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When you're working in a corporate organization, it is important for you to communicate informal English. The reason 
behind why English plays a vital role in your professional life is that it is recognized and accepted as the international 
language for business all over the world. Gaining a great understanding of the English language is as important as 
knowing what to do and how to best perform your job.

Written communication skills are as important as verbal communication skills. Hence, communication is often considered 
the key to a person's success both personally and professionally.

Let's take a look at a few situations along with perfect examples of how you should make use of English as an asset in 
your professional life:

Situation #1- Salutation

1. Dear Mr. D'souza
2. Respected Mrs. White
3. Dear Sir / Madam

Situation #2- Starting

1. We are writing
-To inform you...
-To confirm our...
-To request for...
-To inquire about...

2. This mail is regarding...
3. We would like to know if...
4. Could you please confirm your...

https://www.flipkart.com/spoken-english-3rd/p/itmezunpyjy5xcc7?pid=9789339221461&affid=kaminiraw
https://english.eagetutor.com/contact
http://www.eagetutor.com/online-spoken-english.htm
http://eagetutor.com
http://www.eagetutor.com/k-12


5. This mail is in reply to your request...

Situation #3- Giving reference to previous contact

1. Thank you for contacting us last Monday...
2. With reference to our last meet...
3. It was a pleasure meeting you last month...
4. I would like to confirm some things from our yesterday's meet...
5. In reply to your request on 15 December...

Situation #4- Making a request

1. We would appreciate it if...
2. Our company would be grateful if...
3. Could you kindly send in the...
4. It would be helpful if you could...
5. Please let us know what could be...

Situation #5- Offering help

1. Would you like us to...
2. We could help in the...
3. We are willing to assist...
4. Our company would be pleased to join...
5. We would be more than happy to...

Situation #6- Giving good news

1. We are glad to announce that...
2. Our team is delighted to inform you...
3. Our company is be pleased to learn...

Situation #7- Giving bad news

1. We regret to inform you about...
2. I'm afraid it's too late now...
3. Unfortunately, we are unable to...

Situation #8- Stating complaints

1. I am writing this to express my discontent with your...
2. Bringing to your notice that...
3. I am writing to complain about...

The English language has gained immense importance globally and has become the major language in almost all fields 
such as business, science, technology, commerce as well as in the travel industry.

Therefore, when it comes to career success, it is very vital for you to focus onpolished and finesse oriented English
. It is a prevalent language and acts as an asset in any professional environment today!
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Waste no more time and get your English communication skills at its master best by enrolling in an English-speaking 
course online to improve your spoken English as well as written English skills in barely any time.

About Eagetutor:

eAgeTutor.com is the premier online English learning provider. eAge's world class faculty and ace communication 
experts, from around the globe, help you to improve in an all-round manner. Assignments and tasks based on a well 
researched content developed by subject matter and industry experts can certainly fetch the most desired results for 
improving spoken English skills. In this age of effective and advance communication technology, online spoken English 
programs are the most effective and convenient way to learn English.

For further information on our online English speaking courses or to experience the wonders of the virtual classroom, fix a 
demonstration session with our tutor.

- By Monika Agarwal
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