
Formal and Informal Messages

1 Read the following messages sent to a co-worker. Discuss what makes them formal or informal, and
whether or not they are appropriate for the situation. Rewrite each message using a more suitable
degree of formality.

� Message

To: Miriam Costa, Manager of Accounting From: Anne Chag
Cc: Lucia Jones Sent: 04/05/2010
Subject: Missing files Attachment:

I didn’t get your last email with attachments. Maybe you didn’t send it to me? Now I don’t have all the files
and I can’t finish my work. Please send me all the files right away. I don’t want to be late with my report.

� Message

To: Thomas Blake, Technical Support From: Edward Alb
Cc: Sent: 03/07/2010
Subject: Software manuals Attachment:

� Message

To: Thomas Blake, Technical Support From: Edward Alb
Cc: Sent: 06/01/2010
Subject: Software manuals Attachment:

Dear Mr. Blake,

Pursuant to my previous message, please be advised that the enclosed instructions for new software
should be distributed only among the employees using the aforementioned software. I greatly appreciate
your prompt attention to this matter.

Edward Alb

� Message

To: Miriam Costa, Manager of Accounting From: Anne Chag
Cc: Lucia Jones Sent: 04/05/2010
Subject: Missing files Attachment:
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Formal and Informal Messages (Cont.)

2 Audio 2.1: You are an administrative assistant in a small office. Listen to three voice mail
messages and write the details of each one. You need to pass these messages on to another 
person in the office.

3 Write a short handwritten note to your co-worker summarizing the telephone messages. Include all
the necessary details. Use the appropriate degree of formality.

4 Write an email message to the office manager reporting the same telephone messages. Use the
appropriate degree of formality.

� Message

To: From:
Cc: Sent:
Subject: Attachment:
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