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12a Who’s first? Jeremy Taylor/Jon Wright

1 You are the manager of a small chocolate factory and one morning you receive five e-mails. 
Put the messages in order of importance (1= most important) and then compare with your partner.

2 Now discuss which of the messages you would respond to (a) by e-mail (b) by phone or 
(c) in a face-to-face meeting. Give reasons for your answers.

3 Choose one of the following tasks:

• write an e-mail in reply to the message you thought was most important.
• roleplay one of the situations with a partner.

Hi Alex,
News just in – there’s been an unexpected frost in
northern Brazil and the price of cocoa beans is
going to go through the roof. Shall I get my hands
on as much as I can asap?
Yours

Angela (stock manager)

Dear Alex Dangerfield,

I have to inform you that your son was caught

stealing cigarettes from a teacher’s bag yesterday. 

I tried calling you at home but I got no reply. Could

you please contact me as soon as possible?

Rachel Booker (head teacher)

Hi Alex,

About the packaging plant that you want to set up in

Poland, there is a local company that would like to

enter a partnership. Interested? Let me know and I’ll

put you in touch with Ms Kucharuk who’s in charge

there.

Regards

Steve (fellow member of local business club)

Hi Alex,
We received a container of your Bongo Bars
yesterday but the container must have leaked as thebars are damp and will have to be destroyed. Whencan we expect a new delivery? Please contact me
asap as our customers are waiting. If you can’t
deliver, we’ll have to go to one of your competitors.Yours

Charlie (supermarket product manager,
confectionery)

Alex,

There was a fight between two workers on the shop

floor during the night shift. Could you come down to

my office as soon as you get in? 

Thanks

Pete (foreman)


