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Target participants

- Anyone who wishes to acquire the basics
and key points of email writing in English.

- Anyone who wants to learn expressions
for business.

Level : Intermediate (TOEIC 600 or less)

Training company

Nichibei Kaiwa Gakuin

September 29, 2020 (Tue)

@ 13:30-17:00

Online *Zoom

Japanese

Members: 15,000 JPY
Non-members: 30,000 JPY
*tax excluded
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Objectives

. Learnbusiness email writing in a practical way
. Learnready-to-use sentences for business email writing
. Develop confidence in business English

Methodology

. 3.5 hours interactive online training
. Practical exercises for various business situations

Program details

Part 1: Structure of business email in English
1. Subject
2. Salutation
3. Opening sentence
4. Purpose of email
5. Details, background, reason
6. Ending sentence
7. Closing
Part2: Ready-to-use phrases /
Various expressions peculiar to business email
Part 3: Practical exercises

Strong points

. You can develop your business email writing skills in English
. Teaching materials can be used as a manual back in the office

Profile of the facilitator

Shigeru SUZUKI

Mr. Shigeru Suzuki has abundant experience in teaching various
fields, such as grammar, conversation, TOEIC test taking Strategy
and business English.

Enjoys a great reputation for his easy- to-understand instructions
and thorough support for the students.

- San Jose State University graduate school (MA in TESOL)

- Asia university (Business)



