*Activity #2: Complete the following gaps with the most appropriate word or expression from either the formal, informal or neutral email on the previous page. 
[image: image1.png]FORMAL NEUTRAL INFORMAL
FirstContact | Tamwritingto | Tam wriing to sk | T'd ke to find out
enquire about you about
Referring to Thank you for your | Got your message:
previous contact ltter on (+date). on G+ date)
Giving good news | Tam delightedto | Thave some good
inform you that .. | _pews about ..
Giving bad news | Tregret to inform. Somry, but
you that
Makinganoffer | Ifyouwish ! | Woudyoulkeme |  Shalll.
would be happy to.. o
‘Making a request | Twoud be grateful Please can you
ifyou coud.
Refusing an Iwill otbeable to | T can'tcome.
imvitation ‘come because. because
Apologising | Iwouldlketo | Tamsomyfor/ | Somy,but
apologise for about (sverd
Cverb germnd) .. | gerund)
Closing remarks | 1f you have any Call/ Mail me if
further questions, you need any more:
please don't help
besitate to contact
Attachments Tam attaching Attachedis
Refer tothe future | Tlook forward to | Look forwardto | See yousoon
hearing from youin | bearing from you
the near fuure .





