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Dean

Dean

BEEEREE

FERE

Lesson 3

RitEERNEE

Company Off-site
NG

SE R IR AIEN - BRmBEEEERIE
TR EAXBNSSEREE EBFHE

RmIRE - RTRE

FERBEBRAEEEFA

I SEEE SR A ERRREAYEES !
130 /Lucas BIFIRML EEHAE

Conversation
Y

Hi Adam, nice to finally
meet you in person!

Adam - 1847 REEAR
BREBAA !

Yes! | can put a face to the name
now. How was your flight from
the Boston office?

=W AMKRE - EHERTIER
SRAHRE — RIS 7

It wasn't too bad, no layover, so it
wasn't too long. Oh by the way, is this
your first all hands off-site summit?

BAEE - PRLASE - FTLUNT
REAEAR - IBERHE—T &
RIEFERBNEERIESNE ?

Itis. | was hired after last year’s
summit. What should | expect?

2 BEAFFREEELY
G MABRE - B EERE
BEAABNE 7

Well... last year there were a lot
of team building activities, a good

Adam

Adam

Dean

D
ean amount of presentations from every
team, and of course, team dinners.
2. EFFRLZNVEBRES
ARADZFEMBE -
36| —EHzINE S -—EMZ

Sounds like a packed schedule.

| heard they’re going to reveal the
new product our company has
been working on the past year.

BRE—ERZEENTE KIS
FATREREREE LRKREF
ISR EmR °

Right! The leadership team is
revealing it early so we can spend
this summit discussing release
strategies and product optimizations.

wiE | REEKRERERS &
I ERRBIES CE B
RESMEREBL -

I'm excited to see what's next! I've
been hearing that our new product
will be revolutionary and cutting edge.

BRI TRIOBR | BB
SR EEM MR ER °

| heard the same thing! Anyway,
| have to meet with my team now.
I'll see you around.

BREERES | HY  BBFE
RENMBHIEGSHE » [2ER -

— Okay, bye!
4Ry - BR |

Adam

Adam

Adam

BRARMNNZE

Company Off-site

Asking Your Co-worker for Information
AE-mail;ZE S RHM &

Example

Subject: Company A Information

Hello Andy,

I was emailing you to ask you for more information
about the client you passed me "Company A". I know
they're a tech company in the Al space, but that's
the extent of my knowledge. May you help me by
answering my questions below? Thanks!

1.Who will be my point of contact and what is their
position?

2.Which software vertical are they interested in?
3.What sales packages are available for this client?

Thank you for all your help! If you think of anything
else important I should know, please don't hesitate to
let me know.

Best Regards,

Phil Wu
Corporate Sales @ Company B
+866 1234 567 890

IGIEES : NATIZR

B2

FEIT » HACl R R I R P A A A
S - FIRTRRIRATA - R AT R A
A+ ARSI AR R
ST ? KA |

VAR ERABRSET L - IR BRE S e 2
2. MR — e ik B R R A Bl
3.3 P A — e B 5 2

SR | 5 A T T 1 T AR
B N R -

g

SR

HATIEB AR - BAF

+866 1234 567 890

AT AR

+866 123-456-789

Tip 1 HREATES

ERIR TR ORI - B - [RIRFIRFF S
FliSZ - MEFEEOMA LAEEAHIET - SE KRB A
BRI -

When requesting for something, be concise and
straight to the point. Remain professional and polite.
Do not put unnecessary words and details, it’s a
waste of both you and your reader’s time.

Tip 2 {&%I$2RS

HIEAZEMER > FEERVIZSIER > DS
i - Y EMSAER BT - HTAReER
FoBELARERE - Tsiie — L5 R 2 Y H B -

When you have multiple questions, list them
in separate rows for easier readability for the
reader. Don’t write them in a single paragraph,
it’s disorganized and the reader might miss some
important questions to answer because it’s hard to
read.

Tip 3 FRERE
SCISE B S RGBT -

Always thank them at the end, they’re doing you a
favor.

Vocabulary
FREB

AllHands 28 - A
Off-site NFESMNIEE - HE)
Summit FlEg
Leadership Team 2T ER%
Optimization {81k
Revolutionary &y
Cutting Edge #ijy ~ mijlgkm
Vertical #5878
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