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Functional Skills English | Level 1 Email Templated/Structured 
Writing Frame 
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Response 

 

Email Address 

 

 

Title of Email 

 

 

Opening greeting /salutation 

 

 

Introductory Paragraph: why you are writing 

 

 

 

 

 

 

 

What went wrong at the event: 

• Ticket prices 

• Food 

• Staff 

• Your view 

 

 

 

 

 

 

 

 

alanbuckley@customerservices.biz 
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What do you want to happen next? 

 

 

 

 

 

 

 

Polite closing paragraph 

 

 

 

 

 

Closing salutation 

 

 


