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Dear Mr Jackson,
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Dear Ms White,
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Dear Sir / Sirs / Messrs,
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Dear Madam,

Ry e
Dear Sir or Madam,
nye GBI L Wl
Dear All,
dod f yls g0
Good Day
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We are writing to inform you that your credit card will be expire at the end of this month.
b aelys aiie ole (ol (LL o Lad (g lael &5 a5 wilo p @bl 4 b pen 5 oo Lo (sl |y asls o

to request ...
o Gl Cslez o alaio 4

to enquire about ...
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| am contacting you for the following reason.
S o ool el b oy BYs & oay

| recently read/heard about your new Products and would like to know ...
ol ansle Sledbol 550 40 pols hled g pauids [ pailss ((odllae) Lads dyo S gamxe 9,90 40 |5

Having seen your advertisement in ... , [ would like to ...
s sled o Loty il sunlios

I would be interested in (obtaining/receiving) ...
PGV SN FRIP VIR CON:) (1

I received your address from ... and would like to
ooyl bl g 08,5 5l e w0l

| am writing to tell you about ...
v dS milogp el oye 4 pylo wad

Referring to previous contact
b sl led a1 (33,5 0L

Thank you for your letter of March 15 ...
oyle VO o Ll a4l 3l S b

Thank you for contacting us.
Ayl a3 ol Lo b aSil 5l S b

In reply to your request ...
e Lol Conlgs )0 4y ol jo

Thank you for your letter regarding ...
e 0,050 Lads 4ol 51 e b

With reference to our telephone conversation yesterday ...
v lo 390 bl adlSe 4y azgi L



Further to our meeting last week ...
e Lo aL35 aan ands aslol o

It was a pleasure meeting you in London last month.
POged CBe i) o alidS ol 1) Lok a5 09y o Dolew el

| enjoyed having lunch with you last week in Tokyo.
20 DA pog Ll Cwod j0 )l 9.5 98 H0 AT alas S

I would just like to confirm the main points we discussed on Tuesday . . .
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Making Request
00 Cawlgsyo

| was wondering if you could please let me know whether | may
SR PRI PRI

We would appreciate it if you would ...
o Lol (ST 050 putlss ((510,08) (jgien

I would be grateful if you could...

Could you please send me . . .
Sty 1y o gy Laka) 0y oo

Could you possibly tell us/let us have...
RCVEPA CRRCSPVRN PRP PRI S L O

In addition, I would like to receive ...
v\-el-')Q O LJJLA) ‘Lj » ogy-c

It would be helpful if you could send us ...
Sy dale> e Hlws dle 3 Lol o gl 1y o algy ST

I am interested in (obtaining/receiving...)



| would appreciate your immediate attention to this matter.
S5 oo S8 gadee (nl 4 led @ e az g5

Please let me know what action you propose to take.
ol gedled ax Lo slpiiny iy aups o5l

Offering
oole slgaioy

We would be happy to ...
K RV FES NS

Would you like us to ...
e Lo aS )l bles L]

We are quite willing to ...
et ey Jyle SLelS Ls

Our company would be pleased to ...
Sy adleS gz . il e &S b

Giving Good News
Ololgalion 4 Cudo Olgs — (g5 jus yold

We are pleased to announce that ...
e S el a8 g

I am delighted to inform you that ...
e S il Loty bl 4y ol

You will be pleased to learn that ...



Giving Bad News
Sl Jgud pore — s (y0ld

We regret to inform you that ...
88 il Loty o3l a5 b ailiwlie

I’'m afraid it would not be possible to ...
BPC SRS RCIEN SN BT CON

Unfortunately we cannot/we are unable to ...
e s ;0B als oo Lo aililie

After careful consideration we have decided (not) to ...
w8 08,5 real 335 oy 5l o

Complaining
0o Plyel g colss

[ 'am writing to express my dissatisfaction with ...

I am writing to complain about ...

Please note that the goods we ordered on (date) have not yet arrived.
ol 0wy j9a al oole g law gl o Lo aST YIS a5 bl alils ax g5 il

We regret to inform you that our order ... is now considerably overdue.
ol 03l Cdie gz g BB b 4 i liw a5 auile; oo oMbl 4 ailiwlie

I would like to query the transport charges which seem unusually high.
e YU (Jgerend job ay sy (oo a4 aS o5 Jlgw S8 5 Jo (slo aj0 390 50 p)lo wad



Apologizing
0055 (Plgs yae

We are sorry for the delay in replying ...
S 0 (Pl (0855l yo Sl b

| regret any inconvenience caused.
il o bl ((2,b) oo lie 45558 als

I would like to apologize for (the delay/the inconvenience) ...
o5 2lsE ie 890 50 03l (55, (b /3 b) (sl wa

Once again, | apologize for any inconvenience.
LI PER RS EN PR ES B HP T gt Jepe S

Orders

We are pleased to place an order with your company for ...
e o5l Led 08 5 51l 0 alss Jedys

We would like to cancel our order...
o oS 93l 1) 095 i laws o yle Jiles

Please confirm receipt of our order.
ale B ool 1 Lo (o )law aw, Lala

Your order will be processed as quickly as possible.
oLl vales b, 0 Cdg &yl jo Ll s laws

It will take about (three) weeks to process your order.
Sy dales le) dlan dw dga> o el i ,law



We can guarantee delivery before ...
S (L) a1y 5l JS 925 milys (o

Unfortunately these articles are no longer available/are out of stock.
el O ul)la Lel QT 60593.0/ J.wl) LS‘H w).....m) B )in) 0)‘5.9 U"‘ AJLQ.AL.A

Prices

Please send us your price list.
Aebed Sl b glp 1) 05 s candd Lalal

You will find enclosed our most recent catalogue and price list.
..\ﬁwo,mu..owﬁb@@Iﬁwl)uwwjﬁylslf&;aﬁp

Please note that our prices are subject to change without notice.
il s (LS Bl (g0 el (Sae Lo (sl CeaS AT wslas 4z g

We have pleasure in enclosing a detailed quotation.

We can make you a firm offer of ...
e Slpion Lol a4y piled oo

Our terms of payment are as follows:

Referring to Payment

Our records show that we have not yet received payment of ...

According to our records ...



o SlaliF el

Please send payment as soon as possible.
dmle B CB oy 8y £yl o ) axg il

You will receive a credit note for the sum of ...
Sged dudlys il o |y L gl lael ol )18 aods

Enclosing Documents

I am enclosing ...

ra‘ 0.3903 Cewgu ‘)

Please find enclosed ...
Ssles svaline |y 00l G gy e Lada

You will find enclosed ...
Dges anlgs oaslice Cuwgo jo 1y
Please Kindly find the (documents) attached.
Ao led colatwl 8¢z a5 050 SlalS 51 5l Sl aedS gl
Attached please find a copy of .... (my curriculum vitae.)

Closing Remarks
b oS

If we can be of any further assistance, please let us know
JROPSOR [ SN PP JR PACIN PUES R IR BPICRNTRE X g

If I can help in any way, please do not hesitate to contact me
Aleyds s Lo b wled (6l el alos Lo ) (SaS 5o,k 0 4 5]

If you require more information ...
eyl s cedbl 4 5L S



For further details ...
e iy OS> sl

Thank you for taking this into consideration
S Lol 4z g5 )

Thank you for your help.
023l Lo S5 )

We hope you are happy with this arrangement.
il Sgiies daliy ol 54 a)lgasl

We hope you can settle this matter to our satisfaction.
DS o b ols, sl 1y g9o9e cnl Lol o lgal

Referring to Future Business
sansl )0 65l Laily 51 (s Il 510!

We look forward to a successful working relationship in the future
o san| ;o 3890 (5,15 Loy, Uanl o aslBlice

We would be (very) pleased to do business with your company.
g Alss Lo (g091bs5 el Lol 5,0 b (5,5 (5 ) Sen

| would be happy to have an opportunity to work with your firm.
ol a0l Lol &850 LS 6l (o8 B ul elss Jleligs

Referring to Future Contacts
sudsl yo iy bl )l 51 (5, lgumel 31 !

| look forward to seeing you next week
PN o..\.L.{T aan ,o e )|¢io Lo aglis

Looking forward to hearing from you

Looking forward to receiving your comments
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| look forward to meeting you on the 15™
e 02035k 2o U o Ll D Hlanie 4illiie

| would appreciate a reply at your earliest convenience.
S oo SIS oy (@ 50 Led (2555l

An early reply would be appreciated.
35 pdle> IKuliw Lol @ j (2555ly |

Ending Business Letters
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Sincerely, very Sincerely
slalls ol >l b

Yours sincerely, / Sincerely yours,
Yours Truly, / Truly yours,
(for all customers/clients)
Lo aicesal|

(0905 oolawl 8590 (51 g3 oo )b yiiio olod (51,0)
Yours faithfully
Loy atasol |

09....: <° oolawl Slncerely u)l...c )‘ ).u..u.: 9 Gl 00l CW Lu).(b u)l...c U"‘ LS’IS"JA‘ UL’) )o)

Regards, / Best regards,
(for those you already know and/or with whom you already have a working relationship.)

Slal il coleg b/ el b

Bests
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5 aub o a3 Yours faithfully o le L wgs oo g9,5 Dear Madam L g Dear Sirb a5 ole asl Y gono a5
Al e aesls Your sincerely b oL o wse e 5l Dear Peter Lewis 1y Jlle b oS ola asb
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Sincerely yours,
Signature

Formal Letter Email Sample:

To: (insert recipient address)
From: (your address)
Subject (give details, keep it shor)

Dear MriMrs (Insert name),

We were delighted to receive your email concerning (give details) sent on the (enter
date) and will be happy to do business with you/help you with your request/work
together/discuss this topic further,

It was great to hear from you and hear about your business proposalirequestiinvitation
so we would like to take you up on your offer and arrange a meeting for the {enter date)

at our offices/a nearby restaurant/where is easiest for you

Should you have anymore questions or doubts then please feel free to contact us. We
will be awaiting your confirmation for our meeting,

Kind regards,

(enter name)
(enter details)



Business Letter Format

Heading

Your Street Address ]

Your City, State Zip Inside Address
Date

First and Last Name of the Person to whom you are writing

Their Street Address

Chy, T2l Salutation Body

Dear Mr./Ms. Full Name: =<

¥
You do not want to indent when you are using this format. This is the best format to
use when you are writing a persuasive letter. You want to introduce yourself and
the topic you are writing about to the reader. Remember that the first rule of writing
is to know your audience. In a persuasive letter, you state your opinion or your
feelings about something that is important to you after you have introduced yourself.
You must sound as professional and passionate as possible. You do not want to
belittle the reader or they will not finish reading your letter. Your letter needs to
have the facts, reasons, and examples to support your position. Address issues that
your reader may have in their argument.
In a second paragraph, you must have solutions. Without solutions, you are only
complaining. Offer assistance in solving the problem. Remind the reader where they
can contact you.

Sincerely yours, )
Signature

A. Student -



