Chain Business Emails Game Updated October 2016

Teachers’ Instructions

Choose one of the emails below and photocopy one per student. Students fill the gaps in the
first section, fold along the dotted line so the next person can't read what they have written.
They then pass it to the next person in a circle (you might need to pass if from the last person
to first). They then fill in the second part of the one they have received, fold, pass to the same
person as before etc. until the emails are finished. Students then open them up, read them
and discuss if they make sense and are good emails. Repeat with other versions if you wish.
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EMAIL/ LETTER A

Thank you for your letter of . (date)

To make up for this we would like to offer . Please let us know if
this is acceptable.

Yours sincerely

(write name of another famous person)
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EMAIL/ LETTER B

Dear (choose the name of a famous person)

| am afraid | won’t be free on at

Thls IS because .I. WI” be ................ mg .......................................... at .t.hat -
Whydont We ................................................. | nstead 7 ....................

If thls IS Okay Wlth y Ou Can you .............................................. me by .

Hopeto ............................... y Ou Soo n .............................................

All the best/ Yours/ Yours faithfully/ Yours sincerely/ Cheers

(write the name of another famous person)
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EMAIL/LETTER C

Dear (choose the name of a famous person)

| tried looking for this information on/ in , but could not find what | was
looking for. | hope you can help me with this.

My final question is: ?

If you can give me any information on any of these it would be a great help.

Yours sincerely

(write the name of another famous person)
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EMAIL/ LETTER D
Head of Human Resources, Ltd/ PLC

Dear Sir or Madam

| am writing to apply for the position of , ref no.

... which | saw advertised in of (date)

| am available for interview (dates/ times)

If you need any more information please do not hesitate to contact me. | look forward to
hearing from you soon.

Yours faithfully

(write the name of a famous person)
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