—® a

B 5 ——

TRIRMEMFPL S, BEMEFRN, ABESRUXRPENEY
SRFHMHESENLEZSH,

WRIREEHEBRABBEABFRNIES, RITRSHR SR
MEAERTHREPHBmE, EAENTERZNHT, REENE,
FEEE,

BARERBANBTEOR LTEPTHEELEBEN—XB T8, T
REBEEHER, ERREYHR, AEZFFME, RBSEIEREE
BRI B BHRSE A,

BRERREBISRBH. W HESEHEREFE, TIRE
BEHRM4, ABEXEFARREORBAZTHBIIRERER,

R IABEES BE I B X A, WM PRI EIRGH B IRAE T1E
bR B EMRIEK, RERIARRITEXES, FEIEMFMIRMESK
B, B4, SESRTFHRHARETIHEENE, MEES

Et, RERBAENXAGFBHHITMAA, FHEHNRE
Celia, iRt TREFTHREN, FEXABB/UNFIZR. BE, BE
ERFTEFEREHEHBFELE,

— &




H ok

Contents

w55 LB I S A B S

How to Use E-mails for Business

General Expressions

ENPGR

Everyday Correspondence

021 - AR LEHIE Common Business Abbreviations
023 - BYEEERIE Openings and Closings
025 - i Expressing Thanks

027 - iR1&E Expressing Good/Best Wishes
029 - i&# Apologies

031 - F=PIE/BE Expressing Condolences
033 - &;xE1E Expressing Sympathy

035 - #iF Invitations

037 - 2% Reminders

039 - 53K #EB) Requesting Help

041 - $R#t#EEY  Offering Help
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BHEE - BIEE

MBHRBBEZROBEREBHTE, BEUHGRIRE, B2, DER
TR T, BAREENRIANBKESEXE T HITEHE, NRFREHE
B BT HRGTAME, THUESEIHMSRERATIRBHT,

(85 R ‘ =)

HEFHIE SRR S ARKNEB T ETFHRAAGNMENRE Y RRFTHER,

THER/LEELER.

O FRBATERERNBEE —BEEAEELERRZ MBEHBERS
REMIFEROREAFR,

O WHABNZRBESE, HEARENBRE —ANTAERERRES L
BEEE T A B B 1

O BEESIMEESESASEETMUMIRE —SREEAASHRE, T
BREE RS EIT R BT R T R AR

BERE—TIBENHE—R AT R P ARMUA T ER,

1 5 g 0 e

BEt Y AR EBERRERR:

O REESRKINE—H B, MRRFAKINBHEUFFTREDE, R
KRN B RESEE—HEWHE, FEESRNHTRELTRBHNRE.

O REFARBEFNEEE, XERESHEKERRADE OB
To FEBBEUEEBLHEEETHIROAR,

B S, SIAREENBENTENFNE, KSR BEEFHED
a3 E, HR3IBEN, BEFNRFEDENREPIRERENRD. RE
TUARRENAR, REE£EER,

MENEHTA—RSREFETEFEERNEE, BRI, XEMRTR
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Correspondence




© B #im(s Ereydoy
+HE. E¥

EENBFXA.

BRAREHEXRSWPHAY S HELER, ROE, aABTRRUE, X
O FE—-ERIEERITN, IREARE “RENEGE" ZXHNE, RBS
NR—E2MTFH T EM, RIK, SRERARNBELEHRT S,

BRFEVEERRR. RIEXEERAMRENESD, 3t BRBRITES
s — MR T F, RENERERER.

| iz 7 B Expressing Condolences : @

. BE/BMEARANTHARAREANTFREREEMRILS LATEEHORG,
. RRZ:

1. BBRAT ARG,

2. ARG ZHE

3. R EBRHEE.

#M4)%  Useful Sentences

Formal IESE)

1.1 am saddened to hear that... 75~ #E R, BRES.

2. Please accept my very sincere condolences on... &2 e IR
1= / Blial,

3| was shocked and deeply saddened to hear that... JTE]----- HsEA, BR
B, HREES
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BWH¥EE BIEE

6. We are saddened to learn that your mother/father has passed away. FEfR
B/ CEEHHER, BRRMED,

7. Please let me know if there's anything | can do for you and your family. 40
REREDFRERORAMEH 20T, FEFR.

8. If you need a shoulder to cry on, you can call me anytime. MBREEFA
ERBME, REHTHUARTSIE.

Informal JEERBY

1. You must be feeling terrible/awful right now. {RIRE—E RS RMERZIE,

2. If you need anything at all, please just let me know. WRRBEG LT, |
EREESFR. '

“ZHESC Model

Subject: Jane Wu

Dear all,

We have lost a dear friend and valued colleague. Jane Wu died yesterday
afternoon following a short iliness. Our grief and sadness at this time are
little compared to what Jane's family must be feeling. Our hearts and prayers
go out to them. A plague in memory of Jane will be unveiled next Tuesday

morning at 10 a.m.
With deepest sympathy,

Carol Wang

W ®-=
HEeHRAT.

RMEET—REBUBEANEENESE, & - RTHXTFEI—H
WENRREEEET. RINMEGRRITE A SHHRAFKZNERH L,
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HE%E. BiEE

2. Would you like to come to a..? ReEk---- 1g?

3. Would you care to come to..? {REEXK - g?

4. Would you be able to...? 1> G Y

5. Do come and join me/us on... HR—EEXSNR /BN
6. It would be great if you could... IBAREE-, BBRRAK T o

Declining an invitation Bl

1.1am very sorry but | am not able to... EEB]R, BAE -

2. Unfortunately, | have a prior engagement that evening. MRk, BRBL
REBEANR. '

3. Thanks so much for inviting me, but I'm afraid that due to... | cannot
accept your kind invitation. BHEHRAEFME, BR- BB REEREZIR
HEE T o

'

2 SC  Model

Subject: Staff training, Monday, July 5

Dear all,

We would be very pleased if you could come 1o a staff training meeting to-be
held on Monday July 5 in room 405 from 2 p.m. to 5 p.m. Please let me know
if you will be able to attend.

Regards,

David Lui

+§. 7 A58, BR—, RTHI
HEeARRI:
B I B T, NE: 7R 6 OFF2EE54; A 406 FE.
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BHEIE - BIEE

WAL Model

Subject: Reminder of the coming visit

Dear all,

Just a quick note to remind you that John Lui, Vice President of Marketing
for Shanghai Corporation, will be visiting our home offices on Friday, March 6,

to discuss current marketing trends.

He also wants to talk about long—range strategies, so it is important that we
are prepared with current data. Please have your monthly reports on my desk
by Wednesday, March 4, at 10:00 a.m., and be prepared to meet with us

Friday morning.

Regards,

FE: PR
HeEATL:

ELHRBAR—T: LBERAFETEEHNEERAN - ERELERT
3 A6 BEFABHNAE, (TRRENTHEHRSES,

fbE FEITIL— T KEIEE, Eit, BNRELEATHEEHOHIE, 5
F3IB4BLEF 10 EMZHRRINNBERERIIRNALXKE, FEAR
A L FHSEBEES.

i
AL !
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A RIE « BIEE

wondering if you needed any help. If so, please don't hesitate to contact me.

Best regards,

Julia Csi

EE: SRR
FENER.

BAEXEHREANAE TARZIEML, BBMNE, REETBESR. @0

RABBE, FIEREERRIKRE,

3
sl

($HERi  Giving Suggestions

MEARUBUASILGREBE, BRIEE, REEARZ—TRBW, BT

8 A A
EIPT o

wH%  Useful Sentences

Making a suggestion &l

Direct B89

1. What about...? -+ BARE [ Wnf?

2. Shall we...? -+ Fg?

3. Why don'tyou...? {RfEIR------?

Indirect ( polite/diplomatic ) IFJ#ERT ( #3789 / 5P ZFESHT )
1. Why don't we...? Ef1EFR----- ?

2. Perhaps we should... F{ItBiFRZ -
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BHEE « BiEE

(ﬁl}f Complain‘«cgsﬂi J\

BFBRERAZANTH LS, MERNAAREEATFRUAREERY >
B, MARKAAELFEBESE, RFNEENRAALNERTETREY
HNE, bWTBFRE, SRFSHRRZ.

1. ERIRERIRORH 4o

2. RPHRMRE . FREFHBEHERE,

3. L BBYRI ST I 7 S AR 25 £ B RO A

4. BERIRE A BRI T 5%

#H49%!  Useful Sentences

Formal IER K

1. | regret to inform you that the... HRBFBHEEI{R-----

2. | am sorry to say that... {Ri&, -

3. Could you please not... i§RAE -----

4. | would be happy if you could exchange it or refund my money. 2052 {REEXA
BRESBRANIE, RSEESTN,

5. | am writing to make a strong complaint about... L XEER2ERk - —FEx
ERHEBIIRH,

6. | am writing in order to strongly complain about... 47 38 ZiH#b$&iF------—=
LB,

7. | am writing to strongly protest about... I {ZRF IR Xt

Informal JEIER B

1. It really upsets me that... -+ ERATIEE R,
2. It made me so upset that you... #& ({[1) -+ FERERBFEER,

3. | don't think you realize how upsetting to me it was... ZIAAMR (7)) %
EiREXFe BEZ4AHTR,
4. Canyou stop...? & (1]) BEFRREELE -2
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BB KIE - BEE

#H49%  Useful Sentences

. Welcome to... 3iB¥ M- '

. We hope that you will enjoy your stay with us. & B RIOIRIELBMER, -

. We are happy to have you on board. Z{i 1R & MRERMRNZE—E.

. We are really glad that you have decided to join us. RINEANREMRARE

FMBNE—E.

5. We are pleased that you have joined us and look forward to a pleasant and
long association with you. BRFFMNE—&, BIOEHFEE, F8, N
HRESTRRBKHEN. RENXR,

6. You are very welcome to come and see me at any time. FER 3 IDRIIKE
BH,

7. You are always welcome in my office at any time. B&3RiM R I B
BAE, _

8. On behalf of the company | would like to welcome you. FRi#EERFTIHRNIA

EIRIDIR

A W N -

9. It is my great pleasure to welcome you to... #KEEXNE----- , BEREAEE
FRE,

10. It affords me great pleasure to welcome you to... #EEEYEIE------ , RER
BRI,

£MAEL  Model

Subject: Welcome to Shanghai Corporation!

Dear Tim,
We are pleased you will be joining us as a manager in our produce division
and anticipate your continued excellent work. To help you become better

acquainted with the full range of our services, John Zhang will show you

around the plant and truck terminal.
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HHEIE - BEE

(rﬁfii—*ﬂ&t'l‘lﬁﬂ{ Conveying Neutral News : )

AR, TREXTFIIER4EMN, FEREHN, FRNBAENERE, 8"
SETSHUEBEEAART, —ROFNR BT FF IR B o

4% Useful Sentences

1. This is to inform you that... ZEtBEI G-
. We would like to inform you that... RATEBE KK
. We would like you to know that... {1 BR{IK0E- -
. The company wishes to announce that... Z/A S ELE#R---
. Shanghai Corporation wishes to announce that... Fi§ASELER -

. Please note that... {#X &
. This email is to inform you that... tt8F T B2 BAEN----
. | wanted to let you know that... BBt KK T#&

2

3

4

5

6. Please be aware that... i&E &

7

8

9

10. 1 just want you to know that... R 2F BRI

£ Model

Subject: Monthly department meeting

To all staff,

This is to inform you that the monthly department meeting will be held on
Wednesday, October 10 at 11:00 a.m. in conference room #2. ltems on the agenda
include a report on this fiscal quarter and information on the new vacation policy. If
you have items from your area that you would like discussed, please contact my

secretary, Jane Wu, at extension 9435 so she can add them to the agenda.
Yours truly,

David Wei



