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BARNERE ERHTIF?

EIE SSRBtet

Gary EEMBBEXRETE S » TXFGHERIEEFT - ANETES (P EZ AN FEIT ~ FA15 ~ #55EEA
SOEREIRER 0 FAEM Sabrina 35 o
B : 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? (BEERTHRERXAEE ' AT S KFHRITEH

Mark o BB FXBIARAEEFIEE Mr. Peterson i ? FLFEZ AN RS B B XHEE N BAE B 56

F97?)
LUF 2 Gary AT 38 HHAY email R ——

Subject Line: Revised Marketing Plan

To: sabrinahuang@fenc.com.tw, marklin@fenc.com.tw
Cc: petersonlee @fenc.com.tw

Attachment: Revised Marketing Plan(2021.01)

Hi Both, (B8 Rfi,)

Good morning. (8£%)

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. (&
MEEBRLER - (P E S L1THEEAEENEMR - FRAEMRNEE - BF
TR EREIEREERREIEE - )

Tks, (i ,)

Gary
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LY © 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

“poth”.  (i&i@ email (FREAFEFN SBARBRMEBERIFM AN Z— » AFBERH email 2
Al TR A EE1ERASE - BWEEEEMA - EEWEEN R FEZ IR email A -
RETEH both BV - )

| 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. ( BRRFF T EZRERAER
Y Greeting fE/AZ({Z3958 - {EEREH Good morning » ZHE2IREZEETTRIMWE R E -
HeWEBELIETE L FBEEMEH  ABEE Good morning FABFESRETIEE © )

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. (& ' FEEHRIRIEIFIEET 28R
HFIEPERFREFIEE T ERN LIEERE - (REZENESERHmAZSENERAENX - T
ML RE T - ERFE(E A PIERER - FE TEAMEERAERERER) - )

fE381R Gary EEAEENOY LIET HEHERE ? T—HAHSP - i REN#E Sabrina
EEERIRA - DA AT HEAEERE

% fir3£ 1 CC = Carbon Copy &) A& ; BCC = Blind Carbon Copy % 1 & &

VA B3 X %5 BIE £33 4 » 38 XFRA2353035 78 | EIE Institute Belle Yin (Tel: (02) 8773- BLIE
6828 Ext. 368 ; Email: belle@eie.com.tw ) REEN
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