making an email for a business

making an email for a business is a crucial step in establishing a professional online
presence. A well-crafted email can enhance communication, promote brand identity, and
facilitate client relationships. This article will guide you through the essential components
of creating a business email, including choosing the right email service provider,
structuring your email effectively, and maintaining professionalism in your
communications. By following these guidelines, you can ensure that your business emails
are not only effective but also represent your brand appropriately.

In the sections that follow, we will explore the importance of a business email, tips for
creating one, best practices for writing professional emails, and common mistakes to
avoid. Each of these areas will provide valuable insights to help you succeed in your
communication efforts.
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Importance of a Business Email

Having a dedicated business email is essential for several reasons. Firstly, it enhances
your professional image. Instead of using a personal email address, a business email
conveys credibility and trustworthiness to clients and partners. It signals that you are
serious about your business operations and communications.

Secondly, a business email helps in brand recognition. By using a custom domain (e.g.,
yourname@yourbusiness.com), you reinforce your brand every time you send an email.
This consistency is vital for building a professional reputation and making a lasting
impression.

Additionally, business emails often come with enhanced security features and better
organizational tools. This is particularly important for managing sensitive information and
maintaining efficient communication with your team and clients.



Choosing an Email Service Provider

Choosing the right email service provider (ESP) is a critical step in making an email for a
business. Various providers offer different features, so it is essential to select one that
meets your specific needs. Here are some popular options:

¢ Google Workspace: Known for its user-friendly interface and integration with other
Google services, it provides ample storage and collaboration tools.

e Microsoft 365: Offers robust features, including Outlook, and is ideal for businesses
already using Microsoft products.

e Zoho Mail: A cost-effective solution for small businesses, it includes various
productivity tools tailored for professional use.

e ProtonMail: Focused on security and privacy, it is a great choice for businesses
dealing with sensitive information.

When selecting an ESP, consider factors such as storage capacity, security features, and
additional tools that can enhance productivity, such as calendar integration and task
management.

Setting Up Your Business Email

Once you have chosen an email service provider, the next step is to set up your business
email account. This process typically involves several key steps:

1. Register a domain name: If you don’t already have a domain, you will need to
choose and register one that reflects your business name.

2. Create your email address: Choose a professional format for your email, such as
info@yourbusiness.com or contact@yourbusiness.com.

3. Configure email settings: Set up necessary configurations, including security
settings, forwarding options, and signature settings.

4. Integrate with other tools: Link your email with other applications you use, such
as calendars and project management tools.

By following these steps, you will ensure that your business email is ready for effective
communication and can facilitate your business operations smoothly.

Best Practices for Writing Professional Emails

Writing professional emails requires attention to detail and adherence to best practices.



Here are essential tips to follow:

e Use a clear and concise subject line: This helps the recipient understand the
purpose of the email at a glance.

¢ Be polite and formal: Use appropriate greetings and closings, and maintain a
respectful tone throughout your message.

e Keep it brief: Aim for clarity by getting to the point quickly without unnecessary
details.

e Proofread: Always check for spelling and grammatical errors before sending your
email to maintain professionalism.

e Use bullet points or lists: When conveying multiple pieces of information, use lists
to enhance readability.

By adhering to these best practices, you can ensure that your emails are effective and
professional, enhancing your communication with clients and partners.

Common Mistakes to Avoid

Even seasoned professionals can make mistakes when crafting business emails. Here are
some common pitfalls to avoid:

e Using an unprofessional email address: Always use your business domain; avoid
personal or informal addresses.

¢ Neglecting to follow up: If you do not receive a response, it is important to follow
up politely to keep the communication going.

e Being too casual: Maintain a professional tone, even if you have a friendly
relationship with the recipient.

e Ignoring the recipient's preferences: Pay attention to how the other person
prefers to communicate and adapt accordingly.

¢ Sending emails without a clear purpose: Make sure every email has a specific
reason and goal.

By avoiding these common mistakes, you can improve your email communication and
make a positive impression on your recipients.



Conclusion

Creating an email for a business is more than just setting up an account; it involves careful
consideration of your professional image and effective communication practices. By
understanding the importance of a business email, choosing the right email service
provider, setting it up appropriately, and adhering to best practices for email writing, you
can significantly enhance your business communications. Avoiding common mistakes will
further ensure that your emails are received positively and contribute to your business's
success.

Q: What is the best email service for small businesses?

A: The best email service for small businesses often depends on specific needs. Google
Workspace and Microsoft 365 are popular choices due to their robust features and
integration capabilities. Zoho Mail is also a great budget-friendly option for small
enterprises.

Q: How can I create a professional email signature?

A: To create a professional email signature, include your full name, job title, company
name, contact information, and links to your company's website or social media profiles.
Ensure the design is clean and matches your branding.

Q: Should I use my personal email for business?

A: No, using a personal email for business communications can reduce professionalism. It
is essential to have a dedicated business email that reflects your brand and enhances
credibility.

Q: How do I ensure my business emails are secure?

A: To ensure your business emails are secure, use email services with strong encryption,
enable two-factor authentication, and educate your team about phishing and email
security best practices.

Q: What are some tips for writing effective business
emails?

A: Some tips for writing effective business emails include being concise, using a clear
subject line, maintaining a professional tone, proofreading for errors, and structuring your
content with bullet points for clarity.



Q: How often should I check my business email?

A: The frequency of checking your business email can vary based on your role and
responsibilities. However, regularly checking your email throughout the day is advisable
to ensure timely responses and effective communication.

Q: Can I use a free email service for my business?

A: While free email services can be used, they may lack professionalism and essential
features. It is generally advisable to invest in a paid service that offers a custom domain
and better security.

Q: What should I do if I make a mistake in a business
email?

A: If you make a mistake in a business email, send a follow-up email promptly to correct
the error. Acknowledge the mistake, provide the correct information, and express your
apologies if necessary.

Q: How can I organize my business emails effectively?

A: To organize your business emails effectively, use folders or labels to categorize emails,
set up filters to sort messages automatically, and regularly archive or delete irrelevant
emails to keep your inbox manageable.
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Make Money from Home Garreth Maguire, 2024-09-28 Are you looking to break free from the
9-to-5 grind and explore flexible income opportunities from the comfort of your home? Online
Business Ideas for Beginners is your essential guide to launching a profitable online venture, no
matter your experience level. This comprehensive ebook provides a wealth of practical,
easy-to-implement business ideas that can help you start making money quickly and efficiently.
Inside, you'll discover: Diverse Business Models: Explore various online business concepts, including
e-commerce, freelance services, affiliate marketing, and digital content creation, to find the perfect
fit for your skills and interests. Step-by-Step Guides: Each business idea is accompanied by clear,
actionable steps that guide you through the setup process, helping you avoid common pitfalls along
the way. Marketing Strategies: Learn effective ways to promote your business online using social
media, email marketing, and SEO tactics tailored for beginners. Real-Life Success Stories: Get
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inspired by real examples of individuals who have successfully launched their online businesses,
sharing insights and tips from their journeys. Resources and Tools: Discover the best tools and
platforms to streamline your business operations, manage finances, and track progress effectively.
Whether you're seeking a side hustle or a full-time career change, this ebook will empower you with
the knowledge and confidence to turn your ideas into a successful online business. Start your
journey toward financial freedom today!

making an email for a business: How to Build an Email List for Business: Jonathan K. Hari,
2025-06-23 How to Build an Email List for Business Grow and Monetize Your Audience (Lead
Generation, Email Marketing Strategies, and Automation Tips) Building an email list isn't just about
collecting contacts—it's about creating a thriving, engaged audience that drives business success.
Whether you're an entrepreneur, a marketer, or a business owner, mastering email marketing is the
key to sustainable growth. This book provides a step-by-step roadmap to attract, engage, and
convert subscribers into loyal customers. Learn how to design high-converting landing pages, craft
irresistible lead magnets, and automate your email marketing for maximum efficiency and results.
Inside This Book, You'll Discover: The Power of Email Marketing: Why It's Essential for Business
Growth Creating an Irresistible Lead Magnet to Attract Subscribers Crafting High-Converting
Landing Pages and Opt-In Forms Leveraging Social Media to Drive Email Signups Using Paid
Advertising to Accelerate List Growth Email List Segmentation: Personalizing Your Communication
Automating and Scaling Your Email List Growth If you're ready to transform your email marketing
strategy and build a list that fuels your business success, this guide is your ultimate resource. Scroll
Up and Grab Your Copy Today!

making an email for a business: Create An Email Plan,

making an email for a business: The Happy Mechanic: Making Money and Starting Your Own
Business as a Self-Employed Car Mechanic Steve Sorensen, 2022-09-27 Make $100 here, $500
there, fixing cars in your spare time. People are too busy to take their car to a dealership for service.
Being a self-employed mobile mechanic fills that need, and can provide you a substantial additional
income. You already know how to fix cars. You're 95% of the way there. You just need to know the
business of being a self-employed mechanic. The Happy Mechanic is your complete guide for that
knowledge. Achieve financial independence by fixing cars part-time. Set your own hours. Set your
own rates. Work as much as you want. Never answer to a boss. It's just you and the cars. No boss
breathing down your neck, no rules other than fix that car right. If you can wrench on cars, the
money is all yours. The Happy Mechanic is a complete step-by-step manual to fixing your money
worries, getting extra income, and becoming a successful entrepreneur by fixing cars part-time.

making an email for a business: Start Your Own Costume Character Business & Make
Great Money Working at Home Margy Johnson, 2014-03-24 Most people want to work at home,
do something they enjoy, yet still make enough money to live a comfortable lifestyle. Working for
other people has become less practical, as traditional jobs are paying less and offering reduced
incomes, benefits, flexibility and retirement. Anyone can start a costume character business and
become successful. It's fun and creative and can become profitable quickly. Start-up costs are low,
and you have the flexibility to set your own hours and make your own decisions. Being your own
boss is the true American Dream. Why not dream it for yourself?

making an email for a business: Digital Mastery: The Ultimate Guide to Building Your
Business Online Reshma Roshan , 2023-04-06 Digital Mastery: The Ultimate Guide to Building
Your Business Online is a comprehensive eBook that provides expert insights and practical tips on
how to establish and grow your business online. Whether you're a startup or an established business
looking to expand your digital presence, this guide covers everything you need to know. From
building a strong online brand and optimizing your website for search engines to creating engaging
content and leveraging social media, this eBook provides a step-by-step approach to help you
succeed in the competitive world of online business. You'll also learn about the latest digital
marketing trends and tools, including email marketing, pay-per-click advertising, and conversion
rate optimization, and how to use them to attract and retain customers. With its easy-to-read style



and actionable advice, Digital Mastery is a must-read for anyone looking to build a successful
business online. Whether you're a beginner or an experienced entrepreneur, this guide will help you
take your business to the next level and achieve your goals.

making an email for a business: 90 Days to Launch Your Remote Business: The Ultimate
Guide for Digital Nomads Rozan Spirit, 2025-08-26 Embark on your entrepreneurial journey with
confidence! In 90 Days to Launch Your Remote Business, Rozan Spirit guides aspiring digital
nomads and side hustlers through a proven step-by-step process to build a thriving online business
in just three months. This comprehensive guide covers everything from defining your niche and
crafting a compelling personal brand, to creating engaging content, mastering social media growth,
and automating your operations. Learn how to validate your ideas, attract loyal clients, and develop
passive income streams that set the foundation for long-term success. With practical strategies,
expert insights, and motivational tips, this book empowers you to turn your passion into a profitable
remote business — all while embracing the freedom and adventure of the digital nomad lifestyle.
Start today and transform your dreams into reality!

making an email for a business: Want To Be Saved From Making Bad Business
Decisions? C.D.Turner, 2018-04-17 Get the most detailed and real account information from the
most reliable of sources to starting your online web-based business. Know the ins and outs of a
home-based business. How to avoid scams and pyramid schemes. And also eventually start a very
lucrative business whether it's home-based or not.

making an email for a business: 6 Steps to Making a 7 Figure Net Income in Any Economy
Todd Bates, 2011-11-15 Discover how to have a 7 figure net income by following 6 steps. These 6
steps will transform the business of any sales professional or entrepreneur regardless of their
current situation. For the last 20 years entrepreneur, speaker, and coach Todd Bates has helped
over 20,000 clients reach their goals of owning a business and not working for their businesses. The
book provides the road map for entrepreneurs and sales professionals to increase their revenue,
have more time off, and have great client satisfaction.

making an email for a business: Make Money with Your Studio Tom Volinchak, 2003-11
(Book). Owning and operating a recording studio presents the same challenges faced by other
businesses. Successful recording studio owner Tom Volinchak reveals the ins and outs of how to turn
your musical passion into a profitable venture. In this enlightening book, he covers in detail: sales
and marketing techniques; promotional tools; adding value to your business; finding new business;
making your studio demo; equipment tips; studio profiles; resource listings; and much more. If
recording means more than a hobby to you, get this book it'll pay for itself in spades. Lorenz
Rychner, Editor, Recording magazine

making an email for a business: How to Start a Candle Making Business Maxwell Rotheray, If
you are passionate about starting a business and you are used to wicks, soy blends, probably with
the full knowledge of a perfect scent, then going into a candle business may be a good fit for you.
This book you are about to read is a perfect guide on how to start a candle-making business; a
step-by-step guide for turning your candle-making skill into a multimillion-dollar business. If you
finally decide to go into candle making business you will become a craftsperson as well as an
entrepreneur. If that is the case, you are putting your creative talents and business acumen to good
use as you are likely to cut a piece of the huge candle market. This book will give you an insight into
the steps and resources you need to launch a candle-making business. Candle-making business can
be very demanding, but at the same time, can be very fun and rewarding. Before you allow your
excitement to push you into what you may not have the appropriate experience, pause and consider
following this guide first. To make headway in this business, you will need to put in place your
financial, legal, technical, and marketing ducks in a row. This is your chance to explore a new
market, full of opportunities for a huge profit. TAGS: Scented candles recipe, Homemade candles for
beginners, Essential oils and soy wax, Business plan for a startup, How to make candles that smell
good, Home-based business opportunities, Sell candles at home

making an email for a business: How to Make Money with Email Marketing R. Scott




Corbett, 2011-01-18 Why you need to do serious email marketing-plus practical tips and steps for
getting powerful business results from email, fast! Press “send,” make money. Is it really that easy?
Before I show you how to use email to reach more prospects, retain more customers, and make more
sales, let’s discuss your customers’ love-hate relationship with email. We all love its convenience, but
hate how it consumes our day. Not as trendy as Twitter, email is still the 21st century’s messaging
workhorse.

making an email for a business: How to Start a Business Selling Upcycled Fashion
Accessories AS, How to Start a Business About the Book: Unlock the essential steps to launching
and managing a successful business with How to Start a Business books. Part of the acclaimed How
to Start a Business series, this volume provides tailored insights and expert advice specific to the
industry, helping you navigate the unique challenges and seize the opportunities within this field.
What You'll Learn Industry Insights: Understand the market, including key trends, consumer
demands, and competitive dynamics. Learn how to conduct market research, analyze data, and
identify emerging opportunities for growth that can set your business apart from the competition.
Startup Essentials: Develop a comprehensive business plan that outlines your vision, mission, and
strategic goals. Learn how to secure the necessary financing through loans, investors, or
crowdfunding, and discover best practices for effectively setting up your operation, including
choosing the right location, procuring equipment, and hiring a skilled team. Operational Strategies:
Master the day-to-day management of your business by implementing efficient processes and
systems. Learn techniques for inventory management, staff training, and customer service
excellence. Discover effective marketing strategies to attract and retain customers, including digital
marketing, social media engagement, and local advertising. Gain insights into financial
management, including budgeting, cost control, and pricing strategies to optimize profitability and
ensure long-term sustainability. Legal and Compliance: Navigate regulatory requirements and
ensure compliance with industry laws through the ideas presented. Why Choose How to Start a
Business books? Whether you're wondering how to start a business in the industry or looking to
enhance your current operations, How to Start a Business books is your ultimate resource. This book
equips you with the knowledge and tools to overcome challenges and achieve long-term success,
making it an invaluable part of the How to Start a Business collection. Who Should Read This Book?
Aspiring Entrepreneurs: Individuals looking to start their own business. This book offers step-by-step
guidance from idea conception to the grand opening, providing the confidence and know-how to get
started. Current Business Owners: Entrepreneurs seeking to refine their strategies and expand their
presence in the sector. Gain new insights and innovative approaches to enhance your current
operations and drive growth. Industry Professionals: Professionals wanting to deepen their
understanding of trends and best practices in the business field. Stay ahead in your career by
mastering the latest industry developments and operational techniques. Side Income Seekers:
Individuals looking for the knowledge to make extra income through a business venture. Learn how
to efficiently manage a part-time business that complements your primary source of income and
leverages your skills and interests. Start Your Journey Today! Empower yourself with the insights
and strategies needed to build and sustain a thriving business. Whether driven by passion or
opportunity, How to Start a Business offers the roadmap to turning your entrepreneurial dreams into
reality. Download your copy now and take the first step towards becoming a successful
entrepreneur! Discover more titles in the How to Start a Business series: Explore our other volumes,
each focusing on different fields, to gain comprehensive knowledge and succeed in your chosen
industry.

making an email for a business: Sell Online & Make Money Anim Akhtar Ali Khan,
2021-06-23 “Innovation comes in installment, only innovators with the highest level of patience can
do justice to their respective idea which he/she wish to convert into any kind of product. - Anim
Akhtar Ali Khan The book will change the way you currently think about online affiliate marketing,
marketing done by top 10 online ad networks globally, how through technology using the Ad
Network we can create socio economic impact. Sell Online & Make Money book is the crowning



achievement which is achieved by our team lead by me. It took 2 years to complete PerPayment.com
product which is based on research and survey conducted with thousands of online users worldwide
based on current functioning of Ad Networks and what they would love to see in the next big .COM
pertaining to Ads. One of the most important aspect was to keep in mind, changing mindset of online
users & platforms. The government policies, corporate data policy all were considered before
completion of PerPayment.com PerPayment will give credibility to small websites who are currently
unable show any Ads due to strict Ad Policy of Global Ad Networks. Millions of site owners can make
money now without any investment and create socio economic impact in the field of Finance, HR
Tech & Business Trust. PerPayment is a genuine effort to bring all websites under one roof to earn
money and make a difference to society without any investment. PerPayment provides real time
analytics of impressions, clicks and payment received by the Ad Publisher.

making an email for a business: Introduction to Email Gilad James, PhD, Email is a widely
available and modern means of communication that has replaced the traditional system of posting
letters. It is a fast and efficient method of communicating with anyone regardless of their location or
time zone. One of the major advantages of email is that it enables users to attach files and
documents, making it easy to share information with others. Additionally, emails can be saved as
drafts, allowing users to revisit them later before sending or deleting them. Email also creates a
paper trail, making it easy to track communication between different parties, which is particularly
useful in business environments where evidence might be required in case of legal disputes. Despite
its many advantages, email has some limitations. For instance, it can be difficult to read emotions in
emails, leading to misunderstandings or misinterpretations of messages. Moreover, it is not very
effective in situations that require immediate responses or when the sender is not sure if the
recipient is actively checking their email. Finally, emails are vulnerable to hacking and phishing
attacks, which can result in unauthorized access to a user's account or loss of sensitive information.
Therefore, users must be cautious when sending and receiving emails to ensure their accounts and
information are secured.

making an email for a business: 10 Steps to Successful Business Writing, 2nd Edition Jack E.
Appleman, 2017-11-14 In Today’s Business World, You Are What You Write Good writing can launch
a career. It has the power to break through clutter and capture readers’ imaginations. And good
writing is not just a skill that marketers must master. Most workplace communication takes written
form, and with the rising number of communication channels—social media, instant messaging,
blogs—we’re writing more and faster than ever. With new chapters on electronic communication, 10
Steps to Successful Business Writing is your guide to capturing readers’ attention and imagination.
Writing instructor and coach, Jack Appleman uses examples and exercises to help you write with
clarity and confidence. This updated edition covers the essentials of how to organize your text to
hold your readers’ attention; edit yourself for grammar, tone, and excess words; and master the
documents for any workplace situation. It doesn’t matter if you're drafting a business plan, an email,
or a Facebook post. Forget the shorthand, drop the exclamation points, and ditch the emojis. Learn
to create concise, persuasive, and powerful text with 10 Steps to Successful Business Writing.

making an email for a business: The Internet Business Resources Kit Kerry Plowright,
2004

making an email for a business: Instant Profits Guide To Email Marketing Success
Hillary Scholl, 2018-12-25 Create an avalanche of profits using the PROVEN email marketing
methods E-mail marketing is a direct marketing method that makes use of e-mails to communicate a
commercial message to your target market. It can be difficult to build a permission based mailing
list. With the overwhelming amount of traffic on the Internet, it is hard to know just how to develop a
solid mailing list Building a responsive mailing list for your enterprise is one of the most important,
and most easiest way to skyrocket your income and get more done - in less time. Want to know what
the key is to succeeding as an online marketer today? It’s being able to build a large, targeted,
responsive opt-in email list. Instant Profits Guide to Email Marketing success will help you shave off
months and even years off your struggle to become a successful online marketer! Here is just some



of what you will learn by reading it: How to create a website that makes people feel like they
absolutely must opt-in to your list Where to find the internet users that are your potential market
How to offer information that your buyers might be looking for and offer it for free so that they are
lured immediately to your site How to understand the original intention and purpose of email
marketing How to truly understand what a niche market is and make it work for you How to set up a
website so jam packed with information that you will lure those 2500 visitors to your site in no time
because you have become an invaluable library and resource to them How to brainstorm the internet
so you can find new prospects How to conceptualize a message for customers who may have already
bought from you once to get them to buy from you again Different ways to ensure you build a highly
profitable list Gaining the trust of your customers - and have them opt-in to your list quickly and
easily! How to use landing pages, squeeze pages, gift pages and benefits pages to draw prospects to
your opt-in email list How to use your list to produce maximum profits - building a good list is only
half the battle, now you have to entice members of your list to buy ... find out how here! How to
create your own free newsletter or ezine to distribute to your list - plus, how to set up your own
action-inducing autoresponder series! And much, much more! It covers everything from starting
your list of targeted subscribers to writing persuasive emails that sell, to the finer points about email
delivery methods and tracking. So... while there's no disputing the fact that email marketing is a
BILLION DOLLAR industry, the real question is... How do you get it done? That's where this guide
comes in...

making an email for a business: Sustainable Development in Creative Industries:
Embracing Digital Culture for Humanities Dyah Ayu Wiwid Sintowoko, Idhar Resmadi, Hanif
Azhar, Ganjar Gumilar, Taufiq Wahab, 2023-05-05 This book provides the thoughtful writings of a
selection of authors illustrating a central concept: Sustainable Development in Creative Industries,
which utilizes a monetary equilibrium addressing issues, particularly those associated with the use
of an integrated area in cyberspace and physical space, and their effect on the creative industries.
15 universities from Asia and Europe have participated in the 9th Bandung Creative Movement,
where this topic was explored. Sustainability issues are now at the forefront of progress. The book
covers four main areas. The first section, entitled Art, Culture, and Society, delves into the various
sectors that contribute to building a more sustainable environment, including the arts and culture.
Whereas, Design and Architecture is referring to cutting-edge practices in the fields of
manufacturing, transportation, interior design, and building construction. The third section
Technology and New Media delves into the transformation of technology into a new medium for the
development of the creative industries. The final section, management and Business, discusses an
innovative perspective on the state of the market and management in the sector. Anyone interested
in the intersection of creative industries, sustainability, and digital cultures would benefit
intellectually from reading this book. The Open Access version of this book, available at
http://www.taylorfrancis.com, has been made available under a Creative Commons Attribution-Non
Commercial-No Derivatives (CC-BY-NC-ND) 4.0 license. Funded by Telkom University, Indonesia.

making an email for a business: NETWORKING 2006. Networking Technologies, Services,
Protocols; Performance of Computer and Communication Networks; Mobile and Wireless
Communications Systems Fernando Boavida, Thomas Plagemann, Burkhard Stiller, Cedric Westphal,
Edmundo Monteiro, 2006-04-27 Here are the refereed proceedings of the 5th International IFIP-TC6
Networking Conference, NETWORKING 2006. The 88 revised full papers and 31 poster papers are
organized in topical sections on caching and content management, mobile ad-hoc networks,
mobility/handoff, monitoring/measurements, multicast, multimedia, optical networks, peer-to-peer,
resource management and QoS, routing, topology and location awareness, traffic engineering,
transport protocols, wireless networks, and wireless sensor networks.
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examples of MAKING used in a sentence
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