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About this script

Please note that this is not a word for word transcript of the programme as broadcast.
In the recording and editing process changes may have been made which may not be
reflected here.
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Ending an Email B FI{44E

Feifei: KRZEAF, XENT URERED mF, Fo2HAEE.

Rob: And hello, I'm Rob. Let's start with a polite question that's been sent to us
by email.

Insert

Hello. Is it is ok for me to end an email with a single 'best’, short for best wishes or best
regards, like this one? Best, He Chuan

Feifei: AR ISR B W A He Chuan, AR K ei 11 f 1l 45 2 FHiE to sign off an
email. He Chuan 1%, fEMSEEEE RN, FRAINZMH best wishes f B3 H#L
¥, best regards E(H, &2 AU best #iif. | tend to end my emails
with 'love Feifei'.

Rob: That's because you're such a friendly person. But when you're sending a
business email you need to be a bit more formal and use an appropriate
tone.

Feifei: WAL WM, 1Y, So | should use words that are appropriate to

the situation?

Rob: Exactly. This is about email etiquette — or netiquette as some people call
it. You can still sign off emails to me with ‘love’ but the Managing Director
of a big company may find your tone a bit informal.

Feifei: TEE LT BRI 45 R SRR B 5 AL BCA R R G R . B4, VBRI <, A
H[¥iki7. Ok Rob, what can you suggest?

Rob: Well, let's look at some different situations. We'll start with an official
business email. Let's just type one here:
Dear Mr Smith, it was good to meet you the other day. Thank you for your
time...and to end it | could say, best regards, and add my name. Rob
Carter. But | could also just say regards.
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Feifei:

Rob:

Feifei:

Rob:

Feifei:

Rob:

Feifei:

Rob:

Insert

You began your email with 'dear Mr Smith' so that's quite formal. Best
regards SHUE HLEIERUAHiE. Normally, 1 like to be a bit friendlier in my
email. Like this:

Hello Mr Smith....Thank you for meeting me last week and talking about
my ideas for your cheesecake company. It was good to know we had so
much in common....mmm, how shall I end this Rob?

Well it seems like you got on very well with him so 'best wishes' is a good
ending, or even 'all the best'.

—P)A] all the best Feifei.

Now, occasionally you can combine the phrase 'Yours Sincerely' and 'Best
Wishes'.

26— BRI IE S iR 45 R I AT LS | yours sincerely 1% best wishes f B %
HI#iAE. But hold on Rob, | need to add a bit more to my email:

It was good to know we had so much in common. It would be good to
meet again to confirm the recipe for my blueberry cheesecake. Best
wishes Feifei.

The cheesecake sounds tasty and now there's something you can add to
the end of the email. A pre-closing.

TELE R AT M 45 ik . Such as?

Such as:

Let me know if you need more details.
I look forward to hearing from you.
I look forward to your reply.

Rob:

Feifei:

Rob:

Feifei:

Rob:

Feifei:

Rob:

And then add 'best wishes Feifei'.

Best wishes Feifei. Great. Thanks. But | shouldn't say ‘'love Feifei'?

No, not really. It is tricky when we are writing words in an email and not
speaking them because the meaning can be interpreted wrongly by the

person who is reading the email.

B R AL A A B — 2k PSR 22 . This is true for the whole of the
email isn't it Rob?

Yes. The opening, the main body of the email and the closing all need to
create the correct tone. But a good ending will leave a big impression so
choose your words carefully.

Ok, before we go, let's hear a few more examples.

Here are some more formal endings:
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Insert

Yours truly
Warmest regards

I remain yours truly

Feifei: And here are some less formal endings:
Insert

Have a great day!
Thanks for your time

All the best

Cheers!

Rob: Well it seems like He Chuan is already using some good email sign offs
but hopefully we've given you a few more ideas.

Feifei: Yes, just remember the tone and always be polite.

Rob: Of course! If you have a question about the English language please email
us at questions.chinaelt@bbc.co.uk

Feifei: A B MEPE S VR AVAR I ) . T A R IGATH . BAT R T2

Rob: How shall we sign off Feifei?

Feifei: Bye...lots of love, Feifeil

Rob: Cheers. All the best!

B|B[C]
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