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Informal and Formal Emails/Letters

First, read the information about email writing styles.

-
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It 15 helphul to think abour three writing styles, although in real life the differences are not so clear.

Formal This is the style of an old-fashioned letter. [deas are presented politely and carefully,
and there is much use of fixed expressions and long words. Grammar and punctuation
are important. This style is not so common, but you can find it if the subject matter is

»mf:mamtntm*ﬂ

serious (for example a complaint), in emails to customers where you want to make a good

impression, or in some cultures where a more formal style is expected.

Neutral This is the most common style in professionalfwork emails. The writer and reader are both
busy, so the language 15 simple, clear and direcr. There 5 often a friendly opening line.
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Senrences are short and there is use of contractions (I've for | have erc.).

Informal  This is the style for emails between friends. The email might include personal news, funny
comments erc. This style is close to speech, and has informal words and conversational
expressions. Many people now choose social media rather than email to communicate with

friends: with social media the style is even more informal.

Maosr real emails are basically neurral, but with some elements of formality or informality depending on
the context. Mixing styles is okay to some extent, bur don’t mix styles at the two extremes,

A. Match the informal phrases with the formal phrases.

Informal Formal
1. Whatdoyou need? a) Unfortunately | will not be able to attend the meeting.
2. Thanks for your email. b} 1canassure you that...

B 3. Sorry, | can‘t make it. c) Iwill take the necessary action to solve this issue.

:ﬁt -4. Could you...? | -d} Please let us know your requirements.

ﬁ 5. |promise.. | e) lwas wondering if you could...?

ﬁ 6. You haven't.. | fl We regret to advice you that...

':? 7. I'msorry to tell you that... | g) Thank you for your email of 12 February.

ﬂﬁ: -8 I'll deal with this. | | h) Wwe note from our records that you have not...

?ﬁ: 9. Don‘tforgetthat.. i) Ilook forward to meeting you next week.

E 10.1needto ... i)  with reference to...(or regarding...)

ﬁ 11.5halll...? k) Would you like me to...?

"3 - 12. But.../Also.../S0... | i ) 1would be grateful if you could...

13. Please... . m) Please accept my apologies for...

"'" 14.I'mreally sorry about... | n} Itis necessary for me to...

15. Re... | o] We would like to remind you that...

-16. See you next week. | p) However.../In addition.../Therefore...

4

=, =

ueLIVEWORKSHEETS



s
i

e B

E1> < Eh> <> <> < Uh> < gh><gio <t < all> < uh> < b < §

B> < s < B> < Tl s <> < > < Eih > < §

(> < 10> <0 s <Ths> < s < > < 0> <

Informal

1. assistance

due to
In the near future
further

inform

information

receive
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occupation

9. possess

10. provide
11.request

12.requirements

B. Match the informal words with the formal words.

Formal

a)

soon

c)

b)

d)

facts
help

ask for

e)

job

f)

gl

h)

because of
get

more

i)

give

i
k)
1)

needs
have
tell

Informal

Formal

1. lam writing with regard to your recent
email. We regret to inform you that there
are no double rooms available for the
nights you require.

:a]

Anyway, really looking forward to it. Do u
want me to bring anything?

2. Thankyou so much for the wonderful | b) You know you can count on me if you
present. It's exactly the book that | need any support. I'll call you at the
wanted - how did you know? I'm really weekend to see how things are.
looking forward to reading it.

3. Patricia, I've just read your email. I'm so & SEDUM youl r:ee:ljlag};rlfurther i!?lfgrr;atinn
sorry to hear about what happened. . Out.mcm ol oo

to assist you.
: | d) 1lookforward to receiving this

4. Aaarrgghh! Can't make it. Really sorry. } Setornation s a00mnas pogssible.
But I'm sure you'll all have a great time.

5. lam mailing this via the ‘Contact Us’ link | e) Itreallyis great news, and I'm sure that
on your website. I'd like to know a few it's only the beginning of our work in the
more details about the anti-virus French market.

___ software that's listed on the site. -

6. |lam writing with reference to our order f) Please deal with this matter urgently. |
number GH&74. The goods arrived this expect a reply from you by 5 pm
morning, but you only sent 200 pieces tomorrow at the latest.
instead of the 300 that we ordered.

7. Wow! Great! I'd love to come! Wi Thunty agai_n i and. e

N gl | wvery best wishes to your family. .

8. I'vejust heard from Antonio about the | h) Sorry againlcan't come. (3 but let's

Paris contract. It's fantastic news - you
worked really hard on this and you
deserve the success.

meet up soon anyway. What about going
to see that new Ang Lee movie?
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B. Match the informal words with the formal words.
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