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The Principle and Skills of Email Writings

a. Study your reader’s interest

b. Adopt the right tone

C. Write naturally and sincerely
| have pleasure in informing you. | am pleased to tell you.
Please be good enough to advise us.  Please tell ( or, inform) us.

Please do not anticipate any increase in prices.
We do not expect prices to rise.

d. Write clearly to the point: avoid using and, but, consequently, however, etc.
€. Be courteous and considerate

f. Avoid wordiness: unnecessary adjective and adverbs
The proposal is under active consideration.
The answer is definitely correct.

The neat contract has been signed.
g. Plan your letter
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I. The Principle of Writing: unity, coherence, support, and sentence
skills.

j. The Use of Punctuation: comma, semicolon, and colon
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