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Writing skills practice: A more formal email — email

Central School of English

Exam question i

You are interested in studying il i Come and study English at our school!

English in the UK. Read the three-week

advertisement (right) which you course? 1+ Two-week courses for all levels

saw in an international magazine . Highly qualified, experienced teachers | with other

and some notes you have made in How much———— Reasonable prices students or

red. Write an email to Jane Black exactly? . Accommodation with host families o g o
using all the notes. You should Extensive social programme

write approximately 150 words. More details?

For further information contact Jane Black:
Jj-black@central-school.co.uk
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Send

Cancel New Message

To: j.black@central-school.co.uk

Subject: English courses

Dear Ms Black,

I am writing in response to the advertisement | saw for your English school in ‘World Teens Today’
magazine. | am interested in doing one of your courses and | would be grateful if you could provide
some further information.

(FiFstly) it says in the advertisement that the courses are two weeks long. Would it be possible to do a
three-week course? | would also like to know how much your courses cost exactly.

Secondly, your advert mentions accommodation with host families. Could you tell me if | would be
staying on my own with the host family or if there would be other students staying there as well?

Finally, | have a question about the social programme. Would you mind sending me more details
about this? | am very keen on sport and | would like to know if there are any sports activities included
in the social programme.

| look forward to hearing from you.

Lili Song

Top Tips for writing

1. If you know the name of the person you're writing to, use Mr for a man and Ms for a woman.

2. Start by saying why you are writing or what you are responding to. |
3. Use indirect questions such as I would be grateful if you could ... to ask for information politely.

4. Use words like Firstly, Secondlyand Finally o order your points.

5. U fhls sfandard phrase to finish a formal letter o emall
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