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        HOW TO WRITE AN EMAIL       
	To:
	 Rachel Green <r.green@friends.com>  

	From:
	 Phoebe Buffay

	Date:
	 6 August 2008  

	Subject:
	Re : email-writing guidelines 

	Attachments:

	shortnameform.doc


	Dear Rachel, 

Thank you for your message about how to write e-mails. As I am a new member of staff, it is very helpful to know our company style.

I wonder if you could help me with one aspect of e-mails: English names.

I am confused about short forms of English names. Some staff call me 'Pheebs'. I know, for example, that 'Jen' and 'Jenny' are short for 'Jennifer'. I include a list of names that I am not sure about.

Could you tell me other example to know ?

Thank you.

Yours sincerely

Phoebe Buffay
Trainee



	


Les emails formels et informels  répondent aux mêmes règles de présentation que les lettres . Ajoutez cependant les quatre en-tête au début du mail ( 5 si fichier joint).Haut du formulaire

Bas du formulaire

