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​Introduction
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Curious as to why no one has claimed their UK lotto winnings from you? Why no one wants to call about the box of cash valued at Seven million five hundred thousand Dollars US (7,500,000.00 Dollars)? Why no one is responding to your PASSIONATE REQUEST FOR JOINT MUTUAL INVESTMENTS BENEFITS? If so, this book is for you.

Every day, it seems, we get heart-breaking emails like this one:

I see know reasons why you are been so skeptical about your bank draft presently in our custody.

We can tell you why. It’s your English. Your English is ... bad. Inaccurate. Ungrammatical. Inappropriate.

While this book is not written for scammers, its purpose is to help you avoid writing like a scammer and having your business letter wind up in someone’s junk mail folder.

No one wants that. What you want is to have your business letters read and acted upon – because you’re in business.

English for Scammers analyzes common mistakes, drawn from genuine correspondence, and tells you how to improve your writing so that it is appropriate for standard business letters written in English.

Topics include:

• Proper forms of address

• Openings and closings

• Spelling

• Punctuation and capitalization

• HOW MANY CAPITAL LETTERS ARE TOO MANY

• Basic grammatical constructions

• Common sentence patterns for business letters

• When it is advisable to refer to your esophageal cancer; your religious faith; your charitable intentions; your connections with the UN, plane crash victims, and dead lottery winners; and more

• Appropriate tone and register

Use English for Scammers to hone your 419 letters – or even to write honest, clear, direct business correspondence.

The choice, dear readers, is yours.

How to Use This Book

This book is available in paperback and also as an ebook in a variety of common file formats. Although the examples are unusual (yet authentic!), this book is nonetheless a genuine and fully functional textbook. It can be used in a business letter writing class or individually as a self-study guide. It can also be enjoyed as an amusing analysis of the types of mistakes writers of these types of emails make.

We recommend going through the units in order, as each one builds on the previous topics and information.

If you are using this text as an ebook and can’t make notes on the pages while doing the exercises, then identify the mistakes in your head, or note them on a separate piece of paper or in an electronic document to compare with the answers.

Answers to the exercises are available at the end of the book. In the ebook, you can easily click back and forth between the exercises and the answers.

Our final section is the Wall of Shame – purely for your amusement.

Note: Email addresses have been obscured; we didn’t want to risk the chance of a scammer having used some innocent party’s actual email address. Phone numbers have likewise been altered. Names remain as we received them.
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​Unit 1: Formatting
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An email is not as formal as a business letter printed on paper, but it is more formal than a text message. People expect a serious, sincere email to conform to certain formatting conventions. If your email looks very different from the accepted format, people won’t take it seriously; your message may even hurt potential business opportunities.
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1. Email Subject Line

Choose the subject line of your email carefully. This is the place to identify the topic of your message – your reason for emailing. You don’t need to write a complete sentence; if the title is too long, your recipient won’t see it all in his or her mailbox at first glance anyway.

Even email programs with automatic spellcheckers sometimes don’t check the titles, so be sure to read your title carefully to make sure you haven’t omitted or repeated any words, and that all words are spelled correctly.

The abbreviation Re: means that what follows is “about that subject.” It’s used for replies only. If someone sends you an email titled Interesting proposal, when you write back you can use the title Re: Interesting proposal. Never use Re: for a first email contact. Most email programs will add the Re: automatically when you use the “reply” function.

Remember not to use your own name or the name of your recipient as your subject title. The email program will show those names automatically.
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Examples of good email titles:

A business proposal

Would like to schedule an appointment

Application for arts grant

Notice that (unlike, say, for a book title) not all major words in the subject line are capitalized. You do not need final punctuation at the end of a phrase.

Examples of bad email titles (all taken, unchanged, from emails sent to us):

Hi

Loan Offer!!!

Re: Thank You

FBI Headquarters in Washington, D.C

Email subject lines should never be written entirely in capital letters. And they should never ever contain the entire message.

Figure 1: Email subject lines should certainly never contain the entire message and be written in all capital letters. (Yes, this was an actual subject line; not the body of the email!)
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2. Font

Most email programs let you choose a font for sending messages. Use a common, standard font such as Arial, Verdana, Calibri, or Times New Roman, in size 10, 11, or 12. Black. This looks businesslike, and means that your message will be easy to read. Even if you choose a fancy font, your recipient’s email might not show it correctly. This is another reason to use a typical font.

Italics and bold should be used rarely, or not at all, especially in short messages.
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3. Format of the body

You do not need to write the date and your address at the top of an email. The date will show up automatically in the receiver’s email program; your name and address should appear at the bottom, in your signature block. Your email should have these sections:

Dear Ms. Zemach, [salutation: see Unit 2]

I am writing to let you know that ... [body of the email – your message. See Unit 7]

Sincerely, [closing: see Unit 2]

Chuck Sandy [your full name]

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~
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Chuck Sandy

Job Title

Company Name

Company Address

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ [signature block; this can also include your telephone number and Skype contact information. See Unit 2]

Do not center any of the text or “block justify” it (even margins on the right and left). Use ragged right margins.

Figure 2: ragged right margins
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Skip a line between:

• the salutation and the first paragraph

• all of your body paragraphs

• your last paragraph and your closing

• your closing and your name (sometimes people delete the skipped line here, which is OK)

• your name and your signature block, if you have one

Because you are skipping lines between paragraphs, you do not need to indent each paragraph. Start every paragraph at the left margin. The salutation, closing, name, and signature block also begin on the left.

Figure 3: Breaking every rule at once: An email in bold, italic, Comic Sans font in three colors, centered, with no salutation. The sender doesn’t seem like a diplomat; the sender seems like a clown.
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Figure 4: While it is a good idea to have left and right margins, there is no need to label left and right margins.
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​Unit 1 Exercises

1. Look at the images of emails. Write three formatting mistakes made in each one. (There might be more than three; just choose your favorites!)

In class: compare your answers with a partner when you are finished.

Alone: check your answers here.

a.

[image: image]

b.
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2. Think about why formatting is important. How does following the conventions help the reader of the email? How does it help the writer?

In class: Discuss your ideas in a group.

Alone: Take a few minutes to gather your thoughts, and then write your response for five minutes. You can type an electronic document or write on paper.
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​Unit 2: Openings and Closings
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The beginning and the ending of your letter are important places to make a good impression. Begin correctly and you will inspire confidence right way; end correctly and you will leave a good impression.

Openings

Almost everyone likes to receive personal letters and emails in which we are addressed by our correct name in an appropriate manner. This is even more important in business emails, however, since you are more likely to be writing to someone you don’t know well. It is also important to make a good impression because you want something – you are trying to conduct business. Perhaps you want to buy something, or sell something, or complain about something, or even get a job. Being polite and appropriate is an important part of achieving your goals.

No one, though, likes to receive anything that makes it clear right from the start that the writer doesn’t even know to whom he or she is writing – and hasn’t tried very hard to find out.

Even if you have never met the person you’re writing to before, try to find out the person’s name. Check the organization website. If there’s a phone number, call and ask (“Could you tell me the name of your Director of Marketing, please?”). If you absolutely cannot find a person’s name, there are still some appropriate forms of address. But let’s look at names first.

If you are writing to someone you don’t know at all, you will almost always want to use that person’s last name. (In English, the “last” name is the family name. In some cultures, this is written first, but in English, the “first” name is your given name. Your last name is the same thing as your surname or family name.)

You are likely to be writing to either a man or to a woman. Your choices are Mr. + last name for a man, and Ms. + last name for a woman. Remember that Miss is used only for young, single women, and Mrs. only for married women – whereas Ms. can be used for any woman. Therefore, Ms. is the sensible choice.

If you are writing to John Smith, a man, write

Dear Mr. Smith,

If you are writing to Jane Smith, a woman, write

Dear Ms. Smith,

If you are writing to Chris Smith, who could be either a man or a woman, write

Dear Chris Smith,

(Remember that in English, the family name, or surname, comes last. The given name comes first. So, Chuck Sandy; not Sandy Chuck.)

In American English, these salutations are followed by a comma. In very formal letters, they may be followed by a colon.

Dear Ms. Smith:

In British English, there is no period used with Mr or Ms, and no comma after the salutation:

Dear Mr Smith

What happens when you ignore these conventions? Let’s take a look.


Dear Friend,



How are you today? Hope all is well with you and your
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MY NAME IS MS. CARMAN L. LAPOINTE. | AM THE HEAD OF UN UNDER-SECRETARY- GENERALFOR & &
INTERNAL OVERSIGHT SERVICES. THIS IS TO INFORM YOU THAT | CAME TO NIGERIA YESTERDAY

FROM CANADA, AFTER SERIES OF COMPLAINT FROM THE FBI AND OTHER SECURITY AGENCIES FROM
ASIA, EUROPE, SOUTH AMERICA AND THE USA RESPECTIVELY, AGAINST THE FEDERAL GOVERNMENT OF
NIGERIA AND THE BRITISH GOVERNMENT FOR THE HIGH VOLUME OF FRAUDULENT AGTIVITIES GOING ON
IN THESE TWO NATIONS AS DIRECTED BY UN SECRETARY GENERAL MR BAN KI-VOON, WE ARE WORKING
IN COLLABORATIONS WITH THE NIGERIAN EFCC AGENCIES AND WE HAVE DECIDED TO AUTHORIZE THE
GOVERNMENT OF NIGERIA TO EFFECT YOUR OVERDUE PAYMENT WORTH $5.5M ONLY INTO YOUR
ACCOUNT WITHOUT ANY FURTHER DELAY YOUR DETAILS INCLUDING YOUR NAME PHONE NUMBER AND
YOUR ADDRESS FOR VERIFICATION AND IMMEDIATE PAYMENT s+
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1 am Mrs Rabakha Philp | have a Foundation home, have a deposit $37.8m got your mail in web
search | hope you are honest believer in Christ get back fo me.
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Sincaely yours,
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Registy Administator
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1 am MrBright Kware General Accountant of Hang Seng Bank Ltd. | have a
deceased client funds in my bank of $44.5 Million USD and i need you to
front as beneficiary,your benefit is 50% of the total funds.lf you are
interested contact me for more information via:

(mrsbrih int.com)
Sincerely

Mr.Bright Kware
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Attn Package Beneficiary:

I want to acknowledge you thal t we have finally succeeded in getting your package worth's of

7.Bmillion out of (ECOWAS) Economic Community of West African States department with the

help of Mr. James George Attorney General of Federal High Court of Justice Benin Republic
which act as your foreign Attorney representative here in Benin Republic.

Meanwhile every necessary arrangement has been made successfully with the Agent Jerry
cook for the delivery of your Consignment Box and every Document guiding your delivery is well
updated so you are advised to reconfirm your full delivery information to the Agent Jerry cook
right now as he is currently at John F. Kennedy International Airport (JFKinew york with your
Consignment Box. He has alrel ady called me with his number on his arrival 4hours ago.

He is waiting to hear from you today with the information, NOTE:The Diplomatic agent Jerry
ook does not know that the content of the consignment box is $7.5Million and on no
circumstances should you let him know the content. The consignments was moved from here as
india Cloths, so never allow him to open the box on OK.





