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How 1o be clear in an email

In this lesson !
how to make you
clear.

Starter
1 Which of ff

uselul subje
= direct requests
* bullet poinfs and numbering
= paragraphs

» different colours or fonts

+ keeping the subject as close fo fhe verb
as possible

specific references
short senfences

Practice

1 Rewrite this email fo make it clearer, using
the language from Expressions and the

Language box.

i "%

‘Subject: Sacurity

I

Dear department managers,

We've been having some security problems, so we're
thinking of introducing a security system which is operated by
swipe cards which bear a photo of the owner. This is Instead
of a less effective code-operated system. We're concamed
about security in the departments which receive a lot of
visitors, This means that we are making a list of the average
numbers of visitors to each deparment. Please help us by
supplying this information.

Best regards,

Matasha

&8 business one © one

Expressions

1 Koizuo Saitou is the regional manager for o
supermarket chain. In response fo o local
supermarket manager, he has writien the
email on poge 59. What do you thirk Daniel,
the supermarket manager, wrote in the
original email?

2 Complete the email with the phrases below.
assuch  aring I question  refered o
the former  inthisway  In the meantime
rather thon  regarding the lalter

3 Rewrite the sentences using the phrases

from 2.

1 The member of staff who is being
discussed acted inoppropriately.

2 | will provide mone defails in our meeting.
Before then, vou may like 1o review the
procedures ouflined in the handbook.

3 “We recommend both scheduled visits and
spot checks, Schaduled visits allow stores
o show their best side and spot checks
keep stoff on their toes.

4 We will discuss the matters which come
out of the visit in our next meeting.

5 'We odvise you to provide written instead
of ol feedback,

Language box

Reduced relative clauses make writing meore
congise. The relative pronoun is omitted and
the verb fukes the form of the present or past
participle:
The man sitiing over there is our new boss.
(= the man who is sitfing over thees .. )

If the verb is active, use a present participle

(Hng):

The micir working with me in Los Angeles
Malaysian. (= Ihe man who works with me in
Los Angeles .. }

If the veri is passive, use a past participle:
You haven't yet paid for the goods delivered
on 12th Movember. (= you haven't vet paid
fior the goods which wene defiversd ... )
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Hint

T etk ot email clear, wse 0 subjeet ling whick
tllz the recefver exackly whal the emall is ahout. For
exarmiple: Comections fo minutes of meating of Sth
May, rafhier fhian simety Carrections or Minutes,

Subject: Ur\g;n action re mystery sﬁopper report

Dear Daniei,

Thank you for your responsa to my emall ! the mystery shopper
report. We will discuss the issues ? in mora datail at our meeling.
3

| recommend iImmediate action in three areas:
1 Tidiness and cleanliness
As you are aware, the repont described empty boxes discarded in the aisles and
staff wearing dirty uniforms. Neither of these is acceptable as they are health
and safely issues, * also impedes the flow of customer traffic around
the store, whilst damages customer confidence.
You mentioned that the uniforms were dify because stalf had been cleaning
the stockroom. Nevertheless, if you see a stafi member inappropriately dressed
5 . you should instruet them to go and change immediately.
2 Customer service
Staif should assist customers looking for particular items by guiding them to the
item 7 and checking it is the product being sought.
You wrote that this is not always possible but the incident 8 in the
report actually involved an item focated in the next aisie.
3 ltems out-of-stock
According o your email, this problem was caused by the supplier going
bankrupt and ¢ . was difficult to prevent. You should:
« fill the space left by the missing items with similar products, '
leaving empty sheif-space
« instruct staff to advise customers on similar products available

Best wishes,
Kazuo
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3 new words
from this lesson

A present continuous passive con be expressed
with being + past parficiple:
We naed fo cut bock on the monay being
spent on advertising. (= wa need fo cut bock
o fhe money which is being spent ... )
Some odjectives can be used affer nouns ina
similar way:
Il do everything necessary io speed up
the process. (= Il do sverything which is
necessany o .. )

Look

Look again ot the email in Expressions, Find
more examples of reduced relative clauses.
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Lesson record

Things to remember

3 useful phoses
fram this kesson
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