
LEAP Base Course - Lesson 6 


Task 1: Brainstorm

In the box below, write down as many words related to writing emails for work that you can think of. 
(All words are valid - nouns, verbs, adjectives)


	
















Task 2: Categorise these sentences into groups according to whether they are part of a greeting, or a sign off 

Dear Mr Brown,
Yours Sincerely, 
Dear Sir or Madam,
Best Regards,
To Whom It May Concern, 
Thank you,
Kind Regards, 











Task 3: Put these sentences into the correct order to make a formal email.


I am writing to ask about a meeting next week.
Best regards,
Thank you for your time and help.
I hope you are well.
I am available on Tuesday and Wednesday afternoon.
Please let me know which day is best for you.
I would like to discuss the new project with you.
Dear Mr Smith,
Jennifer Shaw

Task 4: Prepositions of time and place


TIME:  Put in the correct preposition: 'at', 'in', 'on' or '_' (no preposition). 

1. Lucy is arriving ____ February the 13th ____ 8 o'clock ____ the morning. 
2. The weather is often terrible in London _____ January. 
3. It's better to get a taxi if you are out alone _____ night. 
4. They usually go to the south of France _____ the summer. 
5. Columbus sailed to the Americas _____ the 16th century. 
6. The Beatles were popular _____ the 1960s. 
7. I graduated from university _____ 2001. 
8. His birthday is _____ June. 
9. The train leaves _____ tomorrow morning ______ 8 am. 
10. The class is ____ 9 am ______ Monday mornings. 
11. I like to drink coffee ______ the morning and tea ______ the afternoon. 
12. We went out for dinner _____ last Wednesday. 
13. She left London _____ the 4th of March. 
14. I had a party _____ my birthday. 
15. We're meeting _____ lunchtime _____ next Tuesday.


PLACE: Put in the correct preposition: 'in', 'on' or 'at'. 

1. The wine is ______ the bottle. 
2. Pass me the dictionary, it's ______ the bookshelf. 
3. Jennifer is ______ work. 
4. Berlin is ______ Germany. 
5. You have something ______ your face. 
6. Turn left ______ the traffic lights. 
7. She was listening to classical music ______ the radio. 

8. The answer is ______ the bottom of the page. 
9. Julie will be ______ the plane now. 
10. She lives ______ London. 
11. I'll meet you ______ the airport. 
12. She stood ______ the window and looked out. 
13. The cat is ______ the house somewhere. 
14. Why are you calling so late? I'm already ______ bed. 
15. There was a picture of flowers ______ her T-shirt. 

















Task 5: Prepositions that collocate with certain verbs


	Verb + Preposition
	Meaning

	1) ask for
	A) request a job/course

	2) talk to
	B) expect something/someone

	3) reply to
	C) try to find

	4) wait for
	D) request something

	5) apply for
	E) request information on a topic

	6) work on
	F) spend time doing something

	7) deal with
	G) deliver by email/post

	8) send to
	H) answer an email/message

	9) ask about
	I) handle a problem/task

	10) look for
	J) speak with someone





Write a sentence for each verb+collocation. Example: I am writing to ask for information.
1
2
3
4
5
6
7
8
9
10





Task 6: Groupwork: Read the following emails and write a response to each of them. 

1. Subject: Requesting a Course Schedule

Dear Sir or Madam,

I hope you are well. I am a student in the Business Studies program. I am writing to ask for the timetable for this semester. I cannot find the information on the website. Could you please send me the course schedule?

Thank you for your help.

Best regards,
Alberts Cetru


2. Subject: Asking for a Certificate

Dear Sir or Madam,

I am writing to request a student enrolment certificate. I need this document for my part-time job. Could you please tell me how I can get it? I would be very grateful if you could send it by email.
Thank you for your time.

Kind regards,
Marcus Blanc




3. Subject: Reporting a Missing Student Card

Dear Mr Rossi,

I hope you are well. I am writing to inform you that I have lost my student ID card. I think I lost it in the library yesterday. Could you please tell me how to get a replacement? I need the card to enter university buildings. Please let me know the next steps.

Thank you for your help.

Best regards,
Sarah Smith


Subject: Requesting an Appointment with Administration

Dear Ms Bianchi,

I hope this email finds you well. I am writing to request an appointment with a member of the administration office. I would like to discuss a problem with my course enrolment. I am available on Monday or Wednesday afternoon. Could you please let me know a suitable time? I would be very grateful for your help.

Thank you for your time.

Best regards,
Alina Russ


















