A a=r—va VSR A GEEE) A B HiERER
An Introduction to English Emails

Exercise 1

Question: What do you think about English emails?
Check the numbered boxes below according to how much you agree or disagree with each statement. (5 =
you agree 100%) (1 = you disagree 100%) (0 = you have no idea).

Compare your answers with your classmates’ and then explain your ideas to the class.

1. You need the same language skills to write an email as you do to write a letter.

agree

2. If you can speak English well, you can write good emails.

agree

3. One of the most important features of an email is the subject line.

agree

4. Accuracy is still very important when writing emails.

agree

5. Using the “cc” option is a great way to inform others who are not directly involved.

agree disagree

6. One reason for emailing is to reduce the response time.

agree disagree

7. If you need an answer straight away, it is better to use the phone than send an email.

agree disagree

o]

disagree

o]

disagree

o]

disagree

o]

disagree

I A S )

ROFILAEZZBIZ L THBZHHALEL X9, ZMICITEBICEENZ AN T EI N,
RUMZEER
I wholly agree with the statement number __, so I checked the “5” box.
Because I couldn’t agree more with what the ___ (first, second, etc.) statement says.
Fol KB TE R
For I do not agree at all with the statement number __, I chose “1.”
Because I absolutely disagree with the ___ (third, fourth, etc.) statement.
I would rather say that __ (communication by way of emails takes more time than when using more
conventional means; writing emails has nothing to do with speaking English).
Ebb bz
As for the statement number ___, I cannot say that I agree or disagree because ___ (it depends on for what
purpose I use emails; it varies depending on to whom I am sending the email).
DINBIRUN
I chose “0” because I have no idea what “____ " is. /For I do not know what “__” is, I checked “0.”
< Email structure (&3 e X —/L D) >



P e A—/UE, BERINZIRD X 5 ZekiEZ i > TV E T,
1. subject line (f4) : A ZRRICE L DT, A—LDHX A FLTT,
2. salutation (FFOT) @ BRESCZEEOL R EARIICEES £, HFE L OBRIC K > TRARDEO)
T2 LVNHL—ABH Y FT,
3. opening sentence(s) (FX L) : A—/LOEFCREFE DN ELEPICEEET, FHREEST, &
FOFELIEILETDH D £/ A,
4. body (K30) : A—NDOARLTY, HEV LIRS FETERWVEICYATEANE T, 4T 70 LFFR
ENSATOHZ T,
5. conclusion (i) : £&DHOOLTT, REDOULEDOHES, WRIEIOHEE &5 T 5L n) T &%,
fRICEEET,
6. close (F1) : EZRICBRE L BLEANE T, B (PS) RNHILEILZO®ICES £,
Example 1

Let’s go to Maui! — 1
Hi! Lynn, — 2 N
How’s life? I've been up to my neck in work. Feel burned out. — 3
But vacation’s coming up. Yea! Maui is marvy! Had a great time there — 4

last summer: swimming, catching up on my reading, and just doing nothing.

I'll be off the first 2 weeks of June, so why don’t we synchronize
our vacation time and go to Maui together. Sounds good? If it’s OK,

just leave everything to me. Will make all the hotel and rent-a-car arrangements.

Get back to me ASAP. Crossing my fingers you can go. — 5
Aloha! — 6
Judy

(il AHEY 27 ¢ A, BRI [Z2NRLE A — A OEE L RBE] VIR 2006 4205k
25 L CHRHY)
Example 1 |3 BWAGEIZSE Tl A— /L OB T, WEGEE L TV DRI 59 RN E DO EE A->THET, H#i
ZIE, XHF D “marvy” 13EBE 5< “marvelous” (FEFES LVY) OFEMEFETL X 9, “Feel burned out” Bk x
R&E 7557 X “Had a great time there” (H->H LM Lo 70) 72EDO X ST, FFENEAKE SN TWVAHAICDH
HEHLEL X 9, FHOHRRETIEEFOEMDPRATONE T, XED Y XA LZEZRIZE L LOIZidE
FEDAME BRI DT 7 =y 7 TTN, 74—~ /ARGITIREbA L EiEL AL, AFERRERI LR 519
MRWTL X 9,
HARGED e A— /L EFRIUL, XEITARA T, EECSITEZANREL, BEREZEZ LA T B
(indentation) % AW, —1TZE T TEZHOET,
1IE LU



How’s life? I've been up to my neck in work. Feel burned out.

But vacation’s coming up. Yea! Maui is marvy! Had a great time there

last summer: swimming, catching up on my reading, and just doing nothing.
o T2

How’s life? I've been up to my neck in work. Feel burned out.

LU

ﬂ\

But vacation’s coming up. Yea! Maui is marvy! Had a great time there last sum- mer:

swimming, catching up on my reading, and just doing nothing.

RS2 Tk, A=A eolz2® “summer” PMEHF TUINTWET, EETIE, XTFEBHEICH
O AT CRtaed < 57290122 9 Vo 72 hyphenation W OHIE TR, e A — /L TITHFEOUINLH TATL
T, dATOFAIT itﬁ? EDHNTNWD DT TIEdH Y EHAN, 1ERE A HRA LZBRIZ, B o
SV THVIRT EHICELS & ZEHFIINIVHEEOEE TH ENWICHLZ ENTEET,

WOFICIE LY 7 4 —~< A7 CHEIC > TUVET,

Example 2

Re: secretarial position subject line
Dear Ms. Brown: salutation
I read of a job opening for a secretarial position on the WebContents opening
web site. sentence

I have been an executive secretary for three years. I type over 80 wpm and body
I also trained other secretaries how to use word processing and
accounting software. I am looking for a challenging work environment
like the one at WebContents.

I attached my resume and will call you next Monday to discuss it. conclusion

I look forward to talking with you soon. close

Sincerely yours,

Masami Morishita

(8 ZERAT [P R A E A= VOB EME] Fis 27 A 2007 F0 6 — S Z)

< Subject line ®>F 5 >

Subject line IZ%H 5 “Re!” 1L, HAFED A —/LLFE UL, TNDBZELTEA—VICHT HRETHLZ L &R L
F9, 241 Example 1 © “Let’s go to Maui!” LHERDEEVRRATA 7 TTHR, BEREFHRIORT L0
) BUCIZRI U Td, Subject line D OIF HFEMHE L THAEL X 9,

—Exercise 2



<EE LT >

ST ODHFILD salutation & close THDONLEHDOBENMIBIEALEL X O, ThbHOEFTIL, ZEH L DH
PR HRIZ L 5 T formal & informal Z V31T 2 _XE O TY, EARMICITEMKRRZ HWET DT, EH
BRLOEHRLTHBEEL LD,

—List of Useful Expressions 1

<Formal & Informal ®[XJl]>
AAGE & bl L7235 6012, JEEEICIE TR E B REGERBUTH W TEAD, BV A EHHDKRZ DT,
F & OHEHIHAL OB NFRG D L NS U TR ELE R D MERH 51T, £ LU TT, £9Ek0F
MEAWTEFEICHRD L, e A=V TOaIa=lr—va Il LI TRy, 2z E~F—izon
TRONELLEDLNLZ LDV EFHA, LOLARBL, FRINHATE 200213~ £ TIHLE LTELS O
De A—INTTDOT, EROZF o b (RF 7y ) 255752 LERRUITT, W ONOFICEZETETOT,
FPFENEZELL THA T LTHT, TNTNDRA—IVINT 3 —< N2 b DONA VT —< N7 b DO (ZDOK
Bl % register & WWET) 2EFEZX TAHATIZEN,
—Exercise 3
Tip: Register 1L, LLFDRA > MIREDTUT D EHWT L2 N TEET,

Salutation & close : List of Useful Expressions 1 % 2

AFEMIE W EI L (colloquial phrases)

FE# (vocabulary)

BWssE - 505 (abbreviations and symbols)

BESCT (Emoticons)
INBIZOWTIEELFHLL EF LD THHTLIZLICLT, AllE, 22 F TR TE 7261302 M ICE - T,
W OW UL ERLTEBEET, KRENIT register Z/H CHL-> TH T Z X0,

<EEDH>
&I, register DV OFERZ A L, MEMBEZME EL £ o,

—Exercise 4, Exercise 5



Exercise 2

Read the following examples and choose an appropriate subject line for each email from the list.



1.
Subject:
Just a quick note to see if you've heard from Production about the new schedule. We need the info for

tomorrow’s meeting.

2.

Subject:

Many thanks for your email. The hand book
for the XL.20 motor is now available online

at www.hardysgardensupplies.com.

3.

Subject:

I am really delighted to hear that you have been
appointed Staff Manager of the sales department.

4.
Subject:
I have to change our meeting to 3pm instead of

12:30. Sorry!

5.
Subject:
Could you send me those staff guidelines asap?

Our dept hasn’t seen them yet. Thx.

6.

Subject:

I am writing to confirm your order of 1000
coffee mugs with logo (see attached), colour 32c.
Your order no. is 66193F/2. Please quote this

number in all future correspondence.

7.
Subject:
We have received a box containing some pamphlets

last week. As we have not ordered them, could you



please let me know if they have been sent for any

particular purpose?

8.
Subject:
Please arrange to send us by Express Mail 2 grosses of BC10T. We need them here by the beginning of May.

9.
Subject:
I will be away from the office from 3-5

October. Please direct all questions to Maggie in my absence.

10.
Subject:
It was very kind of you to give us your well-wishing messages on the occasion of my promotion. I hope you to

visit my place sometime. Let’s have a drink and talk about the old days together.

List of Subject Lines

placement of order

a.
b. congratulations!

c¢. REQ: new production schedule
d. Thank you Prof. Silverman

e. Confirmation of order

f. meeting: time change

g. REQ: staff guidelines

h. re: handbook

my holiday

e

inquiry: items not ordered

—.




Exercise 8 (Source: Rebecca Chapman, English for Emails)
1.

From: Evan Davis <even.davis@meyer-consulting.com>
To: Sidney Braithwaite <sb@texnet.de>
Subject: Monitors offer

Dear Mr. Braithwaite

I'm writing to enquire about the monitors you informed us of last month (April).

Please could you send us a brochure and price list?

We would also appreciate a visit from your rep in order to get more information

about the products. Could you ask one of them to contact us, please?
Looking forward to your reply.
Yours sincerely

Evan Davis

Purchasing Assistant

2.

From: “Darren Thornton” <darren.thornton@odt.com>
cc: “Tanya Becker” <tanya.becker@odt.com>

To: “Hallwell, Gary” <gary.hallwell@odt.com>

Subject: Hols

Hey Gary!

How was the holiday? I'll be away on mine when you get this! I'm off to Florida. :-)

Just a note to tell you that all the info to update you on the last couple of weeks is with
Tanya. She’s collected memos & post for you & also a list of important points from me.
Hope you had a great time. I'm really looking forward to mine.

Speak to you when I get back. I WON'T be checking emails at all while I'm away!

See ya
D

3

From: <r.frishherz@hellers.ch> To: <reservations@grandplace.com>

Subject: Reservation

I would like to reserve a room for 3 nights 1-3 December inclusive.
Could you also confirm the corporate price I was quoted of EUR 145.50
including breakfast buffet?




Kind regards
Ronald Frischherz

4.

From: Daniel Prewitt <dtprewitt@triangle.com>
To: Lorna Braun <lornabraun@redcol.at>
Subject: Order CD239 A

Dear Ms Braun

Thank you for your order of 24 April for 200 corporate umbrellas.

I would appreciate it if you could check the logo size & colour on
the attachment. Please confirm by email if this is correct before we
make up your order.

Thank you for your custom.

Regards

Daniel Prewitt

5.

To: Gabriella <gabriella.m@bradfords.co.uk>
From: Yanis <yta@infotech2.co.uk>

Subject: Change of plan

Hello Gabi

I hope this email reaches you before you leave the office.
I'm afraid the rep who’s coming to visit you tomorrow has
been taken ill.

Would it be OK if we put off her visit until she’s well?
Hope this isn’t going to cause you too much trouble.

Let me know if I can be of assistance.

Have a nice day :-)

Yanis

6.

Subject: Internet use

To: Jackie; Dean; Sonal; Natalie; Ursula; Brian; Robert; Gerhard; Chris; Charlie;
Amanda; Jane; Christian; Angela; Kati; Simon; David; Tim; Steve; Jason. . .

cc: Andrew Todd; Annabel Landis




From: Jenny

Dear all:

Please note that starting immediately use of the internet during working times

will be limited. Access will be granted between 15.00 —18.00 every day.

Thank you for your cooperation.

Jenny Morris

Human Resource Assistant




Exercise 4 R 1~10 LRI L X 9 2 BEWIZ/R 5580 %2, ADV AR LBATEIMAEL £ 9,

Formal Words and Phrases

to arrange =

assistance =

to contact =

convenient =

to enquire =

to inform

postpone =

to regret =

© % =N 0w

to reply

10. to require

List of Less Formal Words and Phrases
to answer
to ask
to be sorry
to get in touch with
help
to need
OK
to put off
to set up

to tell



Exercise 5 KD DD e A —)LDZEHH % Exercise 4 DEEA] THOH T, A—/LZ5ER I T,
ELONNED 73—~ LRI ERS>THETDOT, BLEZTLIEE Y,

Dear Mr. Bass:

I am writing to about your range of less executive products.

Our company has diversified recently and, in addition to the professional equipment we have

previously purchased, we now products for the hobby golfer.

Could we a meeting to see one of your sales reps who can
us about your products? The week of 19 August would be for us.

As I will be out of office from 2 to 6 August, please my assistant,

Sylvia Joulet, directly.

Best regards,

Simon Pilgrim

Hi Sylvie,

Just a quick note to say we are very for the delivery delay. I'm afraid we’ll
have to the delivery date for 10 days because of the truck driver’s strike.
When exactly do you the goods? If it’s very urgent I'll

the manager of the forwarders whether we can a special delivery somehow.
I asap, but please let me know the latest date for the goods.

Despite this, have a nice day!
Rgds,

Jean




W= ==/ —va VERE GG A % HERER

First Contact:
Self-Introduction and Explanatory Opening Sentences

<HBy>
AENIVID TOM T e A— VB EDLGAED Y 25 O0NET, Bl

1. EXHLOLET, A—N2ESTHEBZAMRICRT
2. BOoOH Ny ZEICHAT 5

DESIZOTY, THITMA T, e A= aFES &S ITHEMLRMEERB MR L £,

1. pIscxA 7w (&R D

=O0DHIL e A—NE IS ARNRE, BERLTHATFLTHAEL LI, V— FREZHWTIERL
127 7 A%, WebCT O M| FERiRICIRAT L Tk T2 &S0y,

. Explanatory Opening Sentences  (List 3)

IZCOTOMFIZA =N EEDILGAE., O H D EET 20, A— L& ko A< H %A
L7052 B TT, URARMIETEERZERL, EXOBEIZLTLIEE N,

._Self-Introduction (&%} 2. List 3)

FLHOTOA—NTIHHCRNBMNETYT, BODOZ LA T I LEEENTHAE L L 5, Ak -
- AR COPRERB-EAERE LTREY LETOT, BOBRZETHL0E2HE L TEY
THEL LI, —EIZRWGEEIXITHRS 23V, ok B3 -7 308 % WebCT @ 15226 g~k
WIS LT TL &0,

. Abbreviations  (List 2)

E A=V THWLIERERFZ U A b THERB LET, LA PIC WebCT (B REZ & £ 3D T,
PRER L TAHTLSZ &,

. AETERL

RBICREZ R L, B L7 b D2 L T< 728w, BT F LA E7213T WebCT
FORE =T —~Fo TSV, ZOBRIITV— RRETERLEZ 7 AV EZIRMT L TED 2 &,

R IICOTOHFICED EHEL Te A—AOXHEZFEHL L T ESVN, RS ENEITHBET
FAN fF4 - Salutation + A —/L &2 X LHEHEOHM - ACKHI - KbV OBREEZLT AN T
SV, (BARAZRRILE . EDMF L HROBBREZRD TLES L INWTL L D,)



= a=r—va SR E O5E) A B _EHEER

1.

Self-Introduction (Continued)

HEfh (B0l ZIiZonWTELSLEE) IR >FALZMEZET 5 (List 5)

2

cJEICOWT B OWRME, BB L2 FVRTNE XD,

* FHRIZOWT - FIRIERSCFE & B ORREZBIT 272D O AT il 3 5,

cHE - FREICOWT I EEREA IR FORWHAZGE LS A ORI,

- HREE - FHEIZOWT s Tlike, Iwantto 7217 T <, X2 OHFER S D, EIIFBERVAHA T
WD ZEIZOWTHAT 7200, WANARRKREEFS,

- PERE < SR RAZOWT L B OV ORT - BT A {52 2 RKEL, HKEOHHIZOWTHDONWTIZR S,
IS DREZONT A% WD LIZHOWTEED & Xz 53R,

. BERIRE (Exercise 1)

R XA T LT b DE a b —&N— X FEITIRA LT 5 A 29 BT ORI 5,
TATT 207 7 A 0 41% [529E 1 4Rl 2L TL &V,

3. BAXT (Emoticon) DIREHZ L DO ZMRT D (List 4)
B AR TC, WA TEEZ LY IO THA D (Exercise 2), —RIEE T & ],
s FIEEPEIRIICE D, 77 ANAIE [529E2 £4FiT) 12 L TL 72 &0,
c F—R— K LEOREORE ZMRT 5,

4

. R - AROWNEZEEEZ T, HOHI D e A—/VLAEER L, WebCT 2 bt 5,

cHIERERICTIRET 2 Z L2 o T b O TY, BRicENNT T, S HiE, ShloiER
WNEZISE X THEICER L TATL &0,
s AT 7 A VDL T529A 4R 1L TL 7Z&EW,



Exercise 1

PITFTOXFEEFGFEIC/B L TLEEW, List 5 #2Bo0 Z &, f2HOBEIX WebCT M HREJEX T 7 A V&

Ao —RLT, ZFICEZXALTES TV RN T LT,

1. BDEZAITIRNANFETT,

2. AT 10 N2 < 720 £ L=, HEHTESE (alive and fine) T,

3. RIFHMZEZEA TR Y £ LA, MEEINERLE L,

4. BEEmEOTZDL, HWIZ3 HEATD A —/3—(Z/3— MIHTWET,

5. FMIKIKKZDOKERE (graduate school) T, 7 A U B HEHFFEL TWET,

6. FAZ4A AW DOWBLET, WE 520 DN WET,

7. ITRERBEEOEESIZE O TWET,

8. FOWIIMEEREZHEEL TL AN TV TWE LD, BIFEAEEZLD TWVET,

9. KORKITBAEBEK SHFEAET, V7 N EFL, FRIZZTooET =X MZRY 20nEH TT,

10. RAFRFEREZET LZL, LIRS <R ZFI> T (go around) FEEAIAFT (historical sites) %

HTHE52% 0 TT,

11. FAITLESF—LANGFE T, —H 3EEIZT L EDRICE > Tay he—F—%2E->TW\WET,



20.

. FATHERR/ N (detective novels) (IZH 3 72<, WL LA THRIZ A Z ERH Y FHA,

A RO T KRENMEAE L,

. FAOBEG L, AU —LEUELSBWVEWNELD 40 EIZH Y 7,

D 5D X TN/ E ek TT,

. FHOZ AT, I<ELSDJNTIKEE LT,

C FADOFTGEEIXI EELTETCWETN, WEZ L) & TR ORFIZTZITo>TnET,

B, RIT T 47 L LTHREOBDERENE LE Lz,

. RBOBIZIE, FTMHETEEN > THET,

THED Z AT L 3% < . 4B (back then) 1 XAGENHREFATL,



Exercise 2

LIFOXEIZELFE DT THTLEEN,, LEOFHR LK CIR- T @il bozEA TSN,

List 4 2D Z L, MBIZEXFEFE>THTHWNTL X 9,

1. How could he do such a terrible thing to you?

2. 'm really sorry you couldn’t make it.

3. You are so funny!

4. The restaurant was really something! I enjoyed the meal.

5. It’s 3 in the morning and I still have much work to do.

6. 'm not in a position to say if it’s good for you or not.

7. Don’t need to thank me. I just did what I thought necessary.

8. You remember my birthday!

9. Oh my! You're a genius!

10. I was waiting for you all night. You should have called me at least if you couldn’t come.

11. Did you see his face? He had no idea what was going on. I couldn’t keep my face straight.

12. I sent you something yesterday. What is it? Just wait and see. You must like it!

13. I would not ask her to marry me at this point, if I were you. Why don’t you wait till she finishes

her graduate school?



= la=r—va U ERE G5 A BIEHEREE

Inquiry and Request: Part 1

<FHEOHAY>

B b IERZRAT 288 12T, WIIHFELOERZBEHTHAED e A— VKA EZFOET,
KD r—A L LTI, <ER (inquiry/ enquiry) >7 5548 & <{KfH (request) > 2LHAH D57
ONRHHTLE D, AIEIL, LERMEFREZMSETILHAHENTHY, BHIT, A—NZELTHFES
WA DOITENZ R ST X I@ENTH2H0TT, EHLONIEFsE D pHETERVWEALEE
B FETH, BRI ZOIIICKBTHZ N TEES, FARBUCEAL UL, EFRXEHNDZ
b, ERIZ L TEMILTWA Z 25252 bbb 4, B - KETIEL, 1ZEALED
BAEZOLOLRBEWT AR £ DT, register (74—~ /L EDER) ITKEDIT T, #IRE
BRaefio&r2icLELx o,

. BIsex A g (Exercise 1)
Exercise 1 ODWJI%}JZ AT, BHLTHXA T LTCAELLEY, TEHDIIHERM (6 H 5 HED 1)
WCBED FHTFTRE- TL 7230, F2, BICTHELODN TV AERREKIHORFZE L TF = v 7 LTH
TLIEEY,

2. BTz 28 (List 6)
EFTITEMOBRIIHWD EREMXOBEZ Y A MILTHY £9, VA MEZRT, X 2FHA 2 MR
LTLZE, ITO#METIE, 2OV XA FHBEICLTIEE N,

3. BERISCERkR S (Exercise 2)
FNENOELE LLFHAT, TOHEREEDL O EABRERZ T Z V0 0EZ T EE,
FEETCEWERMZ, Btk (6 H 5 HZD 2) 0)%\ REOEHIZIRET 20 72T, B#ELTLLEE
/AN




Exercise 2

1. I'm interested in contemporary English literature.

2. Yes, I would like to teach English. How about every Friday evening at a coffee shop near your

office?

3. Yes, the _Lion King_ is still playing at the Theatre Central.

4. T have parents, a brother and two sisters.

5. Two tickets for the _Chronicles of Narnia_ on June 12, is that correct? Sure, I can get them.

6. You don’t need to be too formal. It is alright as long as you have your tie on.

7. I will be home whole of the next weekend. So please feel free to come over and stay at my place.

8. No, not at all. I also smoke.

9. Thank you for your custom. The catalog you asked will be sent within three business days.

10. Hello, it’s John. I've just come home from work and got your message. Are you there? . .. You're

not, it seems. OK. I'll try your cell phone.

11. It’s been three years since I first started my job as a construction worker.

12. No, it’s all right. I'm available after 5:30 pm every Wednesday. How about 6:00. And why don’t

we meet at the East exit rather than the main gate?



= a=r—ra SR E O5E) A HIEHEER

Inquiry and Request: Part 2

1. Bl x A 7 (Exercise 1)
Exercise 1 OFISCTIE, KB E ZNICKHT DIREDA—LR 2y ML THY £, UL THA
FLTHATLESN, TEEb0%, #Rtko (6 H 12 HZED 1] 12> TLEIW, # A MEB X
ORA7 74 40 T612E1 4RI 12752 &,

2. X 2Rz MR (List 7)

A 1A% Request (f&HH) THRINHOFEHHAZ Y A MILE LT, KO L)L, KIEEICHTHEEDO L
DT HHER L TL 7280,

3. HikEsRisE (Exercise 2, 3)

Exercise 2: £D a7 LADORBL 1~10 2, LV A T4+ —</WIEWHZHLEE B0, TOU R
FRBBBATEZIAAL TSN,

Exercise 3 : Exercise 2 THER L72RELZ > T, #il3CE U TR LIKIH & IRE D A — )LD ZER 2 D
TLEEW, WebCT ORI Z X 7 v — RLT, ZHUCEZAATHREMTT, TR0 %,
ot 6 H 12 AZ D 2] ITE->TLEEW, ZA bb - 77 A 41T [612E3 44l ),

4. A—)VErERE (Exercise 4)

Exercise 4 % 7. C., FE/RSNIZNED A —/LZ2ERL L T, WebCT ORI M F 72 135&f o A — 17
RLUAETESTLEEN, 77 A V41T T612A £4Fi), MEIZ EICH2 %5513, [612A1
ZHT DEICEEOEZRZ2 DT T IEEN,



Exercise 2

More formal
(Requesting information)
1. I'd appreciate a reply asap.
2. Would you be able to help. . . ?

3. Could you please send me. . . ?

(Replies)

4. Please find the. . . in an attachment.

5. I'm pleased to send you. . .

6. Thank you for your enquiry.

7. Do not hesitate to contact us if you
require further assistance.

8. We hope you find this satisfactory.
9. Thank you for your interest.

10. Your request is being processed.

Less formal




Can you help? / We hope you are happy with this. / Let us know if you need any more help. /
Please answer asap. / I'm sending you the. . . in an attachment. / I'm sending you. . ./
Thanks for choosing. . . / We are working on your request. / Can you please send me. .. ?/

Thanks for your enquiry.

Tips
- “Please” 13H 5 W HFEFA DI T X 77,
- A 30T “Please” & WHAICHE S o7 +— < /LI D £, FRTHEHERZRR CIFEY £,
« “Can” £V “Could”, “Want” XV “Would like to” OF N7 +—~/L T,
c WD TD A — )V TIREE L2 5 5A1%. “We would be grateful if you could send us. .. ” £721% “We
would also appreciate some information on” ® & 9 72D TTERZWEI LT E LWTT A, 2
O Z[FAFERKDDOINTE R ADHFITH L THEI & B ro LB LWRECIZR>TLEWVET,




Exercise 3

Request

Request for brochures

Our company is currently looking for accommodation for some overseas
colleagues who will be transferred to Southampton for 12 months.

me some brochures showing the various

houses and flats you have to offer. We also need to find locations near schools;
‘)

As our employees are arriving next month, I

Thank you very much.

Best regards,
Rachel Beamish
HR assistant
Wells Litd.

Reply

Re: Request for brochures

Dear Ms Beamish:

. Unfortunately, the brochure you requested is

being reprinted at the moment, but

Prices and location have remained the same, however, so you'll find the requested

information . The new brochure will be sent as soon as

it’s available. We

Regards,

Brian Pearson
Relocation Specialist

Changing Rooms




Exercise 4

B RO =D DR EHAH, TNEIUTOE DD DERLA =L ER L T TZE W,

1. WMDA—=NE LY 7 —</LZEZEBELTIEIN,

Our general manager saw your advert in yesterday’s _Financial Times_
and wants the free start-up packet advertised.

Send it to:

We also want all the information you can send us on your after-sales service.

Thanks in advance,
T. Gerald

2. BRTEVDRO LD RRBTEP N TS EREL T, RERIEAZKETHA—NEZENTLLES
AN

c HRTITEEE X —EEL RO EERYET TTWETHIUIHA DB XTI W),
» DHEBRRORIREDTDIT, FEXDOR T Ly FBBET,

X7 by bEEDHEHED John White (Mgl 7evy) (ZEL T E S0,

* White KD A — /L7 RL AL, HR7=ORE (GRHHMEE) B#Ezx T<nE L,

KAILD T THEME T,

3. MOEHIRA—NDPEEE L, RELZFNTIZIVY,

We are a medium-sized engineering company in Amsterdam
and are interested in your Progress range of office furniture.
Could you please send us a catalogue and a current price list?
As we are in the process of deciding on office furniture for our

new building, I'd appreciate a prompt reply.

Thank you for your help.

Matthew Stevens

... (Name of the company, address, phone number, etc.)




HHRala=lr—rarSieftE (5GE) A HoNEERE R

Making and Confirming Arrangements

<HKA V>

AENE, A bE - SR ORI - BT O E (arrangements) &, ZAUIxTT SRS (confirmation)
ZATOT2DD A= NVEKBLZHE L E3, Register OEWFFILZANETERTTTA, A—LDOHMIZ
& < ETE{ZFE’J@EH#J:%UT% XETHZEROT, HbEVELXA LOWLEFLERNTL LD, HiE
WELZRWE I, HRZHRIABADLIICEEEL LD,

1. HIscZ A 7 fE (Exercise 1)
FFEIBILE LS AT, BPULTHA T LTATLEIY, TEXb0lX, ko (6 H 19 B0
1] FTELTLEEY (4« 77 A V41E T619E1 £4RiT),

2. 2 5FKH (List 8)
P[] « ST ORE & MR DBRICRISL >R B MR L E L X D,

3. EfRROpIED (Exercise 2)
e OFRBL (RFZ - BEH - E;HF“W;E) CHW D RE G 2 iR U E 3, o R oD 22 M8 | 2 3 ) 7 Bl
Eio T TIEEWn, £ CMEOB LTI FEEREICLTLE I,

4. B (Exercise 3)
ZODBIXDIEFE, FTOUY R MIHDLEHEEANTHED TSI, #HEAERO7 7 4 MZRA
LTCWelZWTHETY, TEebDa, forstkd 16 H 19 HZ D 2] FTHES T EE W (14 -
7 7 A N41E T619E3 4iil)).

5. iid
WDOAFEERT, PERR « I—T 4 VT OB ESGHERET DA —NEENTLIEIN, £2EFN
WX T DIREHLEBENTAHATLIEEN, (Z7 A4 [619A 4RI & LTiE-oTLEELY,)



Tues
second meeting to finalize terms and conditions next week
three possible times:

Monday 13/3 2pm

Thursday 16/3, any time

Friday 17/3 morning any time

need approx 2 hrs

(Urgent: deadline for reserving conference room tomorrow afternoon!)




Exercise 2

1. The conference begins ( ) Monday ( ) the afternoon.

2. Could you pick me up ( ) 5 o’clock?

3. The report must be finished ( ) Tuesday.

4. All holidays must be taken ( ) June.

5. The company was founded ( ) 2001.

6. I'll be at a client’s ( ) the end of the week.

7. ( ) the moment I'm very busy but I'll be able to finish the report ( ) next
week.

8. If I haven’t heard from you ( ) the weekend, I'll call you ( ) Saturday.

IRFfH] OB FHV N S Al {5
-on (MEH)
AWEHIZ : “on Friday” / HEEHIZ : “on Sunday” /#KIZ : “on the weekend” (7 # U B3
B
- at (RfZ), #LH)
FBFIZ : “at 5 o'clock” /A —FE4IZ : “at 3:30 p.m.” EA&ZHIZ : “at midnight”
FRIZ : “at the end of the week”, “at the weekend” (1 ¥ U R 5555
HZRIZ : “at the end of the month”
A — 22 —HIMIZ : “at Easter” /27 U A~ Z|Z : “at Christmas”
ABIEIT : “at the moment” (NOT: in the moment)
- in ([, MR, 49)
ZFRTHIZ : “in the morning” /4F#41Z : “in the afternoon” 7Z(Z : “in the evening”
ANAIZ : “indune” /J\AIZ : “in August” 2000 42 : “in 2000”
FH—IPEHIC © “in the first quarter” /25 = D012 : “in the third quarter”
A LAINIZ ¢ “in five minutes” / =4-LINIZ : “in three years”
- by (kiE10)
&MEH £ TIZ : “by Friday” /FHE;E TIZ : “by 5o’clock” /3 H F TIiZ : “by next month”
ex.) We must finish the report by Friday at the latest. (NOT: until Friday)
GBS THEMETIZUR— M2 EF 2 TE, )

[

XEOML, BES - BIFE L TR ORIUME 5 H DI,
until (till) : ~F T (ke L <)  for : ~Of] HOEX) / within : ~LINIZ
during : ~DF > & (HIE)  while : ~LTWA[H (ZDtH)

REWHYET,



Exercise 3

1. Making an arrangement

Dear Sandra,
Just a meeting to discuss the presentation.

Friday? We could meet for lunch at the Trattoria

Rialto on Breite Strasse. ?

Pls this afternoon to confirm.
Regards,

Vanessa

2. Confirming the arrangement

Dear Vanessa,

I'd like our meeting on Friday.

12:30 is . I'll bring the presentation info with me.

seeing you on Friday.

Sandra

BTW-—regards to Jim!

3. Proposing a change of arrangement

Dear Nigel,
I'm afraid I as I'm on a training course for the purchasing software.
And later is also impossible—TI’ll be with Mary to meet clients.

Sorry about this, but it’s been very hectic here. I'm afraid I've even had

the CEO until the end of the month. with you if we postponed

our meeting until the week after next? I should have time on 18 or 19 May.

Please either of these days is convenient.

Have a nice weekend.

Christie

List

good for me / I look forward to /can’t make Tuesday / would it be alright / 1s 12.30 OK /
in the week / let me know if / send me an email /to confirm / what about / to put off meeting /

writing to arrange
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Useful Phrases and Templates for Business Emails

<KA Y F>
AENE, EVFRATOE A —MERAOBIIRNSL ST L— R b | CEHEROREENT LT,

1. Bt A 7idE (Exercise 1)

WA B R A E A= VSTl LTHETELE, VIZ/Z A MDAV L BLE W
FOA—=LTT, EELTHA L TATIEEN, HREbIE, RO 16 A 26 HZD
1) s TLEESW (77 A V41 1626E1 4RI,

2. fEx DR ZMED (List)
EVARRA B A=V TRICLHORAZN Oy 77 v T LE L, £0, EAET X A
HRICLELZDOT, flERLTIESN,

3. E A= VO CFEMHNE MR (EEH
FRIPBICE TR A E A=V E2EL, IRF oGO TLEEMR T D L3R TT,
BISCE BN, REMNZR 10D EZHERLEL X 9,

4. THLZzSThiuE, b LE S ThriFhE) BoOEREE (List, BEE22510)

EEO 3FICET TH L) ThiuE, b LE S ThiFhid) BocEdlkix, JEFEICILH
HEOBENHLOTT, [~nEInBMLELEE V] LW IEHERS L ED T, W OIS %
ER L TAHATLEE W, R b DX, #stkd 16 A 26 HED 2] (2> TSN (77
A N21E T626E2 44 1),

5. ifed
WOLMIZE D A—NVE/ER LT, WebCT OFEBEIEHEIZE > T EE W (774 V41T
[626A 4 Hil]),
<A—1>
M HG-05 % 100 45, HG-06 % 200 4, ZZiCitk->TH 59, BA,
B HG > ) — X DR 7 by B &/NEIEIZELY 720 o T, 5,000 #Hik->TH H 9,
<A—L 2>
A . EOA =V CHEL SN TSR W2 E D DR 5,
R LR D IR Do Te T DITIEEN BN, N T Ly MIT—F &2 Z DA — VTR L
TEDLDOT, EHTHRICEILTH D 5, BIFMICH LRLNENIXTFFHEZIZLE
THZ L,



= ==r—rva VElftE GG A H/VEERER

Review and Exercises

<AHA >
ARNIHEMEZE L T 2 E TOEENA LR IR Y | GHEA ORI B A MR L E T,

PR O SCEE O 2/ BB 20 A Al > T 2 S,

D ~—=07 4 Y TRE~NDITHERDTE ) TENET,

Congratulations ( ) your promotion ( ) Marketing Manager.

2) BRDORKERAZ ) =0 TETHHIENVEROILEEZHERLLE L,

I saw your very interesting ad ( ) a big screen ( ) Shibuya.

3)5H 20 HIZETA—NVEIRMTZ 7 ANVENZIEE HOMRE S TINET,

It was a pleasure to receive your email and the ( ) ( ) May 20.

4) 2008 47 A 4 A £ TIZBRFL IS0,
Kindly respond ( ) this invitation ( ) July 4, 2008.

5) BEWTAHDEFE LRI L TWET,

We look forward ( ) ( ) you soon.

6) ZICA— N L TLTNSATLLE L,

It has been a long time ( ) I last wrote you.

7 A%EBHELIBEOWZLET,
Please keep ( ) touch ( ) me.

8) lkttH A X <v—H—ERAETETA—/LTIEK ZE,

Please ( ) our Customer Service Section ( ) email.

9) HHOFRIRBMD T ¥ 1 72 N2 E IO TN,



We would ( ) a brochure ( ) your full range ( ) children’s clothes.

10) BF Tz, EHOEEOY A X EflitgE ZHRL Z S0,
( ) your ( ), please send us ( ) of sizes and prices of your

photographs.

11) BHITWANARFEHEO a2 Ea—H—« T A= —Z2 L TEBVETOT, GHob
O 7R RDVIICBEZBIZNVELEWERNET (EoTLFEW),

We are ( ) the look out ( ) a wider range of computer loudspeakers and could
make
good use ( ) some brochures ( ) you.

UFOA~E® () WEWORZ TLEAMALTTL 2 &0,
A) ZZTABOREARERD ET,

We will (during, the remaining, set, dates/times, meeting ) this first one.

B) 7O L TRERELVICES ST, 3~4F02#LZ TELTVET,
I expect it will (the numbers, work them, take for us, to get, and then, all out to, on the table,

three to four meetings ) the final projections.

C) REDBAKL ZFHET DIz R#E L& 7,
We will (to, be meeting, for, the capital budgets, plan ) the coming year.

D) ZNFNOEHEOTHEAML Y 2H2 L, S0 a2 X MHIBUCEE L LTE I EMRTE 20T
EHLITTHEHLS 2SN,
Bring your department’s (the company’s, cost-cutting drive, will contribute to, to explain,

budget projections, and be prepared, how your department,).

E) &fll0SEIX1 1A 2 AT 0 b & TfTVWE1,

The first meeting will (at, in, November 2, 10 a.m., be held, on ) the conference room.



Exercise 2 O A~E OIEF 2% 2T, RO E A—ADZEH 1~ 51245 TFIHTL 7
S,

To: Department Managers
From: C. Jarrett
Subject: Budget Meetings

Dear all

1. 2. 3. 4. 5.
Thanks,

Carl

LIF D A~H DIE %% %2 C . Tom McNamara 7> 5 D A — /L& 5E SETL &0,
TE7b0x, ko [7TH3H] £TESTLIEIN,

A) Any idea?

B) How about chipping in and giving her something for her birthday?
C) Don’t die in this heat and humidity.

D) She’s really into Indian cooking recently.

E) How have you been?

E) I'm open to other suggestions.

F) Next Saturday (July 5th) is Sarah’s birthday.

G) How about a cookbook and a big plate?

From: Tom McNamara
To: John Smith, Kaila Roland, Stan Biggs, Maria Rodriguez. . .
Subject: Hi! Everyone,

Bye,

Tom




