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Unit 2 Lesson 7A
Writing a Formal Email

Lesson Exercises
Express Problem/ Solution
Using Persuasive Writing




Exercises 4,5 and 6

Features of Formal Email
Persuasive Writing Techniques
Formal Writing Language Features

4 Complete the Writing box.

WRITING | A formal email

Greeting and signing off

1 [ Ifyou know the name of the person,
2 [ Ifyou don't know the person’s name,
3 [0 Ifyou start a letter Dear Sir/Madam,
4 [ Ifyou start a letter with a name,

a end the letter Yours sincerely.

b start the letter Dear Sir or Madam.

¢ startthe letter Dear Mr/Mrs/Ms Haddad.
d end the letter Yours faithfully.

Structure of the email (or letter)

5 [ Inthe introduction,

6 [ Inthe main paragraphs,

7 O Inthe final paragraph,

8 [ Before you sign off,

e ask the recipient of the email/letter to take
some action.

f state the problem(s) and offer solutions.

g mention thatyou expect a reply.

h state your reasons for writing.

Formal writing conventions
9 [ Don't use contractions, e.g.
10 [J Avoid using phrasalverbs, e.g.
11 [] Make points less personal/direct by
using passives, e.g.
12 [] Make your tone less direct by using
hypothetical constructions, e.g.

i usereduce ratherthan cut down on.

j use We are told that rather than Some
people say.

k use I would askyou to rather than Please ....

L uselam writing not I'm writing.

5 Read the email again. Match the

underlined phrases A-D to the categories.

1 [IMaking a point forcefully

2 [JCall to action/asking for action

3 [JGiving your reasons for writing

4 CJEexplaining why the issue is important

7

02

Rewrite the sentences in a more formal

style using the words in brackets.

1 | heard that sea plasticis harming over 600
species. (estimated)

2 It'simportant to look after nature. (vital)

3 You've got to stop using plastic! (urge)

4 Allthe best, Ibrahim. (faithfully)

5 I'm really bothered by the amount of
plasticwe use. (concerned)

6 Getrid of plastic packaging! (banned)

7 I'm writing to tell you how bothered | am
about ... (express)

8 You should look into other options. (ask/
investigate)

9 It'simportant to do this right away.
(essential/action)

10 You must do it now. (done/urgency)

WRITING TASK Write a formal email to a
coffee shop chain in your country. Describe
the problem of disposable cups and urge
the chain to take action.

) Use the Graphic Organiser to help you
plan your writing.




Ex. 4 Features of Formal Email

4 Complete the Writing box.

WRITING | A formal email

Greeting and signing off

1 [ Ifyou know the name of the person,
2 O Ifyou don't know the person's name,
3 [ Ifyoustart a letter Dear Sir/Madam,
4 [ Ifyou start a letter with a name,

a end the letter Yours sincerely.

b start the letter Dear Sir or Madam.

¢ start the letter Dear Mr/Mrs/Ms Haddad.
d end the letter Yours faithfully.

Structure of the email (or letter)
5 O Intheintroduction,

6 [ Inthe main paragraphs,

7 O Inthe final paragraph,

8 [ Before you sign off,

e ask the recipient of the email/letter to take
some action.

f state the problem(s) and offer solutions.
g mention thatyou expect a reply.
h state your reasons for writing.

Formal writing conventions
9 [ Don't use contractions, e.q.

10 [ Avoid using phrasal verbs, e.g.

11 [ Make points less personal/direct by
using passives, e.q.

12 [ Make your tone less direct by using
hypothetical canstructions, e.q.

use reduce ratherthan cut down on.

i
j use We are told that rather than Some
people say.

k use lwould ask you to ratherthan Please ....

1 uselamwriting not I'm writing.

4 Complete the Writing box.

WRITING | A formal email

Greeting and signing off

1 [ Ifyou know the name of the person,
2 [JIfyou don't know the person's name,
3 O Ifyou start a letter Dear Sir/Madam,
4 [ Ifyou start a letter with a name,

a end the letter Yours sincerely.

b start the letter Dear Sir or Madam.

¢ startthe letter Dear Mr/Mrs/Ms Haddad.
d end the letter Yours faithfully.

Structure of the email (or letter)
5 [ Inthe introduction,

6 [ In the main paragraphs,

7 [ Inthe final paragraph,

8 [ Before you sign off,

e ask the recipient of the email/letter to take
some action.

f state the problem(s) and offer solutions.

g mention thatyou expect a reply.

h state your reasons for writing.

Formal writing conventions
9 [0 Don't use contractions, e.q.
10 [] Avoid using phrasalverbs, e.g.
11 [] Make points less personal/direct by
using passives, e.g.
12 [] Make your tone less direct by using
hypothetical constructions, e.g.

i usereduce ratherthan cut down on.

j use We are told that rather than Some
people say.

k use I would askyou to rather than Please ....

L uselam writing not I'm writing.

5 Read the email again. Match the

underlined phrases A-D to the categories.

1 [IMaking a point forcefully

2 [JCall to action/asking for action

3 JGiving your reasons for writing

4 CJEexplaining why the issue is important

7

02

Rewrite the sentences in a more formal

style using the words in brackets.

1 | heard that sea plasticis harming over 600
species. (estimated)

2 It'simportant to look after nature. (vital)

3 You've got to stop using plastic! (urge)

4 Allthe best, Ibrahim. (faithfully)

5 I'm really bothered by the amount of
plasticwe use. (concerned)

6 Getrid of plastic packaging! (banned)

7 I'm writing to tell you how bothered | am
about... (express)

8 You should look into other options. (ask/
investigate)

9 It'simportant to do this right away.
(essential/action)

10 You must do it now. (done/urgency)

WRITING TASK Write a formal email to a
coffee shop chain in your country. Describe
the problem of disposable cups and urge
the chain to take action.

) Use the Graphic Organiser to help you
plan your writing.
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Features of Formal Email i ) (A9 A b ) jailad

4 Complete the Writing box.

WRITING | A formal email
Greeting and signing off

1 [ Ifyou know the name of the person,

Greeting and Signing Off MIAJ 4.:1;3 2 O Ifyou don't know the person’s name,

3 O Ifyou start a letter Dear Sir/Madam,

4 [ Ifyou start a letter with a name,

If you know the name of the person,
start the letter Dear Mr/Mrs/Ms
Haddad.

- £ - . . .. . a end the letter Yours sincerely.
MLA-HJS‘ ‘-\e‘ 6ua;u.\j\ e.u.\\ LJJa_\ t_L\S \J;\ b start the letter Dear Sir or Madam.

¢ startthe letter Dear Mr/Mrs/Ms Haddad.

Dear MI‘/M I‘S/MS Haddad. :-.‘ d end the letter Yours faithfully.

Structure of the email (or letter)

5 O Intheintroduction,

“ { « N . - P * O h i h.
If you don’t know the person’s name, | Al ) 1) ¢ ad &l anl s 23 Y i€ 1) :D:QIhi;“jaﬁpf’j;aggrfpphf
start the letter Dear Sir or Madam. Dear Sir or Madam. := 8 Difeforevousianofl
e ask the recipient of the email/letter to take
some action.
f state the problem(s) and offer solutions.
. : b “ 5 g mention thatyou expect a reply.
If you start a letter Dear Sir/Madam, | <Dear Sir/Madam - 4w )1l Gl 1) o o Aty e e
end the letter Yours faithfully. Yours faithfully. = i) Formal writing conventions
9 [J Don't use contractions, e.qg.
10 [ Avoid using phrasalverbs, e.q.
. we - P . 11 [ Make points less personal/direct by
If you start a letter with a name, end |Yours = Waid) cau YL Al ) il 1) using passives, e.q.
. . 12 [ Make your tone less direct by using
the letter Yours sincerely. sincerely. hypothetical constructions, e.g.

i usereduce ratherthan cut down on.

j use We are told that rather than Some
people say.

k use |l would ask you to rather than Please ....

Il uselamwriting not I'm writing.




From: Farid Asmar yesterday at 8.13 p.m.
To: Customer Service
Subject: Reduce plastic!

If you don’t know

the person’s -
name, startthe | Dear Sir or Madam,

letter Dear Sir or Al am writing to draw your attention to a pressing problem to which your stores are
Madam contributing significantly by their use of non-biodegradable plastic packaging.

Like many others, Bl am deeply concerned by the huge quantity of plastic used to
package items which simply do not require it. We are told that since the 1950s the world
has produced more than eight billion tonnes of plastic, of which around 80 percent has
been thrown into a landfill or left as waste in the general environment. €t is essential that

Features of we all take immediate action to prevent this.
Formal Email: Much of this plastic is a result of unnecessary packaging. It is vital that this is reduced
Greeting and as much as possible. Some supermarkets have managed to cut the amount of plastic
Sign Off packaging by using sustainable cardboard instead of plastic, or simply by removing

unnecessary plastic from tissue boxes, pizza boxes and other items. | would ask you to
investigate alternative forms of packaging for your products as a matter of urgency.

In the meantime, perhaps the quickest way to start to tackle this problem would be to
sell fruit and vegetables without any extra packaging, creating a plastic-free aisle, where
customers could use paper bags or their own reusable containers. Around a third of
consumers say that they base their buying decisions on ethical practices, so providing
an opportunity to buy fruit and vegetables plastic-free could help you to win over a large
number of new customers.

P | urge you to consider these possible solutions very seriously, and do everything in your

If you start a letter power to reduce the amount of plastic you use in packaging, to protect the planet.
DEET ML | look forward to your response.

end the letter .

Yours faithfully. Yours faithfully,

Farid Asmar



Features of Formal Email
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Structure of the Email

ol JSaa

In the introduction, state your
reasons for writing.

Al iUS G SY) deaiall |

In the main paragraphs, state the
problem(s) and offer solutions.

o) Al mda g i) ol jaal)
Nl 7 80 5 Nl

In the final paragraph, ask the
recipient of the email/letter to
take some action.

MRS alical) (o qallal ¢ 5a Y1 3 jal b
)

Before you sign off, mention that
you expect a reply.

N3 adgin i) <)) bl elgs) 8

4 Complete the Writing box.

WRITING | A formal email

Greeting and signing off

1 [ Ifyou know the name of the person,
2 O Ifyou don't know the person’s name,
3 O Ifyou start a letter Dear Sir/Madam,
4 [ Ifyou start a letter with a name,

a end the letter Yours sincerely.

b start the letter Dear Sir or Madam.

¢ startthe letter Dear Mr/Mrs/Ms Haddad.
d end the letter Yours faithfully.

Structure of the email (or letter)
5 O Intheintroduction,

6 [1Inthe main paragraphs,

7 O Inthe final paragraph,

8 [ Before you sign off,

e ask the recipient of the email/letter to take
some action.

f state the problem(s) and offer solutions.
g mention thatyou expect a reply.
h state your reasons for writing.

Formal writing conventions
9 [J Don't use contractions, e.qg.
10 [ Avoid using phrasalverbs, e.q.
11 [ Make points less personal/direct by
using passives, e.g.

12 [ Make your tone less direct by using
hypothetical constructions, e.qg.

i usereduce ratherthan cut down on.

j use We are told that rather than Some
people say.

k use |l would ask you to rather than Please ....

Il uselamwriting not I'm writing.




Features of Formal
Email: Structure

In the introduction, state

your reasons for writing
Al 1t S G SY) (Aadidl) ot

In the main paragraphs,
state the problem(s) and
offer solutions.
A cdIhal) ol AShal) praa gy ad
da jilal) Jglal) a8

4

In the final paragraph, ask the
recipient of the email/letter
to take some action.
Glia ¢ o) JLAS) alical) (1o alha
AUiial) dallaal

/|

A 4

Before you sign off, mention
that you expect a reply.
Ala ) a3d) a5 )3y 2B gl il <3
b Sl

From: Farid Asmar
To: Customer Service
Subject: Reduce plastic!

yesterday at 8.13 p.m.

Dear Sir or Madam,

Al am writing to draw your attention to a pressing problem to which your stores are
contributing significantly by their use of non-biodegradable plastic packaging.

Like many others, B] am deeply concerned by the huge quantity of plastic used to
package items which simply do not require it. We are told that since the 1950s the world
has produced more than eight billion tonnes of plastic, of which around 80 percent has
been thrown into a landfill or left as waste in the general environment. €|t is essential that
we all take immediate action to prevent this.

Much of this plastic is a result of unnecessary packaging. It is vital that this is reduced
as much as possible. Some supermarkets have managed to cut the amount of plastic
packaging by using sustainable cardboard instead of plastic, or simply by removing
unnecessary plastic from tissue boxes, pizza boxes and other items. | would ask you to
investigate alternative forms of packaging for your products as a matter of urgency.

In the meantime, perhaps the quickest way to start to tackle this problem would be to
sell fruit and vegetables without any extra packaging, creating a plastic-free aisle, where
customers could use paper bags or their own reusable containers. Around a third of
consumers say that they base their buying decisions on ethical practices, so providing
an opportunity to buy fruit and vegetables plastic-free could help you to win over a large
number of new customers.

P | urge you to consider these possible solutions very seriously, and do everything in your
power to reduce the amount of plastic you use in packaging, to protect the planet.

| look forward to your response.
Yours faithfully,
Farid Asmar




Features of Formal Email i ) (A9 A b ) jailad

4 Complete the Writing box.

WRITING | A formal email

Greeting and signing off

1 [ Ifyou know the name of the person,
2 O Ifyou don't know the person’s name,
3 O Ifyou start a letter Dear Sir/Madam,
4 [ Ifyou start a letter with a name,

Formal Writing Conventions /Language Features drans Hll AUST) ac | 68 a end the letter Yours sincerely
star e Letter vear >ir or Madam.
- b start the letter D S Mad
9 Don’t use ContraCtlonS, e.g. usel am lam writing &,\"_\S‘ cC'_I\JL.\ASA\)“ e..\;_u.u:\ N :Ista(;tthhelletterDear?flr./:lfrs[flr\ﬂs Haddad.
z end the letter Yours faithfully.
o  ® [ o  ® [) L) 'S
writing not I’m writing. I’m writing. (= Y Structure of the email (or letter)
. . T - 21 <. - 5 [ Inthe introduction,
10 Avoid using phrasal verbs, e.g. use padiail g AS pall Jlad¥) aladivl i G Dt e
reduce rather than cut down on. cut down on. (» ¥Y&reduce ; ggﬂffheﬁﬂawéfagff?vh-
- efore you sign off,
Make pOIntS less personal/dlrect by ‘d}@éﬂﬂ Lf"‘d‘ (‘\333-“‘\-‘ 3‘)-‘-:;’\4.*“ dﬁ\ d"éj‘ d’é\ e ask the recipient of the email/letter to take
. . . u 2 tion.
11 |using passives, e.g. use We are told that Some (= YuWe are told that Ji £ stato the problem(s) and offer solutions.
rather than Some people Say. people Say. g mention thatyou expect.a.reply.
= h state your reasons for writing.
Make your tone less direct by using CuS) i aladiuly 3as J8 UK 3y Jaal Formal writing conventions
. . .o N & P 4 9 [ Don't use contractions, e.q.
12 |hypothetical constructions, e.g. use | = Yl would ask you to i il il 10 ) A oo pirasoere o 0.
would ask you to rather than Please... Please... 11 [ Make points less personal/direct by
using passives, e.q.

12 [ Make your tone less direct by using
hypothetical constructions, e.qg.

i usereduce ratherthan cut down on.

j use We are told that rather than Some
people say.

k use |l would ask you to rather than Please ...

Il uselamwriting not I'm writing.




Formal Writing Conventions in the Email
I AN &) B dgan ) AglS)) a0 6B
1. No Contractions ()
These sentences use full forms instead of contractions:

J B | am writing to draw your attention...

J B | am deeply concerned by the huge quantity of plastic...
o I Itis essential that we all take immediate action...

. B Itis vital that this is reduced...

J B | look forward to your response.

¢«

Vv Avoids informal forms like “I’m,” “it’s,” “don’t,” etc.

2. Avoids Phrasal Verbs (| )
Formal verbs are used instead of casual phrasal verbs:

J reduce (instead of cut down on)
J remove (instead of take out / get rid of)
J v Makes the writing more academic and professional.

3. Passive Voice for Objectivity (L)

Used to sound less personal and more neutral:

o L We are told that since the 1950s the world has
produced...

v Avoids direct phrases like “Some people say.”

4. Hypothetical Constructions ()
Polite and indirect suggestions using "would," "could," or "urge":

J L Iwould ask you to investigate alternatives...

J L Perhaps the quickest way... would be to sell fruit without
packaging.

J L Customers could use paper bags...

J L lurge you to consider these solutions...

v Sounds respectful and persuasive without being demanding.

Dear Sir or Madam,

@ 1 am writing to draw your attention to a pressing problem to which your stores are
contributing significantly by their use of non-biodegradable plastic packaging.

Like many others, [ | am deeply concerned by the huge quantity of plastic used to
package items which simply do not require it. [[. We are told that since the 1950s the
world has produced more than eight billion tonnes of plastic, of which around 80 percent
has been thrown into a landfill or left as waste in the general environment. [l It is
essential that we all take immediate action to prevent this.

Much of this plastic is a result of unnecessary packaging. [ It is vital that this is
reduced as much as possible.

Some supermarkets have managed to reduce (instead of phrasal verb

the amount of plastic packaging by using sustainable cardboard instead of plastic, or
simply by removing ( ) unnecessary plastic from tissue boxes,
pizza boxes and other items. ] | would ask you to investigate alternative forms of
packaging for your products as a matter of urgency.

In the meantime, perhaps the quickest way to start to tackle this problem @& would be
to sell fruit and vegetables without any extra packaging, creating a plastic-free aisle,
where [ customers could use paper bags or their own reusable containers. Around a
third of consumers say that they base their buying decisions on ethical practices, so
providing an opportunity to buy fruit and vegetables plastic-free could help you to win
over a large number of new customers.

w lurge you to consider these possible solutions very seriously, and do everything in
your power to reduce (instead of phrasal verb ) the amount of plastic
you use in packaging, to protect the planet.

I look forward to your response.
Yours faithfully,
Farid Asmar



Persuasive Writing Techniques

doe LY AQligt)

5 Read the email again. Match the

underlined] phrases A-D to the categories.

1 [IMaking a point forcefully

2 []Call to action/asking for action

3 [JGiving your reasons for writing

4 [JExplaining why the issue is important

Dear Sir or Madam,

Al am writing to draw your attention to a pressing problem to which your stores are
contributing significantly by their use of non-biodegradable plastic packaging.

Like many others, Bl am deeply concerned by the huge quantity of plastic used to
package items which simply do not require it. We are told that since the 1950s the world
has produced more than eight billion tonnes of plastic, of which around 80 percent has
been thrown into a landfill or left as waste in the general environment. ©lt is essential that
we all take immediate action to prevent this.

Much of this plastic is a result of unnecessary packaging. It is vital that this is reduced
as much as possible. Some supermarkets have managed to cut the amount of plastic
packaging by using sustainable cardboard instead of plastic, or simply by removing
unnecessary plastic from tissue boxes, pizza boxes and other items. | would ask you to
investigate alternative forms of packaging for your products as a matter of urgency.

In the meantime, perhaps the quickest way to start to tackle this problem would be to
sell fruit and vegetables without any extra packaging, creating a plastic-free aisle, where
customers could use paper bags or their own reusable containers. Around a third of
consumers say that they base their buying decisions on ethical practices, so providing
an opportunity to buy fruit and vegetables plastic-free could help you to win over a large
number of new customers.

P| urge you to consider these possible solutions very seriously, and do everything in your
power to reduce the amount of plastic you use in packaging, to protect the planet.

| look forward to your response.

Yours faithfully,

Farid Asmar




From: Farid Asmar yesterday at 8.13 p.m.

3 Giving your
reasons for
writing
Gl a5
dqlasty

To: Customer Service
Subject: Reduce plastic!

Dear Sir or Madam,

—> 2] am writing to draw your attention to a pressing problem to which your stores are
contributing significantly by their use of non-biodegradable plastic packaging.

Persuasive Writing
Techniques

Like many others, Bl am deeply concerned by the huge quantity of plastic used to
package items which simply do not require it. We are told that since the 1950s the world

has produced more than eight billion tonnes of plastic, of which around 80 percent has

4 Explaining why the issue

is important
Uiial) Lpar] o 7y

been thrown into a landfill or left as waste in the general environment. ¢t is essential that®
we all take immediate action to prevent this.

Much of this plastic is a result of unnecessary packaging. It is vital that this is reduced
as much as possible. Some supermarkets have managed to cut the amount of plastic
packaging by using sustainable cardboard instead of plastic, or simply by removing
unnecessary plastic from tissue boxes, pizza boxes and other items. | would ask you to
investigate alternative forms of packaging for your products as a matter of urgency.

In the meantime, perhaps the quickest way to start to tackle this problem would be to

sell fruit and vegetables without any extra packaging, creating a plastic-free aisle, where
customers could use paper bags or their own reusable containers. Around a third of

2 Call to
action/asking
for action
KEG PR FX
G A N
51 )

consumers say that they base their buying decisions on ethical practices, so providing
an opportunity to buy fruit and vegetables plastic-free could help you to win over a large
number of new customers.

—— 2| urge you to consider these possible solutions very seriously, and do everything in your
power to reduce the amount of plastic you use in packaging, to protect the planet.

| look forward to your response.
Yours faithfully,
Farid Asmar

1 Making a point forcefully
898y JBidgay (e il

5 Read the email again. Match the

underlined phrases A-D to the categories.

1 [IMaking a point forcefully C

2 [1Call to action/asking for action D

3 JGiving your reasons for writing A

4 (JEexplaining why the issue is important B




Practice Formal Language for Emails

6 Rewritethe sentences in a more formal

style using the words in brackets.

1 | heard that sea plasticis harming over 600
species. (estimated)

2 It'simportant to look after nature. (vital)

3 You've gotto stop using plastic! (urge)

4 Allthe best, Ibrahim. (faithfully)

5 I'mreally bothered by the amount of
plastic we use. (concerned)

6 Getrid of plastic packaging! (banned)

7 I'm writing to tell you how bothered | am
about ... (express)

8 You should look into other options. (ask/
investigate)

9 It'simportant to do this right away.
(essential/action)

10 You must do it now. (done/urgency)

4 Complete the Writing box.

WRITING | A formal email

Greeting and signing off

1 [J Ifyou know the name of the person,
2 [ Ifyou don'tknow the person's name,
3 [ Ifyou start a letter Dear Sir/Madam,
4 [ Ifyou start a letter with a name,

a end the letter Yours sincerely.

b start the letter Dear Sir or Madam.

¢ startthe letter Dear Mr/Mrs/Ms Haddad.
d end the letter Yours faithfully.

Structure of the email (or letter)
5 [JInthe introduction,

6 [ Inthe main paragraphs,

7 O Inthe final paragraph,

8 [ Before you sign off,

e ask the recipient of the email/letter to take
some action.

f state the problem(s) and offer solutions.

g mention thatyou expect a reply.

h state your reasons for writing.

Formal writing conventions
9 [J Don't use contractions, e.g.

10 [] Avoid using phrasalverbs, e.g.

11 [] Make points less personal/direct by
using passives, e.g.

12 [] Make your tone less direct by using
hypothetical constructions, e.g.

i use reduce rather than cut down on.

j use We are told that rather than Some
people say.

k use I would askyou to ratherthan Please.....

I uselam writing not I'm writing.

5 Read the email again. Match the

underlined phrases A-D to the categories.

1 [OMaking a point forcefully

2 [J(allto action/asking for action

3 [JGiving your reasons for writing

4 OExplaining why the issue is important

02

6 Rewrite the sentences in a more formal

style using the words in brackets.

1 | heard that sea plasticis harming over 600
species. (estimated)

2 It'simportant to look after nature. (vital)

3 You've got to stop using plastic! (urge)

4 Allthe best, Ibrahim. (faithfully)

5 I'mreally bothered by the amount of
plasticwe use. (concerned)

6 Getrid of plastic packaging! (banned)

7 I'm writing to tell you how bothered | am
about... (express)

8 You should look into other options. (ask/
investigate)

9 It'simportant to do this right away.
(essential/action)

10 You must do it now. (done/urgency)

7 WRITING TASK Write a formal email to a

coffee shop chain in your country. Describe
the problem of disposable cups and urge
the chain to take action.

3 Use the Graphic Organiser to help you
plan your writing.
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Formal Language for Emails

Informal Sentence

Formal Sentence

| heard that sea plastic is harming

It is estimated that sea plastic is harming over

! over 600 species. 600 species.

2 It’s important to look after nature. It is vital to look after nature.

3 You’ve got to stop using plastic! | urge you to stop using plastic.

4 All the best, Ibrahim. Yours faithfully, Ibrahim (+ surname).

5 I’m really bothered by the amount of |l am deeply concerned by the amount of plastic
plastic we use. we use.

6 Get rid of plastic packaging! Plastic packaging should be banned.

7 "'m writing to tell you how bothered | | am writing to express my concern about ...
am about ...

8 You should look into other options. | would ask you to investigate other options.

9 It’s important to do this right away. It is essential to take immediate action.

10 You must do it now. This must be done as a matter of urgency.

6 Rewrite the sentences in a more formal
style using the words in brackets.

1 | heard that sea plasticis harming over 600
species. (estimated)

2 It'simportant to look after nature. (vital)

3 You've got to stop using plastic! (urge)

4 Allthe best, Ibrahim. (faithfully)

5 I'mreally bothered by the amount of
plastic we use. (concerned)

6 Getrid of plastic packaging! (banned)

7 I'm writing to tell you how bothered | am
about ... (express)

8 You should look into other options. (ask/
investigate)

9 It'simportant to do this right away.
(essential/action)

10 You must do it now. (done/urgency)




No. Informal Sentence Formal Sentence (with key changes)
] | heard that sea plastic is harming It is estimated that sea plastic is ey bl il of 38l (g
over 600 species. harming over 600 species. &5 600 o i<
2 |It’simportant to look after nature. It is vital to look after nature. Axplally LUl (5 59 ) (e
a3l e Cai gl e ofia |
3 |You’ve got to stop using plastic! | urge you to stop using plastic. ¢ o S “{T Sl

' i : ) ) cal ial) (38 J gy ) gliads
4 | Allthe best, Ibrahim. Yours faithfully, Ibrahim (+ surname). e el & dﬁm X
_(AM.’J\ anil +)
. I’m really bothered by the amount of |l am deeply concerned by the amount Sl 4peS (e Ay 38 e
plastic we use. of plastic we use. APDREAV |
6 |Getrid of plastic packaging! Plastic packaging should be banned. LSl Cadaall a2y f sy
. I’m writing to tell you how bothered | |l am writing to express my concern LTS s 3 AL d S
am about ... about ... Lobs
. . | would ask you to investigate other ) 5L A d aSie llaf i 2l
8 |You should look into other options. : y g = P oS < .{
options. A
: . It is essential to take immediate . : ,
9 |It'simportant to do this right away. action RTBY KA BTV JEIE vt vty { e
. This must be done as a matter of . N -

10 | You must do it now. A8 ) an g e el Al cag

urgency.




7 WRITING TASK Write a formal email to a
coffee shop chain in your country. Describe
the problem of disposable cups and urge
the chain to take action.

@ Use the Graphic Organiser to help you
planyour writing.

4 Complete the Writing box.

WRITING | A formal email

Greeting and signing off

1 [ Ifyou know the name of the person,
2 [ Ifyou don'tknow the person's name,
3 [ Ifyou start a letter Dear Sir/Madam,
4 [ Ifyou start a letter with a name,

a end the letter Yours sincerely.

b start the letter Dear Sir or Madam.

¢ start the letter Dear Mr/Mrs/Ms Haddad.
d end the letter Yours faithfully.

Structure of the email (or letter)
5 O Inthe introduction,

6 [ Inthe main paragraphs,

7 O Inthe final paragraph,

8 [ Before you sign off,

e ask the recipient of the email/letter to take
some action.

f state the problem(s) and offer solutions.
g mention thatyou expect a reply.
h state your reasons for writing.

Formal writing conventions
9 [J Don't use contractions, e.g.
10 [J Avoid using phrasalverbs, e.qg.
11 [] Make points less personal/direct by
using passives, e.g.
12 [] Make your tone less direct by using
hypothetical constructions, e.q.

i usereduce rather than cut down on.

j use We are told that rather than Some
people say.

k use | would askyou to rather than Please.....

I uselam writing not I'm writing.

5 Read the email again. Match the
underlined phrases A-D to the categories.

1 [OMaking a point forcefully

2 [(Call to action/asking for action

3 [ Giving your reasons for writing

4 CJexplaining why the issue is important

02

6 Rewrite the sentences in a more formal

style using the words in brackets.

1 | heard that sea plasticis harming over 600
species. (estimated)

2 It'simportant to look after nature. (vital)

3 You've got to stop using plastic! (urge)

4 Allthe best, Ibrahim. (faithfully)

5 I'm really bothered by the amount of
plasticwe use. (concerned)

6 Getrid of plastic packaging! (banned)

7 I'm writing to tell you how bothered | am
about ... (express)

8 You should look into other options. (ask/
investigate)

9 It'simportant to do this right away.
(essential/action)

10 You must do it now. (done/urgency)

7 WRITING TASK Write a formal email to a
coffee shop chain in your country. Describe
the problem of disposable cups and urge
the chain to take action.

) Use the Graphic Organiser to help you
plan your writing.
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7

WRITING TASK Write a formal emailto a
coffee shop chain in your country. Describe
the problem of disposable cups and urge
the chain to take action.

@ use the Graphic Organiser to help you
plan your writing.
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An email
2. TAWRITING (A formal email)

1 Make notes in the boxes for each paragraph.

'e I

[ Paragraph 2
State the problem(s) and offer solutions:

~
+——— | Paragraphl

Greet the intended recipient of your email and state your
reason(s) for writing:

add 2l cedCEal g
da glal) Jglal)

e

\

J
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Mﬁm‘)n add)
Joilia
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Paragraph 4 paragraph 3

4+—— | Mention that you expect 3 reply and then sign off: Ask the recipient to take some action:
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N

GRAPHIC
ORGANISER 2

An email
2.7A WRITING (A formal email)

1 Make notes in the boxes for each paragraph.

4 Paragraph 1

| am writing to express roncerr about a large number of
disposable cups used in your coffee shops.

These cups are often made of or lined with uork-hally every yeard,
maning them difficult to recycle and harmful to the environment.

Dear Sir or Madam,
A

S 7
Paragraph 2

Billions of disposable cups are used globally every year, and many
end up in landfills or as litter in aur streets, parks, and oceans.

This waste could be reduced if customers were encourageed to bring
their own reusable cups. Some coffee chains offer discounts or loyal-
ty points for this, while others use returnable cup systems. Anot-
her possible solution is to switch to biodegradable or composta-
ble cups. Adding recycling instructions and reducing unnecessa-

ry lios or sleeves woudd also help.

These small changes could show customers that your company cares

J

about sustainability.

( Paragraph 4
I look forward to yurpecta reply and then sign off:

~

/Paragraph 3

| urge you to consider these suggestions seriously and take steps
to reduce disposable cup usein your stores. Doing so would make
a positive difference to the environme

Lina Khaled
\e




Example Email to a Coffee Shop Chain (Ex. 7)

Dear Sir or Madam,

| am writing to express my concern about the large number of
disposable cups used in your coffee shops. These cups are
often made of or lined with plastic, making them difficult to
recycle and harmful to the environment.

codand) dadd il ga S3u5e) 5 e

a1l alaaiuV) cld Gl sSYI e LSl ) gl il e e RS ]
Lae ey i ol LDl cpe ol Y1 o2a piual e Glle  aSaalia & deadiisl)
Al 17 pim g W g giisale) call (e ey

Billions of disposable cups are used globally every year, and

many end up in landfills or as litter in our streets, parks, and e s cale IS allal) Jsa aal gl aladia¥) il ol SV @l jlle aladiinl o3
oceans. This waste could be reduced if customers were sl g @ilaall g ¢l el 8 dalaiS 5 il GliSa A Lgie paelly Cilladll
encouraged to bring their own reusable cups. Some coffee Ay sale Y ALE ol ST s e il ) i 513 aedl 1 Juli Sy

chains offer discounts or loyalty points for this, while others use | Julu asdiu Laiy «ajall 13gd oV 5 Llas ol Cila gad aliall Judla (any 235
returnable cup systems. Another possible solution is to switch | Jlaill A48 (i ST aladind ) J3adl 4 Jaine HaT Ja oSl sale) dalaif (5 A

to biodegradable or compostable cups. Adding recycling e AeSYI ol e W) sae Qi gaill ale Y Clagded b g5 0 LeS dpanail)
instructions and reducing unnecessary lids or sleeves would oS 58 ol e aall Helid o (S 3 il <ol sl oda iadl ac L 4y 5 5 jucall
also help. These small changes could show customers that your RONR | PP

company cares about sustainability.

| urge you to consider these suggestions seriously and take
steps to reduce disposable cup use in your stores. Doing so
would make a positive difference to the environment.

SV aladi) QD ¢l glad MAS) 5 aad) Jese e cilal 58Y) oda 341 e oS
All Gilag) 853 Chasus Gllyy Gl o) oS jalie 8 asd ) aladin) cld

| look forward to your response. 282 ) adkal
Yours faithfully, ‘Al (alld aa

Lina Khaled Al Ll



Email to a Coffee Shop Chain (Structure) JS:¢d) (g

Paragraph 1 — Greet and state your reason for writing:

Dear Sir or Madam,

| am writing to express my concern about the large number of disposable cups used in your coffee shops. These
cups are often made of or lined with plastic, making them difficult to recycle and harmful to the environment.

Paragraph 2 — State the problem(s) and offer solutions:

Billions of disposable cups are used globally every year, and many end up in landfills or as litter in our
streets, parks, and oceans. This waste could be reduced if customers were encouraged to bring their
own reusable cups. Some coffee chains offer discounts or loyalty points for this, while others use
returnable cup systems. Another possible solution is to switch to biodegradable or compostable cups.
Adding recycling instructions and reducing unnecessary lids or sleeves would also help. These small
changes could show customers that your company cares about sustainability.

Paragraph 3 — Ask the recipient to take some action:
| urge you to consider these suggestions seriously and take steps to reduce disposable cup
use in your stores. Doing so would make a positive difference to the environment and your

brand image. 7 WRITING TASK Write a formal email to a

Paragraph 4 — Mention that you expect a reply and sign off: coffee shop chain in your country. Describe

the problem of disposable cups and urge
| look forward to your response. the chain to take action.

Yours faithfully, @ Use the Graphic Organiser to help you
Lina Khaled plan your writing.



Formal Writing Language Features  4aw )l AU cullad) (gaadas

B Dear Sir or Madam,

B 1 am writing to express my concern about the large number of disposable

cups used in your coffee shops. These cups [ are often made of or lined with

plastic, making them difficult to recycle and harmful to the environment.

| Billions of disposable cups are used globally every year, and many end up

in landfills or as litter in our streets, parks, and oceans. [ This waste could be

reduced if customers [ were encouraged to bring their own reusable cups.
Some coffee chains offer discounts or loyalty points for this, while others
use returnable cup systems. [ Another possible solution is to switch to

biodegradable or compostable cups. Adding recycling instructions and

reducing unnecessary lids or sleeves would also help. [ These small

changes could show customers that your company cares about sustainability.

. lurge you to consider these suggestions seriously and take stepsto

reduce disposable cup use in your stores. [, Doing so would make a positive

difference to the environment.

B 1 look forward to your response.

B Yours faithfully,

B Lina Khaled

Color

Feature
(English)
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@ Blue

No
contractions
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@ Brown

Formal
greetings and
closings

Al y sl
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Yellow

Formalverbs
(not phrasal
verbs)
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[ Green

Passive voice

JPATINNRENAY
a5

L Orange

Hypothetical
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constructions

) 53 alasiul
e daual @

| :dla) 3 ila
would ask you
could, «to
might, urge
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