
Organizing your text
1. Paragraphs
In English, paragraphs can be indicated 
either by indenting the first line of each 
new paragraph or by skipping a line 
between paragraphs: 

2. Content
Greeting
Dear + [name],
Purpose of email
I am writing to/because + [reson 
for writing the email]
Request
I was hoping...
I would like...
I expect...
Other news
Closing
I hope to see youo soon.
I look forward to hearing from you.
Sign off
Sincerely,
[name]

Email etiquette
- Always make sure you have added 

the correct recipient to the “to” line.
- Be wary of “reply all”. You 

probably don’t want the whole 
company to read all of your emails.

- Don’t forget to attach 
attachments when applicable.

- Avoid writing in all CAPITALS as 
it comes across as rude: it gives the 
impression that you are either yelling 
or alarmed or panicked.

- Find the sweet spot between too 
short an email and long ones. 

- Double check (including spelling 
and grammar) before you hit send.

Arranging and managing 
appointments (verb tenses)
1. Present Simple

Used to talk about the future when 
referring to: timetable; schedule; routine
Subject + verb(s) + complement.

Payday is on Friday. // Andrew 
leaves at 4pm.

2. Present Continuous
Used when referring to a future 

arrangement
Subject + v. to BE + complement.

We are meeting Paul for lunch.//
The team* are presenting to the 
directors tomorrow.
*team as well as police, family, band, etc can 
be used both as singular and plural nouns. In 
BrE they are usually plural.

3. To be going to
Used when referring to future plans

Subject + v. to BE + [verb-ing] + 
complement.

Jim is going to deliver his project 
by Monday. // The president is going 
to address the company.

3. Future Simple
Used when referring to promises, 

predictions or opinions
Subject + will + verb (bare infinitive) 
+ complement.

I think Liz will do fine on her new 
role. // I will get back to you as soon 
as possible.
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Put the email in the right 
order: 

1. I can call you then if it 
is convenient. 
2. Nguyen Minh Chau 
3. Are you free to talk 
about it on the phone 
tomorrow at about 3.30? 
4. Head Teacher – 
Vietnam International 
School 
5. Could you please let 
me know? 
6. Dear Mr Chan, 
7. I look forward to 
hearing from you soon. 
8. With best wishes, 
9. Thank you for your last 
email. 
______________________
______________________

Complete this email:

Dear Nadia,

________________ to the 
‘Teaching for Change’ 
conference next 
__________________. I’m 
glad you are going, too. 

I’m arriving on ________ 
afternoon. I’ll text you 
when I __________ to the 
hotel.

Perhaps we can meet 
in _________? Are you 
free to go out for a meal 
_________about 7:30?

Hope to see you soon.

Lisa 
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