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5C Principals of English E-mail Writing

EY FOCHBFHIERE e 5
Elements of English E-mail

BT FSCHEEI BB s 8

English E-mail Format

By HAEEEERS

Instruction to Classified English E-mail Writing

LE FHERIBRIIE - oooormssssssinssiminsissssmsiisssssisiaismssn 12

Greetings and Consolations

Topic 1 BRI oo ssssassssssssssssssssssssass 12
Greetings for a New Friend

Topic 2 FHEFFIZE oo et snenes 16
Greetings for a New Colleague

TOPIC 3 FHEIFA oot esesessesssessssssssessnsens 20
Greetings for Good Friends

Topic 4 FRKIE e ssss e 25
Greetings for the Elders

Toplie: 8 ZRHETE o 29
Consoling Sick Subordinates

Topic 6 FTHRAERME .cmwemmmmmsinmmmssmnsimiss 33

Consoling Sick Friends




Topic 7
Topic 8
Topic 9
Topic 10
Topic 11

#BiER

Invitations

Topic 12
Topic 13
Topic 14
Topic 15
Topic 16
Topic 17
Topic 18
Topic 19
Topic 20
Topic 21

Topic 22

R B AE F W R
Consoling Friends Who Had Car Accidents

ZRUEERK KA

Consoling Friends Who Suffered Natural Disasters

LRUEE R IR

Consoling the Bereaved

FWHiEE GRERSE)

Holiday Greetings on Casual Occasions

WHiEME (GEXSHE)

Holiday Greetings on Formal Occasions
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BES MRS
Party Invitation
Invitation for Sightseeing
B
Speech Invitation
BiES W )
Visit Invitation
BiE AR S INER
Exhibit Invitation

BiESINEAL
Wedding Invitation

RggiE FEXBE)

Dinner Invitation on Casual Occasions

BXREBE FEABE)

Accepting a Dinner Invitation on Casual Occasions

iR REEE FEABE)

Declining a Dinner Invitation on Casual Occasions

BE#giE (EXBE)

Dinner Invitation on Formal Occasions

Rl QEX3E)

Accepting a Dinner Invitation on Formal Occasions
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Declining a Dinner Invitation on Formal Occasions

Notices and Announcements

TOPIC 24 S BUEAN oot saenaens
Meeting Notice

Topic 25 ABEDBFITH oo
Notice of New Appointment

TOPIC 26 FFMVIEEN oottt
Notice of Opening

Topic 2T BEBIBH oo

Notice of Temporary Closure

Topic 28 BV AT AL e

Notice of Changing Business Hours

Topic 29 HMITHEA (FHEIE) e

Notice of Removal on Business Occasions

Tople 30 HHIER HEZHD .o

Informing Friends of Moving Home

Topic 31 MHTZIRE oo

Birth Announcement

Topic 32 BFE I A AITET oo,

Notice of Changing the Time of a Meeting

Topic 33 JEBGEEN oo

Notice of a Holiday

TOPIiC 34 JEBEAN oot

Notice of Activity

Topic 35  FKM AT oo

Notice of Price Rise

BB B e

Congratulations
Topic 36 HHAH (BHRKIE) e

Happy Birthday to the Elders

Topic 37 HHAEH AR ZHED e,

Happy Birthday to Friends

Topic 23 HIHERZEHIE (ERXHE) i




Topic 38
Topic 39
Topic 40
Topic 41
Topic 42
Topic 43
Topic 44
Topic 45
Topic 46
Topic 47
Topic 48
Topic 49
Topic 50

Topic 51

HIEXBHE

€ AN E U155 w 7= NS 161

Congratulations on Winning a Prize

PR GEXBE)

Congratulations on Winning a Prize

BEET (BEMAD

Congratulations on Friends’ Promotion

BAET (BHET)

Congratulations on Superiors’ Promotion

FERTHE (B LHERIAD oo 177

Congratulations on a Female Friend’s Wedding

FEBUFHE (BB e 181

Congratulations on a Male Friend’s Wedding

BIBIR T (L) coceeieccreeeeirsensisessisessseseesssssesssssssssans 185
Congratulations on the Arrival of a Baby Girl

B3 R N - £ 0 NSO 189

Congratulations on the Arrival of a Baby Boy

ISHUORE O ACZ 18D

Congratulations to Friends on Moving to a New House

ISR IE GERXBE)

Congratulations to Superiors on Moving to a New House

WG TRE A1)

Congratulations to Friends on the Opening of a Shop

FERIANE BAKAE S TITFNE e 204

Congratulations to Business Partners on a New Venture

S 208
Congratulations on Friends” Graduation
AP TIRIE H K

Congratulations on Employees” Coming Back from Advanced Studies

Social Acknowledgements

Topic 52

Topic 53

Topic 54

...................................................................................... 216
TRITE BN oot 216
Appreciation for Help
Y B2 | RO 220
Appreciation for Introducing Business
TR PACZIAD s 224

Appreciation for Friends’ Presents




Topic 55 JEBMRE (FIEIB) oo eeeasnessesssnnns 228
Appreciation for Business Partners’ Presents

Topic 56 PP FIRZIA crcnerecresiscsnssissssssssssssinens 232
Appreciation for Friends’ Congratulations

Topic 57 FHBMPHE (FABIE) oo 236
Appreciation for Business Partners” Congratulations

TOPIC 58 BT oot sassssssssssnsessssssssnsessssonss 240
Appreciation for Company

TOPIC 59 TRBEERF oo 244
Appreciation for Reception

Topic 60 B AHAIEND oot 248
Appreciation for Friends’ Care

Topic 61 BT E IR oo 252
Appreciation for Superiors’ Consolation

B 3 1= 256

Job-Hunting

Topic 62 HHZFEAL oo eeeses e eeesesseeeaes 256
Inquiry for an Open Position

Topic 63  WEAFBHEMLAESREL o 261
Graduates Applying for a Job

Topic 64 FETIARKET oo eseseneas 266
People with Advanced Academic Degrees Applying for a Job

Topic 65 FERESKER ..o 271
Hopping for a New Job

TOPIC 66  FEUKIER ...cocvvvmiivnmmmimmmmmmsmmssresssmmssssssssesssesssssssssssnsasessss 277
Applying for a Part-time Job

Topic 67 FAGKIVHEIERE oo 282
Seeking Recommendation for a Job

Topic 68 KIS (SEHAMIEEWA) e 287
Recommendation for Graduates

Topic 69 KEBWERRE (BAEBEIRTE) i 292
Recommendation for Former Subordinates

Topic 70 A ANKIBEIE oo, 297

Appreciation for Recommendation
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Topic 71 TRSEEH .oooovrvreerrresnrrnssisessinsssesssesssssssssessssessssssssssnesss

Inquiry E-mail After Interview

Topic 72 THRGEEZ TAEBIE e,
Accepting the Job Offer

Topic 73  HREBIE oo
Declining the Job Offer

Business Trade

Topic 74 THRBINLE KR corrererrerrrnressrissssssissssssssssessssssnssssssens
Request for Establishment of Business Relations

Topic 75 FAEHITNE KR covrrreeieeiineessnssssssssssesssssssssssssssseses
Willing to Establish Business Relations

o R (T ————
General Inquiry

Topie TT BRI ..cvsmsmnmmmimsismssomasmmssssssimisissis
Specific Inquiry

Topic 78 [FAHEFERERBH i sisssssesessssesssssans
Reply to an Inquiry About Product Information

Topic 79 IR et
A Non-firm Offer

TOPIC B0 FRIHL oo es st se e
A Firm Offer

Topic 81  HMMEEHIERL oo csssssesseennns
Counteroffer for High Price

Topic 82 FEZMMIERL oo ssssssieens
Accepting a Counteroffer

Topic 83  FELEMIEIERL oo ssse s
Refuse to Accept a Counteroffer

TOPIC BA  EHITIY .icisionsassmsisissnsssisssssosssmisisssssssississsssssssssmssrmsisensss
Placing an Order

TOoPIC 85  EHEERZITI oo ssssssssssssenns
Confirmation of an Order

Topic 86  MEME LFATE oot ssssesseesssenes

Demanding Overdue Payment
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TOPIC BT BB ..ococimismmmimismsimsmmssimrmsmmm e 368
A Claim

TOPIC 88  FHMEER .ot 372

Settlement of a Claim

BB B s e 376

Studying Abroad

Topic 89 ZREHFERM (BUEWL) s 376
Requesting Application Forms for Graduate Study

Topic 90 ZREHIFERK (BUEE L) s 382
Requesting Application Forms for Doctoral Study

Topic 91 MABRE VJEEEAE) s 387
A Graduate’s Personal Statement

Topic 92 MABRER (FITAELRA L) s 393
An Experienced Worker’s Personal Statement

Topic 93 BEHEFEE (BAEWAE) e, 399
Recommendation for a Graduate

Topic 94 HAHEREE (BEETELRAL) 405
Recommendation for an Experienced Staff

TOPIC 95  BHIE ooeererieeereeeeeeieee sttt naens 411
An Inquiry E-mail

TOPIC 96  KHUGHEER oottt 415
Accepting Offer of Admission

Topic 97  HEUGBEIE oo 419
Declining Offer of Admission

TOpIC 98 HEIRBAZE ot 423
Deferring Enrollment

Topic 99 FEERITF (BRMIAD .cvvvirvirmmsimsmmrssssmsssmsmnssssmssssssnes 427
To Appeal the Rejection of an Application for Immigration Intention

Topic 100 HEHYF M HAE) e 433
To Appeal the Rejection for Financial Feasons

L L T P S 438
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5C Principals of English E-mail Writing
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HAKM S, AR P AN B — Lo pg i i A A a) 7. AEAN AL 3R A A58
BPERIRTER &, NREEREE R AE A 1. Flin.
(1) Can you please send me an offer? (%)
Please send me an offer. (V)
(2) 1 want to wait for your reply as soon as possible. (x)
Waiting for your early reply. (V)
EHIREfEh, X T WARRRIZSR], A TE AT LAE A — L4008 15, W
U=you
r=are
Yr = your
Info = information
Pls = please
ASAP = as soon as possible
Qty = quantity
pcs = pieces
Thks = Thanks
Rcv = receive
BTW = by the way
OTOH = on the other hand
OIC =oh, I see.
IOW = in other words
L/C = letter of credit
FOB = free on board

B P R — e R IS R A e ), R AR e & EUEM
AR R R S5 Ak PR AR A IS,

Any news please let me know. (%% T “If there is” Flnew )5 (K112 5)

Hope you will reply us ASAP. (4B T 1151 5L We, J& T A 5¢%n))

RAATE Clariy

HFHBE, FRRR RS R, MR, EAEE. HE, NEBZEK
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{7 11: We will deliver your goods soon.

EfJhsoon FoR “AAZIE, MR, AU, NiZPHA .

{5 111: The figures show a significant increase.

L Aa] significanti® AN BAHE, N RAEFARE, ATl h: The figures
show an increase of 21%.

{7/ 11: We have couriered the cotton piece sample today.

LAy ) couriered ik i AN ANE 2 IR R A AR I 2 K FFR T . At
A4 “We have couriered the cotton piece sample by FedEx with airway bill No: 1234
today” , FABAMCE AT UL A Hh A K A AEF B A ] RRiE S, JFIRIEIX
Sofs BAE BN _E A BRI A RERIIE, IXPEEERE B A B M E.

% i /I\C }E ﬁ% TCi®m Correctness
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pleasef{#ffif). &A1 A RFRIEM A, RHBEKR. Blin: HRX “HFEN T HF
%47 H ¥ (Can you send us a price list?) ” i, AJAZERRHTERZ G L “Fo AN B
¥ (1 would be very much obliged) ” . “$ZFTHEEMFE N (Thank you in advance for
your help) ” 8% “ififf (Thank you) " 2Z SMIEsiE.

FITH HENHBBER

Elements of English E-mail
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(Desie] (Repy) (Wowarad) (Spam) (VOO ) (Weome)

From : jollyli <jollyli@yahoo.com> &  Date: Sat., 12 Oct. 2013 10: 15: 20 §)
Reply-To : jollyli <jollyli@yahoo.com>

To : david@hotmail.com @
Ce : jack@sohu.com €y

Subject : How are you recently? &
Attachment : Pictures. jpg ( 1.5M) @

" Dear David, & =
How are you doing? It’s been one month since I wrote to you. I’'m sorry I haven’t
written too much lately. My days are very busy at work and my nights are busy with
my church. I also try to spend time with my family on the weekends. Our family
seems much smaller with my older sister no longer in LA. But she will come back
with her husband in December for Christmas so we will have a big family reunion
then. It will be a happy time to see her again. @

How did your BEC examination go? Do you understand a lot about business
now? I also took a Finance exam for work recently. There were so many formulas
to remember. I hope you did very well on your exam. Are you busy with school?
Anything interesting happened recently?

P.S. Enclosed are some of the photos I took recently. I hope to hear from you soon. ([

Yours truly, €
Simon €
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TRRIA RN, A2 R MEA25 T N R e, SREARUHE ] — JF s 14 A 4 LAt
A, XNALEEHFSIM:, DFEECe—RN, BAFTTHRE K B, 5
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