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The language of emailing
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Unit 4
The language of emailing 
	
Von:


Gesendet:

                  An:

            Betreff:
	Ryan Murphy@Tankken.net

3. Oktober 20_ _ 09:27

Kristina.Lenz@Tankken.net

New product line

	Dear Kristina

Welcome to Tankken! I hope you’re enjoying your new job.

You don’t know me yet but I’m the Irish sales manager’s assistant here in Dublin. I imagine that we’ll correspond a lot in the future.

I’m writing today about the new product line, the men’s cargo trousers, that we all heard about at last month’s sales meeting. We also got some brochures about it then.

We have several customers who are very interested and we need to know exactly when the new trousers will be available. Could you please let me know asap so that we can inform them of a date?

Many thanks in advance.

Best wishes

Ryan

Ryan Murphy

Assistant to James O’Conner

Irish Sales
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