
 



Past paper 2014 

Your hotel manager has asked you to prepare two dishes for a 

special buffet. Write an e-mail to him/her describing each dish 

(ingredients, how it is prepared, cooked, served) 

FORMAL E-MAIL TO A HOTEL MANAGER ABOUT TWO DISHES FOR A 

SPECIAL BUFFET 

1. Dear sir/madam, 

2. Ist paragraph – 1η παράγραφος – Opening 

The reason for writing this e-mail 

• I am writing this e-mail to talk to you about ………. 

• I am writing this e-mail to inform you about……… 

 

3. 2nd paragraph - The Ingredients 

List all ingredients in order of use 

For the first dish you will need…….. 

For the second……… 

4. 3rd paragraph - The Preparation Method (how it is prepared, 

cooked etc) 

PAY ATTENTION TO: 

• Indicate the size of bowls and cookware. For example, “In a 

large mixing bowl….” 

• Indicate the level of heat. For example, “Simmer over low 

heat.” 

• State the exact or approximate cooking times, with descriptive 

hints for doneness, if appropriate. For example, “Sear 1 minute 

on each side,” and “Bake 18-22 minutes, or until crust is light 

golden brown.” 



• Separate each step into a different paragraph. If you are mixing 
dry ingredients in a bowl, for example, use one paragraph for 
all the instructions for that step. 

• Finish with the serving instructions including how to plate, what 
temperature to serve, how to garnish. 

• The last instruction should be regarding storage, if applicable. 
For a cookie recipe, for example, “Cookies will keep at room 
temperature in an airtight container for 3-4 days.” 

USE LINKING WORDS (First, Second, Then…..) 

5. 4th paragraph ( how it is served) 

6. 5th paragraph – Closing  

I hope you will be amazed by…… 

I am looking forward to your comments 

7. Ending -kind Regards, 

Signature 

Full name 


