Informal Emails
Materials taken from Roadmap B1+ p. 86-87
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Match explanations a-~h with requests 1-8in

Exercise 7.

a It'sourson's sixteenth, and it would be a wonderful
surprise for him.

b He'sstill too small for adult seating, but too
independent to sit on my knee.

¢ One member of our group is highly allergic to them, so
this is very important.

d Last time we stayed with you, we were unable to sleep
because of the traffic.

e They are my wife's favourite flowers, and it would add
to the romantic atmosphere.

f Wewould like to be able to have a private discussion.

g lrealise this is an unusual request, but it's a family
favourite our grandmother used to make.

h lamslightly worried that some people did not receive
the initial email about it.

Look at your answers to Exercise 2. Write three more
requests. Use different language.

Work in pairs and compare your answers. Write an
explanation for each request.

Read the emails again and complete the table.

Phrase used for
greeting

Phrase used to explain
why writing

Is small talk included?
If so, what?

Are contractions (/m,
you'e, etc.) used?

Phrase used to end the
email

Prepare

11a

You're organising a surprise party and need to write
two emails to make requests - one to the venue for
the party, the other to the guests. Decide....

* who the partyis for.

* whereitisgoing to be.

* what you would like to happen.

* what requests you will make of the venue/the guests.

b Work in pairs and compare your ideas.

Write

12

Write your emails. Use the Focus box and Exercise 10
to help you.
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Work in pairs and discuss the questions.

1 How often do you write emails in your own language?

2 Do you write more personal or work-related emails?

3 Who do you write to most often? What about?

4 When was the last time you wrote an email in English?
Who to? Why?

Work in pairs. Think of two different requests you

might make in an email to:

your boss

afriend

ahotel

alanguage school

arestaurant

A wN e

Read the two emails quickly. Answer the questions.

1 Who are the emails to?

2 How well does Ahmed know the person/people he's
writing to?

3 What requests does he make?

Complete the emails with the words in the box.

could grateful let mind please think
wondering would

Work in pairs. What would you write in the subject
line for each email?
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Dear Sir/Madam,

Further to my recent telephone conversation with
amember of your staff, | am writing to confirm my
booking for a group of twenty-four people on 28th July.
| also have a few questions. Firstly, | forgot to ask when
we spoke, but . it be possible to have a space
on the terrace from 7.30 for pre-meal drinks? If so,
would that be included in the price per head or would

it be extra?

Secondly, our group includes five vegetarians, and

one vegan. Do you 2 you could send menus

in advance showing the options that are available to
them?

Next, | was 2 if we could be seated near the
window, so that we could enjoy the famous view.
Finally, as this is our annual office party, would you

4 playing a few special songs over the restaurant
sound system? Obviously, we'd send the songs in
advance, and this would ideally happen near the end of
the meal.

If these requests are possible, | would be most 8.
if you could let me know when you email confirmation
of our booking.

I look forward to hearing from you soon.

Best regards,

Ahmed Rafiq
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Hi everyone

Hope this finds you well.

Not long now till our office dinner and a chance to say
thank you to everyone for all their hard work throughout
the year.

Just a very quick email to say I've booked a table for
everyone at Strofi on 28th July. The booking's for 8.15,
s0 if any of you can no longer make it for whatever
reason, then ©. email me back asap and ”.
me know.

Oh, before | forget, I've also asked if the restaurant

can play some of our music at the end of the evening.
If you've got any special requests, & you send
them over to me this week so | can get a final list to the
restaurant ahead of time. Nothing too crazy, obviously!
Cheers,

Ahmed
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6 a Read the emails again. Underline the phrases used to
make requests.

b Work in pairs and compare your answers. Is each
phrase more formal or informal? What features of the
phrases help you decide? Then read the Focus box
and check your ideas.

V(L

Making requests in emails

When you ask for things - or ask people to do things
for you - in more formal emails, you tend to use longer
phrases.

Would it be possible to stay an extra night?

I'would be (most) grateful if you could email me the
details.

Do you think you could (possibly) send me written
confirmation of my booking?

Iwas wondering if we could have our own private
room.

Would you mind moving us to a bigger table?

In more informal emails, you can just use couldor can.
Could/can you (please) let me know if you can make it?
You can also use imperatives. Make imperatives sound
softer by adding please.

(Please) call me as soon as you hear anything.

After requests, you often explain why you were asking.
If you've got any special requests, could you send them

over to me this week so I can get a final list to the
restaurant ahead of time.
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Rewrite the requests using the words in brackets.

1 |was wondering if you could check there are no nutsin
any of the dishes. (mind)

2 Please put some red roses on the table before we
arrive. (could / please)

3 | would be most grateful if you could give us a room
facing away from the road. (possibly)

4 Could you cook a special dish if we send the recipe in
advance? (possible)

5 |was wondering if you could check that everyone
knows about the meeting tomorrow. (can)

6 Would you mind providing a high chair for our two-
year-old son? (grateful)

7 Canyou please write 'Happy Birthday' on the cake
before bringing it out? (think)

8 Do you think we could possibly have a room at the back
of the restaurant? (wondering)





