Tai Lieu Hoc Tap IT IUH

PART II FORMAL EMAIL WRITING
Cau 1:

You have looked at a website of an English center. You are interested in an English

speaking course that they are going of offer next month.
Write an email (80-100 words) to the center to request information about:

e  When the course starts and ends;
e Who the teacher is (foregin or Vietnamese)

e The course fee.

Cau 2:
You have looked at a website of a travel company. You are going to book a tour for
6 people of your family to Nha Trang beach this November.

Write an email (80-100 words) to the company to request information about:

e how long the tour lasts;
e what activities the tour includes;

e the price of the tour.

Cau 3:

You have looked at the website of an e-book store. You want to buy a number of
English books as rewards for your students who have good test results during the

course.
Write an email (80-100 words) to the store to request information about:

e how to order 100 books at a time;
e whether you can get 15% discount;

e how long it takes to have the books delivered to your school.
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Cau 4:

You have looked at a website of a university. You are interested in an online

marketing course introduced on the website.
Write an email (80-100 words) to the company to request information about:

e when the course starts and ends;
e what you study in this course (in details);

e the cost of the course.

Cau 5:
You have looked at a Japan explorer tour of a travel company.

Write an email (80-100 words) to the travel company to request information

about:

e how long the trip lasts;
e what special activities the tour offers;

e the tour price for a family of 5 members.

Cau 6:
You have looked at the website of a restaurant and you are interested in the cooking
course introduced on the website.

Write an email (80-100 words) to this restaurant to request information about:

e how long the course lasts.
e how many people there are in class.

e the cost of the course.
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Cau 7:

You have looked at a website of an English club. You are interested in taking part

in the club.
Write an email (80-100 words) to the club to request information about:

e the club membership fee;
e what activities the club often has;

e when the activities take place.

Cau 8:

You have looked at the website of a travel company and you are interested in

Mekong Delta full-day tour (My Tho & Ben Tre).

Write an email (80-100 words) to this travel company to request information

about:

e the departure time.
e the activities on the tour.

e the price of the tour.

Cau 9:
You have looked at the website of Ho Chi Minh City Museum. You are going to
organize a school trip to this museum for a group of 45 students next weekend.

Write an email (80-100 words) to the museum to request information about:

e what time the museum opens and closes;
e what rules the visitors must follow;

e the up-to-date ticket price.
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Cau 10:

You have looked at a website of a computer center. You are interested in a computer

programming course.
Write an email (80-100 words) to the center to request information about:

e how many hours a week for both full-time and part-time studies;
e how to get the material for the course;

e whether there are any discounts for students.

Cau 11:

You are planning to organize a birthday party for a family member next month in a

local restaurant.
Write an email (80-100 words) to the restaurant to request information about:

e how to make a reservation;
e whether you can reserve private room for the party;

e the menu.

Cau 12:

You have looked at the website of a soft-skill training center and you are interested

in the public speaking course at this center.

Write an email (80-100 words) to this soft-skill training center to request

information about:

e how long the public speaking course lasts;
e the cost of the public speaking course;

e whether you can get any discount if you register for five people at a time.
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Cau 13:

You have looked at the website of a bakery shop and you are interested in a course

on how to make cookies.

Write an email (80-100 words) to the bakery shop to request information

about:

e when the course starts and ends;
e how to take the course (online or offline);

e the fee to take the course.

Cau 14:

You have looked at an online sportswear store and decided to buy some V-neck T-

shirts.
Write an email (80-100 words) to this store to request information about:

o the size that is suitable for your height and weight;
e what colors they come in;

e how long it takes to have it delivered to your place.
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CAU 2: VIET EMAIL.
Luuy:

> Viét thang hang
> Viét hoa dau ciu hodc sau diu cham.
> Khi chuyén doan thi viét xa ra (cach 1 dong)

> Xac dinh dang chi dé can ndi : meo chu dé thuong dtng sau (interested in)

Cau truc cia mot email

P113 2/ Format of an email

B _
Greeting Dear Sir or Madam,
| am writing to request more information about the ‘Explorer’s

Purpose L ) ) : :
. Holidays' on your website. In particular, could you provide me with
of theemail :
more details of your next tour to Alaska?
Currently, the website says that you will confirm the exact dates of
Body tours ﬂor next year in the near future. | would be grateful if you
of theemail| could inform me as soon as they become available.

5My second question is about accommodation. It seems to include,
camping and staying in hotels, but the information on the site is not
very clear. | would like to receive more details about this.

Closin Thank you in advance for providing this information.
8 I look forward to hearing from you.

_ Best regards,
Signature of the Sender  wijjiam P Faversham

Mot s6 cau thwong dung dé yéu ciu/héi thém thong tin
Requesting/asking more information

e Could you provide me with more details of ...

e [ would be grateful if you could inform me

e [ would like to receive

e [ would be grateful if you could give me some information/ (further details)
about...

¢ [ would appreciate some information about...

e [ would be interested to receive further details about...
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Mt s6 tir ndi khi ding ciu yéu ciu/ hoi thém théng tin

Connecting words: Speacifying (chi tiét/cu thé)

e Particularly, Cu thé,

e In particular, Dac biét,

e Specially, bac biét,

e To be more precise, | D¢ chinh xac hon,

Vidu 1:
Dear Sir or Madam,

[ am writing to request more information about the trip of “South America” on your
website. Particularly, could you provide me with more details of your next tour for
cruises around the coast of South America?

Vidu 2:
Dear Madam,

[ am writing this email to request information about cruises around the coast of South
America on the website. Specially, could you provide me with more details of your tour?

Mot s6 cAu giai thich thong tin chi tiét ma ban cin

e [ would be grateful if you could inform me as soon as they become available.

e  but the information on the site is not very clear. I would like to receive more
details about this.

e It would be great if you could provide me with this information

Mot s6 cau két thic email

Ending the email - Closing

e Thank you in advance for providing this information.

e [ look forward to hearing from you.

e [ look forward to receiving a prompt reply

e [ look forward to receiving the information as soon as possible from you.
Thank you for your time reading this email and considering our request.
Thank you for your considering ...
e Thank you for considering my request
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Mot s6 cAu phat trién y :

o Néu vé gia ca hay tién bac : This is a large amount of money that I need to prepare.
I hope it affordable
e V& mudn rit cin n6é dé chuin bi: I want to know better so I can best prepare. I

need(t6i can)

Két ndi cac doan theo trinh ty thoi gian

First/firstly, Thi nhit
Second/secondly, Thir hai

Finally, Cudi cling

At this time, Vao thoi diém nay
Currently/ at present, Hién tai
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Cau truc:
Dear Sir or Madam,

I am writing to request more information about the (Chi dé cin néi) on your website.

In particular, could you provide me with more details of (Chi dé cin néi )?

Currently, I do not know exactly (Cau héi 1) . (phat trién y cau 1:kiéu khai thac y

do ra) . I would be grateful if you could inform me as soon as possible.

My second question is about (Cau héi 2) . (phat trién y ciu 2:Kiéu khai thac y 2 ra).

I would like to receive more details about this.

Finally, I cannot get the information about (Cau héi 3) . ( phat trién y ciu 3 :khai

thac y 3 ra). I hope to receive the up to date information.

Thank you in advance for providing this information.
I look forward to hearing from you.
Best regards,

Tén ban
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BAI MAU
You have looked at the website of a tour company. You are going to organize a
school trip to the city zoo for a group of 60 students this November. Write an email
to the company and request information about:

e how long the tour lasts.

e what activities the students can take part in on the tour.

e the up-to-date price of the tour.

Bai lam

Dear Sir or Madam,
I am writing to request more information about the tour to the city zoo. I would like to

organize a school trip to the zoo for a group of students this November.

I would be grateful if you could inform me of how long the tour lasts. I need this

information to notify the students’ parents and plan the trip.

My second question is what activities the students can take part in on the tour. The students
would like to know this so that they can prepare the things they have to bring along on the

tour.
Finally, I wonder how much the tour ticket is./ My last question is about the up-todate price
of the tour. This information is not very clear on the website. I would like to know whether

it includes breakfast and lunch. I would like to receive more details about this.

Thank you in advance for providing this information.

I look forward to hearing from you.

Best regards,
Tai Li¢u Hoc Tap IT TUH
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