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Plain English video course 

E-mails and general writing: 

Adapting your writing to the target audience 

Exercise 1: The following sentences contain language that is too FORMAL. 
Rewrite them to make them sound more INFORMAL and friendly. 

1. I am so grateful for all your assistance. 

2. I would like to discuss our recent meeting. 

3. This does not fully meet our requirements. 

4. Don’t hesitate to contact me if you have any queries. 

5. This will be discussed at the next meeting. 

6. Unfortunately we are not able to deal with your request at the present moment. 

7. I do appreciate that you have dealt with this situation so promptly. 

8. I regret to inform you that your request has not been accepted. 

9.  I think it would be appropriate to set up a meeting to clarify any misunderstanding. 

10.  Please ensure that this is completed by the end of the current week. 

11.  It is essential that all guidelines are strictly adhered to. 

12.  If these suggestions are not followed, further action will be taken. 

 

Exercise 2: The following sentences contain language that is too INFORMAL. 
Rewrite them to make them sound more FORMAL and business-like. 

1. CU later!  

2. I’ve loved working with you. 

3. Your report was fantastic - well done!!  

4. Any chance of a day off next Tuesday?  

5. If you cough up the money early, we can knock 20% off the price.  

6. I’m sick of trying to get in touch with you - don’t you ever read your emails?  

7. Just seen last month’s sales figures. LOL - we're in big trouble!  

8. Sorry-no chance of that happening. 

9. Let’s have a face -to face chat about this on Friday a.m.  
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10.  Can you make it on Wednesday at 4-ish?  

11.  You must be joking if you think the sample you sent us is good enough.  

12.  Looks like we’ll have to get rid of a few managers. 

 

Exercise 5: Extended task. You can ask for feedback on this exercise, 
please see full instructions below. 

Write 2 short emails (150 words maximum for each). One should be informal, one formal. 

You can choose the topic but you must use some of the phrases from Exercise 1 and 

Exercise 2. 

 

If you’d like to get feedback from a British Council teacher on your written piece of work, 

please send it to us via email to Kyiv.MyClassWriting@britishcouncil.org.ua indicating 

“Plain English video course” and the title of this video, e.g. “Giving advice”, in the topic 

of your email. 
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Answers 

Exercise 1. Suggested answers.

1. Thanks so much for all your help. 

2. Can we talk about the meeting we’ve just had? 

3. It’s not really what we need. 

4. Drop me a line if you have any questions. 

5. We’ll talk about this when we get together tomorrow. 

6. I’m afraid we can’t do that now. 

7. It’s great that you sorted out this problem so quickly. 

8. I’m afraid we have to say no. 

9. Let’s talk about this at the end of the week so everything is clear. 

10. Make sure this is done by Friday. 

11. Please follow the rules carefully. 

12. If you don’t do this, we could have a problem. 

Exercise 2. Suggested answers. 

1. I look forward to seeing you again in the near future. 

2. It was a pleasure to do business with you. 

3. I would like to congratulate you on the high quality of the report. 

4. I would like to request a leave day for next Tuesday if it is possible. 

5. We can offer you a 20% discount for early payment. 

6. It has been very difficult to reach you recently. 

7. Last month’s sales figures give serious cause for concern. 

8.  I am afraid that is not possible 

9.  We can schedule a meeting for Friday morning 

10.  Would Wednesday at around 4 o'clock be suitable for you 

11.  I regret to say that the sample you supplied us with was. not up to our expected standards 

12.  It seems as if we will have to make a number of the management team redundant. 
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