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Writing Practice 
 

Task 
 
Write an email to your co-worker, Sally Smith. You have an appointment with her at 4:00 p.m. on 
Tuesday. You cannot meet her then. Suggest another time or day of the week. Follow the points 
below to organize your email and use the appropriate level of formality. Write an appropriate subject 
line for your email. 
 

• Tell the receiver of the message about the context/situation. 
• Explain the problem and apologize. 
• Suggest a solution and ask the receiver for his/her input. 
• Use appropriate formality throughout. Remember to use more formal and careful language 
   when asking to reschedule. 

 

 

Important! Download and save this fillable PDF on to your computer, and then complete 
 the task using the PDF that you saved on your computer.
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