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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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Hello, I'm Finn and you're listening to Question and Answer of the Week.
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And today's question is from Sola in China.

Can you tell me how to write better business emails?
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Sola MUNIE EFf RS H—E R4 B iBfE. A good question, isn't it Finn?

It's very good. Not long ago we answered a similar question about email
sign-offs, /& H T HE1E45 . But of course the topic of writing work or
business emails is an important one. So can we help Sola, Feifei?

Oh yes I think so. EE{ES BRI SHBATIT,  H-FHEfALACIE R B2,

So how about we do this in the programme — let's give our listeners ten
top tips for writing better business emails in English.

+ AL — sounds like a good idea. Shall we listen to them?

Here we go. Let’'s listen to these, then we'll go through them one by one.

Use a clear title
LM 1N 08 H

Keep language simple

W AEITIRA )% &

Watch your tone
B IR

Don't use text language or emoticons

WA TG H) I AEZCE 5 IR G5

Use capital letters where necessary



ANEBEE G TG F 2/ D T 7R

6) Keep attachments small

W SIEIL KT — A ZAE 5 T

7) Use an appropriate email address

T/ ER I HI IR R A2

8) Use an appropriate signature

HEFEASEEZ AT B F AR 2l i T

9) Check spelling and grammar
GG b B DGR

10) Read it again before sending
R KM B AP 2

Finn: That was a lot to take in, so let's look at them one by one. Firstly starting
at the beginning:
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1) Use a clear title

Feifei: EPRIIHEAE AN SR H o FRAIEH o B LB A T H MRS A
AT ST

Finn: Yes — that's no good, it looks really bad when there's no title at all. Give
your email a brief title which says what it's about, for example: 'Meeting
on Thursday"'.

Insert

2) Keep language simple

Feifei: A5 FH 7 PR W PRI 5, S S FH 0 W A2 2% Pl

Finn: Yes — with business communication it's important to say what you want to
say as clearly as possible. Keep the language simple so the meaning is
clear.

Insert

3) Watch your tone
Feifei: Tone iU o — N ER IR T .

Finn: Yes — and getting the tone right is something that even native speakers
JETECRHE A find difficult. My advice would be to be polite at first.
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Feifei: For example, when writing to them for the first time, use '‘Dear’ instead of
'Hello’ or 'Hi'.

Finn: Very good. And then really read the emails of the person you are
communicating with, and try to mirror their level of politeness.

Feifei: WAUGERL MERIE H, FATAT LU e 7 H o X HLIRATTRe 45 K S 1) 4
VOB AT B BRI BRI, B T, RIERI % TE S
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4) Don't use text language or emoticons

Finn: This one’'s simple — don't use the kind of abbreviations you use in text
messages #t/2%1{, like shortening the word 'you' Y.O.U. to just the letter
u.

Feifei: And please — don't use emoticons EIHFF S, XEER G FER KA IE.
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5) Use capital letters where necessary

Finn: Now I've seen a lot of emails where everything is in lower case /N5. While
this might be ok with friends or colleagues you know really well, it's not
appropriate for business emails.

Feifei: FFER AR R 2 RE — HKRS b0 7 s R e A AT T8, 25 e A5 i) A EIAS
BRI o
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6) Keep attachments small

Feifei: KRR ZAL I AT, BRARE RGN B R EG AT — DR KRB, —
PRG0N AN RGR LRI BIA, A SN Ui e AN 2B 5 IR R RS2 AH R U 5 I Y
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7) Use an appropriate email address

Finn: I've seen lots of Chinese email addresses with things like littleangel@..., or
snowprincess@... While these are all very cute, they don't look very
professional in a Western business context.

Feifei: IRZ N AT e AR T 2 O MEAG 447, AR S0 2w T AE A i e I e, X 2eFAN
MEAE 4 TR RS ARG RS2 H ORI 75 AR A, FETTRERITE
BTS2 W] R B o
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8) Use an appropriate signature
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Feifei: HEfE2540 signatures ERIIZACURH ) ], ZHER IR A E TR, ot
ZEDIA T, e R I L4 ANGE .

Finn: Yes — your name, job title and contact details are best! Now for two very
simple points to finish.

Insert

9) Check spelling and grammar

Feifei: FEM DS RIS TR A B S P S AL

Finn: And don't forget to spell the name of the person you are writing to
correctly — otherwise it looks really bad!

Feifei: And finally:

Insert

10) Read it again before sending

Finn: Now this is your chance to check everything before you send — so make
sure you've said everything you want to say, and then check things like
names and figures. So, Feifei, that's our ten top tips!

Feifei: Yes, let's hope they're helpful. idfE, EEFMEREHSEHDESHTEREZE,
WA MRNE T A RIBIG RFIEPIXL0 M AW, B R R 2%, %43, /%
2.2,

Finn: And just remember to be polite and clear, and check everything

thoroughly. And you know what Feifei?
Feifei: What's that?

Finn: I think we should give our listeners a chance to practise right now — by
writing to us.

Feifei: Good ideal!

Finn: Our email address is guestions.chinaelt@bbc.co.uk

Feifei: FEARAE ST S TP R fr) UA 25 3RATT, 317 AT B A [ 2 AR 1 ) e !

Finn: That's right. And before we leave, let's say thank you again to Sola for her

question. Here she is. So Sola, do you write many business emails?

Sola: I'm a student now. In the future | need to write business emails.
Finn: Very good. Thank you Sola.
Feifei: OIS BIBATT WY 0 SR G B () D A S TR, k.
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Finn: www.bbcchina.com.cn

Feiei: RJG MG IEEE:, RZ AT LIS BRI S e B 5 195 H . Happy email writing
everyone!

Finn: Bye for now.

Feifei: Bye.
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