
Paragraphing in emails
Paragraphing discussion questions
1. How many paragraphs should a twenty-line email have?
2. How can you show that you are starting a new paragraph?
3. What is a paragraph in English? What does changing to a new paragraph 
mean?
4. Why is it important to make it clear that a new paragraph is starting?
5. How many sentences should a paragraph have?
6. What are the exceptions to the rules above, e.g. things which are not really
paragraphs but are often in emails?

Generally good, bad or okay?
 One sentence paragraphs
 A sentence explaining the paragraph structure, e.g. “I’ve… and … below”
 A phrase or sentence introducing each paragraph
 Just one main paragraph
 One sentence closing line
 One sentence opening line
 Linking expressions to show the connection between ideas, especially ones 
which aren’t obviously linked
 Plan paragraphs before you start writing

Planning paragraphing
Plan one typical paragraph structure for each of the 
situations before, with at least two
main paragraphs
• A complaint
• A reply to complaint
• Suggesting a meeting time and place
• Saying that time and place is impossible
• Asking for information
• Giving information

Phrases for paragraphing
What phrases can you use to introduce paragraphs and link 
them together?



Emailing 1: worksheet 1 - comprehension and language questions 
1. Match each expression in the column 1 with one or two of similar meaning in columns 2 and 3. 
2. What are the differences between the similar expressions? 

Column 1 Column 2 Column 3 
P.S. Regarding I am very grateful (for …) 
forward Thank you I would like to add (that 

…)
attach send on With reference to 
Cheers Best wishes All the best 
Ms Saarland I’m Hello 
Regards Hi Sue 
Re: by the way enclose 
I am Susan 
Dear 

Emailing and making arrangements common errors 

try to correct the typical errors of emailing and making arrangements below. 

1. I have found the nice restaurant near here. 
2. I love to meet you on Thursday night. 
3. I’m looking forward to see you very soon. 
4. Would you like to go out for dinner on this Wednesday?
5. Dear Mr David
6. Tomorrow is fine- I’m free all day. See you later, then. 
7. PPS I am meeting with an old classmate of yours on friday 
8. To Doctor Smith 
9.  Why don’t we meet at London? 
10. Thanks for inviting, but I am flying abroad on that day 
11. I am going to play with my friends 



E-mail Writing Checklist: 7 rules 

1 Ideas Clearly stated reason for 
writing The message 
talks directly to the 
receiver Answers all 
questions 

2 Organization Salutation Ideas in body 
presented in a logical 
order Closing 

3 Voice Clear tone Polite 
4 Word Choice Business etiquette Plain 

English 
5 Sentence Fluency Variety of sentences 

(long and short) 
Maximum 20 words per 
sentence. Don’t repeat 
sentences 

6 Conventions Correct grammar and 
spelling Correct 
capitalization and 
punctuation No 
emoticons or funny 
symbols 

7 Presentation Completed fields (e.g. 
subject line) Good line 
spacing; use short 
paragraphs (not a block) 
Easy to scan 

Practice Writing 

Read the email and write an answer. Use the 7 rules to help you write a good answer. You 
work at the Shilla Hotel in Seoul. Write a reply to this email. 

Dear Sir/Madame, I’d like to get some information about rooms and availability at your 
hotel. I have two adults and one teenager traveling to Seoul. They need a room for two 
nights on May 26 and May 27. 

1. Do you have rooms available on those nights? 
2. What are the rates and taxes? 
3. Do you have wheelchair access? 
4. What is the best way to travel to your hotel from the airport? 

Many thanks for your help and information. 

Craig


