HHX - EMAIL WRITING.

HOW TO WRITE AN EMAIL IN 5 STEPS.
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SALUTATIONS.

(*Used mainly today and seen as the most correct t form to use for a woman
unless otherwise stated).

(Informal only. If you have worked together before or you know the
environment is casual).

(To Whom It May Concern implies that the information discussed in the email can got
to any relevant party within the organization).

(Used with an organization).

(This may offend your recipient if you are unsure of their gender).




EXPRESSIONS.




EXPRESSIONS.




valediction

Yours sincerely,
Yours sincerely,
Kind regards,

Yours faithfully,
Yours faithfully,
Yours faithfully,
Yours faithfully,

Yours faithfully,

VALEDICTIONS.




