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Skills Check 
Rate how confident you feel about the skills tested in this section:  

Skill Not a clue! I know a 
little 

I feel okay 
with this 

I feel quite 
confident 

I feel very 
confident 

Set out an email correctly 
      

Write using the appropriate style  
      

Interpret what to write about  
      

Complete the email in the given time 
frame        

 

When you have finished the booklet, use a different colour to mark your confidence levels again.  

 

Writing Emails 

Introduction 
 

Emails are a very common text type in the writing exam. 124.5 billion business 
emails are sent and received each day, so it’s important to know how to put 
together a professional email as part of your career development. You may be 
asked to write formal or informal emails in the exam, so you need to know the 
difference between them.  
 

You will find it useful to have completed work on  

 Planning 
 Writing the correct amount 
 Spelling 
 Grammar 
 Punctuation  

before attempting this guide as you will then be able to apply the things you 
have learnt to email writing.  

You may find it useful to have a copy of the writing self-analysis sheet to help 
you check your own work.  

Most exam boards expect you to write 250 to 300 words in around 30 
minutes.  
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Layout & Structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try it Out  

Question 1  

Which of these would be the best 

subject line for the email to the right?  

 

a) Friday invitations 

b) Meeting attendee list 

c) Tomorrow’s meeting 

d) Today’s deadline  

Often on the exam, you will be given a 
template to fill in. Sometimes one or 
both of the email addresses will be 
filled in. If not, you may need to copy 
them from the question brief. 

 

The subject is the topic of the email. It 
tells the person you are sending it to 
what it’s about. You should keep the 
subject to just a few words.  

What must an email have?  

Sender email address (your email 
address) 

Recipient email address (who you are 
sending it to) 

Subject 

Salutation (greeting) and opening 
sentence  

A close 

Your name (first name for informal 
and full name for formal)  

There is no set close for emails, so you can use 
anything you want to. For formal emails, a version of 
Regards is most common such as Kind regards or Best 

regards. For informal emails, you can use closes such as 
Bye for now or See you soon.  

Hi Sam 
 

Hope you had a good weekend. Do 
you have the names of the people 
you want to attend the finance 
meeting on Friday? If you can let me 
have them by the end of the day, I 
can get the invites out first thing 
tomorrow.  
 

Thanks very much. 
 

Tom  
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Style  

 

 

 
 

Try it Out 

Question 2  

Which greeting would you use for the following? Give a reason for your answers.  

a) Applying for a job 

b) Emailing your aunt about a family party 

c) Complaining to the council  

d) Replying to a work colleague you get on well with  

 
 

 

 

 
 

 

Try It Out  

Question 3 – Think of three more examples of informal openings  

a)          

 

b)   

 

c)         

You should always try to have a clear opening sentence. In informal emails, people 
often forget to include an opening and go straight into the main point. An informal 
email should be more friendly: it’s more like having a conversation with someone. 

However, you should avoid using slang or colloquial phrases.  

Example informal openings  

Hope you had a good weekend.  

Hope you are okay as it’s been ages since we spoke.  

There is no set salutation (opening greeting) for an email.  

The suggested salutation for a very formal email is Dear 

You can also use Hello for formal emails 

Hi is fine for informal emails  
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The Content 
 

 

 

 

 

 

 

 

 

 

 

 
 

Try It Out  

Question 4 

See if you can find out two specific topics from functional skills exam where 
they have asked students to write an email. What were the topics?  

 

a)  

 

 

 

 

b)  

 

 

 

 

There are many topics for emails on the exam with a mixture of formal and 
informal. Some common topics include 

 Applying for a job, course or work experience  
 Organising an event with friends or family 
 Exchanging information in a business  
 Requesting information from a business or organisation  

 

You should always read the information given in the brief and use that as the 
basis for your answer. Sometimes there are key things you must include such 
as times, dates and places.   
 

It is very important you add new ideas and information of your own. It’s fine 
to make things up, as long as what you make up is realistic.  



© Copyright of LC Education & Training Ltd 2020 

 

Example Question  
Below you will find an example exam style question and a sample response to that 
question. After you have read the example, you can have a go at writing your own 
version of the email.  

You recently stayed at the Highland Hotel in York and want to recommend it to 
your friend for her birthday weekend. You find the following information on 
their website www.highlandparkhotel.co.uk   

 

 

 

 

 

 

 

 

 

 

 

 

Write an email to your friend explaining why the Highland Park Hotel is a great 
place to stay. Your friend’s email is charlielawson@gmail.com  

 

 

 

On the next page you will see an example answer. The email has been annotated 
to show where key criteria have been met to help gain marks on the exam.  

 

 

 
 

Highland Park Hotel 
 

You won’t regret staying at the Highland with our luxury swimming pool, deluxe 

bedrooms and five-star restaurant. The Highland is the perfect place to stay for any 

special occasions. We are within walking distance of all the main attractions in York 

and can arrange tours and experiences for you.  

 

Our deluxe rooms all have king size beds, coffee machines, rainfall showers, giant TVs 

and free internet. All bookings include a cooked or continental breakfast and guests 

have access to our five-star restaurant. Bookings of three or more nights include a free 

dinner on your first night!  

 

Use of level 2 standard vocabulary is 
shown in bold 



© Copyright of LC Education & Training Ltd 2020 

 

Example Email 
 

To: charlielawson@gmail.com 

From: Karolinepawel@hotmail.com  

Subject: Weekend away  

 

Hi Charlie 

 

How is everything going with you? What’s your new job like? I feel like we haven’t 
spoken for ages. I heard you were looking for somewhere to stay for your birthday 
and thought I would email to recommend the Highland Park Hotel as we stayed there 
last month. I think you will really like it as it is very modern and really close to the 
tourist attractions in York. I particularly recommend you go to the castle, I know you 
love history, and they also do ghost tours in the evening. However, I’m not sure if 
Scott will want to go as I know he doesn’t like scary films!  

 

The rooms were amazing! Our room had a huge king size bed and an amazing view 
over the city. The room’s best feature was the enormous walk in rainfall shower; I’ve 
always wanted to try one! Scott will definitely like the coffee machine in the room as 
there are so many different types of coffee to choose from: he will be able to drink all 
the coffee he can manage.  

Recipient’s address  

Sender’s address  

Subject  

Informal greeting as they are a friend   

The introductory paragraph has a clear informal opening sentence in a 
conversational tone. Asking questions is a great way of starting an email.  

The second part of the paragraph introduces the topic and fits the brief of 
recommending the hotel. It adds new details that weren’t in the brief about ghost 
tours and the castle but that fit in with the idea of tours and experiences 
mentioned on the website.  

It uses a complex sentence by having the additional detail of ,I know you love 
history, inside a pair of commas. The next sentence is also complex using However, 
at the start.  

 

This paragraph has a clear theme: the room, which shows evidence of planning. 
There is some use of exclamation marks which is fine for an informal email as long 
as they aren’t used too much. The paragraph uses information about the room 
from the website but then adds more details about the coffee and shower rather 
than just listing the features.  

A possessive apostrophe is used here The room’s best feature 

A colon is used to give more detail.  
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If you book for more than three nights’ bed and breakfast, you get a free dinner on the 
first night. We really liked the food, although we thought the portions were a bit small, 
so have a big lunch before you go. The restaurant is nice and very posh, so you’ll have to 
dress up.  

Let me know if you want to find out more, and I can send you the link to their website. 
Hopefully, we will get the chance to catch up soon, so you can tell me about your new 
job. 

 

Bye for now 

 

Karolina  

 

 

 

 

 

 

 

Your name 
(you would 

This email is 286 words and has three key paragraphs and a 
concluding paragraph. This would be a suitable length in the exam.   

Try it Out   

Question 5  

Have a go at writing your own email to your friend recommending the 
hotel.   

Again, a new topic for a new paragraph. This links to the idea of free dinner from 
the website but adds new details about the food using a complex sentence with 
,although we thought the portions were a bit small, and a compound sentence with 
the comma and so.  
 

Another possessive apostrophe is used here three nights’ bed and breakfast 

A nice finishing paragraph that clearly ends the email and refers back to the 
informal chat at the beginning. This prevents the email ending too abruptly.  

A suitable informal close  
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Email Writing – Top Tips  
 

 Always plan your key points before you start writing  

 

 Make sure you check whether you need to fill in the email addresses and 
subject or if they have been done for you  

 

 Remember to use some form of close such as Regards but not Yours 
sincerely or Yours faithfully as those are for letters  

 

 Always include at least two examples of possessive apostrophes and 
colons 

 

 Use a mix of sentence types and aim for a minimum of four examples of 
complex sentences  

 

 Make sure the email doesn’t end too abruptly. Consider some type of 
conclusion 

 

 For informal emails, remember to include a conversational start 

 

 Make sure you give reasons/explanations/examples for all your points. 
Imagine someone asking ‘why?’ after you have written the first sentence 
and you answer their question 
 
 

 If  a question asks you to be persuasive, remember to use some persuasive 
techniques in your answer to gain full marks 
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Try it Out – you can choose to write or type your emails. Consider timing 
yourself so you can see if you can complete the email within the given time 
frame.  

Question 5 

You are taking part in a sponsored walk on August 3rd to raise money for your 
favourite charity. You decide to send an email to your friends and family asking 
them to sponsor you. You will attach a sponsorship form to the email for them to 
fill in.  

 

In your email you should 

 Explain what the charity is and why you are supporting it  
 Describe the sponsored walk 
 Persuade them to sponsor you  
 Tell them how to sponsor you  

 

  

Question 6 

 You are given this leaflet by your tutor.   

 

 

 

 

 

 

 

 

 

 

 

Write an email to apply for the voluntary role.  

You should aim to write about 250 to 300 words. 

Help Wanted!  
 

We have been asked by the local cinema for five student volunteers who 
will be able to help out during a film premiere on Thursday June 5th from 

6pm until late. They aren’t able to give any details of the film yet, but 
there will be a big Hollywood star attending! They need help with 

managing the crowds and checking tickets. It will be unpaid but will be a 
great experience. If you are interested, please send an email to 

karimali@cinema4u.co.uk outlining why you should be chosen as a 
volunteer.  


