| 1 [ am writing with regurd 10 your Tecent
email. We tegret to inform you that there
are no double rooms available for the nights

you require. .C.

Match the email beginnings (1-8) with the endings (a—h).

""2) Anyway, thanks again for inviting me, and

I'mn really locking forward to it. Do you want
me to bring anything?

2 Thanks so much for the wondecful present.
1t's exactly the book that [ wanted — how did
you know? I'm really looking forward o

3 Parricia, I've just teadwur emall.lmsu
! wuﬂmhwxbourﬁmhappmed .......

[},) You know you can count on me if you need
| any:uppnu.['!loaiiymatdwwaeh&ndm IE
| see how things are. I
: o

N -_c}Sho\ddyouneedmgﬁuﬂminfmmatm '

about room availability, we will be happy to
assist you.

4 Soery, | can't make it to your birthday party

i a:Fishmmm,ulmawwmthat&v

]5 ]ammnimdmm:he‘(:onmtl]s lm.k
on your website, I'd like to know a few more

i derails aboue the anti-vins software that’s

| lisced on the sice. ...

6 1 am writing with reﬁ:r:nr.e to our ordet
i number GHE7. The goods arrived this
*  morning, but you only seat 200 pieces
instead of the 300 that we ordemd. -

7 Yes! Great! I'd love to come to r.he party. ...

"3 Tve jusc beard from Antonio abou the Paris

concract. I¢'s fantastic news — you worked
really bard on this and you deserve the

|
|
d) 1 look forward o receiving this information !
as soom as posible. |

: £} It really is great news, andl’msw:e tharus
only the beginning of our work in the
French market.

o e et e e

ﬂ le: dzal with this marrer urgently. 1
expect a reply from you by tomorrow
mormning at the latest.

g]_:l:h;nksagmn f_crdxgift.md give my
gand.a to Yourfam:l\'

h) Anmy‘ wmagamthaxlcamoomc. Imt
have a great time. | hope we can meet up
soon. What about going to see that new
Speilberg film!?

B Put the phrases (a-j) with their correct headings below.

Ia} Let’s talk next week and see how things are going,

b} I can see what you're saying, but ...

¢) Can you give me some more information about ...7

d} What do you chink is the best way forward?

e) I'm sorry that we couldn' use your services this

f) Would you be able to0 ...7
g) fam willing to ... (if ...)
h) What about if we ...7

i} The main thing for me is ...
§) That's fine.

time, but I hope there will be anothes oppormuniry.

Asking for information

Requests Do you
Emphasising a main point
Asking for a suggestion
Making a suggestion
Negotiating: being firm
Negotiating: being flexible
Negotiating: agreeing
Next steps

Closing

DD = ShW i D b e

-
L=

What are your usual charges (fees/rates) for .7 L.

think youcould ...7 ...

My main concem at this stage is ... ...

How do you think we should deal with this? ......
Why don't you .o

I undersrand what you're saying about ..., but ... ...
We would be prepared to ... {if ...} ...

Okay, I'm happy with that for aow. ...

'll be in touch again soon with more details. ...

I look forward to working with you. ...

Email Writing Exercises

C  Complete the sequence of emails by using the phrases (1-10} in section B.

INB: Not the phrases in the box.

Dear Ms Dupuis

Your name was given 10 me by Dominique Clemeant at Toulouse Business Services. ! understand that you
recentty did some [T training for them on a freelance basis. We need some training along similar lines for
our staff, and | am in the process of locking at different options. | would be grateful i you could give ma the
following information:

............. — 11 o

Are you available in early Saptember?

Also, some of our older software needs upgrading or replacing befare we have the training, and the original
supplier has gone out of businass. @ i F
! would appreciate your advice,

1 look forward to hearing from you soon.

Regards, Karl Fintay

Daar Kar, thank you for your email. | attach a pdf file with our current rates and a iist of recant cliants.
Early September logks fine at the moment — can you let me know the dates, times, number of participants
elc?

in relation to your final point, ® I e, 5B
someone to the Software and Servicas Exhibition in Lyan next month? A lot of wpphmmsramds there,
Best wishes, Crisline

Cristine, Thanks for the quick reply.

L ... the cost, and wa nesd
mdmmmmmﬁmguanymm Innad tuknwlaatmmlgatgmduahefnrmmy

et e et ettt et e e send me more detalls of

YOUT COLrSS pmmmuam ywrlmnrrq md'luds?
You wanled some meare information from us. I'm afraid | don't have the exact dates ete. at the moment,
but @

Kan, | altach a typical course programme for you to have a look at, atthough at this stage it's difficult to be
tuaapau'ﬁn about your particular course,
.. give you a discount of 10% an

maprimithdmia'#wupadhau‘mml m.mm advame.

.. value for money, but our training
pmurammarempaﬁvelypmad antl I can mmyw that wehmalmhadmgmdfmdham

Cristine, ® ... . B . I think we need to
haveameaingmdmmslhelmnhgmummmdarall I'mﬁeemstnmmgs iat me know when
would suit you best. In the meantime, 'm altaching a document that lists all the hardware we currently have |
in the office, and the new software we ars going to install. Let me imow if you need any more information
before the maeting.

<« T




