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A Letter to Teachers

Welcome to Everyday Business E-mail. The University of International Business and
Economics has created this student textbook to expand your students’ use of business English
in an authentic way. The 13 lessons in this book draw students into engaging scenarios that
will teach them new vocabulary as well as the way Americans use e-mails in their personal
and/or professional business.

Each lesson begins with learning objectives that highlight what students should learn in
that lesson. Two sets of e-mails appear in each lesson; we have based the e-mail dialogs on
actual e-mails. As Americans intermix their business and personal lives, we have provided a
range of e-mail styles, from formal e-mails that companies send to customers, to informal
e-mails sent at work, to personal e-mails that involve electronic commerce. We have also
included e-mails from many areas of business and employment, such as large corporations,
small businesses, colleges and universities, freelance workers, and private shoppers. These
e-mails also reflect American culture. For example, we have used an assortment of personal
names to reflect the diversity in American life and the types of names your students may
encounter in real life.

Following each set of e-mails are lists of vocabulary and notes. The notes explain
common business and Internet terms and aspects of the American culture. They also clarify
the grammar and usage in the e-mails. One feature of the notes is the extensive examples,
written in both English and Chinese, of vocabulary and expressions and their variations.

Exercises give students a variety of ways to work with the new words and grammar. In
each lesson, students have two opportunities to practice writing in English, by answering
questions about the e-mails, and then summarizing the dialogs. Then they are to complete
two sets of fill-in-the-blank exercises, which emphasize the vocabulary. The multiple-choice

exercises require students to concentrate on subtle issues like prepositions, homonyms,
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spelling, and idioms. The last two exercises are for students to translate sentences from
English to Chinese, and vice versa. _

We have also included drawings to illustrate the dialogs in the e-mails. We suggest you
ask students to use the lessons’ vocabulary to describe the drawings. Consider, for example,
having students retell a dialog by referring to images in a drawing. Or ask them to use the
drawings to create their own dialogs.

Each lesson has a “Writing Tips” chart. Some tips elaborate on a grammar point found
in the lesson, such as capitalization or hyphenation. Others discuss a finer point of e-mail
usage, like texting abbreviations or the types of e-mail attachments. Finally, answer keys and
translations of the e-mails are provided for students to check their work.

We hope that you and your students will find Everyday Business E-mail to be an
innovative textbook for studying contemporary English.
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