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Todayos Read

A John 15: 1-8: | amthe RealVine andmy Fatheris
the Farmer He cuts off every branchof me that
d o e shed grapes And every branch that is
grapebearinghe prunesback so it will beareven
more You arealreadyprunedbackby the message
| havespoken Live in me Make your homein me
just asl| do Iin you. In the sameway that a branch
C a rbéatgrapedy itself but only by beingjoined
to the vine, you ¢ a nbedr fruit unlessyou are

joined with me | am the Vine, you are the
branches
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Todayos Read

Wheny o u @ineel with me and | with you, the
relationintimate and organic,the harvestis sureto

be abundantSeparatedyou ¢ a mi@ducea thing.

Anyone who separatesfrom me is deadwood,
gatheredup andthrown on the bonfire But if you

make yourselvesat home with me and my words
are at homein you, you canbe surethat whatever
you askwill be listenedto andactedupon This is

how my Father shows who he isd when you

producegrapeswhenyou matureasmy disciples
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Writing letters and emails Il
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Writing an e-mail:

Emails, whether for business or social reasons, a
usually written in a more informal style than letter
You should always give your email a Subject, wh
should summarize its purpose in a few words.
The conventions for starting business emails vary
although it Is quite common to use first names for
both business and personal emails if you know th
recipient.

It IS not necessary to use Dear, although some
people prefer to do this.

Generally speaking, the content of business ema
should be brief and to the point. 7



If you are including any attachments, make sure 1
mention it in the text of your email.

To close a personal email, you can use the same
expressions as for informal letters.

The conventions for closing business emails vary
but phrases such as the following are appropriate
- Regards,

- Kind regards,

- Best regards,

- With kind regards,

In business emaills, you should also include your
name, organisation, and contact detalls at thesenc



Ten Quick Tips on Writing a Professional Email:
1. Always fill in the subject line with a topic that
means something to your reader.

2. Put your main point in the opening sentence.
Most readers won't stick around for a surprise
ending.

3. Never begin a message with a vague "This."
("This needs to be done By00.") Always specify
what you're writing about.

4. Don't use ALL CAPITALS (no shouting!), or all
lower-case letters either.

5. As a general rule, PLZ avoid text talk
(abbreviations and acronyms). 9




6. Be brief and polite. If your message runs longe
than two or three short paragraphs, consider (a)
reducing the message, or (b) providing an
attachment.

/. Remember to say "please" and "thank you." Ar
mean It.

8. Add a signature block with appropriate contact
iInformation (in most cases, your name, business
address, and phone number, along with a legal
disclaimer if required by your company).
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9. Edit and proofread before hitting "send." You
may think you're too busy to sweat the small stufi
but unfortunately your reader may think you're a
careless dolt.

10. Finally, reply promptly to serious messages. |
you need more tha?d hours to collect information
or make a decision, send a brief response explair
the delay.
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Reported Speech (Indirect Speech

A If we report what another person has said, we
usually do not wuse th
(direct speech), but reported (indirect) speech.
Therefore, you need to learn how to transform
direct speech into reported speech. The structu
IS a little different depending on whether you
want to transform a statement, question or
request.

AToday wedre going to
a reqguest into a reported speech.
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