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From: General Affairs Department

To: All employees

Subject: Survey to improve benefitsSent:
August 21, 10:30 a.m.

Good morning, everyone.

We are going to renew our benefits plan next fiscal year to increase motivation to
work and to recruit talented human resources. Today, we are asking you to give us
your opinions on improving the benefits. Current benefits ensure 20 paid days off,
1-year childcare leave, as well as health care insurance coverage. On top of that,
our partnered hotels and restaurants provide you with coupons. Please contact us
if you have positive or negative opinions about the current system or any other
suggestions.

Thank you,

General Affairs Department
Sofie Smith

Directions:
Respond to the e-mail as if you are a staff member in the company. In your e-mail,
give TWO pieces of information and ONE suggestion.

fRE .
Dear Ms. Smith,

Thank you for your email. Overall, | am happy with the current benefits plan. | enjoy
taking paid days off to visit my family who lives a long distance away and to travel
to different places with my friends. Also, | feel secure about having children in the
future thanks to the childcare leave. However, | feel intimidated about using
coupons for the partnered hotels and restaurants, because most of them are
luxurious. Instead, | would suggest partnering with reasonable hotels, restaurants,
bars, and fitness clubs, so that many more employees can take advantage of the
benefits.

Best Regards,

Angela Jones
(104 words)
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Dear Ms. Smith,
Thank you for your email.
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Overall, | am happy with the current benefits plan.

| enjoy taking paid days off to visit my family who lives a long distance away and to
travel to different places with my friends.

Also, | feel secure about having children in the future thanks to the childcare leave.

overall: 1K1
current: IR1TD

paid days off: B {RIR
childcare leave: & R KR

3. @ Mk - RITHEORER

RITHIEDORERZE <, Howevert Wiz >T< 3T LT, FINDORVLREDS
_$ﬁ L/\ E%%/ﬁ\%i’;ﬁ/\\é C 2:%‘3:9 :__? D éﬁ%o

However, | feel intimidated about using coupons for the partnered hotels and
restaurants, because most of them are quurious.
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Instead, | would suggest partnering with reasonable hotels, restaurants, bars, and
fitness clubs, so that many more employees can take advantage of the benefits.
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Best Regards,
Angela Jones
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From: James Taylor

To: Customer Support Team
Subject: Product Inquiry
Sent: December 10, 4:56 p.m.

Dear Sir/Madam,

| am considering buying a coat as a Christmas present for my wife. The product
code is AJ8702, with white color and medium size. It has been out of stock on the
online shopping website, but is this available at a store? If so, | would like to have
it shipped to my home address. Could you let me know the price and the shipping
fee?

Best Regards,

James

Directions: Respond to the e-mail as if you are a staff member in the customer
support team. In your e-mail, give TWO pieces of information and ONE question.

fRE .
Dear Mr. Taylor,

Thank you for contacting us. The coat has fur on the collar and the sleeves and is
one of the most popular products this season. Although the one with white color
and medium size is not available neither online nor at a shop, we can order it to be
delivered to your home within 10 days. It costs $550, including the shipping fees,
in the US. As a seasonal campaign, a 10% discount coupon can apply if you place
an order in 2 days. Are you interested?

Best Regards,

Customer Support Team
(95 words)
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Dear Mr. Taylor,
Thank you for contacting us.
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The coat has fur on the collar and the sleeves and is one of the most popular
products this season.
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Although the one with white color and medium size is not available neither online
nor at a shop, we can order it to be delivered to your home within 10 days.
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It costs $550, including the shipping fees, in the US.
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As a seasonal campaign, a 10% discount coupon can apply if you place an order
in 2 days. Are you interested?
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Best Regards,
Customer Support Team



