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AR R email 126

EIE XFRIRAL

LHEARTIA > Gary B Y —3f email AR EH TIFER - AMOMKFER - T3IERX
ZEHFIZREE Sabrina {EIEERAVRRA °

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)

Dear Sabrina and Mark, (%89 Sabrina 1 Mark, )

Hope this finds you all well. ({1l o )

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. (B5t * ¥ Z BIRYZREEARISE AR BV TE - FARIEHK - IEIERRTTEHETE
EAESEMME - BIFEEENRIGREES  BSSKRBEZARTETHRE )

Thank you all in advance. (BRI < )

Best regards, ( FHZ2AIRME > )
Gary

ZELUNMIE) - WY BRI IERERER o

1.)There are a number of reasons that you should avoid using “Good morning/
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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).
(FEEEEERD > FER%FER “Good morning/afternoon/evening” FRITIBIE o FAUEA
FRUEMRS » AIRETBER L » PFEER  EEWEERFEEAEETREE - )

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. (&
WEEEEMIL - EEEFRHREENRT FETEAR “both” UL » LUTEE - &
AIEE FIReE R AR AZHE BRI TR SEIFES - )

X Dear Both, X Dear You Two,

v/ Dear Mr. and Mrs. Jackson, y/ 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. (FIARXH ' RRANARN D FEFELRIEN - AWESEEET
BE—EHRFREXNOM - BE @ PTEEER “tks” @ EXRAIFESHNEE S RAHCREE
TETBEAMAAEESEERP - RERFWEF o RAJIRBEH B AVKBKERER - )

K Tks.

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

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

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