
How to Write a Formal Email (Mittel-
stufe)
Name: Date:

Vocabulary used in emails

In this worksheet, you will learn how to write oc.ial emailsF dirst, test your knowlegpe on 
whi.h Shrases are useg where in emailsF "ort the Shrases into the .atepories b"ujGe.tb, 
bCreetinpb, bIntrogu.tionb, ang b·losinpbF

Subject Greeting

Introduction Closing

I am writing to inform you about... Y Best regards Y Urgent: Action Required Y Yours faithfully Y Dear 
Sir/Madam Y I hope this message [nds you well. Y Yours sincerely Y Hi N]ameT Y Meeting Request 
Y khanv you for your recent inquiry. Y Hello EKeryone Y I wanted to reach out regarding... Y Dear 



keam Y ?ind regards Y Application for the job of a sales assistant Y I am pleased to announce... Y 
Good Morning 
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How to write an email

Why write an emailP

fou mipht write an email to: seng in|o q ask Auestions q make reAuests q share uSgates 
q .on'rm getails q say thank you

xarts of an email

Subject

M short summary o| the emailTs toSi.F It shoulg je .lear to .at.h the reagerTs attentionF 
ELample: bveetinp ·on'rmation |or …hursgayb

Greeting

…he oSeninp where you aggress the re.iSientF It shoulg mat.h the leHel o| |ormality 
neegegF ELamples: bDear xb, bzello xb, bzi xb

Introduction

…he 'rst SarapraSh where you mipht introgu.e yoursel| ang eOSlain why youTre writinpF 
ELample: bI hoSe this email 'ngs you wellF I am writinp to .on'rm the getails o| our 
uS.ominp meetinpFb

Body

…he main Sart with your messapeF It shoulg je .lear ang orpani2eg, usinp SarapraShs |or 
giPerent SointsF ELample: b•ur meetinp is set |or …hursgay at B Kv in the .on|eren.e 
roomF Mtta.heg is the apengaF ·onta.t me i| you haHe AuestionsFb

Closing / Sign-o'

J …he last SarapraSh where you wraS uS your messape ang .an eOSress thanksF 
ELample: b…hank you |or your attention to this matterF I look |orwarg to seeinp you 
on …hursgayFb

J M Solite way to eng the emailF ELamples: b"in.erely,b b@est repargs,b bWing repargsb

Signature

four name ang getails like your Goj title ang .onta.t in|oF ELample: Eohn Doe q varketinp 
vanaper q M@· ·omSany q GohnFgoe-eOamSleF.om
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Greetings and sign-o's in emails

Writing greetings and farewells in formal emails

1hen you write a |ormal email in Unplish, it is imSortant to use the ripht preetinps ang 
sipn’oPsF zere are some tiSs:

Greetings:
3F Dear N]ameT: /se this when you know the Serson[s nameF dor eOamSle, bDear vrF 

"mithb or bDear vsF EohnsonFb …IK: It is always jest to 'pure out the SersonTs name 
who you are writinp toF

BF Dear Hiring keam / Dear Recruitment keam / Dear Hiring Committee / Dear 
Submissions keam: I| you go not know the SersonTs name youTre writinp to, this is 
a poog way to still aggress the .orre.t geSartmentF

]F Dear Sir/Madam: fou .an use this when you go not know the name o| the Serson 
you are writinp toF It is Solite ang |ormalF zoweHer, it is a jit outgateg ang not that 
wigely useg anymoreF

Sign-o':

3F Yours faithfully: /se this when you starteg the email with bDear "irRvagamFb It 
shows resSe.t when you go not know the Serson[s nameF

BF Yours sincerely: /se this when you starteg the email with bDear 4Name?Fb It is Solite 
ang |ormal when you know the Serson[s nameF

!ememjer, usinp the .orre.t preetinp ang |arewell makes your email look Sro|essional 
ang shows resSe.t to the Serson you are writinp toF
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Reading an email

!eag the |ollowinp email, then answer the AuestionsF

Mnna ".hmigt 

Inquiry About :anguage School xrograms 
…o: in|o-us’lanpuapes.hoolF.om 

Dear Mgmissions …eam,

vy name is Mnna, ang I am a stugent |rom CermanyF I am 3L years olg ang learninp Unplish in s.hoolF 
I am writinp to ask ajout lanpuape Sroprams at your s.hool in the /"MF

I am Hery interesteg in imSroHinp my Unplish gurinp the summer holigaysF I want to learn more ajout 
Mmeri.an .ulture ang make new |riengsF I haHe hearg that your s.hool oPers Sroprams |or younp 
SeoSle, ang I woulg like to know moreF

·an you Slease tell me what king o| .ourses are aHailajle |or stugents like me8 I woulg also like to 
know what I neeg to go to aSSly |or the SropramF Is there a |orm I neeg to 'll out or an interHiew I 
must atteng8

…hank you Hery mu.h |or your helSF I look |orwarg to hearinp |rom you soonF

fours |aith|ully, 
 Mnna ".hmigt
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Why does Anna use ;Yours faithfully; at the end of her email instead of ;Yours sincerely;P
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Your own email

Now itTs your turnH zaHe another look at the in|o joOes earlier in the worksheet, then reag 
the task jelow ang write your own emailF

kasv

Summer :anguage Course in ]ew Yorv
…he vanhattan Ianpuape Institute in New fork oPers a summer lanpuape .ourse |or international 
stugents apeg 3] to 3J who want to imSroHe their Unplish skillsF …he .ourse lasts |our weeks ang in.luges 
gaily .lasses, intera.tiHe workshoSs, ang .ultural eO.ursions aroung the .ityF "tugents stay in gormitories 
.lose to the s.hool, ang the Sropram Sromises a sa|e ang |riengly enHironmentF …hey mention on their 
wejsite that they SroHige a .erti'.ate uSon .omSletionF 1rite an email eOSressinp your interest in Goininp 
the .ourse ang ask Auestions ajout the .ourse s.hegule, a..ommogation, ang any aggitional |eesF
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Your email 


