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Wprowadzenie

W ostatnich latach e-maile staty sie nieodtgczng czeScig naszej rzeczywistosci
i jednym z najczestszych sposobédw komunikowania sie w sprawach
zawodowych. Poniewaz w wielu firmach znaczna cze5¢ korespondencji
—zaréwno z kolegami jak i z partnerami handlowymi lub klientami — odbywa
sie po angielsku, odpowiednie wiadomoSci i umiejetnos¢ pisania e-maili

w tym jezyku stajg sie wrecz nieodzowne. Pomoze Pahstwu w tym English for
Emails!

English for Emails sktada sie z 6 rozdziatéw, ktére dotycza réznych aspektéw
pisania e-maili. Kazdy z nich zawiera r6znorodne ¢wiczenia, ktére pomoga
w nauczeniu sie nowych zwrotéw i korzystaniu z nich podczas pisania maili.

Kazdy rozdziat zaczyna tzw. Inbox a koficzy Outbox. Inbox zawiera krétkie
¢wiczenia i pytania uwzgledniajgce wybrane aspekty tej formy
korespondencji, natomiast Outbox proponuje ¢wiczenia na rozumienie tekstu
lub materiat do dyskusji na ten temat.

Na kofcu kazdego rozdziatu znajduje sie odsytacz do czesci You’ve got mail!
(str. 48), w ktorej znajdujg sie éwiczenia przeznaczone do pracy w parach,
polegajgce na wymianie e-maili i umozliwiajgce sytuacyjne zastosowanie
zwrotéw i stdbw opanowanych w danym rozdziale.

Swietnym sprawdzianem wiedzy jest Test yourself! — krzyzéwka, w ktorej
znajduje sie przekroj catego stownictwa z tego podrecznika.

Zwroty i stownictwo wystepujgce w Useful phrases and vocabulary sg bardzo
przydatne przy prowadzeniu korespondencji z partnerem handlowym, a takze
podczas zwyktej wymiany maili.

English for Emails zawiera takze Answer key, na podstawie ktérego mozna
samodzielnie sprawdzi¢ poprawnos¢ rozwigzan, oraz A-Z word list, gdzie
podano angielskg wymowe i polskie odpowiedniki wszystkich trudniejszych
wyrazéw uzytych w podreczniku.
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An introduction
to emails

é What do you think about emails?
Make a cross on the scale to represent how much you agree
INBOX

(5 =1agree 100%) or disagree (0 = | disagree 100%).

1 You need the same language skills to write an email as you do to wrltea letter

agree E [a]]3]]2] E (o] cisagre

2 Ifyou can speak English wel n

portant featu ofane _ ' jeCtll

@E@@nnm;

importaI:Lt when writing emails.

di agree

Discuss your answers with a colleague and/or check the key.

Kup ksigzke
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6 | UNIT1Z  Anintroduction to emails

“O-R-W-N—a

1 Label the screen with the following English equivalents.
attachment @ contacts @ deleted items @ drafts @ forward @ high priority @
inbox @ outbox @ reply @ replytoall @ send/receive @ sentitems @ subject
6 7 8 9 10
& Odpowiedz @ Odpowiedz wszysthkirn Przekaz @ winzlij S Odbiarz - @ kzigzka adresowa
1T b A A el I o
g8
s = | it (5 Oy eyt (2 Preskcnd | T Sl | g Bk Ut | RS whdlir ot | L) Riinhs sbasens B pni ’
= i Skreyaka odblarcza i = Tarat  F ) Giwactat |
k=] .-Lf'lé-u [ s [
James, Robbie Conference [ ven 5]
- il i 11 12 «owalik Karolina FW: RE: Conference Wiezorg L1137 T :'-'
"""""" | & John Anders New matters e 1k o]
&k James, Robbie <rjames@ntl.com> B Rychlinska, Monika <m.rychlinska@ntl.com> B g
Mo & Odpnwiedz 13/w00nference Wogds il Berger, Andrew <a.berger@ntl.com> A
Faldery
Hello Monika,

S P ke

2

3

Skrzynka odbiorcza
Skrzynka nadawcza
Elernenty wystane
Kopie robocze
Elernenty usunigte

kzigzka adresowa

How are you? | haven’t heard from you for such a long time — hope
everything’s OK.

Hope to hear from you soon.

Regards,
Robbie

Aword about commas

Here’s just a quick note to remind you about the conference in November.

We need your registration & some info about your presentation by 6 June.

commas, some people don’t. The important

thing to remember is that whether you use a

There are no firm rules about putting commas
after salutations and closes. Some people use

comma after the salutation or not, the first word

Where or how can you do the following?
letter!
Find old emails you have sent.

Find emails you have received.

Send an email you have received to a third person.

Find email addresses and other personal data.

Put emails you are working on but are not yet ready to send.

See what a message is about.

Show that an email is important and should be read immediately.
Find a document which has been sent with the email.

oON U W NP

Now look at the message. Find five things that make it different from a letter.

Kup ksigzke

of your email should always start with a capital
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UNITZ Anintroduction to emails | 7

TIP ’ ‘ Email structure

3

One of the advantages of emails over normal ‘snail-mail’ letters is that they are quick and direct.
We send an email for a particular purpose and we expect a fast response or immediate action. For
emails —whether formal or informal — to be most effective, it is a good idea to give them a clear,
logical structure.

Subject line: This should be short and give some specific information about the contents of your
message.

Salutations: As in letter-writing, the salutation can be formal or informal, depending on how well
you know the person you are writing to.

Dear Mr, Mrs, Ms ... A formal form of address, also used when first contacting a person.
Dear John Less formal. Either you have had contact with this person before, or they have
already addressed you by your first name.
Hi/Hello Mary Informal, usually used with colleagues you often work with. In the USA and the UK
(or just the name) also sometimes used at first contact.
(no salutation) Very informal, usually used in messages which are part of a longer email exchange.

Opening sentence: This is used to explain why you are writing. (Remember: the opening sentence
should always start with a capital letter.)

I’m writing to ... More formal introduction to say why you are writing.
Just a quick note to ... Friendly, informal way to say why you are writing.

Conclusion: This is where you tell the reader what kind of response, if any, you expect.

Looking forward to Friendly ending, can be used in formal or informal correspondence.
your reply.

Hope to hear from Informal ending to indicate a reply is necessary.
you soon.

Close: Like the salutation, this can vary from formal to very informal.

Yours sincerely Very formal, rarely used in email correspondence.

Regards/Best wishes Most commonly used close, can be used in formal and informal emails.
Bye/Allthe Best/Best  Friendly, informal close.

James/Mary Name only (or initials) is also common when writing to close colleagues.
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