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Examples:

Subject: new colors!

Hi everyone,

Good news! We are painting the office this weekend. Please
clear off your desks by noon on Friday, and we will take care
of the rest.

When you come in on Monday, you will see a bright new
office.

Thanks

Ann

Subject: happy hour

To Everyone,

We will be having a happy hour at the Seven Seas Inn this
evening at 1:p.m. Everyone is invited to attend. We will have
several designated drivers.

Please let me know if you will be there.

Sincerely

Daphne
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Dear Mr Mitchell,

| am writing in reference to the current situation with the
Skipton Airport Project. We have a number of questions which
we hope you could answer.

First of all, could you please provide us with an update on
where you are on the Skipton Airport Project. We would also
appreciate it if you could clarify what the current issues with
the delivery system are, and confirm when you expect them
to be resolved.

In addition, at the end of our last meeting we requested a copy
of the latest project update report. Unfortunately, we have still
not received it. We would appreciate it if you could forward this
to us.

Could you also please confirm whether the post-installation
support covers the equipment Y¢ hours a day? And what is
actually included in the support? In particular, we would like to
have confirmation if the cost of parts and labour are included in
the package? We require this information as soon as possible.

And lastly, we are considering extending the period of the
post-installation support from your company from 1 months to
'Y months. We would be very grateful if you could provide us
with a quote for this extension.

It would be really appreciated if you could deal with these
matters urgently.

I look forward to hearing from you.

Yours sincerely,

lan McAdam

Development Manager
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Hi lan,

Everything is going well at the moment. We're a little bit busy,
but that's good.

In answer to your email about the current situation with
the Skipton Airport Project, please find the answers to your
questions below:

We successfully completed stage ¥ on Monday and currently
we're preparing to start stage Y. In general, the project is going
well. We haven't had any problems with the machinery but
there are still some minor issues with the delivery system. As
was said in our last meeting, the problem with the delivery
system is because of the software. It's a very common software
issue and we just need time to correct the code. Don't worry,
we're looking into it and we expect that it will be resolved by
the end of the month.

| apologise that you haven't received a copy of the updated
Project Report earlier. | have attached a copy of the report
below.

To answer your question about the post-installation support
package we offer, | can confirm that it includes both remote
and call-out site support Y ¢ hours a day, Y1° days a year. This
covers remote monitoring, a service every ¥ months, service
engineer visits and the cost of all parts and labour.

Regarding the quote for an extension to the period of post-
installation support from 1 months to Y months. | think we
should discuss this subject at the next project update meeting.

| hope that this answers your questions.

Give me a ring if you need anything else.

Regards,

David Mitchell

Project Manager
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Hi Dave,

| hope that everything is OK over there. | just have a few
questions about the Skipton Airport Project.

First, can you give me an update on where you are on the
project? I'd also appreciate if you could explain what the
current issues with the delivery system are? And confirm when
you expect them to be resolved.

Also, at the end of our last meeting | asked for a copy of the
latest Project Report. | still haven't received one. Can you
forward it to me?

Can you also confirm if the post-installation support covers the
equipment Y ¢ hours a day? And what is actually included in the support?
We'd especially like to know if the cost of parts and labour are included
in the package? We need this information as soon as possible.

And lastly, we're thinking about extending the period of the
post-installation support from your company from 1 months to
'Y months. Can you give us a quote for this extension?

Please get back to me with the information as soon as
possible.

Thanks,

lan McAdam

Development Manager

Dear Mr McAdam,

With reference to your last email regarding the current situation
with the Skipton Airport Project, | can confirm the following:

We successfully completed stage Y on Monday and at present we
are preparing to start stage Y. On the whole, the project is going
well. We have not encountered any problems with the machinery
but there are still some minor issues with the delivery system.

As was pointed out in our last meeting, the problem with the
delivery system is due to the software. It is a very common
software issue and we just need time to correct the code.
Rest assured that this issue is being looked into and we are
confident that it will be resolved by the end of the month.

Please accept my apologises for not receiving a copy of the
updated project report earlier. Please find attached a copy of
the report at the end of the email.

Concerning your question about the post-installation support
package, | can confirm that we provide both remote and call-
out site support Y¢ hours a day, Y1° days a year. This covers
remote monitoring, a service every ¥ months, service engineer
visits and the cost of all parts and labour.

With regards to your request to extend the period of post-
installation support from 1 months to 'Y months. May | suggest
that we discuss this matter at the next project update meeting?

| hope that this answers your questions.

If you require any further assistance, please do not hesitate to
contact me on my mobile, Y1+ YI¥Y «V¥E.

I look forward to hearing from you.

Yours sincerely,

David Mitchell

Project Manager
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Atomic Habits

An Easy & Proven Way to Build
Good Habits & Break Bad Ones
BY James Clear
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Tiny Changes,
Remarkable Results
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