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SO You've got mail!

Generalinstructions

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.

“"Jnit 1////An/introduction to emails

Write
Write a short email to a colleague. Tell him/her about
Steven Rosenstein’s retirement party.

Tnodtalorn
Friday 20" August
6 pm

atJoey's Bar

Reply
Thankyour supplier for the information.

“"Jnit 2| Formal & informal emails

Write
Your boss left this post-it note on your desk while you
were at lunch. Follow the instructions she gave you.

Frosim poslat e-mail Ronaldy
Chambersovi:
r.chambers@jsu.com
VyZadejte od ného kontakent
Udaje na jejich firmu (jejich tele-
fonni &felo, fax, dorucovact adre-
su atd.) - potrFebujeme ty lUdaje
pro nasi databanku klients,
JSU je nas novy klient, ale zatim
S namijesté nemaji pode-
psanou Zadnou smiouvy,
Dékuji, Jana

Reply
You receive an email from a former colleague.
Replytoit.

“"Jnit 3///llEnquiries

Write

You receive the information below. Write an email to
Brian, but remember, you’ve only met him once ata
trade fairand exchanged business cards.

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 produot? It would
be great if he could give us
a demo too!

Thanks! Zuzana

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

Our Facilities

4 large meeting rooms, 1 seats 60 people, 1 seats
40 people, 2 seat 20 people

Technical support

Swimming pool and sauna

Restaurant (weekends — restaurant only

open evenings; for lunchtime arrangements our
staff are happy to reserve you a table at

alocal restaurant)

Internet access in residents’ lounge




‘"Nﬂnit 4 |Requesting action

Write

Write an email to your colleague requesting action.

You need:

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

e 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.

Order form

1. 25 white radiators, style “Richmond”,
item no. RI 539

2. 5glass shower cabinets, style “Estelle”,
item no. ES 651

3. 12 oval mirrors with light, style “Helio”,
item no. HE 824

4. 6 bathroom cabinets — pine, style “Rustic”,
item no. RU 418

5. 10 shower taps, style “Nostalgia”,
item no. NO 332

6. 7 towel rails — chrome, style “Moderne”,
item no. MO 739

1) already sent — arrival end

of week 12th Fep approx

2+3) not in stock =

4) tobe sent tomorrow — 9th
Feb, take 2 weeks to arrive

5) already sent — arrival end
of week 12th Feb approx

6) will be sent next week —

arrival approx. 3
weeks — 2nd March
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‘"N*mit 5| Exchanging information

Write
Read the information on the note and putitinto an
email.

Could you let Tom know about the
promotion dates (5 —15th January)?
Ask him if he’s got the market research
results back & send him the packaging
design.

Cheers
Sid

Reply
Reply to the email you have received.

“m"'llt 6/ Making and confirming arrangements

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.

Monday  »6.00 - 12.00 meeting
14.00 - 16.00 interviews

Tuesday

business trip, Prague
Wednesday

Thursday 08,00 —11.30 meeting
12.00 —14.00 English course
16.00 dentist appointment
Friday — 11.00 office birthday party
get Maria a card
leave work early?
Saturday

visit mother-in-law
Sunday

Reply
Reply to the email, confirming the date. The time is
too early, suggest a later time and a location.
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