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RETRAEY email LAY

EIE 75

FHEAATIH - Gary Y —#H email m AREFH LIEHE > RO WK » RBIEX
1EF AR EFE Sabrina EIEEHIARA ©

Subject Line: Revised Marketing Plan

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

Attachment: Revised Marketing Plan(2021.01)

Dear Sabrina and Mark, (2Z#J Sabrina #1 Mark, )

Hope this finds you all well. (WS8R - )

Firstly, please let me apologize for any inconvenience caused by this unanticipated
delay. Attached please find the revised marketing plan as | promised. | look forward
to your valuable feedback and comments. If there is any needed adjustment, | will
revise it accordingly. (%5‘6 NFZ BRI RERLE LB AE ﬁf&?@%ﬁ B IERRTT
HITEBIESEM 1 EERMERSEN  BREMRIEZWARHITHE - )
Thank you all in advance (E/Aﬁﬁ% &)

Best regards, (WZEA9E)ME > )
Gary

ST BIR 3T R IER R A

1.)There are a number of reasons that you should avoid using “Good morning/

28
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afternoon/evening” in the email. It may not be morning, afternoon, or evening anymore
by the time your email reaches the recipient; or if your recipient(s] is in a different time
zone(s). (B BEEXRS  FEBEHEA “Good morning/afternoon/evening” RKITIBW
APEATFBEEN  TEABER L  FFEER - EEREZESFEEITEEARANKX )
X Good morning./afternoon./evening.
v Good day. /| hope this email finds you well.

2.) If there are only two recipients then you should address them by name in the email
instead of using the term “both” . It is a matter of respect to use them. The recipients
might consider the sender to be rude or lazy if he or she isn’t willing to address them by
name. (FREHENXAERA > RAEFTERHBREEZENRZF » REAEM “both” BURFRKF - [X
TEE - SNIREETERSIAARGAZHESBIBENARERFHSE - )

X Dear Both, X Dear You Two,

v/ Dear Mr. and Mrs. Jackson, / Dear Leslie and Harriet,

3.) In terms of formality, longer words or sentences generally a more formal approach.
You don’t always have to be formal in an email; however, using “tks” is excessively
informal (more like a text message). In a business email, there are alternatives that can be
used to thank the recipients. Depending on the purpose of your email, you might want to
adapt accordingly. (FAEXH » RKMVEALHAFBESHRER - ERFULBERELHE
E-HERFREXNOY - B2 MAEEFER “tks” @ IHMNEEEAREEHTEIL T
ENREM T TR BEERP - RIEARSEF o (RURBEGBEORIGELE - )

K Tks.

v/ Thank you. +/ Thank you in advance.

v/ Thank you for your feedback. 4/ Thank you for this information.

[=] 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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