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Starting an email

e Hi Bob.
® Hello Bob.
® Bob.

® [t was good to
speak to you
yesterday.

* Hope you re well.
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Introducing the subject

e With previous context

® Thanks for this. Sorry I haven't got back

to you sOOner.

® Further to/(Regarding) our call the
other day...




Introducing the subject

®No previous context

°'m writing about. ..

® Just a short note to let you know that. ..




® What do you use

emails for?
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Body of emaill

* Ask for information

® Could you/Please send me...

°]'d like to know... In particular,...
* Give information

*Re (=Regarding) the information you
wanted, here is. ..

*]'ve spoken to...and he says that. ..




Body of emaill

* Ask for action/help
* Could you...?
® Thanks — I'd really appreciate your help

on this.
e Offer action/ help

®* o you want me to.. !

eShall I...?




Body of emaill

* Attach a document

® Please find attached...

* Apologize

®Sorry about... It was my fault entirely.

o ['ll make sure it doesn’t happen again.




Body of emaill

* Promise action

°['ll.../I'll look into it./I'll chase it up.
*Suggest further action

®* How about. ..

® Perhaps you could. ..

® We might also need to...




Closing an emaill

® Please get back to me if you need more
information.

o]'ll be in touch soon.
o]'ll give you a call sometime next week.
® Give my regards to Jane.

® Best wishes/ Best regards/ Kind regards
T your name, or just your name.




Arranging a meeting

W
W

hen would it suit you.

nen can you make it?

® How about Friday at 10am at my oftice?

o Friday is fine with me. Shall we say at
117

¢ | wonder if we could move it to Monday

instead?




Invitations

® We would like to invite you to...

® The event takes place on 15 March and
will start at 2pm. The venue is... A map

and full programme are attached.
® Refreshment will be provided.

® Please let me know if you are able to
attend.




Answering an invitation

® Thank you for inviting me to... | would
be delighted to come and [ am looking

forward to it very much.

® Thank you for your kind invitation.
Unfortunately [ have something else in

my schedule for that day.




® Can you compare
communicating
by email and by
post?
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Task 1

* Complete the sentences with the
words: shall/we, give/call,
be/touch, do/favour

o['ll ...in ... soon.
o']] ... you a ... sometime next week.
'Couldyou ...mea...?

°...we... 12.30 at my office?
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