ING1 PAU 
CONTINUOUS ASSESSMENT TASK : EMAIL AND LETTER WRITING
Part 1 (10 points)
Choose TWO of the situations below and write an email for each one.
NB:

· Try to use some of the “key phrases” you have learned.

· The level of formality that you use (formal/informal/neutral) must be appropriate to the situation.

· Each email should be approximately 80-100 words in length, including the subject line.

Situations
a) An email to a new customer who has written to your company asking for information about your products/services. Ideas: thank them for writing; give some general information; highlight a few selling points; say that you are attaching detailed information in another document; say that they can contact you again if they have any queries.
b) An email to an existing customer giving them some news about improvements to one of your products/services. Ideas: choose one particular product/service and think about an improvement in terms of quality, or variety, or speed etc. How will the customer benefit from this improvement?

 c) An email to a language school (or university) asking about details/arrangements of a course. Ideas: ask about cost, dates, accommodation etc.

d) An email to a hotel asking for more information. Ideas: how you found out about the hotel; questions about their prices; tell them the dates you want; tell them the kind of room; ask about other facilities that you need.

e) An email to a colleague from another country who is coming to visit your office. Ideas: you could give them some good/bad news about some aspect of the trip; you could request that they bring something with them; you could offer help while they are in your country.
Part 2 (10 points)
Imagine you work for the company that your group describes in task 5 of your “Setting up in Business” presentation. Write a letter to a potential new client, introducing yourself and your company. Follow the guidelines given in the “Writing a letter of introduction” document. Use the style of a formal letter. Length: approx. 250 words excluding addresses.
NB: In both parts 1 and 2, marks will be awarded as follows:

Task management: Does your e-mail/letter communicate the information required by the situation? (10 points)
Language: Are your grammar, spelling and vocabulary accurate? Do you use the appropriate level of formality? (10 points)
DUE DATE: 5th January 2017, 9.00 am
On AREL, by e-mail or hard copy. REMINDER: Any work received after the due date will be marked out of 12.
