
Hello, I’m Bruce.
Here are 6 example 
emails. You can use 

these in your business.

Use emails in your 

business!
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11. Sample Letter Requesting Information

How to ask somebody to send you information.

12. Sample Letter Sending Information

What to say when you send information.

13. Sample Letter Changing Information

When changes important information are made.

14. Sample Resume or CV

Asked for by a prospective employer.

15. Sample Covering Letter for Resume or CV

Send a covering letter with your resume or CV.

16. Sample Letter of Reference.

A character reference letter.

The numbers; 11., 12., 
and so on refer to the 
slide number, where 
the letter is explained. 

<< SEE HERE

Bruce Willis is an American 
actor, producer, and singer.

https://www.englishclub.com/business-english/correspondence-information-requesting.htm
https://www.englishclub.com/business-english/correspondence-information-sending.htm
https://www.englishclub.com/business-english/correspondence-price-change.htm
https://www.englishclub.com/business-english/correspondence-cv.htm
https://www.englishclub.com/business-english/correspondence-cv-covering-letter.htm
https://www.englishclub.com/business-english/correspondence-reference.htm


Tip 11. Adjust the 
wording to suit your 
own circumstances.
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11. Sample Letter Requesting Information

How to ask somebody to send you information.

Rowan Atkinson 
is Mr. Bean, who 

turns ordinary 
situations into 
moments of 
excruciating 

embarrassment.

‘adjust’ means to change a little
‘to suit’ means you like it
‘circumstances’ [plural noun] means 
the current conditions or situation

https://www.englishclub.com/business-english/correspondence-information-requesting.htm


Tip 12. List only the best 
2 or 3 selling points, 

don’t overdo it.

12. Sample Letter Sending Information

What to say when you send information.
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‘list’ means to write everything down
‘selling points’ means the best benefits
‘to overdo something’ [verb] means to 
exaggerate or overstate something

https://www.englishclub.com/business-english/correspondence-information-sending.htm


13. Sample Letter Changing Information

When changes of information are made.
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Robert De Niro is an American actor who was cast 
as the young Vito Corleone in The Godfather.

Tip 13. 
Less changes 
is better, of 

course, if 
possible.

‘skyrocketed’ means to develop quickly
‘selling points’ means the best benefits
‘to overdo something’ [verb] means to 
exaggerate or overstate something

https://www.englishclub.com/business-english/correspondence-price-change.htm

