite way to say something unpleasant: /'m ...

| haven't done the report yet.

A document you send using email.

The missing word: We are having a few problems ...
the moment.

The sixth character in this email address:
carol_banks@gt.ch

You do this to an appointment when you move itto a
later date.

You can write this in your subject line or at the
beginning of an email to show you just want to give
information and don’t expect a reply.

Another, more formal word for hefp.

If you delay a project or a decision, you putiton ... .
Two letters used to introduce the subject of an email.
The full form of pis.

A standard close to a more formal email.

Anagram: TUNRGE (very important)

Away to end an email when you want a reply: Looking
forward to ... from you.

Now fillin the letters from the puzzle to find a final tip for writing a good, accurate email.
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Partner A You’ve got mail!

General instructions
Follow the instruction under each unit heading to ‘write’ an email. Then exchange emails with
Partner B and ‘reply’ to his or her email. Check the instructions again for extra information.

Write Write
Write a short email to a colleague. Tell him/her You receive the information below. Write an email to
about Steven Rosenstein's retirement party. Brian, but remember, you've only met him once at a

. trade fair and exchanged business cards.
Frday20%Augat
L e fpm

atJoey'sBar

Can you ask that guy Brian
who you met at the last
international trade fair if he
can send us some info about
their new prw‘uct? It would
be great If he could give us
i a demo too!

Thank your supplier for the information.
Thanks! Kirsten J

Reply
You work at a hotel and receive an email. Write a
reply to it.

Write
Your boss left this post-it note on your desk while

you were at lunch. Follow the instructions she gave
you.

Flease email Ronald Chambers
(rchambers@jsu.com), We need
his company’s phone number and
delivery address for our
customer database,

Don't forget these are new
clients, Be nicel
Thanks, Jan

Reply
You receive an email from a former colleague.
Reply to it.

www.pardistalk.ir/library
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Write Write
Write an email to your colleague requesting action. Read the information on the note and put it into an
You need: email.

* 2 quarterly reports (regions 1 & 2), deadlines end
of week & middle of next week

+ information about competitor's new product

= minutes of last meeting

Reply

You receive an email from a customer. Reply to it,
using the order form and the note from your boss
below.

Reply
Reply to the email you have received.

Write

You need to set up a meeting with your colleague to
discuss a new promotion. The meeting will take
about two hours. Write an email to your colleague
to arrange this. Use the diary below to decide when
you can meet.

¥ os.00- 12.00 meeting
14.00 - 16.00 interviews

1) already sent — arrival end
of week 12th Feb

2+3) notin stock
4) to be sent tomorrow— 9th

Tuesday

business trip, Frague

Feb, take 2 weeks to arrive

5) already sent - arrival

end Thursday 08,00 - 11,30 meeting

5 of week 12th Feb approx 12,00 - 14.00 English course

) ll'mbc’m"“;mk_ o 16.00 dentist appointment
arrival approx, 11.00 office birthday party
weeks — 2nd March get Maria a card

leave work early?

Saturday

l visit mother-in-law
Sunday )

Reply to the email, confirming the date. The time is
www.pardistalk.iflilsparysuggest a later time and a location.




Partner B You’ve got mail!

General instructions
Follow the instruction under each unit heading to ‘write’ an email. Then exchange emails with
Partner A and ‘reply’ to his or her email. Check the instructions again for extra information.

Write Write

Write an email to a client. You have some new You are organizing a small confe e and would
brochures, which will be in the post today. The like to receive an offer from a few hotels.

prices have changed though! Use the information below to write an enquiry.
Reply ¢ Dates: Saturday & Sunday

Thank your colleague for the reminder. You're (Brd & 4th Sept)

definitely going. Keep the email short. * Farticipants: 45

* 10 participants need rooms
* buffet at lunchtime

* 3 meeting rooms for
f5—20paopig

Write
You receive this memo at work. Reply

Reply to the email you receive. You remember
meeting the writer and can do what he/she asks.

Write

You have waited three weeks for an order of goods,

which should have been with the forwarders last

You worked with Carol for many years before week. Send an email, asking your supplier to send

changing departments. Send her an email. you a list of what has already been sent & the
expected arrival date.

Reply Your original order is below.

You receive an email from your potential supplier.

Reply to it using the following information.
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Reply

You receive an email from one of your colleagues.
Look at your ‘to do’ list and reply to it.

Write to a client, suggesting a date & time to meet
(add your own details). You would like him/her to
suggest the place.

Reply

You receive an email. Can you meet on the day
suggested? Reply, either confirming or suggesting
another date.

Use the diary below.

Write

Send an email to your team, informing them when
you are on holiday. Tell them who will be the
contact person while you're away and also ask them
for their holiday dates so you can put them in the
diary.

Reply
Reply to the email you have received using the
summary and the note from your boss below.

® & @& & o & o v e ° »

_sreerce [

First write down the email and website
addresses that your partner dictates.

1

2

LS I *

Then dictate these addresses to your partner:
6 http://news.bej.co.uk
7 biz.bod@fmc.com
8 www.blc_clf.at
9 tt-dant@blackley.fr
IfBra'i‘Ff/helw'Wdame"t

www.pardistalk.ir




Answer key
pages
1 1 inbox 8 forward
s 2 outbox 9 sendfreceive
Starter 3 sentitems 10 contacts
(Suggested answers — open for discussion!) 4 drafts 11 high priority
1 Agree and disagree: On the one hand, emails and 5 deleted items 12 attachment
letters are both written forms of communication, so 6 reply 13 subject
you need some of the same basic language skills to 7 reply toall
write them well, e.g. good organization, clear and 2 1 In‘sent items".
concise language, correct grammar and appropriate 2 In the inbox.
vocabulary. On the other hand, emails are different 3 With the forward’ command.
from letters in terms of style, register, and language 4 In‘contacts’.
used, so you need some different skills as well. This 5 In ‘drafts’.
book will help you develop the language skills 6 In the subject line.
needed to write good emails in English. 7 With the *high priority’ command.
& In the attachment.

L

-

-

w

-3

-~

Agree and disagree: It is true that emails (especially
informal ones) share some of the same vocabulary
and style as spoken messages. But this type of
informal language is not usually suitable when
writing emails in a professional context. (See Unit 2
Formal & informal emails.)

Agree: Not only is the subject line useful for telling
the recipient what the email is about before it is
read, but it is also helpful for finding the email later
when it is filed away in the inbox. (See exercise 4 on
page 8.)

Agree: You might find native speakers do not always
correct mistakes in their emails. This can be
acceptable — especially in internal emails - as long
as the mistakes do not interfere with
communication. On the other hand, even if the
message is clear, too many mistakes can give a bad
impression. (See OUTPUT on page 17 for discussion.)

Agree and disagree: Copying others in to your email
exchange does help keep everybody informed about
what is happening or what decisions have been
made (and might even reduce the time spent in
meetings!). But the option is often overused and
can waste people's time when they have to read a
lot of emails every day. (See OUTPUT on page 31 for
discussion.)

Agree: As an email is received within minutes or
even seconds, the writer usually expects an
immediate response, even if it is just to say that the
email has arrived and will be answered later.

Agree and disagree: It is more direct to reach for the
phone, but with email you have the information in
writing. Furthermore, you may pick an inconvenient
time when you phone somebody, whereas an email
can be read and answered when the other pers

has time.

Differences are: the salutation (Hello instead of
Dear); the use of informal language and
abbreviations (hope instead of I hope or info for
inf tion); close (Regards instead of With best
regards or Yours sincerely); use of subject line;
layout; the length (shorter and more concise than a
letter); use of contracted forms (haven't for have
not, here’s for here is).

w

v &
- -
e

ork

1 REQ: new production schedule
2 re: handbook XL2o motor

3 holiday from 3-5 Oct

4 meeting: time change

5 REQ: staff guidelines

& Confirmation of order no 66193F/2

6 Formal email
salutation
opening sentence g
body a
i
d

Informal email

friendly ending
close

7 regards
outbox
subject
forward
5 receive

P -

high priority
message
reply

inbox
writing

B R N
B0 o~ o

www.parc?%talk.ir/libnarg‘uden word is attachment.



Output
1 They are scanning and checking their employees’
emails.

2 Many employees aren't happy.

3 They're woried about inappropriate emails (e.g.
jokes that could be interpreted as sexual
harassment or emails that reveal company secrets).

1 productivity 5 computers

2 monitoring 6 toys

3 firms 7 receive

4 spend 8 working

. pagen

Starter

g0 8 i)

2 d 9 0:)

3 f 10 -0

4 g u =

5 b 12 )

6 a 13 ;)

T 14 =l

pages 12-13

1

The formal emails are: a, c, d, f.
The informal emails are: b, e.

| pagesy
a1 f 3 e 5 d
2 'b 4 € 6 a
. pages
3 Suggested answer
More formal Less formal
(or informal)
salutations & closes
Dear Mr Braithwaite Hey Gary!
Yours sincerely Hello Gabi
Regards See ya
Kind regards Have a nice day
Thank you for your
cooperation.
phrases & vocabulary
We would also I'm off to ...
appreciate ... Just a note to tell you ...
Please could you ... Would it be OK if ...
Hope you ...
(following can also be Speak to you ...

used in informal emails)

I'm writing to ... tell (instead of inform)

Thank you for ... put off (a visit)

| would like to ... (instead of postpone)
trouble (instead of

to inform inconvenience)

to confirm

to enquire

to appreciate

Answer key

Less formal
(or informal)

More formal

abbreviations, etc
rep info
rep, memo (can also be
used in formal emails)

&
=)
© pagess
2 help 7 to put off
3 totell & tosetup
4 to answer g9 toask
5 to be sorry 10 to need
6 to get in touch with
1 enquire 7 sorry
2 require 8 put off
3 arange g9 need
4 inform 10 ask
5 convenient 11 setup
6 contact 12 getin touch
. pageib
2 assoon as possible 7 attention
3 Thursday & regards
4 January 9 please
5 at the moment 10 weekend
6 Best wishes

7 Email 1is informal. It contains a colloguial phrase

(a bit of info), abbreviations (pls), an emoticon, an
informal salutation (Hi) and no close. Furthermore
some words are omitted (f was wondering, I'm not
sure). See page 25 for more on this topic.

Email 2 is more formal. It contains a formal open
and close (Dear, Best regards), more formal
vocabulary (attend, assist, arrange) and no
abbreviations or emoticons. Furthermore, although
contractions are used (common in all emails), no
words are omitted.

Model answers

Hi Teresa

Mice to hear from you.

The Hotel Bern is very central, but a bit expensive,
It’s OK if your company’s paying! Otherwise, you
could have a look at the following website address
which has a lot of good hotels & B&Bs. The address
is: www.berncityscope.chfaccommodation, htm.

I'm sending you a map of Bern as an attachment so
you can see where the hotels are.

Call me when you arrive so we can arrange to meet.
How about meeting for dinner instead of just a
drink?

Looking forward to seeing you.

Bye for now

Johannes

www.pardistalk.ir/library
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Answer key

Dear Sandy
Thanks for your email. You will find a good list of
guest houses at the following address:
www.berncityscope.ch/accommodation,htm. | think
you can book online, which will save a lot of time.
My parents stayed at Pension Bergland when they
came to visit and | can recommend it. Alternatively,
would you like me to book something for you?
Let me know what you decide.
All the best
Johannes

- pagei7

8 1 Just 6 touch
2 quick 7 tomorrow's
3 tell 8 off
4 forthe g9 Seeyou
5 Il 10 Regards
Dear Mahendra

We are still waiting for the above order but have
received no email to explain the reason for the
delay. This is particularly inconvenient for us at the
moment as as our clients need the delivery asap.
Please can you contact the forwarders to find out
what has happened and inform us immediately?
We look forward to hearing from you very soon.
Kind regards

Output

Speakers 1 and 4 think that mistakes in emails
aren't that important.

Speakers 2 and 3 think they are important.
Speaker 5 thinks it depends on who you are writing
to.

For maore detail, see the Transcript on p. 59.

. pagess

Starter

H  capital ‘W

h  small‘h
hyphen/dash
underscore

dot

at

slash

back slash

——g-

1 Suggested answers

Advantages:

* Speed: Emails are faster to write and send than
letters or faxes.

Cost: Emails are cheaper than sending letters or
phoning.

Time to prepare: The message is in writing so you
can prepare what you want to say (particularly
important when responding to #2).

Convenience: A phone call can be inconvenient
for the person being called, especially if he or she
works at a busy place like a travel agency (#3).
An email (or a letter or fax) can be answered at

Disadvantages:

Accuracy: In contrast to a phone call, you need to
take care when writing an email (or a letter).
Mistakes which may be overlooked on the phone
could give a bad impression when in writing. The
impression you make is particularly important
when responding to #2 (job advert).

You might get more detailed information with a
phone call - especially with adverts #1 and #3 -
as you can react to what the person says and ask
follow-up questions.

2 Correct order:
4b 1d 3a 2c

Model emails

Dear Ms Karlsson

| saw your advertisement for the position of
receptionist at the Hotel Falkenberg on the
hoteljob.com website and am interested in applying
for the job.

Could you please let me know if | can send my CV as
an attachment or if you would prefer it by post?
Also, do | need to fill in an application form?

| look forward to hearing from you.

Regards

Dear Sir or Madam

| saw your advert in the Yellow Pages, and am
interested in a holiday in Ireland next spring.
Could you please send me a brochure with tourist
information and a list of accommodation?

My address is ...

| look forward to hearing from you soon.

Regards

Please answer asap.

Can you help?

Can you please send me ... 7

I'm sending you the ... in an attachment.
I'm sending you ...

Thanks for your email/request.

Let us know if you need any more help.
'We hope you are happy with this.
Thanks for choosing ...

We are working on your request.

- - T R SRR

Could you please send

would you be able to help?

'd (or would) appreciate a reply asap.

Thank you for your email.

your request is being processed.

in an attachment.

hope you find this satisfactory.

Thank you for your interest. / Do not hesitate to
contact us if you require further assistance.

5 Model answers
Qur general manager saw your advert in yesterday's
Financial Times and would be grateful if you could

O™ W W N e

the recipient’s convenience. Wy pardistalk.ir/libratyer the free start-up packet advertised.



Could you please send it to the following address?

We would also appreciate any information you can
send us on your after-sales service.

Thank you in advance.

T. Gerald

Dear Giovanni

Jane at headquarters gave me your name and said

you could help me. | need some information about

the upcoming trade fair in Milan.

1) Whao is attending from the Milan office?

2) How many hotel rooms have you booked?

3) What time and where is the Tuesday night
reception?

Please send me the information asap.

Regards

Martin

PS Could you please give me your extension

number? | can’t find it on the international list.

6 2 request 5 send 8 know
3 asap 6 appreciate g interested
4 satisfactory 7 enquiry 10 receive

7 Model answer
To: James Baker
From: (your name)
Subject: after-sales service brochures/English

Dear James

I'm the sales rep for Bigtop electric drills and saws.
Jane Miller gave me your name.

| am going to a trade fair in the Czech Republic next
week and would like to order the English version of
the after-sales service brochure. Could you please
send me 1000 copies by Monday?

| would appreciate a reply asap.

Thank you for your help.

Regards

(your name)

. page23

8 Model answers
Dear Pia Stevens
Thank you for your enquiry about our ‘progress’
range of office furniture. The information you
requested was sent by post this morning. It is also
attached as a PDF file.
Please contact us if you need further assistance.
Regards

Dear Gérard Latour

Thank you for your email. The catalogue is in the post,
and | have attached a list giving the addresses of all
our stores so that you can see which is closest to you.
Please contact us if you need any more help.

Best wishes

Output
Scenario 1: You should delete the aWM’BI?
Scenario 2: You should check with your friend that

Answer key

they really did send the email before opening the

attachment.

1 You can install firewalls and buy virus protection
software.

2 You shouldn't open attachments to emails from

people you don't know. If you do know the

sender, but the attachment looks suspicious, you

should check with them first.

No; viruses have been a big problem since the

early days of the Internet.

("}

UNIT 4

. page2s
Starter
1 thanks 6 for your information
2 thank you (or thanks) 7 regards
in advance 8 by the way
3 regarding 9 forward
4 frequently asked 10 request
questions 11 in my opinion
5 see you! 12 all the best

I'm looking forward to seeing you next week.

Thank you in advance for your help.

I will be in touch tomorrow with the updated

figures.

4 Please call me regarding our meeting on
Thursday morning.

5 This is just a quick email to give you the new
dates.

6 Have you got any exciting plans for the weekend?

7 There is no information on pay rises at the

moment. | hope to hear something soon, though.

1 1 He'd like them all to send him the figures from
the last quarter by first thing the next moming.
He'd also like Pascal to coordinate his team and
send through their report (by Thursday 4th).
Barbara should finish and send the sales report
(by Tuesday 2nd June) and Thilo should contact
Hungary about the new account details (as soon
as possible).

2 Pascal has sent Simon the figures from the last
quarter. He has also contacted his team and
finished the sales figures, He hasn’t finished the
report as he and his team have been very busy.

3 They seem to have a good working relationship
and their emails are informal and friendly,
although Simon writes slightly more formally,
possibly because he's the boss.

 pagez7
2 Barbara's reply:
d Sorry, Simon, but | haven't finished the report
yet.
a Things have been so busy here that there hasn't
been time to work on it.

[T

rdistalk.ir/libriar?;%da&’ should be no problem though.
b

st quarter’s figures will be on your desk
tomorrow a.m.

.




Answer key

Thilo's reply:

g Simon, Anna at the Hungarian office has just sent
the account details.

f I've put a copy in the post already, but am

sending it as an attachment too.

I've also attached the figures that you wanted.

- pagez8

will be (')

Have you ordered ... yet
Have you contacted ... yet
have you sent ... yet

‘ve just ordered

*ll be delivered

*ve just had a look
Have you seen

Il forward

‘ve left

hasn't called back yet
Il try

13 (will) ask

14 'l email

o
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el

arrange an appointment, a meeting

attach a document, the minutes, a report
clarify details

demand payment

finalize details, the minutes, a report

inform colleagues

meet colleagues, a deadline

notify colleagues

schedule an appointment, a meeting, payment
send details, the minutes, payment, a report
update a database

write the minutes, a report

=

- pagezy
1 sending 5 deadline
2 inform 6 finalize
3 arranged (or scheduled) 7 update
4 clarify 8 payment
§ The questions and requests might have been:

2 I'd be interested to know what you think.

3 Can you also send me the statistics on Internet
use in the company, please?

4 | haven't heard from Sanji for ages. Have you?

5 Do you have the dates of the next internal
policies meeting?

Model answer

Dear Martin

Could you send me a copy of the new Internet
guidelines, please? I'd be interested to know what
you think. Can you also send me the statistics on
Internet use in the company, please?

BTW, | haven't heard from Sanji for ages. Have you?
Any idea where she is?

One last thing — do you have the dates of the next
internal policies meeting?

Many thanks!

. pageso
6 Model answer

Dear Roger

I'm glad to hear the presentation went well.

First of all, Steve has agreed to do your presentation

for you. | haven't corrected the overheads yet but

will do so asap and give them to Steve.

Here's an update on what |'ve been doing while

you've been away.

1) We've got an extension of 30 days from our
suppliers.

2) I've booked a room at the International (the
Hilton was not available) for the reception and
have also received an offer for the buffet lunch.
It's 50 euros a person. Is that OK?

3) | haven't renewed your parking permit yet but
will do so by the end of the week.

4) Language courses have been arranged and 've
informed the participants.

5) | haven't been able to reach Jeff yet (to cancel
Friday) but I've left a message on his mailbox. I'll
try again later,

6) Finally, I've spoken to Tessa about travel
expenses, so that's OK.

Hope you have a successful meeting tomormow.

All the best

. page3st
Output
1 Overi6o
2 Most are irrelevant to her work
3 Many decisions are confirmed in an email; not,
as was previously the case, in a formal letter or
memo.
4 Yes, because it enables him to know what's
happening.
She'd like them to copy her in only once they've
reached a conclusion.
She means ‘not involve her in the discussion’.
She wants him to send her blind copies of
everything and to send copies to other members
of the team.
8 It means he has to spend a lot of time on
emailing.
9 He thinks he isn't copied in on emails enough.
10 He'd like people to copy him in more.

- page3s

1 1 Mike introduces the email with the subject line,
Motorson invoice - the story continues!. He then
tells David he is giving him the low-down on the
invoice to Motorson.

salutation: Hi David

informing: from Here's the low-down ... to what
do you think?

stating the action to be taken: Could you call ... 7
giving a deadline: I'll need the info by Friday 12th

w

~ o

N

Annika www.pardistalk.ir/library.

close: Cheers



3 The humour in the subject line — the story
continues - tells us that David already knows
about the invoice. We also know that he already
has a copy of the contract.

4 Mike has discovered that their contact person in

the Finance Department has changed.

Mike asks David to call the company and find out

the new details for the invoice, including who the

new contact person is.

wn

to look at sth in detail

to get in contact with sb

to send sth by post

to send sb an email

to give sb information

to try to find or get sth (that is missing)
to be out of touch or not have heard sth
to postpone sth (or put sth off)

Model answer

Hello Sally

Thanks for getting in touch and giving me the
information/details on the March sales meeting. By
the way, | called Barbara's office and tried to get the
January figures but she's been on holiday - so no
success there! Perhaps you could get in contact with
Gary and ask him to send me an email with the info
directly. | hope he can - I'd hate to have to postpone
the meeting.

Oh, one last thing: can you send me a few of the
new brochures. No hurry — the post will do!

Ciao

Jon

W~ W W N e

4

We'll report

We're happy

Let's introduce, They've been
plant's

haven't received, I'll send
Here's, we'll have to, it's not

VB W

1 b 2 d 3 C: 4 @ 5 a

5

Informing

Here are the details on ...

I'm writing to clarify ...

I'd like to inform you of ...

Just a few comments about/on ...
Just to update you on ...

Let me fill you in on ...

You'll find the info attached ...

Replying

I'll get back to you asap ...

Thank you for clarifying ...

I'll follow up the points mentioned in your email ...
Thanks for your email.

www.pardistalk.ir/library:
4 .at

to update you on

Answer key

5 reply to your email

1
2 getbacktoyouasap 6 foryouremail
3 like to inform you of 7 me fill you in on
4 the info attached

. pages7
7 Model answer

Bob

We have a slight problem. | asked you to send me

the conference details *last week* but | still haven't
received them. Unfortunately, the hotel needs the
info today or we will lose the reservation. The
situation is rather serious as this is the only hotel
available in Madstown for our dates and | don't

want to have to change the conference location.

Could you please take care of this immediately?
Thanks in advance.

Jack

8 Model answers

1 HiSira,
Just to let you know, the meeting is now on
Wednesday (not Thursday as pl d). Don't
forget to bring the X532 manual and a laptop!

2 Dear Pamela
Thanks for the update you sent. Yes, it's fine, but
| still urgently need Manuel's travel plans. Please
could you get them to me asap.
Also, I'll get back to you tomorrow with the new
price list.
Thanks.

3 Hijohn
Hope you had a good holiday!
To keep you updated: still nothing from lzumi
about the Appleton account, but the Gantor-
Brooks account has finally been approved.
If you can fit it in, | suggest a meeting with the
two of us and Paul and lzumi next week. How
about Thursday at 9.00? Let me know.

Output

1 He dislikes quoting: adding ¢ toa
long email without deleting any of the previous
message.

2 Because the recipient has to read the whole
message again to find the original comments.

3 He recommends selecting the parts you are
replying to and then deleting the rest. Also, he
suggests changing the colour of replies (where
this isn't done automatically).

4 Keep all email correspondence to one page or
less and only quote relevant information.

UNIT 6

© pagesy
Starter
1 .com 5 .0rg 9 .a
2 ibm.de 6 .acuk 10 .gOV
7 .net 11 .e8
8 «ch 12 .co.uk
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Answer key

1 .ie Ireland 1 .z Czech Republic

2 .pt Portugal 12 sk Slovakia

3 .fr  France 13 .ua Ukraine

4 it ltaly 14 .pl Poland

5 .5 Slovenia 15 .by Belarus

6 .al Albania 16 .ee Estonia

7 .8r Greece 17 .se Sweden

& tr Turkey 18 .no Norway

g .hu Hungary 19 .dk Denmark

10 .at  Austria 20 .0l Netherlands
- pageso

1 b is the initial email, and a is the reply.
¢ is the initial email, and d is the reply.

- pagess
2 1 arrange a meeting 7 collect mefus
2 arrange a time 8 someone to collect
3 How about mefus
4 which time is 9 confirm
convenient (foryou) 10 convenient
5 we meet 11 to confirm this
6 pick you up 12 Looking forward to
. pagesz
3 1 writing to arrange 5 to confirm
2 What about 6 good for me
3 Is12:30 OK 7 | look forward to
4 send me an email
- pages3

41 in 3 by 5 in 7 At by
2 at 4 in 6 at 8 by, on

5 Model answer
Dear XXX
| am writing to arrange our second meeting to
finalize the terms and conditions of the contract. |
can suggest three possible times next week:

Sorry about this, ...

3 Would it be all right with you if we postponed
our meeting ...

4 | should have time on ...

Model answer

Hi Jason

Thanks for your email. I'm sorry to hear that we
have to postpone the meeting. I'm afraid | can't
make it on Tuesday, though. Could we meet at g am
on either Wednesday or Friday instead?

Also, would it be all right if we met in my office and
not at the café?

Please confirm the new date by Monday as I'll be
out of the office all day Tuesday.

Best wishes

Marion

Output

Financial services, money-making schemes,

medical equipment.

It's sent by companies gangs, and fraud A

lot comes from the US, China, Russia, and South

Korea.

Don't reply to it; use a spam filter; don't open

attachments; delete any mail from unknown

senders.

Not always: spammers have ways of getting round

them (e.g. by using images in attachments.)

9o billion spam emails sent per day; Bill Gates

receives around a million to his own email

address.

Companies have to send you a link allowing you

to unsubscribe,

7 Get a new address; only use it with people you
trust; never register online; send individual
copies. (All this advice would severely restrict
your Internet use!)

-
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Monday, 13 March at 2 pm, Thursday, 16 March at 8 :?_I'::r::r' gpam;mignE complemiysalirate the
any time, or any time on Friday morning. | think 2
we'll need about two hours to cover everything. “
Please let me know by tomorrow morning which Test yourselft
date is most convenient for you. | need to reserve yo
the conference room by noon. Acros . Dovn
Many thanks 2 deadline 1 hello
Regards 5 clarify 3 let me know
YYY 7 asap 4 by
10 spam 6 afraid

6 Model answer 12 update 7 attachment
Dear YYY 13 forward 8 at
Thanks for your email suggesting times for next 15 touch 9 underscore
week's meeting. I'd prefer to meet on Thursday at 17 confirm 11 postpone
2 pm if that's OK with you. 20 delete 13 FYl
Please send me a quick email to confirm this. 21 just 14 assistance
Looking forward to seeing you again. 22 reply 16 hold
Regards 23 grateful 18 re
XXX 27 make 19 please

28 dash 24 regards
- pagess 29 dot 25 urgent
7 1 lcan't make... www.pardistalk.ir/library 26 hearing

.. later in the week is also impossible ...
2 I'm afraid ...

A final tip for writing good, accurate emails:
Re-read it before you send it!



Transcripts

UNIT 1, OUTPUT Speakery  Oh, come on. | think you're overreacting a bit.

Email is supposed to be quick and who has

9 Interviewer They say these days that Big Brother is time to check spelling and grammar? | think if
watching and reading your emails, the email is clear and understandable, who
As more and more email is used at work, cares if there are a few, or even a lot of
firms across America are growing concerned mistakes. Are capital letters and full stops
about what their employees are saying in that important?
company emails while on company time. Speaker5 | think it probably depends who you are
According to a recent survey, about 45% ?F writing to. My close colleagues don't care if |
firms in fhe usa I'I'II':II'IIH.JI IhFIr emlplovees_ make mistakes. Some don't even notice them.
ele_clromg communication, including email, 4 But if I'm writing to a customer or a supplier
voice mail, and Internet use. And that figure is then | make sure my email is correct. After all,
expected to rise. 1% . | don't want to give them the wrong
For many of America’s 78 million email users, impression.

this use of scanning equipment to monitor
emails is too much like George Orwell's ‘Big

Brother". But for the companies doing the UNIT 3, OUTPUT

monitoring, there are many good reasons for @ Reporter  Warnings of viruses - whether forwarded by
keeping an eye on their employees. | spoke to

5 5 friends or announced over the radio - have
Bert Taylar, a Chicago-based consultant who now become so common, it's difficult to know
advises companies on security and privacy whether or not to take them seriously. Most
issues. Bert, why do companies nefrl to check companies play it safe and install so-called
on how their employees use email? “firewalls’, which screen emails as they enter

Bert Well, maplpmpnale email can really damage a the system and prevent suspicious programs
company in a II'ILIITIbEI ofwlays. Employees can from infecting the computer network. You can
send jokes which others might see as sexual also buy virus detection software, which can
harassment. sa_me ema_lls can even reveal be updated from the Internet to protect PCs
company decisions, which can later be used from viruses. However, neither of these
by the competition or even in cuulrt. precautions is 100% safe. | spoke to Alex

Interviewer And what about the effect of email use on Jackson, a computer security expert, and
peaple’s time? _ asked him what he recommends.

Bert Lost productivity isn't one of the main Alex The best advice is to be aware of viruses and
reasons for monitoring e-communication, but to check emails carefully before opening them.
some firms are worried that workers spend If the email has no sender name, or contains
too much time using computers as toys. 90% attachments from people you don’t know, it's
of v_forkers say ‘!‘lE\f receive personal emails best not to open them. Often viruses are
during the working day. _ . unknowingly passed on, so you may receive
Now many large companies are setting up an email from a colleague, but it has an
pul!c!es on email and Internet use. For suchl unrelated attachment or an attachment with a
policies to work, say experts, they must be in strange name. In these cases, it's best to
writing and they must be enforced. contact your colleague and ask what the

attachment is before opening it.
UNIT 2, PUT Reporter  Of course, computer viruses aren’t a new
henomenan: in 1988 the *Morris worm’ virus
@ Speaker:  Writing emails is so easy! You don't have to ﬁ.,hmd nearly m;sor computers that had
4 worry about spelling, pun:‘luaNOﬂ- or the access to the Internet. Nowadays viruses are
order of Ilhe information! It's great. No need to getting more sophisticated, though, so if your
check things. just send. PC is used for emailing, it's best to be very

Speaker 2 Hmm. I'm not sure you're right, you know. |'ve careful and not open anything that looks

spoken to lots of native speakers and it really suspicious.

annoys them to receive mail with the wrong
spelling and no punctuation. It looks as if you
don't care,
Speaker 3 | agree. | get a lot of job applications and if
the cover letter has too many mistakes | don't
even bother opening the attached CV. Why
would | want to hire someone who's sloppy
and careless? And we do keep copies of
email - they can never be completely deleted.
www.pardistalk.ir/library



Transcripts

UNIT 4, OUTPUT

@ Speaker: | get over 160 emails a day and most of them

are totally useless. Just copies of emails to
other colleagues, replies to those emails,
comments on those replies, etc. etc. And most
of the information has nothing to do with me.
50, what's the point?

Speaker 2 | see your point but you shouldn't forget that
a lot of decisions are made by email now.
Things that used to be put into writing - and
by that | mean official memos or formal letters.
sent by post - are now just being confirmed
and recorded electronically. How many people
do you know who actually print out their most
important emails so there's a hard copy? If |
didn’t get copies electronically, | wouldn't
know what’s happening.

Speaker 3 | agree. | also get lots of emails where I've
just been copied in. Maybe my colleagues are
being nice to want to include me and not
leave me out of the loop. But, let's face it,
most of the time | don't really need the
information. Particularly when there is a long
email exchange between two colleagues.
Wouldn't it be better just to copy me in (and
the other ten people on the cc list) when
they've reached a conclusion?

Speaker 4 My boss insists on getting blind copies of
everything. I'm also supposed to cc every
member of my team. | guess she wants to
make sure that everyone has the same
information and nobody has been left out.
But it means | spend a lot of time going
through my inbox.

Speaking 5 | don't know what you're all complaining
about! | wish someone would cc me now and
then! Nobody ever sends me copies of
anything, even when the emails are about
something | should know for my work. | wish
this function were used more in our company.

UNIT 5, OUTPUT

Interviewer You were saying that some email habits
annoy you?

Cecil Definitely. One thing which really irritates me
is over-quoting. You know, when

Cecil Mever. If you leave the original message
exactly as you received it and just add a quick
comment to the top, it looks like you haven't
really read the message. If | were writing a
book on email etiquette, this would be rule
number one: keep all e-correspondence to
one page or less and only quote relevant
information.

Interviewer Great. Thanks for the tip.

UNIT 6, OUTPUT

Presenter  On today’s programme we are looking at the
menace of spam, emails you receive without
asking from people offering you financial
services, quick ways to make money, medical
equipment, and so on. With me again is Alex
Jackson. Alex, who is sending all this spam?

Alex Companies, gangs, fraudsters. All sorts of
people.

Presenter  And where are they based?

Alex This is very difficult to say but recent studies

suggest the US, China, Russia, and South
Korea are responsible for a lot of the world's

spam.

Presenter  And what happens if you respond to this sort
of email?

Alex Well, first of all. It confirms to the sender that

your email address is valid. This means you
will get more and more spam as your address

is passed on,
Presenter S0, what is the best way to stop it?
Alex Spam filters are obviously good at detecting

unwanted emails but the spammers are so
clever that a lot still get past the filters.
Spammers are using images as a way of
getting past the filters since the filters are
much better at spotting text. By clicking on
the attachment you usually go to a website -
most of which are in China apparently. Best
advice is simply to delete any mail from
anyone you are not sure about.

Presenter  How large is the problem?

Alex It's growing every day. go billion per day
according to recent studies. Apparently Bill
Gates gets around a million a year to his own
email address!

adds comments to a long email without
deleting any of the previous message. This
makes the recipient’s job very difficult, as he
or she has to read the whole message again
to find the one or two short comments which

were made,
Interviewer How can you avoid this?
Cecil Very simple. If there are several important
points to reply to, select these sentences or
insert your ¢ after them

and delete everything else. You could even
put your text in a different colour so it's clear
which parts of the email are from the original
message and which are your comments.
(Most email prog do this ically.)
Interviewer  So don't send the whole thing back?

resent Can hing be done?

Alex ‘Well, companies are obliged to provide a link
for you to unsubscribe from mailing lists. But
the huge numbers of unsolicited emails will
carry on growing and might one day saturate
the Internet completely. If you want to escape
spam, get a brand new address, use it only
with people you trust, never use it to register
online and try to send individual rather than
multiple copy emails, The problem is this will
really restrict your use of the net!

Presenter  Thanks very much Alex ...

www.pardistalk.ir/library



Useful phrases and vocabulary

The phrases on pages 61-63 are colour-coded according to how formal they are:
blue = more formal  black = standard green = (very) informal

Please note that this is only an approximate guide. Whether a phrase is too formal or too informal
often depends on the context of the email and your personal writing style,

When things go wrong:

I'm afraid you forgot to attach the file/...

I'm afraid | can't open the file/fdocument. Can/Could
you send it again in ... format, please?

When you don't know the name:
Dear Sir or Madam

To whom it may concern

Hello

[no salutation] Making enquiries
I am interested in receiving/finding out ...
When you know the name: | would like to receive ...
Dear Mr, Mrs, Ms ... We would be grateful if ...
Dear John Could/Can you please send me ... ?
Hello Pat Please send me ...
Hi Mary Would you be able to (help) ... 7
Hey John Can you help?
Mira I'd appreciate a reply asap.
[no salutation] Please answer asap.
When writing to a group: Replying to an enquiry
Dear all :
Hi everyone Thank you for your interest.
I'm pleased to send you ...
L I'm sending you ... (in an attachment)
~ Opening sentence ' Please find the requested information attached.
Replying to an email: We hope you find this satisfactory.
Thanks (very much) for your email. We hope you are happy/satisfied with this.
This is to say thanks for your email. Thanks for choosing ...

When there will be a delay:

Giving a reason: Your request is being processed.

I'm (just) writing to ... clarify ... i

Just a (quick) note to ... confirm ... We are Working on yourrequest.

Just a short emailto ... inform you... 2L
follow up on ... Inforving:;
let you know ... I'd like to inform you of ...
reply to ... Just a few comments about your last mail:
request ... I'm writing to tell you about/let you know ...
tell you ... Just a note to say ...
thank you ... Here's the low-down on ...
update you ... Just to update you on ...

FYI: This is to let you know ...
 Attaching files i ; : Hope this helps.

Let mefus know if you need anything else.
I'm sending you/attaching ... / t4 LR

I've attached ... .
Please find attached ... Requesting action
I'm sending you the price list/document as an Have you ... yet?
attachment. Can you send ... to me by Friday, please?

. . J.peed ... by Thursday.
www.pardlstalk.lr/‘g (ALY et/keep in touch.
Keep me posted.
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Replying

Thanks for your email ...

In reply to your email, here are ...

Re your email, | ...

You'll find the info(rmation) attached.

I’ll get back to you asap ...

I'll follow up the points mentioned in your email ...

Making arrangements
Just a quick note to arrange a time to meet.
I'm writing to set up/arrange ...
How/What about Tuesday?
Is ... OK?
Where should we meet?
Should I pick you up at/from ... ?
Could you collect me at ... ?

Confirming arrangements
I'd like to confirm ...
Just writing to confirm ...
Tuesday is good for me.
Please send me an email by 5 pm today to confirm
this.
Looking forward to seeing/meeting ...

Changing arrangements

I'm sorry but | can't do/make Thursday.

This is to let you now that I've had to put
offfpostpone ...

I'm writing to call offfcancel ...

I'm afraid | can't make/manage Friday. How about ...

instead?

Givinggood news
| am/We are pleased to inform you ...

I'm happy to tell you ...
You'll be happy/delighted to hear that ...

We regret to tellfinform you ...
I'm sorry, but ...

| am afraid that ...
Unfortunately, ...

Complaining :
I'm writing to complain (about ...).
We're not happy with ...
| was disappointed to find/hear ...
I'm afraid that ...

Unfortunately, ...

Apologizing

For a delay in answering:

| do apologize for the delay in replying.
Sorry for the delay in getting back to you.
Sorry this is so late.

For not being able to help:
Sorry, | don't know.
I'm afraid | can’t help you.

For something more serious:
We must apologize for ...

We deeply regret ...

My sincere apologies (close)
We apologize for any incony
Please accept our apologies.
I'm so sorry ...

e caused.

Friendly ending

When you want a reply:

| look forward/Looking forward to hearing from
you/to your reply.

Hope to hear from you soon.

I'd appreciate a reply asap.

Offering mare help:
Do not hesitate to contact us if you need any
assistance.
Feel free to get in touch ...
if you have any other questions
if you need mare help.
with any questions.
Let me know if you need anything elsefif | can help
you further.

General:

Thanks for your help/cooperation.
Hope all is well with you.

Have a nice day/weekend! :-)

Close

Yours sincerely
Kind/Best regards
Regards

Best wishes
Allthe best

Best

See you (soon)
Take care

Bye (for now)
[just the name or initials]
[no close]
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 Useful verbs (in contex

to apologize I'd like to apologize for any inconvenience caused.

to appreciate We'd appreciate a reply ... /I'd appreciate it if you could send me ...

to arrange I'm writing to arrange a meeting ... /Can you arrange for somebody to
collect me ...7

to ask (if) Could | ask you to send me ... 3(This is to askif you could ...

to assist Please let us know if we can assist you in any way.

to clarify | am writing to clarify the terms of the agreement.

to complain I'm writing to complain about .../I'm afraid | must complain about ...

to confirm I'd like to confirm my booking/the date of our next meeting.

to contact Please contact Mr ... at our London office.

to enquire I'd like to enquire about ...

to follow up Just wanted to follow up on that unpaid invoice.

to get in touch  Please get intouch (with me) asap.

to inform FYI: This is to inform you that ...finform you of a problem ...

to let sb know  Can you let me know the price of ... 2/This is to let you know that we ...

to need | need those figures on my desk before tomorrow’s meeting.

to postpone I'm afraid we've had to postpone the conference.

to put off Sorry, but we're going to have to put off the meeting till next week.

to receive We've just received the invoice ...

to regret We regret to inform you that ...

to reply | am writing to reply to your enquiry about ...

to send We are sending you the handbook as an attachment.

to sort out Please can you sort out the mess with the accounts!

to touch base Just wanted to touch base with you before the meeting.

to update This is to update you on the Johnson account.

to write I'm writing to let you know ...

Common abbreviations:

& (ampersand) and Jan January
+ and/plus Feb February
ad(vert) advertisement Mar March
am in the morning Apr April
appt appointment May May
asap as soon as possible Jun June
at the mo at the moment Jul July
eg for example Aug August
etc etcetera/and.so on Sept September
ie in other words Oct October
info information MNov November
pls please Dec December
pm in the afternoon
re regarding/about Email, chatroom, and text-messaging:
LT representative FAQ frequently asked questions
e regargs Thx thanks
x{f :s::end TIA Fhanks in_ qdvance
yr yearfyour IMO in my opinion
Ccu See you
Mon Monday FYl for your information
Tues Tuesday BTW by the way
Wed Wednesday Fwd forward
Thurs Thursday LoL laughing out loud
Fri Friday 2 to
Sat Saturday u you
Sun Sunday www.pardistalk.irflibrary are you
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