

	


Skriv en e-mail
Du er ansat hos den britiske kæde Boots[footnoteRef:1]. I har modtaget en stor sending økologiske shampoo produkter fra virksomheden Eleven Australia. Leverancen er beskadiget og lever desværre ikke op til jeres forventninger. Du skriver en e-mail til Kylie Pronoque, kyp@eleven.au. [1:  Boots UK Limited is a British health and beauty retailer.] 

I din e-mail giver du oplysninger om:
· Problemets omfang
· Eksempler på fejl og mangler ved forsendelsen
· Omkostninger for Boots
· Forslag til håndtering af situationen
	I din besvarelse skal du anvende og fremhæve følgende:
· Et utælleligt substantiv
· Et pronomen
· En passivkonstruktion


Skriv e-mailen på engelsk til Kylie Pronoque, kyp@eleven.au
Underskriv e-mailen som J. Doe.
Omfang 200-250 ord

På næste side finder du: Useful Sentences for Business Emails



Useful Sentences for Business Emails
Salutation:
Dear Mr Jones/Mrs Wainright/Ms Collins/Madam/Sir/Sirs
Starting sentences:
I am/We are writing to (inform you, let you know, confirm, enquire)...
I am/We are contacting you…
I/We would be interested in…
Referring to previous contact:
Thank you for your letter of…
Thank you for contacting us…
Thank you for your letter/enquiry about…
Further to our meeting last week/our telephone conversation of 14 March …
Making a request:
I/We would appreciate it if…
I/We would like to...
I/We would be grateful if you…
It would be helpful if you could…
Offering help:
Would you like us to…?
If you are interested, we would like to offer our help…
We would be happy to…
Our company would be pleased to assist you in…
Giving good news:
We are delighted to inform you that…
We are pleased to inform you that…
Giving bad news:
We regret to inform you that…
After considering your request, we have unfortunately come to the conclusion that…
We are afraid that we are simply in no position to…
Complaining:
I am writing to complain about...
Please note that the goods with expected delivery at the end of May have not yet arrived.
We regret to inform you that… we have not yet received payment of...
Closing the email:
Yours faithfully/Yours sincerely (very formal)
Sincerely, Best regards, Regards (less formal)
