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Directions for the teacher: 

Step 1 – Warm up by asking students to talk about the two photos in Task A. Who are these people and 

what might they be saying? Why would their word choices be different? Give examples of the language 

they might be using. Lead into the idea of choosing the right tone in an email message. Who would you 

be more formal with? Who would you use a more conversational tone with? 

 

Step 2 – As a class, read the email message in Task B aloud. Discuss the level of formality. Guide 

students to recognize that Megan’s level of formality is not consistent. Can they identify examples of 

formal and informal language? 

 

Step 3 – Look at the chart in Task C together. Cover the formal half, look at the informal words, and see 

if the students can generate more formal equivalents. Additions can be made to the chart. Then have 

students work in pairs. Half can rewrite the message to be more formal. The other half can rewrite the 

message to be more informal. Have students share their final drafts and encourage class discussion 

about any variations.  You may or may not choose to share the following models: 

 

[more informal] 

Hi Steve! 

 

Thanks for the quick reply. For whatever reason, I can’t open the file. Could you resend it as a PDF file? No rush on this. 

Right now I’m still working on the Peterson case, so I won’t get to this till early next week. Even so, I’d like to have all the 

necessary documents by Friday. 

 

I appreciate your help on this. 

Have a good one! 

 

Megan 

 

[more formal] 

Hello Steve, 

 

Thank you for your prompt response. Unfortunately, for some reason I cannot open the file. Would you kindly resend it 

as a PDF file? The matter is not urgent, as I am still working on the Peterson case. I will not start on this next project 

until early next week. Nevertheless, I would like to have all the necessary documents by Friday. 

 

I appreciate your assistance. 

Regards, 

 

Megan 
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Task A. Identify the people and locations shown in each photo. Imagine they’re talking about 

their plans for the rest of the day. What might they be saying? 

  
Photo credit: Lunch at Manzanita Spring by Mitch Barrie.  Photo credit: Kristovskis-meeting-94.jpg by Baltic Development Forum. 

Retrieved from the Creative Commons on Flickr.  Retrieved from the Creative Commons on Flickr. 

 

Task B. Read the following email message. How formal is the tone? Explain your answer. 
 

Hi Steve! 

 

Thanks for the quick reply. For whatever reason, I can’t open the file. Would you kindly resend it as a PDF file? No rush on 

this. Right now I am still working on the Peterson case, so I won’t get to this till early next week. Nevertheless, I would like 

to have all the necessary documents by Friday. 

 

I appreciate your assistance. 

Have a good one! 

 

Megan 
 

Task C. Rewrite the message above to be formal or informal. Be consistent. Use the chart for 

guidance. 

Less Formal More Formal 

Hey there. / Hi. Hello. / Dear…, 

Thanks. Thank you. 

Can you…? Would you please…?/ Would you kindly…? 

No rush./ No rush on this. Please take your time./ It is not urgent. 

now / right now presently /at the present/ at the present time 

till until 

But/ But in any case,/ Even so, Nevertheless, 

can’t (and all contractions) cannot, unable to (and all full forms of verbs) 

help assistance/ support 

Have a good one! Have a good day! 

Take care. Regards, 
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