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(Email Etiquette and Difficult Situations) &euall Cadlgally 39 ASIYN Wl lsl o
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Course Objectives
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ol 08 (3 @Y 39 ASIY Wl densd]
(Importance of professional email in the workplace)
b Lol 3o AV LAl il A
(Structuring Your Emails)

sl 4l (83 (39 ASIY sl 9Sa
(Components of a Well-Structured Email)
(Subject Line) oo g0ll Jlaw @

(Greeting) 4=l o

(Body) puuxl e

(Closing) 4e3=Jl o

(Signature) adgl
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Importance of professional email in the workplace

62% of professionals prefer to communicate via
email when talking for business purposes.

die 39SV Al e Juelgdl Ooliats (ruigall (1o 762
Jeadl 21,8y Eusill

Source: Drag App
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Importance of professional email in the workplace

e —  //+/

"Most Used" Communication Method in Personal Life by Generation
Edison Mail "2022 State of Communications Study," January 2022

B Email

B Text Message/SMS
B Messaging Apps
B Phone Call

B \Video Call

B Social Media

Gen Z (9-24)

Millennials (25-40)

Gen X {41-56)

Boomars (57-75)

Silent Gen (76-93)

0% 25% 50% 75% 100%

Edison Mail
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Importance of professional email in the workplace
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Importance of Professional Email in the workplace
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Structuring Your E-mails
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Components of a Well-Structured E-mail

39SV do ) duzr g BT bl 1

To... 8 oo (o.g.Jo LS opdl ual;u.f)U

>
|:

e 2o el ) GoASIPI )l (p0 s Jlaayy "aisin G S pdsitny
o3 el gz (pe QOASIYT ey (pglis slaz|

Subject:
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Components of a Well-Structured E-mail

47% of email recipients will open an email
based on the subject line alone.

s 5y J5u ) gty 39S ) olinn 30 %47
.0J=>9 ay,oﬁ,d\)]a,w

Source: Tidio, 2020; Bariliance, 2021
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Components of a Well-Structured E-mail

:Subject Line fgo 90l Jlaw 2

By A cggungall o e 2lo Wg A 105 Ogoitnn 193813 Lo poladl )8 L WL
BIASIV Ll S gizeal llis

Al Ggims b g 52909 Tu2ly o g0 slaw 51 e
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Components of a Well-Structured E-mail

CEOM» pasuisl go cfguogall slase (3 oo S g9 eliStey clgasd 10> B uad Al chad OB 13)]
(G BN Msl ol 2o putsiiny 1o plasaial (3 d> (S

To...
=
5end
Subject: Could you please send the February sales report? Thanks! EOM
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Components of a Well-Structured E-mail

Greeting 4=l Jaw 3
(el lidyae de 13lorel Bupdl/apd 91 (ghape” Jio olivnall drwlio dud pasiiul
Use "Dear [Name]," or "Hello [Name]," depending on your familiarity with the

recipient.

“Dears, Dear all”, dsle &3 pusaiwld calivall @l (3,23 Y ¢S 13] o

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_



7401 | Fdol | rgol |

o
-
u
-
o
u

ol &l (63 (39 ASIYI sl oS
Components of a Well-Structured E-mail

A compliment or pleasantry dlol=dll Jaw .4
q:Lé_;Q ! o e N Lg\ﬁ

Ll By e 5,012

1o M) el G9ASIY! QoA Al Zldl 1
Jelass e (ols i Sadl e )] da 4939 due) Caps Of (S

8o dglall Gl g
ellelas e Lyl

—
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Components of a Well-Structured E-mail

A compliment or pleasantry dolxall Jow 4
Compliment Types: Melxall 151
General Well - Wishes: dole dub Olowl

 "Hope you're doing well." " Ao 0655 Of gl e
 "Hope you're having a great week." "5y guned Gl 031"
* "Have a wonderful weekend." "4x5)) fgunl Dl dllae el pa3l" o
Acknowledgement/Gratitude: 0L/ sl
* "Thank you for your email." "B A S de 5" e
* "Thank you for your quick response." "ol Sy e IS e
* "l appreciate your help with this." "lde (3 claclue jusl" e

aogalsl
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Components of a Well-Structured E-mail

A compliment or pleasantry olxs)l Jow 4
Compliment Types: TG WESN FI P
Compliment on Work: (Use if sincere and Bl il O] lgadsuiwl) Josdl e Aol
appropriate): (dwling
* "l enjoyed your presentation this morning" BEPNNEIRTRI NNV
* "|'wasimpressed by your insights on the "7 luall
project" "8 9 rinadl Jg> gy el aal" o
 "Your recent article was very informative" "Gloglaall e p2Yl Gllae O e
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Components of a Well-Structured E-mail

The body dlu))l e .5

Janll 54 o)) (S gomall Jodiol

Call to Action Main Content Introduction

o m Jee) — Ab siaa (5 8all mren

sssss



el Ll (63 (39 ASIY il i sSe
Components of a Well-Structured E-mail

The body dluJl e .5
Introduction dedas! -1

' @ 80 ol (§ 10 deluy .S Cow e g Oloud g3 (sl 9l ez 10l 180y

T QAN Dy Blewy
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Components of a Well-Structured E-mail

The body dluJl e .5
H(Oleddal e dlial) dodiall -1

If you need a request Lo % b deall e Bg) O§‘5l

 I’'m reaching out about... L OLa Juolgil e

* Thanks for the quick response Ao ) dyleniadl e Sz e

e “Canyou send ....to me by Friday, anzll o Jolow L Jues O ebSap Jo" o
please?” “Please get/keep in touch.” "Tellad e

e “Keep me posted. Sdlall de 28/ e Jguaxl (20" e

Oldzinalb P e sal"

aogalsl
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Components of a Well-Structured E-mail

The body Al e .5

(leddall e dliel) douiall -1

Je> Oldsiwal! ;20 s el Jo o
L nae (§ Lzl LS

e BT GT e

omsato Slsgsl o
Lo lois! daslin) o

If You're following up on Something

e (Can you provide me with an update on...
* As we discussed on our call...

* |’'m checking in on...

* |'m getting back to you about...

e To follow up on our meeting

aogalsl
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Components of a Well-Structured E-mail

The body dluJl ew .5
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Informing someone about something o o oo b pases PO
« “I'd like to inform you of...” "o sl ol agl" e
* “I’'m writing to tell you about...” " os sy STl e
e “Just a note to say...” " e dasMe e e
e “Just to update you on...” "de cledbY lhad" e
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Components of a Well-Structured E-mail

The body dluJl ewx .5
(loddell e dliol) densall -1

Arrangements Confirming L U1 ST
« “I'd like to confirm...” o ISEOlagl e
« “Just writing to confirm...” ST CoST Jass o
Arrangements Changing OLus I s
 I'msorry but | can’t do/make Tuesday...” poy . sl Of adaiwl ¥ (S Cawl U o
 “Thisis to let you know that I've had to .G
put off/postpone...” Sl e OF Bl elodleY lia o
* “I'm writing to call off/cancel...” [y CSTUT e
* “I'm afraid | can’t make/manage p52 oI/l O jphaiad Y (il (giis] @
Wednesday. How about Friday instead?” Telld e Vb daee! o 13k sVl

aogalsl
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Components of a Well-Structured E-mail

The body dluJl ewx .5
(loddoll de dliol) densall -1

401 1 Fdol | rdol |

Replying to a Previous Email Ll 3980V Wyl e )l
* “Thanks/Thank you for your email...” TGS Hasy de <) S e
e Thank you for your help ) @V\;W&;@J\Jg‘“ .
* Thank you for the update Codsll Je el 5Ss
Complaining Lo to oy SoSead! 39 ASIYN Al (pe LBl OB 13)
e “I’'m writing to complain (about...)” (. de>) Sead) CasTuT
* “l was disappointed to find/hear...” " Caows /g bodie ol dso Coyais

a+pgﬂ5||

O dae) — Ak sias Gl pen issue 01 ljlliiii
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Components of a Well-Structured E-mail

The body dluJl e .5
Main Content syl Sgiz=all -2

CVLIPENEY L 32909 G’b\j 1Ol aa]l
Aoa)g dafe i) pascinl e ) Gyimn o Ladl> o Ebloghan oubaily o8 @
Aol hladl ol dwladl e daxsl o g0y bl o1y 5pumd Ol &
Loyae Si duawl 12 L))l e Joladl Cozs o 229 Bler dole Bacls
il Lewled) bl o501 e il Jaxdl o I Jaz b ) e
5,85

aogalsl

J-oc<l
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Components of a Well-Structured E-mail

The body dlu))l e .5

@ (e 233 13]) Jamld 8925 - 3
AN z325)
25l o el eliuwdl (e 28435 Lo Zou g D>
18 phlnell

o Osllas 58 o cyeto @il 25 Y 5 alag dudge dong) s

Arogalsl
J-ocl
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Components of a Well-Structured E-mail

Examples of Calls to Action: | o)l Olges e dlsal
(glea;e let me know your thoughts on this by J JEERTS Jo> Gb\y A L.)Tj_?:)jn
Ste) " gl 2y QA
o | | " (o)
"Could you provide (information) at your earliest oL s LS T
convenience?" it (Sloghaall Pf“m:q " “’LQ
"I'd appreciate it if you could confirm your ) '95' = “"Qﬁ
availability for (meeting)." (Eloxd)) ) gua> ST 5l sl
ﬁ.g.n._l:ﬁll
o dee] = Ahsiae Gsiad) pen issue 01 lﬂj&lﬂé
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Components of a Well-Structured E-mail

- Closing el=dl .6
Summarize el

3 S bassb ) S
IS ol

Thank You: ¢l 55

T1=C oo AN T +]=]
ol " S :)df:*f‘ O el x| Sign-Off auds)
"Thank you,.'.' or "Regards," . "Aled pe'! sl
g ") s
"Sincerely," or "Best
regards,"
v
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Components of a Well-Structured E-mail

Closing U=l .6

Loz Jozel) dlio]

| look forward to hearing from you o glazadl ] clla_:\ 2l e

I’'m looking forward to your reply sy J) Q.LL:J\"UT .

See the details here: (www address) (Www) Olgic 1Ud Juolasll e albl s
and let me know what you think Sl sl

If you require any assistance, feel free 33,5 s (e luwe (57 J) drbons ciS 13| e
to contact me 5 Il 3

Keep me posted CARCEIN ¢ @U@‘Jﬁ@m‘ .

aogalsl
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Components of a Well-Structured E-mail

Closing plisd! .6
Keep up the good work dualizdl Jozl) el
Let me know if you need anything Azl Joadl (e ol o
Please contact me if you encounter any Cudo Coui| 13] 3 as|
problems Sliwo T cgzly 13)] 3 JLadl ;t>JJ\ °
Please let me know if there’s anything you  dzlid ¢ (o &l 2l L)Sb\ el °
need QG JbaVl (3228 ellas (1o @

Please don't hesitate to contact me

aogalsl

J-o<l
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GERHOLD

0000

el il (63 (39 ASIY sl oS
Components of a Well-Structured E-mail

Gregory Fridley
Global Operations Executive
Gerhold Group

111 222 3333
afridiey@ggroup.com
VAW.Ggroup.com

4621 Cedar Lane, Cambridge, MA 02141

Signature aud44l .7

e Essential Information Ll Slaglaoll o
* Include your name 2y el o
e Job title byl el e

Company information 3Se)l Gloglas o
Contact details Il Juolas

aogalsl
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Writing Clear and Concise Messages
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Lecture Agenda

Purpose: Defining the goal of your email
before writing.

Sentence Structure and Types of Sentences
Punctuation rules

Spelling check

Jo3 oAV all Gus w1 o3l e
LS

ozl $lgilg dlazdl duy

o8 Al Olodle uclgd o

J\[/Vord Cho(;ce.AYO|d|ngJargon, complex Syl o Sl Las] .
erms, and passive voice. semoll sually Oliatls

Proofreading: The importance of careful

PERRU PPN - IV R PO TN
revision. ) L+l b

aogalsl
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=S

Has a subject and
a verb.

Independent

It’s may stand on its own
as a complete thought, but
it doesn’t have to.

e.g. Ahmed is a good
agent.

e.g. Ahmed was the first
rank on the floor last

e.g. Ahmed is a good
agent, so he was the first
rank on the floor last
month.

Dependent

They cannot stand on their
own because they don’t
express complete thoughts

e.g. Because Ahmed is a
good agent.

e.g. Because Ahmed is a
good agent, he got bonus.

[ Sentence J

Has a subject and a

verb and expresses a
complete thought.

The employee
arrived to the
company at 7 a.m.

aogalsl

J-o<l|
- £
issue 01 U"-U-H
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WHO —>» WHAT —>» WHERE —>» WHEN —> —>»> WHY
The Attended Tothe training A+ 9 o'clock By bus To avoid
employee center being late
Subject \Ver Place Time Manner Reason
Jela) Jad) O8] O3l EWER] el
ﬁ.g.u._l.'ll&l!

o3 dae) — Al sias § iall e issue 01 U-'-l-ij-.’.-!
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oA Oledle uelgd
Punctuation Rules

43gd) 08l lodle Cad gl blas Sy
Terminal Points Pausing Points Others
(.) Period daadl (,) Comma 4wl (") Apostrophe
(1) Exclamation point (:) Colon oldais Wlall dlyo Lol
(?) Question mark
h.g.u._l;nl‘bll
g dae) - Ak shae G il aea issue 01 dl."u-nj-j;_i
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350 @30 Slodle

Terminal Points

() Azl Yl

ezl go (e g e AV (1) dlaiidl pusors
:(Declarative Sentences) 40,8301 Jux! |1
Sloglae Jaxs 2l Jaz)

E.g. Rome is the capital of Italy.
:(Imperative Sentences) dwisll Joxl .2

E.g. Please don’t feed the animals.
Let me know what time your flight arrives
Joc!
o Jas] — Abshzs Bohoxll ppax issue 01 (YA A



-
u
T
o

7401 | F4ol | rgol |

350 @30 Slodle

Terminal Points

(.) ddaaidl 3731
:(Abbreviations) whlaisYl xe dadill pusind
ML}J%L;Q.&U@M Q\J‘fa"~>'>’\eo°d'l «:.”61." N

Examples: a.m., p.m., Mr., Mrs., Dr., etc.

o Jes] — dbgase Gl pre issue 01 (JAMI U
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350 @30 Slodle

Terminal Points

(1) oeadl dadle 5L
198 yeli e el (1) amadl dodle pustns

I'm really excited about my new job. (no emotion)

I’'m really excited about my new job! (Excitement)

If you come to work late tomorrow, you're fired! (anger)
Ouch! You just stepped on my foot! (Pain)

Wow! What a beautiful house! (amazement)

aogalsl

J-o-c]

ot Josl = Absaze Godoll aper issue 01 l."l'l'ij'l“".
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350 @30 Slodle

Terminal Points

(9) plgaiw! dodle ;BB
JIsed) &ilgs 8L (9) pleaiwdl Aadle pusuins

 E.g. What do you do?
e Who lives in that house?

* Are you excited about your new job?

aogalsl

J-o-c]
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Pausing Points

Comma (<) o)l Yol
rdo3 8l ng\,ol.ud\ Juad) dpola]l pdsvind 1
E.g. we need to buy milk, eggs, flour, and sugar for the cake.
Q9 ASIY LA Bl (3 plisdly ) 2
Best regards, Dear Sir,

3
=

aogalsl

J-o-c]

ot Josl = Absaze Godoll aper issue 01 lj.l.l.lj.l“.l_
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Cadgill blas 08,5 cledle
Pausing Points

Comma () dsolall Yl

Clauses wl,aall (yu Jundll 3
Win 8,20 Al 5,55 Loy ais o
Dependent clause + Independent clause = complete sentence
E.g. When Ahmed gets home from work, he watches TV for an hour.

s (e (5,88 oy e e
E.g. They offered him a promotion, and he accepted it immediately.

}
J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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Cadgill blas 08,5 cledle
Pausing Points

Colon oldass (3) G0
(List) 43l @uds due (1) oldasidl pusend |1
E.g. You may be required to bring many things:

sleeping bags, pans, utensils, and warm

clothing.
(Quote) pelid! @uas wie (;) olikaadl pusuind .2

E.g. Lincoln famously stated: "A house divided against itself cannot stand.”

E.g. There's only one reason | stayed up so late: | had to finish the assignment.
(Provide an Explanation)
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39 el oladle
Other Punctuation Marks

The apostrophe () Wl duolall
The possessive apostrophe
E.g. A car's engine
Plural nouns that do not end in s also Follow this rule:

E.g. the men's work

aogalsl
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Punctuation Rules (Capitalization)

AS Gz dlozd) o 91 AU LS &30 o 11
Cats like eating fish.

94419 Fauadl plly oyl Sladlally ladaially (SWIlg (olead clowl :dolsl clowd) 2

3 ) g Jedlg olewdzdlg
Examples: People: Michael, Emily, Dr. Smith
Places: Australia, Eiffel Tower, Grand Canyon
Organizations: Apple, United Nations
Days/Months: Monday, August )
vs/ VAT LT Sxall ess .3

mpn mypn
| . |
.

The pronoun "I" is always capitalized.
| am planning a trip to the beach.

aogalsl
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Spelling and Usage

Subject:

;‘vé;-i- " i "l 2ew] el o
Wﬁ% A- Spelling Checker" elasciwl eliSas

Add to Dictionary

AutoCorrect

Language 4 F7 CLI—Q'Q L_;S‘ ! .« e ” @J-b L)-C °

"':(r' Spelling...
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pliseiwly (MY 3.8,
Spelling and Usage

Grammarly geby elasvun! el

LL 0 gulS (s e predsuiunll deluy ¢ £llaodl cBAL 3950 LUSU duclue Gadas 9o o
ESTER

10 Gl Ol9al po dawlg de gazen y5g0 @

TR 08 Uls Dgmilly YN delgall (§ dasladl slasIl susy 1 dsgmilly 45MYI delgall |1

L oluouas

EBLUST doladl 8019 dxaey g 3lzVlg oud o)l (pad S8 pddy 1diually O glwdl 2
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Spelling and Usage

Grammarly Apps Grammar|y f‘m‘ CLEJJJQ

@ Grammarly for Windows [ . (PN

SuRoshant okt Wi e o Y ok Sl e Sjasiar iy Bropsn-r vt - } ) W\ 4.9L5.01 *
o Gty oo N . Mo L;Luja.ﬁjgy :L_.Aii,oj\ éi/.z,w é,u.lg_: o
E[ Grammarly for iPhone and iPad

E Grammarly for Aﬁdrold m O ~9.£L3>j\ I " " °
8] sitmcnmn comtnt s sy o e s s ettt J:)jjv\‘sy\ ( ?:u.kb-j )
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Replay
Affect
Advise
It’s
Plane
Will

Farther

Tell

pliseiwly (MY 3.8,
Spelling and Usage

Reply
Effect
Advice (Synonym) 30,1
Its "Gl L elasiil ebSay dlasdl 1de Cuzal
Plan Jles Sliubss wlane § ade otall (Sos sl
Going to
further
Till
ﬁ.g.u._l.'ll&ll
i Jee) — 4ds siae (3 g8all aen issue 01 m
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J}Q}w.u L”S.‘f‘”“”ﬁ Oldudadllg Oldlamall Cosd LS Lo
Word Choice: Avoiding jargon, complex terms,
and passive voice.

Example
* Jargon: "Please escalate this

issue to Tier 2 support for Use plain language 43 pusl
further troubleshooting.” o

* Plain Language: "This C”ﬁ\fl 'ibjf’f? Wy 4'9“9“ Al QW‘ M
problem is beyond my ability A Ayl 422l (585 Ellasas plasol J] Al

to fix. Please send it to a more
experienced technician.

aogalsl
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Word Choice: Avoiding jargon, complex terms,
and passive voice.

Example
Passive Voice vs. Active Voice

* Passive: "The meeting was | | N |
scheduled for next Tuesday." Use active voice lasdl wgall pasol

* Active: "l scheduled the Sgaall o ple S 8,8l § Jgul Jaadl c‘»yd:

meeting for next Tuesday."

aogalsl
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dﬁ.@z,o.u @*‘Jb Oldudadllg Oldlamall Cosd LS Lo
Word Choice: Avoiding jargon, complex terms,
and passive voice.

Example

Complex: "The utilization of
asynchronous communication
modalities can facilitate
increased productivity.”
Simple: "Using email and
messaging tools can help
us save time."

oo gell Clio (39 8uad lglax|

Keep it short and to the point

o9 A A9V by (§ e sall Lo ] Jau!
)9 pall pe Ologlaall

¢/ KEEPIT
" SIMPLE
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Proofreading: The importance of careful

revision
Sy 7o) Lgod) ol dandaoll clasYl
Clarity and conciseness Typos and grammatical errors

7219 oAV Sy O e 8T s Y ST ¢ DY 38l pascisl
de g Fagall ) JaDI . 52509 QoA By gzl Jo L ade
A9 2l e Sloglaall Cuzxdy Alw)] Jd bl

v ——

\)
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revision
o)l B do)!
Artificial Intelligence Tone
dwlio 39 ASIY by 86 Of (e ST
Lo sl iSay el Joen do . @liewnl]
https://gemini.google.com/app daaws) ;8180 plasciul

Ayl Jd GoASY bl dazlial i) ol June J) 3980) by Dy (&
Lﬁ;jj’&ilexfﬁ Al (§ dodseind las

&
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Email Etiguette and Difficult Situations

pimdeel—dbgaa gl
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Lecture Agenda

. * Email Dos and Don'ts: Covering Ll By gdd comYbhgcamle o
. common social graces for the ALl e losmd] 3L, s 3 1SV
medium. ;
m * Handling Criticism: How to respond Q9ASIY LAl e Juol gl
\ prod.u§t|vely and prgfessmnally. | JEVITRVER St o)) 228 8] po Jolall o
* Providing Constructive Feedback via ’ ”

. Email QIASIY LA e Bely lasdle @uuas o

. * Conflict Resolution Strategies olell J> ol iw! o

N Joc!
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Email Dos and Don'ts
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Bigo Blaz pusciul

RN PPREEIRD
j

X QA oy Pl LSS Y
i dbsb
LMY clasYl e (i

X S olbe Juy Lyl

x Sf&\dyyb@ S5 Y Buslg B 5 pdsiwl
MW bl 3] i Y Bl de de 3,0 o3

QoS I

o Jos| — dbgame Bohxl arax

CLAC KX
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P.A.C

Pause before you act
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Feedback Sandwich Positive ‘ ‘
Method Feedback '-{ | |

HIZYS) uf««l‘:ﬁjdlw‘ ‘LQ-’J"Q Constructive {-
PSS YN Feedback : Y

Positive
Feedback 4
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Lecture Agenda

Routine correspondence

Routine correspondence initiated by the
sender

Routine correspondence that responds to
another’s correspondence
Correspondence that delivers good news
Correspondence that delivers bad news
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Routine Correspondence

Josadl ol (1 &g )l odlal ol

(Routine correspondence initiated by the sender)

sy sy A e Juyell Walag (21 dusg )l Dl ol 05833

C&l,wj.oj\ LMJL?E)L) JJ?Uj\ @W\ﬁy 4*>Lu.9\ OJLL.C (CUJL&D‘) rdoddall 1

el 32909 Ty S L_,U\j,wj\ b 7o g0 Aoyl 29> Clal ol luaiwd! 2
Lo dolaialg el dJ Juwyadl 8ely8) Elilial e pna 1da3lsl 3
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Routine Correspondence
Jen ol Ua\Jqu LS‘” duins 9l uBMJAJ\

(Routine correspondence initiated by the sender)
o)l A3l Jlis
12345 # g_.,\l.la.” (Q:é) - g',\ll/.ﬂ\ > O_C)Lu&f«,w\ &9403,&]\

sl (32,8 (Sip5e

CUMJ\ 4JL>J5>
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Routine Correspondence

Jen ol LQ\M LS‘” duini 9 )1 Dol o]l

(Routine correspondence initiated by the sender)

Dl UL Jle

Scenario: A customer wants to inquire about an online order's status.
Initiated by Sender

Subject: Order Status Inquiry - Order #12345

Dear [Support Team],

| recently placed an order (#12345) on [date]. Could | please get an
update on the shipping status?

Thank you in advance for your assistance.
Sincerely, [Customer Name]

aogalsl
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Routine Correspondence

o3I Ollye e 555 () dadg Il bl ol
Routine correspondence that responds to another’s correspondence

ity sy A e Lol o3I sl yo (e 533 (a1 duiig )l bl ol 05855

Ao S 8l d8ls] ao ¢ oI Cllal gl ALyl ] 83gall 85LaY) iz led 1
Juolg!
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Routine Correspondence

o3I Olye e 33 () &usg oMl ol

Routine correspondence that responds to another’s correspondence

Aoyl G300 31 e Je

12345 # g’,\,Uaj\ p.'é) — g.,\l.bj\ U= O‘CJL‘““.&"”‘ LR S &}«p}d\

; g ; ¢ [drordl @ul] (S350

09 dds @3 A48 (12345 # o)l 08)) eldb b pss o bruo e eldb plan cllislys e 2,SCad
Ll 03]t Ul il 03 plasuinls dads ¢Sy [xd grell el F)B] (3w OF @ g30]!

Sy A (8T b O 13] Ladle] (20

Sl e (553180 (SSa5
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Routine Correspondence

o3l OMlye (e 333 ) dousg Il Ml el
Routine correspondence that responds to another’s correspondence
L=y dslIl 5] Lo
Subject: Re: Order Status Inquiry - Order #12345 Y e d
Dear [Customer Name],
Thank you for reaching out about your recent order. We're pleased to inform you that
your order (#12345) has shipped and is expected to arrive on [estimated delivery date].
You can track it with the following tracking number: [tracking number].
Please let us know if you have any further questions.

Thanks again for your order!
Sincerely,
[Support Representative Name]

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_



-
u
T
o

7401 | F4ol | rgol |

om\b\k}m@\uwﬂ\

Correspondence That Delivers Good News
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Correspondence That Delivers Good News
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Correspondence That Delivers Good News
Ll L Jle

Subject: Great News! You've Been Approved for a Discount!
Dear [Customer Name],

We're delighted to inform you that you've been approved for a 15% discount on your next
purchase! We appreciate your loyalty and want to show our gratitude for being a valued customer.

In order to redeem your discount, simply enter the code THANKYOU15 at checkout during your
next online purchase. The discount is valid for [validity period] on all non-sale items.

Congratulations again! We hope you enjoy your savings.
Sincerely,

The [Company Name] Team arapls
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Correspondence That Delivers Bad News
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Correspondence That Delivers Bad News
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Correspondence That Delivers Bad News
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Correspondence That Delivers Bad News
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Correspondence That Delivers Bad News

il UL Jlie

Subject: Regarding Your Application for (Job Title)
Dear (Applicant Name),

Thank you for your interest in the [Job Title] position at [Company Name]. We were impressed with your
application and resume.

We received a high volume of applications for this position. Unfortunately, we have decided to move forward with
a candidate whose experience more closely aligns with the specific requirements of the role. However, we were
pleased with your qualifications and encourage you to keep an eye on our career webpage for future opportunities
that might be a great fit.

We wish you the best in your job search. Thank you again for considering [Company Name].

Sincerely,
[Hiring Manager Name] agosals
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Writing Meeting Agendas and Meeting Minuets
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Meeting Agenda

Seven out of 10 employees feel their time is
being squandered.
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Source: teamstage
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Meeting Agenda

“Going by the book” (or detailed agenda) can
decrease the amount of meeting time up to
80%
by lde Wiy OF (Say ewaiil] JlasYl dgotz el
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Source :Highfive
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Meeting Agenda

No more than 37% of meetings in the US use
agendas
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