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External ‘thank you’ email

Lesson outcome Learners can write an email expressing thanks.

Lead-in 1A Read the ‘thank you’ email and choose the correct options in italics.

Dear Glen,

I am writing to thank you and your staff for the excellent service you

'provided / produced organising our trade conference last week.

The 2happening / event ran very smoothly thanks to the hard work of all your
staff. | would also like to 3express / say our appreciation for the prompt way in
which your staff *dealt / handled the problems there were with some of the
catering facilities. Your customer service team Sresponded / replied to the
difficulties quickly and none of our guests realised that anything was wrong. In
fact, they seemed to be able to °deal / handle with any problems that came up.
We will certainly use your company again in the future and have already
“proposed / recommended you to other business contacts.

I would like to thank you and your staff once again and | look forward to
working with you in the ®close / near future.

Kind regards,

Franz Benheim

B Work in pairs and check your answers.

Functional 2 Complete the table with the words in the box.

language
guag appreciated definitely helpful much once recommended replaced smoothly
sorted take wanted writing
Beginning Details Closing
lam? to thank you for | The conference ran very We will ° use
your help ... s " your company again in the
Thankyouvery:______ for |Yourstaff’______ out |future.
your help ... the problems very quickly. We have already |
Iwould like to this | Your customer service team | ¥ youtoother
K. eacherE tesoures: opportunity to thank you for ... wereverys_ . companies.
D extra activities Wereally'_ allyour [You'____the Thankyou
D The email contains hard work ... damaged goods immediately. | 29ain for all your hard work.
examples of some (of), any, 1% you to know how
all (of), none (of). Go to much we appreciate your work
MyEnglishLab for optional
grammar work.

......... e . => page 124 See Grammar reference: some (of), any, all (of), most (of), no, none (of)

3A Turn to page 132 and read the short thank you email. In pairs, decide how you !
could improve it.

B Your company bought some new computers but some of them did not work properly.
You were very happy with the way the company dealt with the problem. Write an
email thanking the supplier. Use the notes on page 132. Write about 140 words.

C Exchange emails with your partner. In what ways is your partner’s email different
from yours? Having read your partner’s email, how would you improve yours?

+ How successfully have you achieved the lesson outcome? Give yourself a score
from 0 (I need more practice) to 5 (I know this well).
+ Goto My Self-assessment in MyEnglishLab to reflect on what you have learnt.

Self-assessment





