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» Subject: Payment sent

Ryan,

Just following up to let you know that | deposited the money for the office furniture into your corporate
account this afternoon. It should already appear in your account. If there are any problems, \et me
know. It was a pleasure doing business with you.

Yukiko Sanada
Moana Surfboards
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[ Could you please drop by our office when you are available to ...
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1 Table 3 of your prospectus better shows the new building design.
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I Let’s discuss what needs to be done to improve our bottom line.
EUPIETR— T2 BT seciE W -

1 These parts of the contract need to be fixed.
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1 Please stop in when you have a moment.
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Question
If | send a short email message, won’t the ZIRHKFH) email BERE - HOE

recipient think | am unprofessional? AEBR/RAEE

Answer

Not at all. In business, people are busy and they —FAEI RS o LB BIRIEHARKE

don’t have a lot of time to deal with all of the mail ~ RIU - BAZRKERBEEZ—E -

coming in. People appreciate it if you are briefand —# AEREEFERLER email

to the point, and it will make the reader’s job easier.  &IMWRRE > RREREREERES SN
T{EEPEeE -
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