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

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

1 Is urgent. 6 s a request for information.

2 is prabably not work-related. 7 was sent on from someone else.

3 s asking for input. 8 contains one or several documents.
4 contains new information about a meeting. 9 contains information about the new
5 i5s a reply to an email you sent. division.

- e e T =8 A0 Y

5 Did you have trouble answering number 97 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.
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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 Regards,
the premiére tonight! Heidi

Hi Viadka, = B, han .
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 successiul third quarter

and wea look forward to future business
conmacts with you.

Formal email Informal email

salutation

opening sentence
body
friendly ending

HiNEEEEE
L ACC B I

complimentary close
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7 Usethe clues to complete the puzzle and find the hidden word.
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4 To send an emall you have 1 —'—-'-J-J-J
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9 Whare new emails go when you 8 __I_J_l
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Listen to this report and answer the questions.

) 1 What are large firms now doing?
0 2 How do employees react?
: 3 What are the main reasons for doing it?
Ao
@ 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 1 are worried that workers “ too much time using
" as “. 90% of workers say they 7 personal
emails during the ° 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 GOT MA !




