6 | UNITE  An infroduction 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,

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 impartant and should be read immediately.
Find a document which has been sent with an email.
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3  Now look at the message. Find five things that make it different from a letter.



