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4 Look at this excerpt from a typical inbox and find an email ...

from Martin which ... from Julia which...

is urgent. 6 isarequest forinformation.
2 is probably not work-related. 7 was sent on from someone else.
3 isasking forinput. 8 contains one or several documents.
4 contains new information about a meeting. 9 contains information about the new
5 isareply toanemail you sent. division.
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a Martin Weber ideas for a venue? 05.03.2003 12:34
b Martin Weber sales meeting 05.03.2003 13:36
c # Martin Weber something amusing for you 05.03.2003 13:53
d Martin Weber car park closed tomorrow 05.03.2003 15:34
e ' Martin Weber sales meeting update 05.03.200317:41
f Martin Weber Re: tomorrow’s event 05.03.2003 19:34
g€ L Y Meadows, Julia outstanding invoices 06.03.2003 09:02
h ! Meadows, Julia FW: invoice 0167 06.03.2003 09:55
i Meadows, Julia REQ: current price list 06.03.2003 12:38
j Meadows, Julia Info 06.03.2003 16:49
k Meadows, Julia Info 07.03.2003 11:06
1 # Meadows, Julia PET contract 07.03.2003 11:45




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~j) in the table below.

Attached you'll find the new price list for our
complete product range. We've discussed this with
other distributors & they agree the increase can be
passed on to their customers without any problems.

A quick note to tell you about

next week's meeting

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
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 ,:I D
opening sentence D D
body L] L]
friendly ending D D

L] L

complimentary close



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

e

Just a note to tell you the info to update you on the ast couy

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.

Wﬂ&wwmﬁmmmww-

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

Thank you for your custom.
Regards
Daniel Prewitt

| 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
S—— | inciuding breakfast buffet?

Kind regards
Ronald Frischherz




To: Gabriella <gabriella.m@bradfords.co.uk>
From: Yanis ¢yta@infotech2,co.uk»
Subject: Change of plan

% 3 ; Brlan;
&M:M;Me:mm jane; Mstlan Angeu

Hello Gabi Kati; Simon; David; Tim; Steve; Jason ..,

I hope this email reaches you before you leave the office. e e, nde

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 lhe

Internet during working times will be limited, Access

PSS SOV 10 00Ies y0u 100 i will be granted between 15.00 - 18.00 every day.

Let me know if | can be of assistance.

Have a nice day ) Thank you for your cooperation. ,
Yanis |
Jenny Morris :
Human Resources Assistant .

ol

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 Amessage to a colleague 5 A hotel reservation
3 A message to a customer about a change in plans 6 An enquiry to a supplier



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

1
2
3
4
5

ie in other words

asap
Thurs

Jan

o ® N OO

at the mo 10

bw
attn
rgds
pls
w/e

7 Read the 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.




