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| }) h3 45 HliE Common e-mail language

&40 Providing information
My new e-mail address is....
I've forwarded your e-mail to....

Please e-mail or call to confirm.

Please visit us on the web at hup://
WWW....

oO®0 e

®

Please visit our new website at http://

® This is just a test message to see whether
you can receive my e-mails.

@ 1 sent you the magazine that you wanted
to borrow.

® You should receive it by Friday at the
latest.

© Please return it to me when you’re done
with it.

@ I tried calling you at -that number, but
the line was busy.

® I'll be away from the office tomorrow.

Bt Attachments

@ Please find attached a copy of the file
you requested.

® Please let me know whether you’re able
to open the attachment.

© Please let me know if you’ve received the
attachment.

O 1 was unable to open the attached file.

@ 1 think you might have sent the wrong
attachment.

F BT ER A e
RELIBIRKBRFHR RS -
THHRAF BB IE TR
HERRAT MY, HakR---
HERRIHT PG
XEFEEARER—TEREBKER
R ERFF o
RAWFETHREHERRE,
BEGR R I,
HERZERESR.
RAEFITEXANSH, HR LXK,

RARPEDIAE,

THTE M P E WA B HR 4 3
HE AR T RS IT M
HE NSRBI

WA REITFMHF
REBEHIMATRRRE T o
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@ 1 was able to open the attached document,
but there was a problem with the format.

@ Please resend the file in plain text
format.

© Please try sending the attachment again.

© I'm attaching the report in two different
file formats.

@ For some reason, I didn’t receive the file
attachment.

1€ Replying

© Thank you for your e-mail/message.

@ Thank you for your inquiry.

© Thank you for your reply.

® I'm glad to hear that you're doing well.

® It’s good to know that everything is
going well at your end.

® I'll try to answer each of your questions
one by one.

@ Please let me know if you have any
further questions.

©® Please visit the websites below for
additional information on this topic.

© 1 have directed your inquiry to our
technical staff.

@ I forwarded your e-mail to my business
partner.

@® I'll contact you as soon as I receive his
reply.

@® Write back when you get a chance and
let me know what’s new.

@® Keep/stay in touch!

/a]1] Making inquiries
@ Did you receive the e-mail that I sent a

few days ago?

REBITIFMHE, EEH R,
HUAA AT EE—RIH.

HHRERX—RMG

ERE S, RARMAR B SRS
TRTHRE.

B TR RER R AR BIR

WK
BHRHEA,
AR EE,
REGR—EE, RIER.
BRK—TIEF, RIBFEN.

B FEI0F B R AN E
HEMEREEHHMAE,

B RET R R A XX NS
EZER.

HE LR RS RITHERAR
RE &0 B BE 4 7 2 44 B i gl 4k
G

B— 3 b A [ S BEBR R BK 2R
HERRER, HFRIRKESLIM.

REFEKR!

RILFR & 1 IR B R AR R T 17
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® 1 wasn’t sure whether you got it, so Ijust RAMEFREB WD, FFURREEH
wanted to check. A—T>

® Have you received my postcard yet? HW BRI T

® Is it possible to reset my password to log FRAEE Fik B HL BRI RIS
into your website?

© Please confirm whether you have received HHWIAFEECEWBIFAESWUNWAR
the itinerary for Friday’s meeting. 4.

® Please let me know as soon as possible. /R E A,

@ Did you finish writing the report yet? RE e T

© What are your plans for this weekend?  XJEAHKKRE H4itRIvg?

© 1 would like to hear any suggestions you FARITIT /R BRI,
might have.

{ f&p ;
oy e, (101 CEFSO N

How have you been iately? | just wanted to let you know that | switched {0 a new
e-mail account. Look under “Sender” and you should be able to see my new e-mail
address. I'll keep checking my old inbox, but you can e-mail me at the new address
from now on.

Keep in touch,

Timothy

BRIEEAR? BB & FIRRIRMMBET . EFHATEIREETHHAIFTRE
i, RESHREEERUNBKAE, FLRSRMRITIAIFTIBHE R HIE,

\- _/

/

(1812 WHZ)
Dear Joe, .
Thank you for your reply. | really appreciate you working late yesterday to finish the
proposal. Unfortunately, | wasn't able to open the file attachment for some reason.
Could you try saving it in plain text format and resending it? Looking forward to
seeing you at next week's meeting.
Best regards,
Margaret

FEBBEROERE, RATEHRERERLEIBLARBRIEEN, THENRET
B+ ARBEBREZITHAMA, REUEXETERREINXMEF, BERK—XK
L? P EAETANSNERSRAA,

J
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g) [a[{E Greetings

W /EJi i Asking the other’s situation

@ How are you?

® How are things going?

© How is everything?

® How's everything at your end?

© What’s new?

® What’s up?

@ What are you up to?

® What have you been up to recently?

© What’s going on?

@ How’s your school/university life going?

@® How did your exam(s) go?

@ I'm sure you did an excellent job.

® I hope you had a pleasant/relaxing
holiday.

@ I hope all is well with you and your
family.

UEBHVT T Describing one’s situation -

©® I'm doing alright/fine/okay.

® I'm doing very well.

® I’'m keeping very busy.

® I'm keeping myself busy with my studies.

© I'm keeping myself busy as usual.

® Everything is fine/okay.

@ Everything is going very well.

©® Everything is pretty much the same as
usual.

©® Not much is new here.

WAH S k7 Describing one’s health
©® I'm not feeling very well.

® 1 think I need a few days off.

PR S

BB ARE?
BRI ?

HRIBH G ARE?

PRIE AR/ PRATEF?
HAAET YV EAM?
FREGE A4 W?

S 4)in | R 7 A
HAAFET?

R/ KEEFBAR?
HREREBE AT
RAEGHREERE G,
FERED T — MR/ BRKRE,

HFEIEMNER TR

E2 43550

R—EHRIT,

M, /R—ELTET,
BRIEBEFI AL,

— AR o

—YIERR T

— DA E AR —F.

XABAH 2FTEE .

REBERRIREF
REBRFIEILKMB.



® | really need some R&R (rest and
relaxation) .

@ I've caught a cold.

©® 1 have a sore throat.

® I'm feeling nauseous today.

@ 1 think I have a slight fever.

® TI've been feeling under the weather all
day.

© I've been feeling lethargic lately.

@ I’ve been sick for over a week now.

® I can barely get out of bed.

@ I have a pain in my chest/stomach/
back/head/neck/throat.

® My chest/stomach/back/head/ neck/throat
hurts.

@ I have a bit of a (an) headache/
stomachache/earache/ toothache.

® I'm finally starting to get better.

® I've regained my strength/energy.

® I've gained/lost some weight.

@ I’ve lost over 5 pounds since getting sick.

® 1 feel a whole lot better today.

@ TI've never felt better.

E—#45 HFUFHEK Personal Correspondence l
ﬁEHQ%%{*:@ ’ ﬂﬂm&——ﬁ‘o

REBET.

BRTHE,
HESRERILEL
RIEFRA RILRS
R—BRIBIAET R

E2A- ST S/ RITA

RER—HALT .

HE—RILEAEK,

ROk, BE/ BE/ K& BTER R
T

KOk BE/ BE/ KK/ BTE B
TH

BAE Rk B/ Hoaem/ T,

KATIEERT .

RIKE TN/ ¥,
REFMMT/REBRET
BWAER, RETSBE,
REREBELT o
R—EABRITFH

-

Hi Tony,
How’'s your vacation going? You must be

sure to write soon.
Best wishes,
Gabriela

BHEBEAH? RERMN—T
RKT? BETHRIRMERSR, 35
RIREIREBIRT . —EBELBNEE

N

=y

2B
=5

countries have you visited so far? | got a part-time job as a waitress and I'm enjoying
it so far. Anyway, we all miss you and can't wait to see you when you get back. Be

£
B, FEE
!

(M8 1 CERFIO

having an awesome time in Europe! Which

TROENERIE . BT A 1k YR ER 2 1 BR 4L
ABRBANRER, ELFR

J
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(fEf12 (mHA)

Gear Jake,
| was so glad to receive your letter. It's been about two weeks since | was transferred
to our southwestern branch. The office is a bit smalier and I'm still getting used to the
new environment, but my new colleagues are all very friendly. How's everything

going at your end?
Warm regards,
Grace

REXEEIRMKE, BRRAZARIASIEELERAT . BADAERT SN,

BELHEENHTRE, EROFREHIEELT. RBILELE, —tJ]mﬁﬂ"Q?
o
(3) FERi§l Expressing thanks
©® Thanks so much. £,
® Thank you very much. |30 1.
© Thank you for the beautiful gift/present/ BRI Y/ RE/1E,
card/ flowers.
® Thank you for the blue sweater you sent R ELRNEHI YK BEX,
me for my birthday.
® Thank you for the information on your SRE{REI=ZSER,
products.
® Thank you for being so considerate. AR R AR
@ Thank you for the invitation. AR M,
® Thank you for all your help. WHER NI,
©® Thank you again for your kindness and FHFUCRIHRAGRERIALo

caring.
@ Thank you for everything.
@ Thank you so much for everything.
@® Thanks again for everything!

W R AR —Y].
BB R —Y,
AR B X—a.

@® Thanks for helping me move yesterday! HifRIEXBRIBE .

® Thanks for all your efforts. MR T %,

® It was so thoughtful of you. WEARRE A .

@ It was really kind of you. WAEH,

® It was the most precious gift I've ever XRBUAINBELHAILY.

received.

.6




@ The earrings you gave me are absolutely

beautiful.

You’ve been so supportive from the start.

I appreciate your hard work.

I truly appreciate it.

I really can’t thank you enough.

I can’t express my gratitude enough.

I couldn’t have done it without your help.

I wouldn’t have been able to do it without

your help.

@ Thank you for the wonderful dinner last
night.

® 1 appreciate your kindness and hospitality.

@ We enjoyed meeting with you and your

® 866 6 e

family.
@ You really cheered me up last night.
@ I'd like to have you over to our place
soon, too.
@ I'll cherish your gift for years to come.
@ 1 thank you from the bottom of my heart.

#—#84% X iFtEkK Personal Correspondence I

HRRGROBIFERKERT

PR —FFEEBRAE B HF R
RIRBMAIREIF S LA
REMRBR .
RELEXNRBHAR
REARIBBHZERALT .
BARFRTER, RETIETRI
BARFKRER, REMAKE,

BRI R B

TR B A RS AT
REGWBMEFIRBI RN

RERR R H AR M4,
R BREAAERARMTILK,

REAKEZHEFRNLY .
REOHBRIBIR

rDear Jen,

back.
With love,
Carol

JLE.

-

Thanks so much for the lovely dinner on Friday night. You're really a wonderful chef
If was so nice to see you and Bob again, and your new cat, too. Shane and | are
going on a trip next waek, but we'd like to invite you over to our place when we get

FERGELMRABRE, RERNMRENEIH. MREFINRNBHTERRE
FEVE, MRS T, ROHRTAELRST, AXRE—EEFRNIIFMX

CIRES TN

/
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-
5612 (HHA)
/Dear Mr. Bennett, ; }\

We received your gift basket this morning—it was very thoughtful of youl The Swiss
chocolate is especially delicious. It's always a pleasure to provide our accounting
services to you, and we're honored to have you as both our client and friend. We

Sincerely,
Joanne Thompson

REHZUTREBRMNZERSH,

\_

wish you and your business every success in the new year.
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J-L) PR HIL T Expressing good wishes and congratulations

4 H#7#5 Birthday wishes

© Happy birthday! A B PSR!

® 1 hope you have a happy birthday! WARAE B B4R

© We all wish you a very happy birthday. ~ FATTEBHARIRE —MRAREH

O Congratulations on your 20th/30th/40th HLERARE 20 B/ /30 %//40 B4 H ,
birthday |

© May your birthday be filled with joy and #ARKAE H THRHE SRS,

happiness.

® I wish I could be there to celebrate your
birthday with you.

@ We send you our best wishes for a happy
birthday.

T H#L#E Holiday wishes

RERERNE—RERIIFHER

FTRIBEREFHRE, HFREBRSE,

©® Happy Holidays! T HRA!
® Happy New Year! BAERIR!
@© Merry Christmas | FHEERIK!
© Happy Hanukkah! LA R
© Happy Easter! BHETHREK!
® Happy Valentine’s Day! BATRE!
@ Happy Thanksgiving! BRI
© Happy Halloween | FEREK!



® I wish you a Merry Christmas and a
Happy New Year!

@ I wish you health and happiness in the
coming year!

® I hope you have a wonderful holiday
season !

@® 1 would like to wish you all the best for a
wonderful holiday season.

® We send you our very best wishes for the
holidays.

® We would like to wish you and your
family a happy holiday season.

® I look forward to seeing you at the New
Year’s Eve party.

® We're thinking of you and your family
and wish you could be here with us.

@ We love you and miss you very much.

® May all the joys of Christmas be yours!

@ May your new year be filled with health
and happiness.

@ May the coming year bring you happiness,
health and prosperity.

@ 1 hope that your holiday season is filled
with joy and laughter.

FHAEANZE Congratulations on school acceptances

© Congratulations on your acceptance to
law/medical school!

@ 1 would like to congratulate you on your
acceptance to graduate school !

© 1 just heard that you were accepted to the
University of Cambridge.

® 1 would like to express my warmest/

sincerest congratulations.
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