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Who’s Who

The text is situated in business activities among the following four companies by

interactions of the business executives below.

Johnson’s is a London based fashion design
studio. It designs sportswear and outsources
its production to Red Star, a garment
manufacturer in Dongguan.

Johnson’s started to go global in 2005 and
has opened 30 exclusive stores in Europe
and Asia with a good reputation of its
innovative design and reliable quality. At
present, it has employed 32 world-class
designers in its head office and has

established 3 research centers in Europe.

John Smith

Managing Director

Sally Bolton

Executive Assistant to

Managing Director

Judith Harrison

Senior Marketing Researcher

Kelly Else

Market Research Assistant

Timothy Burris

Marketing Director

Terry Holmes

Sales Manager

Ann Black

Admin Manager
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Green Line Logistics Co. , Ltd. is the major Simon Chien

Service Rep

logistical service provider for Red Star. Dl Kang

Service Manager



Unit 1 Email

Starting up: Discuss These Questions

1. What problems do you encounter when you write an email in English?
2. What do“Cc” and*“Bee” stand for on the address slots in an email?

3. What are the features of an effective subject line?

4. What should be included in an email signature?

Reading & Writing 1. A Poorly Written Email

Johnson’s is a London based fashion design studio which started to go global in 2005
and has opened 30 exclusive stores in Europe and Asia with a good reputation of its
innovative design and reliable quality. It has presently employed 32 world-class
designers in its head office and has established 3 research centers in Europe.

Sally Bolton, an executive assistant to John Smith, the managing director of
Johnson’s , writes an email to inquire about the proposal they sent.

A. Read her email below and discuss how to revise it.
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Unit 1 Email
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LANGUAGE WORK

Formality of Language

The formality of language should match the formality of the situation and the
relationship between the writer and the reader. The level of formality should be
determined by the expectation of the reader and the communication purpose. If the
email is addressed to a new business partner, the language should be formal. If it is
written to a friend or a family member for personal matters,the language is of a more

informal style.

Examples:

I would highly appreciate your cooperation. Thank you very much for your cooperation.

I wonder if you could kindly send us more | Please send us more details about this
detailed information regarding this function. function.

A. Decide the degree of formality of the following sentences and pair them up.

1. I'm sorry,but we don’t deal in that line of goods now.

2. I apologize for any inconvenience we have caused.

3. We are pleased to place an order for 80 pieces of the product.

4. We trust that this project will yield satisfactory results to both of our companies.
5. We want to order 80 pcs. of the product.

6. I am sorry for any inconvenience.

7. I regret to inform you that we do not deal in that line of goods any more.

8. We are sure that this project will be successful for both of our companies.

Il A ) B yio &= )

B. Match the salutation and complimentary close.

1. Dear sir or madam, a. Best wishes,
2. Dear John, \ b. Yours sincerely,
3. Dear Ms. Rubienska, c. Yours faithfully




C. Fill in the missing openings and closings.

Ms. B Rubienska

Happy Tavern
London SE1 2KH

Trufit Shoes Co.
841 Pacific St.
Los Angeles 90121

Dear

Reading & Speaking: A More Friendly Email

Xian Feng Technology Co. ,Ltd. is a Guangzhou based global IT firm responsible for
maintaining the intranet service and providing IT support for Johnson’s. David Gao is
an IT consultant from Xian Feng.

A. Read the email that Mr. Gao writes to Mr. Gavin Anderson, a client of
Xian Feng,and answer the questions. :
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1. What are the three basic parts of an email?

2. Is it a formal business email? Why?

B. Read the email that Mr. Gao writes to Mr. John Smith, the managing
director of Johnson’s,and answer the questions.




1. Is it a formal business email? Why?

2. Compare the above two emails in Exercise A and B,fill in the form below with
“V/”or “ x”and decide which one is more friendly.

mentions feelings about their last contact

3. What are the basic parts of a less formal/more personal email?

C. Read the email that Mr. Gao writes to Mr. Morris Zhang,an IT engineer of
Xian Feng and answer the questions.




