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Writing Emails in

English
HEOBEFA—ILOEEH

Always begin by addressing the recipient of the
letter. In English, “(Title) (Name),” is the most
common and typically acceptable address. It is used
in polite or formal situations, as well as when the
email writer does not know the email recipient well.
If unsure how to begin your email, this is the safest
option. For example, “Professor Smith,

HTRAICRDZE L EON TV T—RUICEIEN D EE(L.
[(7535) (#ED] TYo RWERTPA—)LDBEFZHFED
MSIFNEEF(CTDEEZEFOTLEE L EDKRSITA—
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Finally, the email writer should close or “sign off” the
email. There are a large number of ways to do this,
but some of the more standard ones include:

BREICA=NZHDLLIDFTL&L D, BDODEEICHED
EERFeKSABOFRITH. —fHICE.
1."Best, (Your Name)”
[(DIFfeld) C=8E (ZHHDHFY). (BHD2ED) ]
2."Sincerely, (Your Name)”
(e, (BHD&H) ]
3."Thank you, (Your Name)”
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