m ‘in-house’ emails between colleagues can be

Frmail is"one of the most commonly-used
forms of communication in the
international business world. It is usec
extensively within companies to circulate
information, requests, results, instructions,
recommendations, minutes of meetings,
etc. Email is an effective, rapid aned
relatively cheap means of communicating
with customers and suppliers, both
nationally and internationally. Because of
the brevity, rapidity and relative
informality of emails, it is important to
check that all information has been given
and that the tone is approprlate.

Layout

The emails opposite show where the
following different components appear
{though a—g may be in a different order
depending on the system being used).

a name of the person sending the email

b name of the person / people the email is
addressed to

¢ person / people who will also receive
the mail though it is not addressed
directly to them

d person / people who will receive a copy
without other people knowing

e date {and time)

f information about the content of the
email

g files, documents, etc. sent separately

rather than included in the actual

message or body of the email

opening

body of the email

closing

name and job title

— e

Language styies

Emails are usually shorter than ather forms
of communication and the language is
simple and concise.

The tone for emails to superiors or people
outsicle the company should be formal. But
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semi-formal.

When replying to mails, it is important not
to reply simply 'yes” or ‘no’ to questions
without referring back to the question and
not to0 use pronouns out of context.
However, if returning the sender’s email
with your reply, by using ‘Reply’, the sender
will have their original to refer to.

Useful phrases and notatlons

Gpemng and closing

For semi-formal emails, Aelfo and 47 are

: common openings and Best wishes or All the

: best are often used to close.

When writing to several people, you can

address the group, e.g. Deor Project Managers

i Formal emails, like letters, start with fJear

Sir/ Modam or Dear Mr/ Ms X and close with
Yours sincerely or Yours foithfully as
appropnate (see Letters, page 16).

: Exchanging information

! Could you mail me the sales figures for lost

1 month by 4pm?

{ Here 1s the brochure on the new product you

] asked for (see attachment).

I'm sending you the board’s recommendations
with this mail.

Please note that today’s appraisal meetings

! have been cancelled. They will be rescheduted

; for the some times next Monday.

§ Just to let you know, I sent the attached

minuites of Tuesday’s Production meeting to all
the participants.

Replying to emails

E Thank you for your mail

I got your mail, thonks.

Sorry [ didin't get back to you yesterduy but ...
Re your request for last month’s sales

flgures ...

I couldn’t open the attachment you sent —
please resend it a5 soon as you can .

Thanks for the information obout the appra:sa{
i meehngs I'tt make o note of it.
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From:  Michael Hart, Daspatch Assistant
To: Rachid Akkouch
" o Roy Hopper, Despatch Manager, Pascaleterboﬁom Accounts Department
Boe:  Jo Berry, Sales Manager
Saent: 3 June 200_09:.47
Subject: Re:  Delivery delay
Attachment:  Contract

Dear Mr Akkouch

Thank you for your mail. | have checked to find out why your order hasn't been delivered and it
seems we haven’t received payment yet. | am sending you a copy of our contract, which stales

that all payrments rmust be made in advance.

Please acsept our apologies for any misunderstanding. If you wish to cancel your order, pleass

let me know ASAR

Yours sinceraly
Michael Hart
Pespatch Assistant =
=
Semni-formal
s style guide - R et e H]

D WaReply QmRepiyal cProrward S S3 M 0 B Pranen By

From: PatWhite, Sales Manager
Te: Kim Potter, Sue Young, Harry Taylor, Jacques Benoist
Ce: Val Murrey, Managing Director
Sent: 3 February 200, 11:08
Subject: Emall overload

Hi Bveryone

Apparentty, compiaints have besn mads to Mr Murrey about the unnecessary quantity of emails
currently circulating in the company. The finance and prociuction departments in particular fael
that much of their tirne is wasted reading mails that do not directly concem them, [t has also been
brought to Mr Murrey's attention that we in Sales are the chief offenders!

I racognise that | am partly 10 blame as | did ask you to keep the other departrmenits informed of
our acthitios, ! would now ask you, however, onfy 10 Gc in other mermbers of staff on
comrmunications which are of direct concern to them.

I know 1 can refy on your co-operation in this matter,
Besat wiches
Pat
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