Handout 9
Writing e-mails?

Please comment on the following e-mails: Did the e-mail writer perform a good job?

E-mail: #1

Bcc..

Eetreff: Meeting

Hi Jim,

| just wanted to remind you about the meeting we have
scheduled next week. Do let me know if you have any questions!
Best wishes,

Mark

E-mail: #2

Eetreff: Revisions For Sales Report

Hi Jackie,

Thanks for sending in that report last week. | read through it yesterday
and feel that you need more specific information regarding our sales
figures in Chapter 2. | also felt that the tone could be a bit more formal.
The report is going to be read by our Executive Team, and needs

to reflect our professionalism.

Also, | wanted to let you know that I've scheduled a meeting with the
PR department for this Friday, regarding the new ad campaign.

It's at 11:00, and will be in the small conference room.

Please let me know if you can make that time.

Thanks!

Meonica

E-mail: #3

Eetreff: Meeting

Hello Carla,

I really can’t understand the reason for the project problems
at your end in your last e-mail. I'm around again in Turin

in a couple of weeks. Is there a good time to reach you

in the coming days to chat and fix a meeting?

Best regards,

Peter

Comments:

Comments:

Comments:

tBased on: https://www.youtube.com/watch?v=JigWiJnGS5g&t=12s (last access Apr 30, 2022)
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https://www.youtube.com/watch?v=JjgWiJnGS5g&t=12s

Writing E-mails across cultures

Example in arelationship-oriented culture

Example in a task-oriented culture

Eetreff: Kick-off

Hi Peter,

how are you doing? Still travelling a lot? Bet it's getting tiring
with all those meetings. Anyway, take care. Looking forward
to seeing you at the meeting tomorrow.

Just a quick question: do you want me to kick off the presentation
of the last quarter results, or do you want to take the lead?

If you want people to understand the big picture, maybe

I should do it. Not sure,

Cheers,
Jackie

Eetreff: Kick-off

Dear Peter,

Do you want me to kick off the presentation
of the last quarter results? If you want people
to understand the big picture, | think | should
do it.

Best regards,

What are some typical elements?

Jackie

Relationship-oriented Cultures

Task-oriented Cultures

Style

Frequency
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