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It is important to be able to communicate effectively when writing, whether the person 

you are writing to is an internal or external stakeholder.   

 

Task 1 

Yesterday you sent an email to one of your suppliers, asking for a meeting to discuss a 

new project.  A new member of their team has just sent you this email:  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Identify and correct any mistakes in the email.  How many did you find?  

2. What impression do you have of: 

a. The writer of the email? 

b. The business they work for? 

 

 
 

 

 
NAME:  

You 

Re: Can we arrange a Meeting? 

Hello, 

Thank you for you’re last email requesting a meeting.  I hope your well. 

Although I’ve just joined the business, I am looking forward to working 

with you on the next peace of work.  It wood be grate to catch up and here 

what you need from us on you’re next project. 

Next weak is looking good four me; I’m available Tuesday, Wednesday and 

Thursday.  Let me know witch day is best for you.   

Speak soon, 

Jo 

 


