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Plain English video course 

E-mails and general writing: 

Statements and formulaic language 

 

Exercise 1: Fill in the missing words in the formulaic phrases we can use in 
business emails. 

1. Could you give us some more______________________ on. 

2. I’m looking _________________ to hearing from you. 

3. I am _________________ you to. 

4. Sorry for not _______________ back to you sooner. 

5. Here’s the document you ________________. 

6. We ______________ to inform you that. 

7. Thanks you for your ________________on. 

8. I’m _______________ we won’t be able to. 

9. ____________you please sign the attached form. 

10.  Please accept our apologies for any _______________ caused. 

11.  I would really ________________ it if you could have it ready by Friday. 

12.  In other _______________ you would like me to. 

13.  This email is just to ________________you that. 

14.  Thanks for getting back to me so _____________________. 

 

Exercise 2: Correct the mistakes in the following phrases. 

1. I had be very grateful if you could.... 

2. Thanks you for all your help with this 

3. I wanted to let to you know that... 

4. Apologies for the lately response 

5. I was attached.. 

6. I’m real sorry but it won’t be possible to... 

7. I just read your e-mail about,,,, 

8. I’m sorry telling you that.... 
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9. Please take a look at the attaching file.. 

10.  Thank you for your patient 

11.  See you at the meeting on next week 

12.  What exactly mean you by......? 

13.  Thank you for your suggesting 

14.  I am write to you about.... 

 

Exercise 3: Extended task. You can ask for feedback on this exercise, 
please see full instructions below. 

Write a short email (around 100-150 words) to your colleague who works in another 

city. You want to arrange a video chat to discuss a project you have both been working 

on and have a few questions you’d like to share. Try and 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. 

1. information  

2. forward  

3. contacting  

4. getting  

5. requested  

6. regret  

7. information  

8. afraid  

9. could 

10.  inconvenience  

11. appreciate  

12. words 

13.  inform  

14. quickly 

Exercise 2. 

1. I would be very grateful if.. 

2. Thanks for all your help with this OR Thank you for all your help with this  

3. I wanted to let you know that...  

4. Apologies for the late response  

5. I have attached..  

6. I’m really sorry but.....  

7. I’ve just read your email...  

8. I’m sorry to tell you that...  

9. Please take a look at the attached file  

10.  Thank you for your patience  

11.  See you at the meeting next week  

12.  What exactly do you mean by.....?  

13.  Thank you for suggesting... OR Thank you for your suggestion...  

14.  I am writing to you about.... 

 

 

 

 

 

 

Privacy Notice 
British Council collects your personal data to enable any requests arising from this submission to be processed, including contacting you to progress 
your request; we will not share it with anyone else. 
The legal basis upon which we will process your personal information to answer your enquiry is our legitimate interest. We will keep your information 
for a period of 1 year from the time of collection. 
Data Protection 
British Council complies with data protection law in the UK and laws in other countries that meet internationally accepted standards. 
You have the right to ask for a copy of the information we hold on you, and the right to ask us to correct any inaccuracies in that information. If you 
have concerns about how we have used your personal information, you also have the right to complain to a privacy regulator. 
For detailed information, please refer to the privacy section of our website, or contact your local British Council office. 

https://www.britishcouncil.org/privacy-cookies/data-protection
https://ua.live.solas.britishcouncil.digital/en/about/contact
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