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BRARNHAE EBEXTE?

EIE 75

Cary REZELTRITE R - FIEHHEKER] » ANXFERHFH NAZAEFRIT ~ 7 ~ 451518
SMOERE|E R - T21[ Sabrina i5H °
' The game plan is ready to be sent. I’'m planning to send it to you and Mark
today. Should | cc Mr. Peterson (the head of department)? What should | do to fill every
one in regarding the progress of the project? (RREZZRETRELE P » TS RFLHES
Mark c BEZFERI AL TEE Mr. Peterson '3 ? RRIZIMI RS EFHEZHE N L LK
717?)

& Gary it X K email R E——

Subject Line: Revised Marketing Plan

To: sabrinahuang(dfenc.com.tw, marklin(dfenc.com.tw
Cc: petersonleeldfenc.com.tw

Attachment: Revised Marketing Plan(2021.01)

Hi Both, (%§ B4z, )

Good morning. (%)

Sorry for the delay. Check the file that | attached for the revised marketing plan.
Let me know what you think about it. If needed, | will change it after | got your
feedback. (#MERBRIEIR o AT HREM LITHERITEBOERMR o ILHFE
RRE - HEFE @ EREEHNBEWERREE )

Tks, (50 ,)

Gary
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: Sending an email is an efficient way to keep all parties updated. However,
there is some related etiquette you should be aware of before you send an email. If
there are only two recipients then you should address them by name in the email
instead of using the term “both”. (#Eif email FES5FFHAEIULARBMEREFN AR
z— RAEHEXE emaill 251 FEHABEEROIN - EREEZFNERA - BILK
FENBFRIZERT email - REAREH both BRFRIF - )

| would also recommend that you use a standard greeting instead of “Good
morning”. If the recipients are located in a different time zone(s) or the email reaches the
recipients at a different time, then “Good morning” would not be appropriate. (ER
BIREME LAY Greeting 1EABETK - REERLEM Good morning » ERREFEEARE
MERINKX @ EBEEFIEELFFBREN » B4 Good morning R BFRAEL © )

Lastly, sending a carbon copy to Mr. Peterson is a must; we should always keep the
department head updated of our progress. You should pay more attention to your tone
and level of formality. A neutral tone could be used in both internal and external settings.
| hope the edited version below can be useful for you. (&5 » ZEEHRERARI ITEE
DI BANIZBERILE I EE T B LI E - R IZENBEREEHHBENIESH
B o NENRSHIH - R IZEAF IR - HZETEOEERASIRE R - )

BRI Gary EFABEMAY LR T HAERE ? T—HATF » FAENAE Sabrina
BIWAIRRA - IR AT RMAIE A BEILN -

% #1E £ CC = Carbon Copy 4 ; BCC = Blind Carbon Copy # &4

[=] z3:[=]
o
\ \ [=
DA R3S ETE 255243 » SESCRFE 1R 101514 ¢ EIE Institute Belle Yin (Tel: (02) FEOE PR
8773-6828 Ext. 368 ; Email: belle@eie.com.tw ) RN RIE AL
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