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5 1 An introduction
to emails

 The email screen
Email structure
Subject lines
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controlling us?

11 2 Formal & informal 
emails
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Formal/informal phrases
Abbreviations
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How important is accuracy in
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The advantages and disadvan-
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Talking about deadlines and
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Informing and replying
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Quoting from previous emails
Being diplomatic
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Time management and managing 
emails – a contradiction?
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Test yourself!

You’ve got mail!
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Useful phrases and vocabulary


