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Author’s Introduction

What's the first thing you do when you get to work? If you're like
me and most other office workers, you check your email. It's as much
a part of the morning routine as a cup of coffee or doujiang. A good
chunk of the rest of the day is then spent responding to inquiries,
asking for opinions, commenting, thanking, and reporting — all over
email. Despite the massive volume of email transmitted every day,
actually writing an effective, professional business email can be a
challenge for anyone, and especially for students of English. This book
was written for English learners who work in English or semi-English
environments where emailing is a major medium of communication. |
have tried to include phrases for as many business situations as
possible. These phrases will give you a solid place to start. Use them
as tools to construct an effective business email.

When starting an email, ask yourself, “Who am | writing to?" Is it
to someone outside the company, inside the company, or are you
writing for the purpose of employment? These questions correspond to
the three sections of the book. Next, you need to ask, “What is the
objective of this email?” Is it to introduce a product or service to a
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potential customer? Maybe you want someone to pay up. Or perhaps
your’'re emailing a coworker — is the purpose to thank or criticize?
With Peeping into an Email , you'll never be at a loss for words in any
business situation. Keep this handy reference book on your desk. Use
the phrases and sentences as they are, or hone them to best suit your
situation. Be sure to check the sample emails at the end of each
section to see how the sentences fit within the overall message, and
now various phrases and sentences can be combined.

| can’t stress enough the importance of writing effective business
emails. For customers, your email may be the first and only impres-
sion they have of you, and that makes your writing as important as a
professional name card or a firm handshake. From the point of view of
your coworkers, how and what you email them can lead to greater
productivity or damaging miscommunication. In short, if you don’t
make sense, you don’t make money.

Best (email) wishes, [cf. page 5]

#

Howie Phung
Taipei, 2006

900 4381
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