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Dear Ms. Deschamps. « EPPE| | saluteation
Subject: Placing your first order = Ebjet [ subject line

Thank you for your recent catalogue request and for expressing an interest in ordering
from us. Although we no longer publish a paper catalogue, we invite you bo visit our
completely redesigned website at mobilierplus.com. You will be able to explore

our large, updated selection of products on this website.

We carry everything you need to enhance the comfort and productivity of your
workplace, including ergonomic office chairs, adjustable desks and premium desk lamps.

Mobilier de Bureau Flus has been offering its customers superior products, great value corps du
and cutstanding service for more than 50 years. You can buy with confidence because - b?;i éf
all our products are covered by our money-back guarantee. the lstter

There are three easy ways to order: by phone {1 B00 123-3636), by fax (450 123-3637).
or online (www.mobilierplus.com). If you place an order for more than $300 before
June 30, we will take $100 off the total. You may subscribe to cur mailing list by clicking

Cet ouwage est la proprété de cms maontcalmascii,

the Contact Us tab and then Subscribe in order to receive notification of new product
arrivals as well as our weekly specials. This week several models of Lumb-o-Line
ergonomic office chairs are discounted by 20 percent!

Thank you, Ms. Deschamps, for your interest in our products. We look forward
to receiving your first order.

& S0FAD - Ragrodlction inberdie.

Sincerely yours, [

| =2 lutation / complimentary closing
Albert Durand . . . )
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Comparatif bilingue francais/anglais

ELEMENTS

FRANCAIS

ANGLAIS

EXEMPLE

Formule d’appel /
Salutation

Madame, Monsieur,

Dear Mr./Ms. Smith:
Dear Sir:

Introduction

Présente le but du message
et donne le contexte

States the purpose and
provides context

I am writing to confirm your
appointment scheduled for
August 24.

Développement / Body

Paragraphes courts, un par
idée. Utilise des marqueurs
de relation

Short paragraphs, one per
idea. Uses logical
connectors

First, In addition, However,
Therefore...

Conclusion

Résume, indique la suite,
propose de l'aide

Summarizes, states next
steps, offers help

Please let me know if you
need any further information.

Looking forward to your
confirmation by Friday.

Formule de politesse /
Closing

Veuillez agréer...,(lettre)
Cordialement (courriel)

Sincerely, Kind regards,

Respectfully, Yours truly,...

Signature

Nom, fonction

Full name, job title

Tonalité / Tone

Formel, courtois, neutre

Professional, polite,
moderately formal

Comme en frangais, noubliez pas d’utiliser un vocabulaire approprié.

Aussi, appliquez la régle des 3 « C » :

CLAIRE, CONCIS et COURTOIS
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