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IES crearing A competitive Advantage

Structuring A Global Email

Japanese Structure vs Global Structure

I_.

A salutation can be formal or infor mal. How well
you know the reader?

ki
Dear
Thank you for kgh\me speak with me
t da \amw iting to confirm cur mestin f—
pemb atmam,
Why are you writing?
uld like nfirm the location of the meeting
hﬁ

é_a]. V:Est Gardens Pravide infarmation. What is your message?

Lendon E
If this is incorrect, then please let me know. e
© : — e —

5 . you formal.
Action. Do you need 3 response use the same style that they do

he opening sentence, provide

Like the salutation, this can be formal or informal. information. What
is your message? What are you frying to
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Video 1: Structure & layout

Video 2: The Subject Line

Video 3: Writing Style Part 1 (Appropriate Politeness & Matching
Language)

Writing Style Part 2 (Using Active or Passive Language)
Requesting Routine Information

Making Special Requests

Giving Explanations

Video 8: Confirming Information

Video 9: Adding Emphasis

Video 10: Being Persuasive

Video 4
Video 5:
Video 6:
Video 7:
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Windows / Mac OS / iOS / Android
Microsoft IE / Microsoft Edge / Firefox / Chrome / Safari
1GHz CPU - 512 MB of Memory Internet Connection




