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“The prerequisite for writing is having 
something to say.”

- Langston Hughes 

Writing
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Reading: A request
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From: james.roxford@company.com

To: employee-list@company.com

Subject: Conference information

Good morning,

Sorry for sending this to all the staff in the company, but my 
list of people who are going to the Signmakers’ Conference 
in Dartmouth is not up-to-date, so I thought I’d mail it to 
everyone just to be on the safe side.

Reading: A request
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The company has agreed to pay for transport 
by rail which means you won’t have to drive 
there yourselves. We’ve booked seats on the 
0630 from Stanton Heath which goes direct to 
Dartmouth. We should arrive there by 08:45, 
and we can then share taxis to get to the 
venue, which I understand is just a 15 minute 
drive, so we should easily make the 09:30 
start.

Reading: A request

5

6



4

30
7

What is the e-mail about?

Where is the conference?

How are they getting to the venue?

Reading follow-up!
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Informal writing
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short sentences 

more personal settings

more relaxed than formal writing

Informal Writing
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Use informal writing when:

Writing to a friend or a family member

Sharing a story or blog

Writing creatively or fiction

Writing dialogue and narratives

Writing an outline or summary

Informal Writing
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Formal writing: E-mail
salutations and introductions
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directly addresses the person you're sending 
the email to

always used in formal email

Formal writing: E-mail salutations
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Dear Students,

Dear Professor Klaus,

Dear Company Director,

To whom it may concern,

Formal writing: E-mail salutations
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introduce yourself:

My name is John Smith. I am…

I hope your day is going great.

I trust your week is off to a good start.

I’m excited to connect with you again.

Formal writing: E-mail introductions
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Formal writing: 
E-mail closing elements
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Email closing can leave a lasting impression

Reminds the reader who you are

If the recipient is well known, omit the email 
closing.

Formal writing: E-mail closings
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Yours truly, 

Sincerely, / Respectfully,

Warm Regards, / Kind Regards, / Best 
Regards,

Best Wishes, / Best Regards,

Formal writing: E-mail closings
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identifying your target audience

choosing the right email style

paying attention to the opening elements

ending with the right closing elements

Writing: e-mail
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share with discretion 

use respectful language

fact check before reposting

respect people’s privacy

Writing: netiquette
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Culture: social aspects
of writing
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Brazil

danceyourlife / Shtterstock
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Germany

Daria_I / Shtterstock
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Canada

Mio Buono / Shtterstock
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Japan

HstrongART / Shtterstock
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Mexico

Molesko Studio / Shtterstock
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Na prática
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Writing an e-mail inquiring about a job 
position

M. Unal Ozmen / Shtterstock
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greeting

a compliment or pleasantry

the reason for your email

a call to action

a closing message

signature

Writing: e-mail
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Finalizando
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identifying your target audience

choosing the right email style

paying attention to the opening elements

ending with the right closing elements

Word Stress
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