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Hope this email finds you well — Hi - Good morning — Greetings

Please note the followings

Email Etiquette
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Concerning our last meeting

oW Jes] — dbgae Bgaxdl e

303l

aogalsl

J-o<l
Ui

L ALY A AT Y



401 1 Fdol | rdol |

Q9ASIY oAl S
Email Etiquette

We need to finish the store inventory by the second week of September
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Totyfroty@gamial.com
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Letters Etiquette - Example

Cairo, 22 January 2012

Dear Eng. Hany Wahby,

Head of department of maintenance,

The international company for trading and supply,
38 Abu bakr street, 8t district, .........

Hope this letter finds you well/ Hope all is safe/ Good day sir

| would like to thank you ......

Please we would like to have .....

Waiting for your usual understanding and mutual cooperation

With my respect

Amany Mostafa

Head of admin
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Customer complains due to delayed receiving of appliances after maintenance
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* Date:

* From:

e To: (name or department)
e Reference: 2020/3/CS

* Then:
o Table of contents
o Intro and background
o Body of the report
o Summery and conclusion
o Recommendations
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Report Etiquette
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* Plan the report
e Draft the report

e Revise the draft

Report Etiquette- How to start?
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