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@ Email greeting with no prior contact/Cold email greeting (Fg%FFiARTAYERIE )

It’s extremely important to get the tone right if you have not yet had any contact
with the recipient (s) you are emailing. In this case, the email you write should always
be formal. Let’s see below alternative greeting examples. (& email A& R EBEAIAR -
FRMESHEYEE - ZAXFRRT » Email iZBERXOWY o UITREF/LNGE - )

@ To whom it may concern,

@® Dear Sir/Madam,

@® DearMr.__ /Ms.__,

@ Dear Department/Position,

i.e.: Dear Hiring Manager/Dear Human Resources Department

& Email greetings to multiple people (5ZMAIWIEERIITIBIESR )

When sending a business email to multiple recipients, you could use one of the
greetings listed below: (ER% email AL AIRESBR - ERAITHEEARAOT )

@ Dear All,

@ Hi everyone,

@ Hello everyone,

@ Hi Mark, Sabrina and Harriet,

@ Greetings.
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Business Email Dos' and Don'ts that You Should Know ({RRIiZE1ERIE A email 3=
EIN )

Dos’

V/ Clear subject line (#rEUE%

/ Professional tone (S %)

v/ Precise and concise content ( &S E#%)

v/ Double-checking the content before sending out ( FH AT BEHFHIA—RRE)
v/ Double-checking the attachment and the file name (&2 M {FRERMALH )
v Reply to every business email (EIBS—HH&SEH)

v/ Email encryption (#ZXHR N )

Don'ts

X Avoid putting confidential information in the content (BN BARNIIARX )

X Avoid dealing with multiple tasks in one email (EBH&E—3 email FAIBEZNEMH)

X Don’t overuse punctuation marks (REZEFERFAFGS)

X Don’t overuse different colors to highlight points (fﬁ%r_Jﬁﬁﬁﬁxlﬁfzﬁ@ﬂEﬁ\%

XK No emojicon (FEHMKEHS ' "

XK No buzzwords (REEARTHIE)

XK Don’t put all email contacts in
carbon copy ( RE¥TE AR email
address 7RI AE )

X Avoid vague and complex content

(BREEMABHRERANRNE)

)

e
- —
E-l .@
(& .
DA R3S ETE 255243 » SESCRFE 1R 101514 ¢ EIE Institute Belle Yin (Tel: (02) FEHEL P —
8773-6828 Ext. 368 ; Email: belle@eie.com.tw ) RIETIM IRTEIRLS
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