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€ Email greeting with no prior contact/Cold email greeting ( fE4FFAFFAIRT1ZEE

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 $8&KEEAIART - FHRY
EREEEE - EEENAT  Email BIZAEXOM o LITREFEEGF - )

e To whom it may concern,

e Dear Sir/Madam,

e Dear Mr.___ /Ms.___,

e Dear Department/Position,

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

& Email greetings to multiple people ( E2ZAREERIITBIFES)

When sending a business email to multiple recipients, you could use one of the
greetings listed below: ([F#F3E email 45 ZMUEERF - B REVFTBIEAXMNTF - )

e Dear All,

e Hi everyone,

e Hello everyone,

e Hi Mark, Sabrina and Harriet,

e Greetings.



OFFICE TALK 1

Business Email Dos' and Don'ts that You Should Know ( {RFEEXXN5E R BB email (T =EEIF )

Dos
v/ Clear subject line (1238;5%

V/ Professional tone (FERE%)

v/ Precise and concise content ( AZAERSIE )

v/ Double-checking the content before sending out ( ZHETEMR—XRE )
v/ Double-checking the attachment and the file name (i&Z& i {HFEZEFIER )
v Reply to every business email ([EBEZ—FEEM)

v/ Email encryption (#4%37 #4FENNEE )

Don'ts

X Avoid putting confidential information in the content (#$ZRATEMAN )

X Avoid dealing with multiple tasks in one email (E&E—% email FEREIEZSEZRM)

% Don’t overuse punctuation marks ( FE@E {FERZEEERE)

X Don’t overuse different colors to highlight points (T EBEFRTREEERKIZER)

X No emojicon (REHIBRIERTE)

X No buzzwords ( TE{F T

K Don’t put all email contacts in carbon
copy (AE#EATE AB) email address
A EIAE)

X Avoid vague and complex content ( i

REMTENEHNIAR)

. Eo 3 g £EIME > SEXGRART R ML . i Yin ( Tel: a . e
VA B3 X 2% by EIE 235404t © 3E LERA2 253035 74 ¢ EIE Institute Belle Yin (Tel: (02) 8773 E%E’?%I ?&%9&?
6828 Ext. 368 ; Email: belle@eie.com.tw ) REEN i
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