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w Starting or finishing emalls often indicates an Informal

nature. Look at the comparison fable below showing

Email and its informal nature

some formal language and informal languages.

Formal style Less formal & informal styles
_ ) i= Dear Sir(s), Dear Madam Dear Tony, Dear Kraiwan,
Starting emails = Dear Sir or Madam Dear all, Hi Jack, Hi all, Hello Ben

(ol LUIRERGETN I & Dear Mr. Sripratak
& Dear Ms. Rojanasunand

T=Tp ; Yours faithfully, Yours sincerely, &5 (With) best wishes,
Finishing emails Yours truly, Faithfully yours, & (With) kind regards, Regards, Best
(Closing emails) Sincerely yours, Sincerely regards, Good wishes, Many thanks,
Lots of love
m Lock at two email messages.
Which one uses formal language?
And which uses less formal language? Ta wanaliiviugn formal
Explain why. language WH% informal
language HAIHUANFANTUTL
< &) _Email message No. 1 Formal style drumesdntuduiazasing
Hi Kraiwan, Informal style U NISTUAUAIBAYI Hi
Wi4 Hello iflumsldn1
Thank you for your message. | also got your phone message. wuv il umaenas

Yes, you can submit on Wed 20 April. You can also submit on
Friday 22 April if you wish.

Regards,
Andrew

< Email message No. 2 =l Formal sty[e
Dear Ms. Leecharoenkiat,

Informal style

We are an importer of home furniture based in Australia and are looking for an exporter
who can supply us with high-guality home furniture from Thailand. We saw product list
on your website and would like to know more about products.

Could you please send us your product catalogue and price list?
We hope to hear from you soon,

Yours sincerely,

Shane McGrath

Purchase Manager
Australiasian Trading Company
Tel.: +61 {0) 3 4230 1966

Fax: + 61 (0) 3 4230 1988
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