
1. Find a writing buddy
Bounce ideas off of each other and 
proofread each other’s messages 
before sending.

3. Keep it brief
Avoid adding personal details when 
writing to coworkers and clients.

2. Remember to be sensitive 
to people’s beliefs
If you’re not sure if someone 
celebrates Christmas, choose a 
neutral greeting like “Happy Holidays” 
or “Season’s Greetings.”

5. Choose an appropriate 
closing
End your message with “Love,” or 
“With love,” for family and friends and 
“Best wishes,” or “Warm regards,” for 
colleagues and clients.

4. Consider adding an adjective
Make your message more personable 
by adding an adjective. If your friend 
loves food, you could say, “Wishing you 
a delicious holiday season!”
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