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Jo0odoboooooodoAmyDdoooogaa (Office
ambience) CO Amy, U O 0O O O O AO I can always make time for
you, Chen Hao. What' sthematter?CLU OO0 OO0 OO0OOOO
DO000o00dodnodd Al Thatdoesn’ tsound like a
problem. It sounds more like a nice gesturel] CO O U 0O 0O OO O
OJ000000000000 0000 AOThat' stoo bad.
He probably chose something he would like to have and didn’ t
consider your taste. | hope you thanked him for it anyway] CL [J
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00000 ADQ Well, first of all, you shouldn’  t use e-mail to
thank someone for a gift. A proper note of gratitude should be
handwritten] C0O O U O gra--ti--tude? ALl Gratitude is the same
as thanks or appreciationl] CO OO0 0O OO OO AO E-mail is
Impersonal and lacks warmth. The effort you make to show your
gratitude should match the effort that your client expended in
sendingyouthegift CO OO OUO0OO0O0OOOOODOOOOO
Do0o00o0oooooodd AOr msorry, but thatwon” tdo
either. You need to demonstrate your good manners by composing a
personal note in your own words on the appropriate stationeryll C
DO000000o00ooOod Al ldon’ thave time now.
But let’ s meet at the stationery store at noon.MCL 0 [ 0 O O
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0 OO0 0O O AO They are acceptable, but not as classy as these
correspondence cards that are made of heavier stock paperl] CLI [
[ correspondence cards] [ OO O OO OO O A You should order
some with your name engraved across the top for future usel1 C[
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AL It snotso hard, and you don’ t have to be dishonestl] C[
0000000 A You can tell your client how much you
appreciate his thoughtfulness and generosity in sending you a
painting by thisartist COOOUOOOO OUO0O0OoOon
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0000000000 AO Andyou have all the elements of a
proper thank younotell COAmy, D 00000000000
000000 AO A note of thanks is hand written on quality
notepaper. It begins with a specific reference to the gift, remarks
about its quality, why you appreciate it and how you will use itt1 C
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