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   Beginning + reasons for writing:
   Formal
   Informal
   Making reference
   With reference to your letter, I...
   In response to your letter, I can confirm...
   With regard to your memo, I...
   Following our phone conversation, I.....
   I am writing with reference to your enquiry.
   Thank you for your letter of …
   I saw your advertisement in the local newspaper and would like to...
   I am writing in connection with...
   We have received your letter of ...enquiring about ...
   We refer to your letter of ...
   enclosing ...
   concerning ...
   in connection with ...
   Further to ...
   I am writing to you about...
   Following…
   Thanks for your email.
   I was sorry to learn from your letter that...
   It was a pleasure to meet you at / on ...
   I am sorry that I missed you when you visited my office..
   It was good to see you once again
   at / on..
   Replying to a request
   As you requested, I am enclosing a brochure
   about our adventure holidays.
   As you suggested, I am sending you my CV.
   In answer to your enquiry, I am enclosing
   information which I hope will be useful to you.
   As promised, I am sending you the...
   As requested,
   As suggested,
   Here is / Here are
   As promised,
   Establishing context
   Your name was given to me by (source)
   My colleague, Ewan Jones, suggested that I
   write to you concerning ….
   I have been advised to contact you
   regarding your policy on insurance claims.
   I am the Marketing Manager of a search engine
   optimisation company, and I am writing to you
   to ask if your company would be interested in
   promoting ...
   Ewan asked me to write to you about…
   Could you give me some information about…
   Would you be interested in …
   Making reference to something your reader
   knows
   As you may already know / have heard, the
   Production Division is merging with…
   As you probably know…
   Saying thank you
   Thank you for your letter in which you
   enquired about …
   Thank you for your advice regarding...
   I am writing to thank you for your
   assistance.
   Thank you for your letter of ... asking if ...
   Thanks for...
   Informing
   It has come to our notice that...
   I am writing to inform you that...
   Please be advised that...
   I am writing to advise you that...
   Good news:
   I am pleased to tell you that ...
   I am delighted to inform you that ...
   I am happy to advise you that ...
   I would like to draw your attention to (the fact that)
   I would like to point out that ...
   I would like to remind you that ...
   I hope it is not necessary to remind you that ...
   Just to let you know…
   A quick note to tell you…
   Confirming
   I am writing to confirm ....
   I would like to confirm ....
   Just to confirm that…
   Can you confirm…?
   Asking for information or advice
   I am writing to enquire about ....
   I would be interested to receive further details
   about ....
   Please could you give me the necessary
   details concerning ...?
   I would be grateful for your advice
   concerning…
   I would appreciate your advice on ...
   We would be grateful if you could
   We would appreciate it if you could
   We would like to know about/if ...
   Can you tell me about…
   Please tell me about…
   I’d like some information about…
   I’d like your advice about…
   Could you tell me if…
   Please let us know about…
   give us further details about ...
   let us know about/if ...
   inform us about/if ...
   Explaining and clarifying
   I am writing to explain ...
   I would like to clarify certain points regarding...
   I would like to take this opportunity to clarify ...
   Here’s some information about..
   Just to clarify…
   Making a suggestion or giving advice
   In response to ..... we may suggest that you
   contact ....
   With regard to your enquiry about ... we advise
   you to ...
   We would like to advise all our customers to ...
   You could…
   You can...
   Why don’t you..
   Closing remarks
   I look forward to hearing from you soon.
   I look forward to receiving your reply/order/product ...
   I hope that this information will help you. ( ...will be of help to
   you)
   I look forward to seeing you again when I am in ...
   If ever you are in Vienna, please give me a call.
   Please give my regards to your family.
   Please give my best wishes to your assistant. I hope he has recovered
   from the flu.
   Looking forward to –ing
   Referring to a meeting
   I look forward to seeing you on …
   I look forward to meeting you on …”
   I would be delighted to arrange a meeting
   with you.
   See you on…
   Let’s meet up to discuss…
   Would you be free to meet on…
   Shall we meet up to discuss…
   Asking for action
   I would be grateful if this matter could be
   resolved...
   I would appreciate further information on …
   I would be grateful for further advice.
   I would be grateful if you could send me...”
   Would you please let me know as soon as possible whether...
   I would be grateful if you would...
   I was wondering if you could help me.
   Please could you ...
   We would appreciate it if you could ...
   Could you…
   Please could I have…
   Please could you give me…
   Please send me…
   Offering help
   Please do not hesitate to contact me if I can
   be of further assistance.
   If you would like any more information,
   please do not hesitate to contact me on…
   Please feel free to contact me again if I can
   be of further assistance.
   Please contact me if you need any further information.
   Please feel free to contact me if you have any further questions.
   Please let me know if you need any further information.
   Let me know if you’d like any other information.
   Feel free to contact me…
   We would be happy to…
   Do you want me to…
   Enclosing
   Please find enclosed ....
   Enclosed please find ...
   Enclosed is a ...
   Enclosed are ....
   I am enclosing a ...
   I have pleasure in enclosing ...
   Please find attached a ...
   Please find a ... attached.
   Attached please find ...
   Attached is ...
   I’m attaching…
   Apologising, introducing bad news
   Please accept our apologies for this
   misunderstanding.
   We apologise for our mistake and we would
   like to take this opportunity to assure you that it
   will not happen again.
   We hope that this misunderstanding has
   not caused you too much inconvenience.
   I am writing to apologise for...
   Please accept my apologies for any inconvenience.
   I regret to tell you that ...
   I am sorry to have to inform you that ...
   I am sorry to advise you that ...
   We regret that ...
   I thought you might be interested to hear that ...
   I am afraid I have some bad news.
   We are unable to ...
   We are not able to ...
   We have been forced to ...
   We must apologise for ...
   At the end of the letter:
   Please accept our apologies again.
   With apologies once again,
   Sorry for…
   Sorry about…
   I am afraid…
   Sorry, but…
   We’re very sorry that…
   We’re sorry to tell you that…
   I am afraid we have a small problem.
   We are extremely sorry for/that ...
   We hope that this has not caused you any
   inconvenience.
   Giving reasons (formal style):
   This is owing to ...
   due to ...
   as a result of ...
   because of ...
   Expressing urgency
   As this matter is now urgent, we would
   appreciate a prompt reply.
   We look forward to hearing from you at your
   earliest convenience.
   Due to the urgency of the situation, I would
   appreciate receiving your advice as soon as
   possible.
   I would be grateful if you could respond as soon as possible.
   without delay
   immediately
   Please get back to me asap.
   Please reply asap.
   Making a complaint
   Unfortunately, we have not received the answer to our request and
   would be grateful to receive your reply soon.
   It is now over three months since we placed our order and we have
   still not received our goods. I would like to point out that we have
   already paid your invoice and must insist that you deliver
   immediately.
   Warning
   Unless ...we will be forced to ...
   If ...(not) ...we will be forced to ...
   Unless we hear from you within seven days, we will be forced to taken
   legal action.
   Strana 4 (celkem 4)


               


			  
			  
            

          

		  
		 
		  
		  
		  

		    
		  
			  	GUIDELINE FOR THE NUTRITIONAL SUPPLEMENTATION AND BLOOD MONITORING OF
	MANUAL DE REFERENCIA PARA LA ELABORACIÓN DE PROCEDIMIENTOS DE
	  DE  DE  SEÑORES BANCO DE
	Nonspecialist Support Worker  Employment Application Form  Contact
	PATVIRTINTA GARGŽDŲ „VAIVORYKŠTĖS“ GIMNAZIJOS DIREKTORIAUS PAVADUOTOJO UGDYMUI PAVADUOJANČIO DIREKTORIŲ
	DR ÁNGEL CARRIÓN PROF DE FISIOLOGÍA UNIVERSIDAD PABLO DE
	VALOR ESTILÍSTICO DE LOS ADJETIVOS (“LETRINAS DE INTERNET”) LOCALIZACIÓN
	Specyfikacja Techniczna Wykonania i Odbioru Robót Budowlanych D050305a 452330009
	MONITORAGGIO OFFF 20222023 SCHEDA SINTETICA DEL PRESIDIO DELLA QUALITÀ
	 GOBIERNO DE CHILE DIRECCION DEL TRABAJO DIVISION DE
	PREDLOG SKLEPA OBČINSKI SVET  ORMOŽ ŠTEVILKA 100 –
	MINISTARSTVO POLJOPRIVREDE UPRAVA ZA VETERINARSTVO I SIGURNOST HRANE 
	2 NEWS RELEASE DATE FRIDAY 24 SEPTEMBER 2004 EMBARGO
	A N K I E T A DOTYCZĄCA DANYCH
	Form 5160 Page 2  052017 Comprehensive Rehabilitation Services
	OCFS4441 (REV 22013) PAGE 1 OF 2 NEW YORK
	MINISTERIO DE COMERCIO INDUSTRIA Y TURISMO REPÚBLICA DE COLOMBIA
	Karta Zgłoszenia Międzynarodowa Konferencja Naukowa Uczenie się Przez Całe
	v Endor’s Application County of Beaufort Email Addresses Purchasing
	Закон Республики Казахстан о Внесении Изменений и Дополнений в
	Individualized-Study-Contract-ek
	ZAŁĄCZNIK 6 WEWNĘTRZNY SYSTEM BADANIA ANKIETOWEGO STUDENTÓW W ZAKRESIE
	ZHUYIN—CHANGE X TO & AND CHANGE V TO UMLAUT
	PÁGINA 6 DE 6 ACUERDO DE PLENO CEGAIP8662020SE APROBADO
	………………………………………… (MIEJSCOWOŚĆ DATA) (PIECZĘĆ LUB NAZWA I ADRES KLUBU)
	 (IME I PREZIME ZAKONSKOG ZASTUPNIKA)  (IME I
	Fechas de Reunión Vigencia del pei de Hasta Estudiante
	VARIACIÓN ESTACIONAL DEL CONTENIDO DE FENOLES TOTALES Y LA
	Aviso DE Derechos AL Comienzo DEL Juicio Derecho A
	¿TE ACUERDAS MARÍA? NINO BRAVO TE ACUERDAS MARÍA (NINO



			  

		  
			  	CALCULATION OF LICENSED CAPACITY FOR NEW LICENSE APPLICATIONS AS
	INFORME APIF REPARTOS DE TRABAJO PREAMBULO EL TRABAJO COMPRENDE
	IMIĘ NAZWISKO OPOLE DNIA …………… NUMER ALBUMU KIERUNEK SPECJALNOŚĆ
	10 OPTIMIZACION CAPITULO 5  ALGORITMOS DE APROXIMACIÓN A
	CORSO DI FISICA TECNICA AMBIENTALE E IMPIANTI TECNICI –
	Detección de Riesgo Para la Incontinencia Urinaria de Esfuerzo
	11 JULY 2013 EUFUNDED PROJECTS JOIN FORCES TO STRENGTHEN
	YACHT CLUB URUGUAYO PUERTO DEL BUCEO – MONTEVIDEO –
	U SUARIOS EXTERNOS NORMATIVA  CONDICIONES DE PRÉSTAMO 
	CONSULTANCY  TERMS OF REFERENCE UNRWA IS A UNITED
	RECRUITMENT SERVICE LEVEL AGREEMENT (MLS) DEPARTMENTAGENCY CLASS TITLE WORKING
	OBRAZLOŽENJE UMJETNIČKIH SAVJETNIKA PO ODLUKAMA O DONOŠENJU LISTE PRIORITETA
	DETERMINANTS OF OUTCOME FOLLOWING SURGERY FOR ORAL SQUAMOUS CELL
	UNIJA LOKALNIH JAVNIH EMITERA CRNE GORE UNION OF LOCAL
	PRESS RELEASE DORNBIRN FEBRUARY 2011 VIVO TUNABLE FOOD WHETS
	LA IMPLANTACIÓN DEL EURO EFECTO EN LOS PRESUPUESTOS Y
	REGULAMIN KORZYSTANIA Z CZYTELNI INTERNETOWEJ  1 PRAWO DO
	ACADEMIC MISCONDUCT DISCIPLINARY APPEAL REQUEST FORM TEXAS A&M UNIVERSITYKINGSVILLE
	MATHS TEST PAPER MEASUREMENT OF TIME AND LENGTH TT
	Etutoring Rubric (structure and Headings are From Preparing Educators



			  
        

		 
      

	  
    

          

    
    
      
     
      
      
      
      
        
          
            
              
                Todos los derechos reservados @ 2021 - FusionPDF

              
              
                
                 
                
                
                
                
                
                
              

            

          

        

      

      

    
      

    
    
      
    

    
          
    
    
    
    
    
    
    
    
    
    



  