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Directions for the teacher: 

STEP 1 – Task A can serve as a warm-up. Invite students to suggest alternative greetings. 

Answers: 

1. Hi Amy!     B) a close friend  (Also: Hey Amy!) 

2. Hello Amy,   A) a colleague   (Also: Hi Amy,) 

3. Hello Mrs. Dougherty,  C) a school director  (Also: Dear Mrs. Dougherty,) 
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STEP 2 – Discussion. 

1. What level of formality is needed in most emails for business or academic purposes?  

2. To what degree should email be like text messaging a friend?  

3. When is it okay to use contractions, abbreviations, and idioms?  

 

Agree on a list of best practices. Suggestions: 

- Always use a short, clear subject heading. 

- Always use punctuation and capitalization. 

- Unless you’re writing to a friend, avoid nonstandard spellings (gonna, cos) and informal 

text talk (OMG). 

- Don’t start every sentence on a new line. Use paragraphs and skip a line between 

paragraphs. 

- Use complete sentences in more formal email. Avoid nonstandard grammar in any 

email. 

 

You can change items or add to the list as a class. 

 

STEP 3 – Tasks B and C can be done alone or in pairs. Then have students discuss their revisions 

with the class. You can share the following models if needed. 
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TASK B model 

Subject: Profile photo needed  

Hi Joe, 
 
I need your profile photo for a promotional flyer. Can you send one today? 
Thanks. 
 
Val 

 

 

TASK C model 

Subject: Approval requested 

Hello Bradley, 
 
I would like to mail a copy of the attached document to you. Please let me know 
if you cannot open the file. 
 
If it meets your approval and no changes are necessary, I will send it today. 
 
Thank you. 
 
Best regards, 
Ollie 
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Task A. You’re writing email. Match the greetings to the person. 

1. Hi Amy!     ___ 

2. Hello Amy,   ___ 

3. Hello Mrs. Dougherty,  ___ 

       

A) a colleague  B) a close friend  C) a school director 

 

Task B. You’re emailing a coworker. Would you change anything in your message? 

Subject: hi 

hi joe 
 
need ur photo for promotional flyer. can u send one today? Thx. 
 
-v 

 

Task C. You’re emailing an important client. Would you change anything in your message? 

Subject: document 

Hello Bradley. 
I want to mail a copy of this document to you.  
See the attachment. 
Can you open it? 
Does it look okay?  
If we don’t need to make any changes, I’ll send it today. 
Thanks. 
Ollie 

 

 

 

 
 


