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Business English 
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:0*+&(-6(/0,'(&+1$/(,0"(-5/*$0;4(.0<%"#(%+(3%66%,8$+(+-(8"3/*&+0"3()'/"(0"3('-)(+-(8&/(/0,'(<%"39(
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Asking a Clarifying Question 
Casual:(N0"(B(;8+(+'/(;*-?/,+(BC.()-*<%"#(-"(*%#'+("-)(%"(+'/(&8*5/1E(
Blunt: 
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L/0*(G&9(F3700$4((

G1("0./(%&(N%+$0$%4(0"3(B(*/,/"+$1($/0*"/3(07-8+(+'/(-;/"(;-&%+%-"(0+(1-8*(,-.;0"19(B()0&(
)-"3/*%"#(%6(B(,-8$3($/0*"(.-*/(07-8+(+'/(;-&%+%-"9((

>'%&(./&&0#/(3-/&("-+(;*-5%3/(0(68$$(%"+*-38,+%-"(-*($%&+(+'/(&;/,%6%,(;-&%+%-"9(B+(0$&-(3-/&("-+(
%"3%,0+/(%6(1-8()-8$3($%</(+-(7/(&/"+(.-*/(*/&-8*,/&Y%"6-*.0+%-"(07-8+(+'/(;-&%+%-"4(*/A8/&+(0(
.//+%"#()%+'(+'/(*/,%;%/"+4(7/(3%*/,+/3(+-(&-./-"/(0$*/031()-*<%"#(%"(+'0+(;-&%+%-"4(-*(&-./+'%"#(
/$&/9(!5/*1(/.0%$(&'-8$3('05/(0+($/0&+(-"/(,$/0*(%+/.4(+0&<4(-*(*/A8/&+9((
(
Step 5: Thank You 
B+(%&(0;;*-;*%0+/(+-(#%5/(+'0"<&(+-(+'/(*/,%;%/"+(-6(1-8*(./&&0#/9(N-..-"(;'*0&/&(6-*(+'%&(
;8*;-&/(%",$83/(thank you for your time, I appreciate your feedback, thank you for considering 
me, 0"3(.0"1(-+'/*&9((
(
Step 6: Closing 
>'/(.-&+(&+0"30*3(&%#"@-66(%&(best, 78+(regards, best regards,(thank you,(thanks in advance4(0"3(
&%.%$0*(50*%0"+& 0*/(0$&-(,-..-"(0"3(0,,/;+07$/9(H-*(.-*/(6-*.0$(&%+80+%-"&4($%</(,-"+0,+%"#(
&-./-"/(6-*(+'/(6%*&+(+%./4(sincerely(,0"(0$&-(7/(8&/39((
(
H//$%"#(;*/&&8*/(+-(&+0"3(-8+()'/"(0;;$1%"#(6-*(?-7&(-*()-*<%"#(%"(+'/(;*-6/&&%-"0$()-*$3(%&(
,-..-"4(78+(0"(/.0%$(&%#"0+8*/(%&("-+(+'/(;$0,/(+-(7/(8"%A8/9(F5-%3(/R,/&&%5/(0"3(
8";*-6/&&%-"0$(&%#"@-66&($%</(thx4(-[name/initials], yours truly, with love, have a blessed day, -*(
-+'/*(&%.%$0*(50*%0"+&9(O-8(&'-8$3(0$&-(05-%3(8&%"#(/.-?%&4(%"&;%*0+%-"0$(A8-+/&4(,-$-*68$(-*($0*#/(
6-"+&4(0"3(-+'/*(3%&+*0,+%"#(/$/./"+&9(((
(
:/*&-"0$(;*-"-8"&(,0"(0$&-(7/(033/3(06+/*(1-8*("0./(%"(0"(/.0%$(&%#"@-664(78+(+'%&(%+/.(%&(8;(+-(
+'/(&/"3/*C&(;/*&-"0$(3%&,*/+%-"9(
(
Additional Tips(
List your availability first: D'/"(*/A8/&+%"#(0(.//+%"#()%+'(&-./-"/4($%&+(1-8*(050%$07%$%+1(%"(
1-8*(%"%+%0$(/.0%$(&-(+'/(*/,%;%/"+(,0"(/0&%$1(6%"3()'0+(+%./()-*<&(6-*(+'/.9(D%+'-8+(+'%&(&+/;4(+'/(
+%./(%+(+0</&(+-(6%"0$%W/(0(.//+%"#(+%./()%$$(7/(;*-$-"#/39((
(
Subject line: >'/(&87?/,+($%"/(&'-8$3(7/(%"(+%+$/(,0&/(0"3(0,,8*0+/$1(0"3(&;/,%6%,0$$1(*/6$/,+(+'/(
,-"+/"+(-6(+'/(./&&0#/9(H-*(/R0.;$/4(Z[/5%&%-"&\(%&(+--(50#8/4(78+(ZD/7&%+/(L/&%#"(N-",/;+(
[/5%&%-"&\(%&(7*%/6(1/+(&866%,%/"+$1(%"6-*.0+%5/9((
(
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Emphasis: F5-%3(8&%"#(0$$(,0;&(6-*(/.;'0&%&^7-$3/34(%+0$%,%W/34(-*(8"3/*$%"/3(+/R+(%&(0(7/++/*(
-;+%-"(7/,08&/(0$$(,0;&(%&(8&80$$1(%"+/*;*/+/3(0&(1/$$%"#9(
(
Leave white space: F5-%3()*%+%"#($-"#(;0*0#*0;'&(+'0+(0;;/0*(0&(0(&%"#$/(7$-,<(-6(+/R+9(B6(1-8*(
./&&0#/(%&($-"#4(*/5%&/(6-*(,-",%&%-"(0"3(%",$83/(;0*0#*0;'(7*/0<&(+-(3%5%3/(+'/(+/R+9(
(
Proofread: F$)01&(7/(&8*/(+-(;*--6*/03(1-8*(./&&0#/(7/6-*/('%++%"#(&/"3_(!.0%$&(0*/(-6+/"(&/"+(
%"(0(*8&'4(78+(*/6%"/3(/.0%$&(&'-)(;*-6/&&%-"0$%&.4(,0*/(6-*(+'/(?-74(0"3(*/&;/,+(6-*(+'/(*/,%;%/"+9((
(
(

Complete Sample Email 
 

M/$$-(G*9(D0"#4((
(
G1("0./(%&(M0**%&-"(I%84(0"3(B(0.(0"(/3%+-*%0$(%"+/*"(0+(M0*370,<(:87$%&'%"#9(B(0++/"3/3(1-8*(
;*/&/"+0+%-"(0+(-8*('/03A80*+/*&($0&+()//<(0"3(6-8"3(%+(%"&;%*%"#9(B('05/(0(.0"8&,*%;+(+'0+(B(
)-8$3($%</(+-(*/,/%5/(1-8*(6//370,<(-"9(:$/0&/($/+(./(<"-)(%6(1-8C*/(050%$07$/(+-(3%&,8&&(+'/(
;87$%&'%"#(;-+/"+%0$(-6(.1()-*<9(G1(050%$07%$%+1(%&($%&+/3(7/$-)9(
(
G-"3014(`YJa4(b2KK@c2KK(;.(
>'8*&3014(`Ydd4(a2KK@JJ2KK(;.(
H*%3014(`Ydb4(d2KK@e2KK(;.(
(
B(#*/0+$1(0;;*/,%0+/(0"1(035%,/(1-8(.01('05/(6-*(./9(>'0"<(1-8(6-*(1-8*(+%./4(0"3(B($--<(
6-*)0*3(+-('/0*%"#(6*-.(1-89((
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Casual Business Example Sentence 

#/+( */,/%5/( B(*/,/%5/3(1-8*(,-.;$/+/3(;0;/*)-*<9(
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b9(Contacting a Colleague for the First Time 
09(M/14(%+C&(,--$(+-(7/()-*<%"#()%+'(1-89(
79(M/$$-4(B($--<(6-*)0*3(+-()-*<%"#(+-#/+'/*9(
,9(B()%$$(/"?-1()-*<%"#()%+'(1-89(
(
e9(Asking for Feedback 
09(X%5/(./(6//370,<9(
79(N-8$3(1-8($/+(./(<"-)()'0+(1-8C*/(+'%"<%"#E(
,9(B()-8$3(0;;*/,%0+/(1-8*(6//370,<(-"(.1(;*-?/,+9(
(
`9(Requesting a Deadline Extension 
09(B()%$$(7/(8"07$/(+-(,-.;$/+/(.1(*/;-*+(71(D/3"/&3019(N0"(B(&87.%+(%+(-"(H*%301(%"&+/03E(
79(B()%$$(&87.%+(.1(*/;-*+(-"(H*%301(7/,08&/(D/3"/&301(%&("-+(/"-8#'(+%./9(
,9(B(,0"C+(3-(.1(*/;-*+(71(D/3"/&3019(B&(%+(,--$(%6(B(6%"%&'(%+(-"(H*%301(%"&+/03E(
(
Activity 2: Convert Casual English into Business English 
H-*(/0,'(&/"+/",/(7/$-)4(6%"3(0(.-*/(;*-6/&&%-"0$()01(+-(*/;$0,/(+'/(8"
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b9(Contacting a Colleague for the First Time 
09(>--(,0&80$(
79(h8&+(*%#'+(
,9(>--(7$8"+(
(
e9(Asking for Feedback 
09(>--(7$8"+(
79(>--(,0&80$(
,9(h8&+(*%#'+(
(
`9(Requesting a Deadline Extension 
09(h8&+(*%#'+(
79(>--(7$8"+(
,9(>--(,0&80$(
(
Answer Key for Activity 2 
J9(B('05/(0++0,'/3(+'/(3-,8./"+(7/$-)9(:$/0&/("-+%61(./Y$/+(./(<"-)(%6(+'/*/(0*/(0"1(%&&8/&9(
d9(B(*/,/%5/3(1-8*(/.0%$(07-8+(+'/(0#/"30(6-*(-8*("/R+(.//+%"#9((
b9((>'/(H%"0",/(L/;0*+./"+(,-"+0,+/3Y"-+%6%/3(./(07-8+(.1(6%$%"#(%&&8/9((
e9(G1(,-)-*</*(*/A8%*/&(033%+%-"0$(0&&%&+0",/()%+'(+'/%*(;*/&/"+0+%-"9((
`9(B(0;;*/,%0+/(+'/(&8##/&+%-"&(1-8(#05/(./(-"(.1(.0*</+%"#(%3/0&9((
c9(B(0.(8"050%$07$/(0+(+'0+(+%./9(N0"()/(*/&,'/38$/E(
f9(B()-8$3($%</(+-(%"6-*.(1-8(+'0+(.1(&,'/38$/(,'0"#/34(0"3(B(,0"("-($-"#/*(0++/"3(+'/(.//+%"#9((
g9(B(0.(&//<%"#(0(;-&%+%-"(0+(X--#$/9((
(
(
(
(
(
 
(
(
(
 
 


