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Eaglish for Secretarial Wik

Writing English Emails

What are the reasons for writing emails?

* Making appaintment,

¢ Requesting information,

* RMaking an invitation,

s Accepting or refusing an invitation,
e Apologizing for any inconvenience,
+ Acknowledging the information,

+« Making a complaint

¢ Providing information/informing

*  Asking for assistance

e others: (please specify: }

Match the following sentences with the purposes mentioned above, Write the item # on the line.

1.
2
3.
4
5

{ am writing to let you know that our product can be delivered on time.
{ am writing in reference to the upcoming faculty meeting and would like to invite you to speok...

I am writing to report an issue that my department has recently encountered with your service..

. We regret to inform you that we will not be oble to respect the deadline previously agreed....

I am writing in reference to the current situation with the Open House Project. We have a
number of questions....

{ was wondering if vou could do me a favor. | have finished the PowerPoint slides for the
presentation, but | need to hove them checked. Would you mind having a fook at them?

{ am writing in reference w'r‘th the annual meeting on Tuesday 7 June 2022. { would oppreciate it
if you could come to help provide information regarding legal issues.......

Thank you for the invitation to the Open House event on Tuesday 7 June 2022, Unfortunately,

due to a prior commitment that | am unable to change, | will not be able to attend the event...

Page 1ofs



Formal email format

1. Subiect lne

B S bt
'%ﬁfm 2. Eamail greeting (Sabstarson)
it 4 A g 1 . S 3 Hooml body
[ S —— .
4, Fowmal closing

Source: https://blog.appsumo.com/business-email-examples/

1. Subjectline (clear, specific, and to the point})
‘ For example:  Meet the new Head of the research and development department
Submission of a New Year party proposal
Apology for QA report delay
Practice writing the subject line

2. Email greeting
2.1 In case you know the name and last name of the recipient

Dear Mr/ Mrs/ Ms ..... ....{Surname of the recipient/ or First and Lasi name
e.g.  Dear Ms. Phongisirikul, '
Dear Ms. Marissa Phongsirikul,
Dear Professor Mitchell,
2.2 In case you don’t know the name or last name of the recipient

Dear Sir/ Madam
To whom it may concern {more general)

Practice writing the email greetings:

Page 2 of 5
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3. Email body

How to write the main part of your email:

3.1 Always devote one email to
one tapic

3.3 Value the reader’s time

Practice writing the email body:

3.2 Explain what you are writing
about

3.4 Make your email easy to read

Page 3 of &



4. Formal email closing
In this part, the writer must tell the recipients what he/she wants them to do. It is necessary to
include a clear and specific call for action by giving details what they need to do and when they
need to complete the task.

eg. | would appreciate it if you could fet me know by Tuesday 7 June when the annual
report will be ready for proofreading.
| expect an emaif from your company by Tuesday 7 June to inform me how you are going
to resolve this issue.
if you could reconsider attending the meeting, we would olf appreciate it.

Practice writing the email closing:

5. Signature
(ending the email with polite phrases and then putting your name and contact details)

e.g. Sincerely,
Best regards,
Yours sincerely,
Kind regards,
Yours faithfully,

Marissa Phongsirikul (Ms.}
Secretary of the Research Department

Tel: XX00mmMXXxx

Practice writing the signature:

" Pagedof5



| Practice writing an email

Situations:

Purposes of writing:

Recipient:

" Qutline of Body Part:

PageS5of5
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Is there anything that worties you
about your job?

What makes you proud of yourself

about your secretarial job?

‘;\b!.'
g Wi)rry
Cureé

e BANEM ITERF
1

e ST ER WRRRY
- Trie
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* Crgranizing files

* Preparing documents

* Schedoiing appoeintments

What a secretary needs to do

* Managing office supply inventory

* Writing emails

- * Welcoming guests

S — e R e

Benefits of Filing Systems

Paper Filing Systems

e e e

[ %)

5

an efficien

How to create

PN
&

£

. BY

* Having standardize
* Creating .

Sl

* Regulatly increasing the




Create clear file
names, {isfders, and
subfoiders

Understand ]:ww Prioritize files Protect the
people look for of greater security of files
files :
1mpottance

*

*

Spreadsheets: Excel, Google spreadsheets, Open Office

What types of data to collect
How to select the most imporiant piecés of data
Who to help you provide the data I

How i0 stote the data

T S

Summary:

The benefits of creating an effective filing system

To____ _everyday process
To the needs of employees and customers

To use helping managing a lot of data
To have

To the information and to

and accurate data available

the access system

S ————




The rules for writing formal emails

¢ Subject: a clear and precise message

. Style: béing fconcise. Wlth shoft sentﬁence_s__ and a sit

¢ To give a clear and precise message from the start
Howre??
" By indicating the content or reason for writing -

What are some contents and reasons for writing?




What are some contents and reasons for writing?

Rﬂquestm;g information, Apolog;zmg fox: anf; inconvenience,

Rcspm}ding to 2 request,
Making an appointment,
Confirming an appq_i_nm_;lent,'
Making an invitation,

Ack;zowledgmg tha m{ormanan_,

Accepting an invitation,

ys

e E— — % PR

| Swdiect; New pradinst cabilogue

Leay Me Chappran,

Foliguing rowr pogoest, w0 Aave recgntiy sond Yod sur rew calafogne. e are copvinced
| | il il enable you 1o see the quality of o products, O focal ugeit wiff comact jov

| oot aeveage @ macting o4 o o gad Hnne thel sarifs you in order i diveanss ia defnlf how %
g

anp progiices cop e i BOACIN o YT sy s seeds,

i

% S froiber informating, pledse dn vor eslai f0 Deniact #
=z

£

Forx simceraly,

S o s

Dear Ms Copma,

it i 1 MR rrey
s 1 ot T e B Ml 22

P dusior SSGHVETE W

- Tourssincerely,

sy f

A
vmmx,,—---”h wa it PP
b e, Vs e g e
A T AT e e gl £ 5 S B

1. Subject line

2. Email greeting (Salutation)




i T o e e | L ' - -
E | - Different types of email writing
Sersiea: daiown e leiey § 2 = - : P AR =R
§ R@qu‘:s@g m:fmmauon’ ;’&pologlzmg for any.
st st pasi, 2 o = inconvenience,
Responding to a request;
| 'y ragrar b= fifhre b Mo 2 w5 w-‘: r;&,’n W m:«'l tht ooy gt aalp AT | | ACkﬂOW].edglﬁ-g : h
| | e dfer. D gl G wanied o e W e e B s b S S :
I wﬂﬂfj'_."r-’d.'(-riﬁ'h-"\lﬂ!ncm!.' nfzré.-ray Er st premdilifiyor vt K::a“w-"\::.w-’"' ) Maklng an aPpomﬁ:n'ent’
fnclgrsionaiting arid By far e T e Z g ) .

| _ | Confirming an appointment, Responding to

[ PR R 6 i - = F :

¢ i et G o = e s Pt

g Making an vitation, - Giving feedback

[ | ]

Accepting an invitation,

2l i

_ F-3
5
i
) g % Read the sentences and undertine key words/phrases that can help vou idxmtif}’ the purposes of these emails. &
1 IMatch the foitowing santencas with the purposes mentioned above. Write the iter ¥ on the line.
Writing Engiish Emails E 1. tom writing ta tet you know that our product con be defiverad on Hme.
wWhat are the raasens for writing ermalis? g W) . N ’ e
g } H 2. | am writing in reference (o the upcoming faculty meeting and would fike to invite you to speak...
»  Making appointment, g0 4 = 3 q
et L2 3. 1 om writing 1o report ait issue thar my department has recently encountered with vour service..
«  Requasting informatlon,
4. We regret to inform you thot we wifl not be abide to respect the deadfine previosly agreed....
*  Msking aninvitstion, g form yo p v og
»  Accepting or refusing an invitation 5. {amwriting in reference to the current situatfon with the Open House Froject. We hove o
»  Apofggize for any incanveniencs, nurmber of guestions..
+  Acknowledging the inf tion, & was wonderimg {f yau could do me g fovor, [ have finished the PowerPolnt sifdes for the
P »  tiaking 3 complalnt presentation next week, but | need to have it checked. Would you mind having o look ot them?
l *  Providing information 7. lant wriling in reference with the annual meeting on Tuesday 7 June 2022, 1 would appreciate i
s s Asking for assistante I pou could corme to fielp provige information regarding fegol isstes......
| +  others: ——— Ipiessmspecdys } 8. Thank you for the Invitation to the Open Hause evant on Tuesdoy 7 june 2022, Unfortunately, i
due be & prior commitment that 1 am unoble to changs, | will nor be eble to attend the even...
n
|




1. Subjectiine [clear, specific, and to the point)
Forexample:  Meet the new Head of the research and development department
Submission of u New Year party propesal
Apoilogy for QA report delay

Practice writing the subject line

e TS S —— R

4. pweil body

How to make writa the main part of your amall:

3.1 Abwvays devote one emall b 3.2 Explain what you ere wrlticg
One togic abort
3.3 Value 19 resders time 5.4 MKe your emai sasy to read

&

2, Email greeting
2.1 In case you know the narme and last name of the reciplent

Dear Mr/ Mrs/ Ms, .......{Surname of the recipient/ or First and Last nal -~

eg Dear Ms. Fhongisiritul

Dear Ms. Marisse Phongsiriul, -

Dear Professor Mitchell,
2.2 In ease you don’t know the name or last name of the recipient
Dear Sirf Madam

To whom i may concern [more general}

Practice writing the emai grestings:

4. Formal small closing :
in this part, the writer must tell the recipients what hefshe wants them to do. s necessary to
incizde & clear and specific calt for action by giving details what they need to do and when they
need to complete the task.

eg.  [would apprediote It If you could let me know by Tuesday 7 June when the ennuaf
repart wifl findst,
| expect an emal from your company by Tuesday 7 june to inforns me how vou ore going
to resalve this issye,
If you could reconsider attending the meefing, we would alf appreciate ft.

Practica writing the emai closing:




L B — T —— N et e Tl e S e

&

5. Slgnature
{ending the amatl with polite phrases and then putting yeur names and contect details] <

s Sinceraly,
Basr regards,
Yours sincerely,
Kind mgards,
Yours taithfully,

Khartasa Phoagsirkul [Ms.]
Secratary of the Resesrch Department
Tek et

Pract|ce writaig the email closmg:
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