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A COVER E-MAIL
1	Write whether the following sentences are formal or informal. 
1.	I’m sure I’ll do well. ______________
2.	I look forward to your reply. ______________
3.	I am excited about the opportunity to share my skills. ______________
4.	Bye for now. ______________
5.	Please answer this e-mail soon. ______________
6.	I can’t wait to begin. ______________
7.	I am writing in response to your advert. ______________
2	Complete the sentences and expressions below with a suitable word or phrase. 
1.	To whom it may ______________ ,
2.	I hope that you will ______________ my application ______________ . 
3.	______________ sincerely,
4.	Dear Sir / ______________ ,
5.	I would like to ______________ for the position of sales assistant. 
3	Complete the chart with the information below to show the correct plan for a cover e-mail.
Request a response  Signing off  Explain why you are suitable for the job  
Write relevant experience and personal qualities  Tell the purpose of your e-mail  Greeting  Tel: 5552687
	Before opening
	

	Opening
	

	Body
	

	Closing
	

	After closing
	


4	The sentences below are taken from a cover e-mail. Write where they belong: 
O (opening), B (body), C (closing), BO (before opening) or AC (after closing).
1.	I am writing in response to your advert for a barista. __
2.	Although I have never been a barista, I have been working as a waiter at the Rococo coffee bar 
for several months. __
3.	To whom it may concern, __
4.	I feel I am very suitable for the job because I enjoy working with people. __
5.	Tel: 5550694 __
6.	I look forward to hearing from you. __
7.	Yours faithfully, __
8.	In addition, I have no problem working under pressure. __
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