
Unit 2

Email Writing



Welcome back!
Did you have a good week?

Unit 1 is done!

What we will do today:

● 15 minutes in small groups for volunteers to ask questions

● Look at formal, semi-formal, and informal email examples

● Learn the parts and the order of an email

● Read formal emails in our small groups



Small Group Discussions

Lindsey, Eppie, and Meagan will ask you some questions!



3 levels of formality

Formal email: 

● An email written to companies, government departments, school authorities or 

any other officers. (Official)



3 levels of formality

Semi-formal email: 

● An email written for a colleague, coworker, or peer. The language is simple, 

friendly, and casual. 



3 levels of formality

Informal email: 

● An email written to any relatives, family or friends. There are no particular rules 

for informal email writing.



In the chat box, tell us:
1. Someone to send a formal email to

2.     Someone to send a semi-formal email to

3.     Someone to send an informal email to



Formal Email Example





Semi-formal Email Example





Informal Email Example





Let’s read an email together!

Small group discussions



Vocabulary
● Reference

○ To talk about something that has already been said (?)

○ Concerning about something: with reference to ~

● Vacancy

○ An open position, an available job

● Candidature

○ Being qualified for a job.





Email questions
● Is the email formal, semi-formal, or informal?

● What does James Mathews say for an opening?

● What does he say in closing?

● What did Mr. Parker ask to James Mathews?

● What was James Mathews’ response to Mr. Parker?



Email Format

What should we include in our email?
How should it start?

Opening:

Dear Ms./Mr./Mrs./Dr. last name,

Body:

● First paragraph

- introduce yourself. Explain the reason for your email.

● Second Paragraph

- The content of your letter.

● Last Paragraph

- Say thank you, ask to be contacted.

Closing:

Sincerely/Yours/Respectfully,

 Your full name



Opening: 

Dear Mr. Parker

Body: 

1. Explaining the reason for your email

2. Last paragraph

Closing: 

1. Sincerely, Yours, Respectfully, and etc.

2. Your full name



Homework
Read this paper on our 

Class Google doc:

Link: Reading Document

https://docs.google.com/document/d/12biKKb7SHgnamdkLo4ypZ5QsIGdHcnecYaVSiz2DA-M/edit?usp=sharing


Don’t forget, come to tutoring!
 https://gonzaga.zoom.us/j/99693943458

https://gonzaga.zoom.us/j/99693943458

