Email Writing Worksheet (2/2)
2. Vocabulaire (liste non-exhaustive)
	Greetings + Social openings + Reason(s) for writing


Morning / Afternoon / Evening + name

F □
I □
…………………………………………..
How ya been doing?



F □
I □
…………………………………………..
Just to let you know that … 


F □
I □
…………………………………………..
I am writing to you about / with regard to …
F □
I □
………………………………………….. 
Just a short email so you know that … 

F □
I □
…………………………………………..
Just to remind you that … 


F □
I □
…………………………………………..
	Making requests


Would it bother you to … / if … 

F □
I □
…………………………………………..
I was wondering if you could … 

F □
I □
…………………………………………..
Just to know if you can … 


F □
I □
…………………………………………..
Would it be possible for you to … 

F □
I □
…………………………………………..
Would you mind + V_ING … 


F □
I □
…………………………………………..
I’d appreciate it if you can … 


F □
I □
…………………………………………..
	Offering help 


Do not hesitate to contact me should you need
F □
I □
…………………………………………..
/ if you need … 
Feel free to get back to me if … 

F □
I □
…………………………………………..
Drop me a line if … 



F □
I □
…………………………………………..
Please let me know if you require further
F □
I □
…………………………………………..
information about / details about … 
	Endings


Talk to you soon



F □
I □
…………………………………………..
Cheers





F □
I □
…………………………………………..
Sincerely yours / Yours sincerely

F □
I □
…………………………………………..
See U around




F □
I □
…………………………………………..
(Best / Kind) Regards



F □
I □
…………………………………………..
