DEVELOPING WRITING An email — asking for information

4 Complete the email at the bottom of the page with the words 8 Write an email (120-150 words) to ask for
in the box. information about an activity that you would like
to do. Use an idea from the list or your own idea.

S = Gl ; feen Lhore Follow the content checklist and remember to use
advert join experience confirm forward R _
indirect questions.
s 3 course at a college or with a one-to-one tutor
5 Read the email at the bottom of the page. Tick the correct = asport / activity at a gym
statements. = joining a volunteering group
a It's the first time Richard has written to the organisation. |
b He has never been part of 2 conservation Checklist
group before. = how you heard about the course / activity / group
¢ Hewants to find out about a job. e the daysand times
d He asks for information about transport. ' e the cost
e He asks about equipment, . « if you need any experience / skills
f He says how he found out about the group. = if you need any equipment

Language note indirect questions

Learner tip

We often use indirect questions in writing to sound pelite. They

« use statement word order

don't use do / does | did

use if / whether in questions you can answer with a‘yes'or a 'no’
use if in indirect questions that are conditional

often use introductory phrases like:
Iwould like to know ...

6 Underline the indirect questions in the email.

7 Make indirect questions using the introductory phrases.
1 Dol have to wear anything special?

Can you confirm ... e Dear S / Madam
2 How is transport to each session orgamsad? | have recently moved into the area and | saw an
[kl ket KoM e i il b ; ... for your votunteemg group in the
3 Whereis the nearest car park to the gym? Fc:-cal ibrary 1a am?Z. .. o find out mora
Can you confirm ................. e Sy about your orgmsatlcm
4 Does the tutor have a goad success rate? I have always been interasted in local history and
Couldyoutellme............ A ST B il geography, but | have never done any conservation
5 How much does a course of lessons cost? WO\"k Could you tell mo whather any
I'd be grateful if you Could tll ME .........coocceurovrrcrososmerseeriiens s - i s e O SPECIRN skills are necessary 1o
6 Will | have to take an exam or a test? ‘. : - the group? | would also like to

knmv wheth&r voluntesrs need to bring their own tocls,
or whether thesa wil be &,

Could you & .. the days and timas that
the group meets’? l wc:uld arso be’..

if you could ©. e ..me know whe'eaboms
the group woms and tha type of tasks the voluntesrs
do.

Finally, could you teli me if you organise any special
coursas in conservation?

| would like to know ................

Pook®.......ccicmie e 10 hring from you soon.,
Richard Clarke
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