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E-mails are
1. short

2. often informal
3. written record, so take care
E-mail example 1


Mary to Colin
Dear Mr Campbell,

Thank you very much for your software order. Download details will be sent separately. May I suggest that you might like to consider buying a backup CD?
Please don’t hesitate to contact me if I can be of any further assistance.
Yours Sincerely

Mary Smith
Sales Manager, Nice Software Ltd
Colin to Mary
Hello Mary,

Many thanks for your e-mail. Yes I should like to buy a backup CD, but will you deliver to China?
Regards
Colin

Colin Campbell: Director of the International Affairs office of the School of Software of Yunnan University
Mary to Colin
Hello Colin,
I am very pleased you would like to order a backup CD. Delivery to China is not a problem. You can find full details and an online order form on our website http://www.nicesoftware.com
Please don’t hesitate to contact me if I can be of any further assistance.

Regards
Mary Smith
Sales Manager, Nice Software Ltd

Notes

1. Mary Smith is writing to a customer so she must be very polite
2. Mary writes her first e-mail very like a letter
3. Colin replies, using her first (given) name, once Colin has done this Mary replies also using his first name and she now also uses ‘regards’ rather than ‘Yours Sincerely’
4. it is usually safe to reply using the same style as the incoming e-mail

5. normally use I should, he would
6. Mary always includes the last line ‘Please don’t hesitate to contact me if I can be of any further assistance’. This is a good sentence to use when writing to a customer or to a colleague you do not know very well.
7. both Colin and Mary use company ‘signatures’ at the end of their business e-mails

---------------------------------------------------------------------------------------------------------------


E-mail example 2


Colin to Rose
Hi Rose,

I haven’t heard from you for a while. How are things back in the UK? Is everything OK?
with kind regards
Colin
Rose to Colin
Hi Colin,

Nice to hear from you! 

All is well here in UK but we have been having a lot of snow … Brrrrrrrrrrr. 
How are things in Kunming, I don’t suppose you get much snow in the City of Eternal Spring?
Regards
Rose XX
Colin to Rose
Hi Rose,

Nice to hear from you too!!!
Would you believe it! It snowed here today! This is so unusual that it was mentioned on the CCTV9 national news in the weather forecast.

I took a photograph from my office window (attached). I used a special monochrome effect (sepia). I hope you like it.
with kind regards
Colin
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Notes

1. ‘Hi’ is informal. Brrrrrrrrrrr is not real English. !!! are used more than in letters.
2. Would you believe it! Emphasizes this is something unusual, it is not a question
3. only use kisses (XXX) when writing to a close relation (of the opposite sex) or to someone you would really like to kiss

4. girls use XXX in e-mails more than boys
5. ‘with kind regards’ is a little unusual but a nice way to end an e-mail
6. monochrome = in one colour    (mono = one) (colour = color in US)
7. sepia = the colour of some old photographs

---------------------------------------------------------------------------------------------------------------
E-mail example 3


Colin to potential employer
Dear Mr Brown,

I was very interested indeed to see on your website that your company plans to open a branch office of your construction division in Kunming.

I am a Chartered Quantity Surveyor / Chartered Builder resident in Kunming and with a special interest in quality assurance.
I’ve attached a brief CV and should be delighted if I might have the opportunity to be considered when you are recruiting staff for your new office.
Yours Sincerely
Colin Campbell MSc FRICS FCIOB MIQA PPASI
Notes

1. the style is formal, it is written the same way as a letter
2. a little information is included

3. brief CV = resume (one page maximum and no photograph in UK)

4. post nominals are placed after the name in the UK to show degree professional qualifications of equivalent level   (post = after)  (nom = name)

end
