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Effective Emailing Workshop
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Emailing Workshop eziianlszansmmwlumsiauvesna
- Effective Emailing Formats

- Formal and Informal Vocabulary HoT
- How to Email like a Professional

- Emailing Etiquette
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IN JUST ONE DAY ....

Day Activities Topic

-Introduction to business emailing Basic Emailing

9.00 —12.00 -Common outline/structure of business emails -Structure
-Common phrases used for various situations Emailing Language
-Letter layout, the date, opening/closing/subject headings -Formal vs. Informal
-Composing/replying emails: Inquiries
-Distinguishing between formal vs. informal language
-Attachments

12.00 —13.00 Lunch Break
-Making requests Emailing

13.00 — 16.00 -additional information -Requests

-clarification -Meetings
-meetings/appointment -Making Clarifications

-Common phrases for clarification -Giving Information
-Structure and key phrases for -Editing
arranging/confirming/postponing/canceling/ rescheduling -Responding to
meetings Difficult/Angry Clients
-Proofreading/editing tips and techniques
- Tips and techniques on handling demanding/aggressive
emails
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aulafindoaounw'ld 086.339.1017/02.270.0249 Line: lingo.thailand
amwii Lingo BTS Ari Station Exit 1 (5 min walk) 3rd Floor 33 Baan Rachakru Building
Phaholyothin Soi 5 (Rachakru)
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