
Business communication 2: email 

 

NOTE: Nowadays, in an email, if you don’t know the name of the person you wish to write to, you 

can write to the company itself (Dear XYZ Company) or the title (Dear Human Resource Manager).     

If you are interested in getting a job at a company, then TRY to find a name, OR then the title (you 

can often find out such things in the “about” in the website. 

With that, you use normally Regards, or Best Regards. Yours sincerely (or in AE Sincerely) if you want 

it formal. 
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