An email to

Task 1

confirm an appointment

Put the words in the correct groups.

=

57 P >
Emerald Towers Thursday Astana offices  Arina Marat, HR Assista m@

.
Scfia Aronov, HR Manager

5 =
reception on the 26th floor 3 p.m.@p

Where (places) Where (places) Where (places)

T&SI{: 2 Write words to complete the email.

From: jane.claret@example.com

To: arina.marat@regal50.com

Subject: Re: Your appointment on 14 March

(1 [OS——— - g

(2) e YOU fOF your email confirming my (3) e

with Mrs Aronov. 'm {4) .........c.cccccoeee.... to Check if | should bring any ID with me on Thursday

14 March.

ook (3) ..o 1O MBLING yOU SOON.

Best (B) .oy

Jane Claret
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