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My first professional email (suite)
Semaine du 15 juin 2020

Part 3

How to structure your email:
(la présentation de ton email)
Learn these words
Vocabulary helpbox

● Switch on/ Turn on= mettre en marche/ 
allumer

● Select= sélectionner

● Copy= copier

● Type= taper

● Save= sauvegarder

● Send= envoyer

● Create= créer

● Insert= insérer

● Download= télécharger

● Print= imprimer

1. Here is an example of a professional email. Look and pay attention to the structure.



2. Complete the email with the missing elements to show the 
structure:

Where can you put the following information about yourself?  (regarde l'exemple du mail  
dans le 1, puis place les informations suivantes dans le mail suivant)

Name/  age/  email  address/  computer  experience/  phone number/  home address/  
work experience/ reason for writing/ special hobbies/ School

______________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________ 

________________________ 

________________________ 

________________________ 

________________________ 

________________________

________________________ 

________________________



3. Match the content of your email with the appropriate expressions. There are 
more than one possibilities:

1 reason for writing ● ● a. I have worked with...
● b. I am a pupil at....

2 school ● ● c. I have worked in a shop.
● d. I like video games.

3 team/ project work ● ● e. I am familiar with software like excel.
● f. I have picked fruit for farmer.

4 computer experience ● ● g. I am a member of the football team
● h. I have done a lot of babysitting. 

5 work experience ● ● i. I am a chess champion.
● j. I go to....

6 hobbies ● ● k. I don't know how to programme a computer. 
● l. I am writing to+verb.

4. Do the following quiz about what you can do with a computer.

Comptabilise ton score pour savoir quel est ton niveau de connaissance en informatique  :
0-2 points: c'est désespérant, tu dois faire plus.
3-5 points: tu n'es pas très fort dans l'utilisation d'un ordinateur, mais avec la pratique tu peux 
t'améliorer. 
6-9 points: tu es plutôt bon en informatique, mais il faut prendre plus de risque.
10-13 points: Tu es très bon, il te reste peu de choses à maitriser.
14-16 points: Tu es un as en informatique, tu devrais enseigner à Bill Gates ou trois petites choses. 


