An introduction
to emails

J— What do you think about emails?
Malke a cross on the scale to represent how much you agree or disagree,

(5 =1agree 100%) (0 = | disagree 100%).

1 You need the same language skills to write an email as you do to write a letter.

agree ‘E E EI El EI disagree

2 Ifyou can speak English well, you can write good emails.

agree EI E E [z] ]I] E] disagree

3 One ofthe most important features of an email is the subject line.

agree Iz‘ E E E disagree

4 Accuracy is still very important when writing emails.

agrea E' El EI II' IE] disagree

5 Usingthe ‘cc’ option s a great way to inform others who are not directly involved.

agree El E E El lzl disagree

6 One reason foremailing is to reduce the response time.

agree E‘ m E I—L—l [Il El disagree

7 Ifyou need an answer straight away, it is better to use the phone than send an email.

agree E m @ II[ IE disagree

Discuss your withac gue and/or check the key.
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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 important and should be read immediately.
Find a document which has been sent with an email.

L= R - R T

3 Now look at the message. Find five things that make it different from a letter.
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4 Lookat this excerpt from a typical inbox and find an email ...
from Martin which ...

1

2
3
4
5

—X——T@m=0ooan0os

is urgent.

is probably not work-related.

is asking for input.

contains new information about a meeting.
is a reply to an email you sent.

from julia which ...

6

"
8
9

is a request for information.

was sent on from someone else.
contains one or several documents.
contains information about the new

division.

5 Didyou have trouble answering number 9? 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.




