BUSINESS EMAILS SAMPLES

CHOOSE THE RIGHT ANSWER

II. FILL IN THE GAPS WITH APPROPRIATE WORDS

III. CHOOSE THE RIGHT ANSWER




IV. FILL IN THE GAPS WITH APPROPRIATE WORDS
Dear Luisa,

Thank you for the work you've done so far on researching a venue for our international promotional
event. Unfortunately, the places you have found so far aren't exactly what I had in ——

First of all, I asked you to find venues that were in a beautiful and peaceful setting. In other ;
out-of-town places with inspiring views, in order ——— attract the maximum number of visitors to the
event. I certainly wasn't ———— a hotel complex on the edge of a business park.

Secondly, when I said that the conference centre should be within driving distance of an international
airport, | ————— less than half an hour.

we're really looking for here is an exceptional venue to launch an outstanding new range of
products. Sorry, but could you have another go at it?

Best wishes,
Otto

V. PUT THE FOLLWING LINES IN THE RIGHT ORDER
Dear Mr Zakario,

_____outsourcing work to a local factory.

___Unless we can be assured of the services of a professional translator, we will have no option but to
__I'feel you should be made aware of the quality of the service offered by your translator Ms Angelo
___ T'look forward to hearing from you.

__ During our visit to the site, it became obvious that her English was nowhere near the standard needed
____appreciate, it was absolutely crucial for all concerned to have someone highly trained in this field.
__cancel our contract with you and contact another company.

____for such an important negotiation. This led to a series of breakdowns in communication. As you will
_____during our recent trip to Athens. As you know, we were accompanied by a potential client interested in

Yours sincerely,
Bernard Tripp

WHICH OF THE ABOVE BUSINESS EMAILS ARE FORMAL AND WHICH ARE LESS
FORMAL? TRY TO JUSTIFY YOUR ANSWER.



