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Most non-native English speakers say they prefer writing an e-mail in English
to a customer or colleague over speaking face-to-face with him or her. This is
understandable: a writer has more time to think of exactly what to express and
precisely how to phrase comments and questions than a speaker does. Yet, writing
e-mails well — especially business correspondence — can be quite challenging. In
order to write effectively and impressively, it's crucial to know key phrases and avoid
common errors. That is the purpose of this book — to help give you the tools you
need to confidently compose good, error-free e-mails.

Design of the Book

This publication features a total of 50 units divided into 20 chapters based on
particular functions or themes common to the business world. For example, Chapter
1 focuses on introductions, and has a unit on introducing yourself, another unit on
introducing your company, and a third based on introducing a new product. Chapter
14, to take another example, provides a unit dealing with writing a cover letter that
you would send with your resume, and it also contains another unit with phrases to
include in a follow-up e-mail or letter after a job interview. Among the 20 chapters,
topics include arranging meetings, placing orders for products, writing reports,
discussing proposals, responding to complaints, negotiating, discussing financial
matters, and writing about marketing-related issues, as well as many others.

The units begin with 10 useful phrases related to the theme of the chapter, along with
sample sentences that use them in context. These are followed by sample e-mails
(sometimes a single sample, other times two shorter ones per unit) to enhance your .

In addition to o
used as a handy refe
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Be organized and to the point. Stay focused in your writing and write briefly
so you don't waste the reader's time.

ERALHHERE. SETEEAEGEHGEN, XBEATRSREEENRE.

Good subject lines are relevant, meaningful and let the recipient know
quickly what the e-mail is about. Since people get so many e-mails on a
daily basis, they often scan the subject line before they decide whether
or not to open them or to simply junk them. Make sure yours doesn't get
trashed for lack of a good subject line.

FHFRERVIE, EEENL, HALLKHEARETRIZHEFHENRET. BTFARSX
MWEIFE SR FIG, MRIBESREAMFE, ASARERBTENFZELHN
HEWBEMER. FHEMERMEFEERSE ARDFHRETE 77 MER .

Some people consider it a bit rude to ignore the salutation, even in an
informal e-mail. Use "Dear," "Hello" or even "Hi" (informal) as a salutation
and then the person's name.

BENNANERE—HFEEXHBEFHY, Z2HBRTENLESFTLETL. #H “F
ERTIGRET. SEZER W7 (FERX) EARFIE, REBREARZUGANEF.

‘This is especially true if you are writing to the person for the first time. Don't
make the reader guess who the e-mail is from and your purpose in writing
him or her. Confusion is unc_:omfortable.

MRRBRE—AREREBIA, BRALEMLE. FEPUEERUFEAREREENAS
. BARBSIENEEREFR.



If you are vague and imprecise, the results you receive will very likely be
less than satisfactory. You can save time and aggravation (on both your
part and the other's part) by being clear. The results will definitely be better
if people don't have to guess what you want or mean.

ERAASMAER, TUANERRARUTESFARUAE. REAFTETUATHE
FBEHERR (NHFHBR2AL) . BOANALEURBEFASBRETIEAM, &R
—ES 8.

Your goal is to be concise, not impress people with your ability to string
together ideas. In short, short is good, and long (usually) is bad. If you
have many points that are not closely linked, think about splitting them up
into different e-mails and sending them separately. Using bullet points also
helps if a message is long.

ROBHRREE, MARERSEERE—EFKILARM. B2, BHEILR, TK (B
B) ATR. URFERBFEUHFEFTEENES, REZEREHSBHARRBEFHEG
SHFH. BRUORERK, EREAHSEAFSERY.

e

Make sure the vocabulary you choose is appropriate to the situation.
Use titles (Mr., Ms., Dr., etc.) in formal correspondence. Avoid slang and
emoticons (such as "smilies") unless the e-mails are informal messages
between coworkers or friends. In addition, the type of abbreviated
vocabulary — e.g. "c u" (see you), "Gr8" (great) — shouldn't be included in
formal writing.

FWMRRIMEANIACESZEE. EEXBEER (K%, &L, #1%) WHRiE.
BRIFRFEHALZ B HIE FERY, TUMERREREFAREFS (0 “FRFS” ).
k5, WEIRCW “cu” (Fl see you k “BIL”) , “Gr8” (F{il great & “X#&T")
AEHBEERNSEH.



If the information you want to send is not too long, consider copying it
and then pasting it into your e-mail rather than attaching a document as
an attachment. Attachments need to be opened in separate files; such as
Word or Adobe Acrobat, and can be a bit time-consuming for the recipient
to access. As well, attachments may be worrying for recipients if they
don't know the sender very well. In fact, some businesses refuse to accept
attachments for fear of being infected by a virus.

MAFEZEHRAAK, EAEREHES, REWELFIER, TAZM M.
Mie-RES A Word 5 Adobe Acrobat A#EFF /S, XATEES LU A ZEBS F A
L —LntiE. FRE, MRKEARNFEATRNE, MitbiFsitthian. ELt,

—EVEAEHBRREREE, FTIEREZHE.

Proofreading your e-mail before hitting the send button can save you from
making many careless and embarrassing mistakes, such as spelling the
person's name incorrectly. It's good to get into the habit of re-reading your
e-mails at least once before sending them. Correspondence that is riddled
with typos and wrong information creates the impression you are sloppy
and perhaps even lazy.

BTEERZATARIMRIBEFIRGE, XELREEFSELRES AKENEIR, SO
BAFEHNE. FREFHEFHRENZVOBEER—BNSIREMGITFE. THHPEIRM
HRAMNBEHSUEANREEEREZHIF R WSS .

E-mailing may not be as private as you think. If you are at work, the boss
might be secretly looking at the e-mails you are sending and receiving.
Even if you are e-mailing at home, a hacker might have found a way to
hack into your system and take a peek.

ERAFHHTERNRFBNBARE. NRHFEETH, ZRTELMERES
MBI, DEFERTREETHE, BEEEETESENERARORLS
BEARR.



When sending out a mass e-mail, it's often a good idea to use the BCC
(Blind.Carbon Copy) function so that others can't see all of the e-mail
addresses of the people you sent the e-mail to. For one thing, using the
BCC suggests that you are writing an e-mail to just one recipient, rather
than firing off the same piece of correspondence to many people, therefore
making it less impersonal. For another, some people may not want
strangers to know their private e-mail address.

BRABBFHHN, A BCC (FHEIF&) EBERLRN EESE, Mlk—RATMIL
Rt NERBH KA R —58, ERAEHRIA DR TRARESA— KA,
MAZBEHNEHFLIFEA, KA LR E FISEER RSB ARAEK.
H—AE, BEANFREILPESE A ME 1895 B FHER AL

Don't make the mistake of hitting the "Reply All" button if you only want one
person to receive your e-mail. This is especially true if you are criticizing
someone who happens to be on that "Reply All" list.

MPRABE—N ANKEROE TG, FAELTHRE ‘EELEH RENBE. MER
ERITHOB ARMSRIFERS “EELH" N8 LR, XMERLEML.

Responding promptly sends a message of professionalism, while late
replies (or none at all) create the impression you don't care about the
recipient. Think how it feels to have an e-mail ignored or to receive an e-mail
reply much later than you sent your original message.

REMERREZY, MERAS (ARLAEE) SAFHHRAELHNEDNS. BBEW
REEFERAF 20, RERBREENRBETRAAKIIEE, RLEHLARM?



Read over your e-mail before you send it, not just for typos but to see if you
really mean what you've written. It's usually a bad idea to fire off an angry
e-mail while you're still boiling mad. After re-reading your e-mail, you might
decide it's better to reword it or, in some cases, cancel it.
EHFHROEFHEZNELEE B, SFARATERERREHEREMD, RN
tHEREERISHNETENREMAEREN . SRMIFFERN, EH—HERNEF
MHBERARNFERE. EFETROBFIGE, RETFESRERFERNS, HIEE
HEBERT, REFSHEHMBRMAZEL %

Remember that the people whom you send e-mails to may have a different
perception of your messages than you do. They may see what you
believe to be a simple request as a demanding order, for example. Also,
they may see your joke as biting criticism directed at them. The problem
is that writing lacks all of the non-verbal clues that exist in face-to-face
communication. For that reason, it's important to make sure you carefully
and politely phrase your words. Here's another tip: DON'T USE ALL
CAPITAL LETTERS (it looks like you are screaming!).

FicHE, REXEFHEOKGASFREONSATESATRNEL. 26KE, IR
HERAER, TN ZAREMNER. I1esh, MITRTREMRAIEIE St 1T
RMRIEHIT. JERETSENRZ—IIENIIENRAANIFEELER. EAmit, 7
RIRFHARILGHMARARREEZN. XEFHM—IRE: FTELAASFE (PFLK
RERERM ! ).
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o Openings and Closings HF54%RE

The standard way to begin a formal e-mail is by using "Dear (person's name)".
However, in informal e-mails, it is also common to use "Hello (person's name)"
or even "Hi (person's name)". As for the punctuation after the salutation, it
varies depending on which country you are from. For example, for formal
business letters, Americans and Canadians use a colon: e.g., Dear John:

(In informal e-mails, North Americans sometimes use a comma: e.g., Dear
John,) In contrast, the British do not use any punctuation after the salutation:
e.g., Dear John

FRBEE—MEXB FERGHHRESTXRER “Dear EANBF" . 8, ZHFER
RIERFERFH, A “Hello EAMEF = “Hi RANEFE wEREIN. EF/HK
FEZRHNERANS, ZREBRTREEMIERMEHRE. E60%KHE, EEA
MMEXAERSEXARUBENRERES. F0: Dear John:

(FEFEXMREFEHS, EEAFRNLERBES. #I: Dear John,) i,
BEAERNEZEFASEREMFRFS. flf0: Dear John

1E3CH FHB 1 FRATIE IR IE BB FHB I FRAF IR
Dear John: _ Dear John,
(£, MAXER) (dEEATER)
Dear John Dear John
(ZEANER) (EEAER)

If you are using a formal title, such as Mr., Ms. or Dr., it must be followed by a
person's last name or full name, but never simply by just his or her first name.
That is, Mrs. Bolton, Ms. Bolton, Dr. Bolton and Ms. Dorothy Bolton are all
correct, but Ms. Dorothy is not. Some people use only a person's first name
when writing (e.g., John:). Using just a person's first name provides a sense of
seriousness. However, never use just the person's last name.

MRREFEBEXRIBE, #EW Mr.. Mrs.. Dr., ZESAEENANBESLSE,
ERERATUEMAINNEF. BHREY, Mrs. Bolton. Ms. Bolton. Ms. Dorothy
Bolton #RIEE, {E Ms. Dorothy BiE#EH. BLXASENRSSHKEANSE
Fo AERBEANEBFEAN—FMTERIOBER. AT, BFREASKEANER.
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Mrs. / Ms. / Dr. Bolton & Mr. / Ms. / Dr. Dorothy
Mrs. / Ms. / Dr. Dorothy Bolton
Dorothy Bolton

Once you've correctly typed the salutation, you're ready to begin writing the content
of the e-mail. One very common method of beginning correspondence is to state
the reason you are writing. Some common phrases for doing this are as follows:

—BEREEMBATRIEE, RBMESFHRESZHEFHMENNETT. BEFLH
—HREBNAAREFRRSENRE . TEIIH T X35 0 HEiE:

The reason I'm writing (to you) is to... EXESE: -
* The reason I'm writing is to inquire about the price of a product.
BREEEHEE= RN,

. My purpose in writing (to you) is to... REFAHRNEHEE.---
* My purpose in writing to you is to let you know about the upcoming
meeting.

HERARNBHOREILRAEIIFENHE LY

Another common way to begin an e-mail is to mention a specific item or
previous event that the person you are writing to is familiar with. For example:

FZ—MEFHEFLNAANRREESTER, SRROE RS ATRENEH
ESEH

I'm writing with reference to/in regard to/ wrth regard to...

HRBERXTF '

e I'm writing in regard to our telephone conversation yesterday
BRERXTRINERBFRHOE .

I'm writing regarding / concerning

'&¥ﬁ5*$mw7

* I'm writing regardmg the sales report you sent me recently
%*ﬁ&*?%&ﬁﬁ*‘&ﬂ‘]iﬁ%ﬁ



If you are responding to an e-mail that was sent to you, you can begin by
expressing a sense of appreciation and warmth.

MRREEE —HFHRAR FERG, RATERE —FRHFNRR ARG -

BRI

Regarding closings, the most common are Sincerely, Yours truly, Best regards,
and Regards. Other less used endings include Yours faithfully and Warm(est) /
Kind regards, while Cheers is frequently used for very informal messages.

XTHEER, RENHEMRE Sincerely (8 L) Yours truly (#t ). Best regards
(BEHPME) Regards (RREF). HiEDAENEREEIET Yours faithfully
(#£)+ Warm(est) / Kind regards (#1%#F), MERFEXNEEIREESH

#| Cheers (BIL).

Before using these endings, however, it's also convenient to wrap up the
content of your letter by using one of the following expressions:

R, EEAILERHZE, EATIXLMERAEEENEHERRAEN:




e Key Expressions Commonlry Used in the Body of E-mails
& RAT B FIRHEXPRIXEMAIE

Your choice of which phrases to use in the body of your e-mail depends largely
on your purpose for writing. This book contains 50 units designed to cover the
majority of scenarios most people face in the business world. Below you will
also find some more general expressions that are useful in everyday situations.

HERE FHBHEX S AFEMERABIBRTEENEN. FHE8& 50 M85,
BRUTEESEAZHAEFTH LLBIGHRO—KXBS. UTR-LEREEFLH—#
g, XEREEARERPERER.

Giving Good and Bad News &HIIFHEEMTHES

| am pleased to inform you (that)...

RRERSHEBEHR- -

* | am pleased to inform you we have accepted your proposal. .
RREAEEAR, BRIEZTRIGER. '

You will be pleased to know (that)...

REBREHBHA--
e You will be pleased to know that the shipment has been senh

REREAXBHARNCLFH .

We regret to inform you (that)... &ﬁ]?ﬁﬂﬂiﬂiﬂﬁl ------
e We regret to inform you that we have decided to choose another supplier,_

RIMNBEBZBHR, RIREERES—RENH.

I'm sorry to tell you that... REEHEE KR
* |'m sorry to tell you that your offer is unacceptable.
REEMEEIFR, REOBARNTEES.

Making Requests 12HiFK

| was wondering if... REBRE
~» | was wondering if you could assist me in writing the report

REBRREEHEDRREZNEE.

Is it possible to...? A BERG ?
¢ [s it possible to have the goods delivered by Fnday'?

X R BRI EA R I RTRIE?



| would be grateful if... MR- BLBRBEH. |
e | would be grateful if you could send me a copy of your catalog.

MRREF—H HRARNIE, BB
Offering Help 24t 8)

Would you like me / us to...? {REH / HA1*x-1B?
e Would you like me to help you with this pro;ect'?

 RERBHR—EHXATHED?
1/ We can (do sth) if you like. MRAREBEHIFR / RITATM (#EE).
e | can pick you up at the airport if you like.

MRRERIE, REAFEIVIZELR.

Indicating If You Can Comply or Not B2 FREEFIET

Yes, we are able to... ZH, RAIgE---
* Yes, we are able to meet the deadline.

R, RIGEE LSRR

Unfortunately, we are unable to... FEHR, RATREE-
* Unfortunately, we are unable to comply with your request.

AENR, RNEHURRNER.

e Dealing with Attachments AhFEBf 4

When attaching files to your e-mail, it's necessary to make reference to it in the
content of your correspondence. Here are some simple phrases you can use to
do that.

SHREXHMER TG LN, FELEERSENSRRABIME. XBEHLHEE
fRATLAGER

1 have attached (sth) to this e-mail. REEXEHEFIERM (£4).
* | have attached a copy of the report to this e-mail.

*‘ﬁaﬁﬁﬁé?m#¢mt—ﬁﬁno |
Please find (sth) attached. & (Fili) 4.
* Please find the expense report attached to this e-mall
ﬁﬁl&m"&i&ﬂ%?m#qm%iﬂ



Please see the attachment... &8 izMi¢E----
* Please see the attachment for more detalls of the plan

ES AN TRZIRINE S EY .

@ The Tone of the E-mail: Formal or Informal?
BFEMEROM: EXERIFER?

In the business world, a lot of correspondence—especially to clients—is formal.
Formality is largely achieved in several ways, such as using titles (Mr., Mrs., Dr.,
etc.), using polite language and avoiding the use of too many contractions. How do
you achieve politeness in a letter or an e-mail? Compare the following sentences:

ERGL, FEEFERBRERNN—EZAHOBELARME. ERILYASET—
LEHAMAME, EUMERSLARIE (Mr,, Mrs., Dr. %), #EL5RERRSEER
KREWBERN . REAMAEEE ELRBFHG LRAEELR? LBUTHEOF:

“FAERBEAUEZITE | * | was wondering if you could help
EEBRMIT. " XN QFEFHH me on thisproj‘ect (Ex)
k.

| e Can you help me on thls pro;ect?
1 (FER L '

—RERT, KERKHESE | Unfcrtunately, it appears that we

BWOEHRAER; WMAFEE | are unable to deliver the shipment ,

ESHRHENAAEER, £Z | ontime. (EX) i

RT TENR, RNEERN ‘w : - ‘ |

%" ZAFEBEMME: ‘.l e cant dehvar the sh:pment on
St time. (JEIER )

Although formality is common in business, there are numerous situations when
you want to be informal in e-mails (in some cases, being overly formal can be
seen as being unfriendly). When seeking casualness, it's useful to be more
direct; however, don't forget to still be polite — you just don't need to be over-
polite. One method is to use more contractions. As well, abbreviations, which
are discussed in the next section, are another way of gaining informality.

ERERBHLEXHERREL, EREFSHRA TREBEL FIMbEZETR
MRS . (REERD, SEEXSBAATKE. ) DEHMN, EE—Se58
B, A, ASTEREFLH—REREEXLR. — A HERESAHESH
Ne B, T—RENSHERAHERAIFEEROBE.



e Acronyms & Abbreviations ZiR&ia

AGM - annual general meeting BREBAEXE
e Our AGM is scheduled to take place in March.

BINWBRFEAEXSTITT 3 A#T.

ASAP — as soon as possible R
¢ | need that report finished ASAP, please.
B, RREXHRERETM.

BTW — by the wéy IhiiE—1R
e BTW, did you get my invitation to the party?
PHTE—IR, RUCET R ABIFHIKS A E ARG ?

B2B - business to business 3
e The company only does B2B.
ERAFRMEWEWHER.

B2C - business to customer WU E%E
e Our B2C business is increasing. '
BN HREFRL EE-mMP .

cc — carbon copy EIZE
e Could you please cc Joanne on this?
BREXA B A — A T RIREFIG ?

CRM - customer relationship management EFXRZEHE
e Ask Jim — he really knows a lot about CRM.
O EBER, tEANEFXRAEEERS.

DIY — do it yourself BHZzhF#
¢ | went to a DIY store over the weekend.

LRRET—#HACHTFHNEE.

FAQ - frequently asked questions %ILiEI&E
e Check out our FAQ page for more information. -
EHRMNN “FREE B—-AARBEZHR.

FYI - for your information {#t{fk&%
* FYI, Mary is now in charge of that project.
fixsE, EMBEERTXITE -



