5.06W - E-mailing directions to the boss

 
Objectives - to practice giving written directions

You need to give directions to your boss in an e-mail so he can complete his tasks. It won't let you attach the map so you need to write the directions manually. He'll enter from the city centre and will travel by car. Parking in the streets of the complex is forbidden.


There are mistakes in the email below.  Identify and correct them. 

Hi Mark,

1. Just confirming the schedule for your visiting on the 14th.

2. We are really looking forward to see you here at the assembly plant.

3. I understand from Mary that you will to arriving around 9.30.

4. A word of warning, the traffic on the M40 is awful at jam hour so from the centre, you need at least 45 minutes.

5. If you take the A383 until you reach Honiton and then took the M5, coming off at exit 28 signed Bridgwater.

6. As you come of motorway, you'll see a roundabout. Take the 2nd left towards Ottery.

7. You'll come to a crossroads where you need to pass a right.

8. You should then be in Johnson Street, in the roundabout. Take the first left into Truman Street and then a right into the car park.

9. At 10 you'll have your meeting with Hans Mann. Aftering, we will go to Centre A to view the production process and meet Mr Brooks.

10.I've booked a table at the local restaurant for lunch as I'd like to discuss about a few issues.

11.In the afternoon, we'll return to the main assembly plant to test the new parts. We should be finish around 5.00
12.If you have a questions, don't hesitate to call. I'll be in the office all day.

Thanks,

Sandra

 

Hi Mark,

1. Just confirming the schedule for your visit on the 14th.

2. We are really looking forward to seeing you here at the assembly plant.

3. I understand from Mary that you will [to] be arriving around 9.30.

4. A word of warning, the traffic on the M40 is awful at rush hour so from the centre, you need at least 45 minutes.

5. If you take the A383 until you reach Honiton and then take the M40, coming off at exit 28 signed Bridgewater.

6. As you come off [of] motorway, you'll see a roundabout. Take the 2nd left towards Ottery.

7. You'll come to a crossroads where you need to make a right.

8. You should then be in Johnson Street, at the roundabout. Take the first left into Truman Street and then a right into the car park.

9. At 10 you'll have your meeting with Hans Mann. Afterwards, we will go to Centre A to view the production process and meet Mr Brooks.

10.I've booked a table at the local restaurant for lunch as I'd like to discuss [about] a few issues.

11.In the afternoon, we'll return to the main assembly plant to test the new parts. We should be finished around 5.

12.If you have any questions, don't hesitate to call. I'll be in the office all day.

Thanks,

Sandra
