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Dear John

Dear John Smith

Dear Mr. Smith 

Dear Project managers

Hello John / Hi!  / Hey! (American, informal)

-nothing at all-
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(This is) just to let you know that ...

I am writing to you as/because ...

This email is to inform you that ...., which is why I would like to ask you if you could...

Just a quick mail to tell you that...

Just a quickie…I have to catch the train. My mobile phone number is……See you later.
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Could you possibly send me ...

I would like to know ...

Can you send me...

Any information you could give us would be appreciated.

Please could you get back to me by the end of today / this morning / asap?

Please let me know whether or not your product is in stock

                              whether I can have the blue product or the red one.

Thank-you in advance for your prompt attention to this matter/issue.



	[image: image4.png]R e RO R A RN R ——

W]

& ]

o [

et Respanee t your o




With reference to your inquiry   / Re. your inquiry  / Regarding your inquiry 

Further to our conversation of yesterday; Further to your request, please find attached...

I refer to your e-mail dated January 3, 2005 / of January 3, 2005.

As requested, I am sending you ...

Please note that .../We would like to point out that ...

Please feel free to contact me if you have any questions.

Please do not hesitate to contact me should you have any questions.

Re. your request, I'll look into it and I’ll send you a reply by the end of the week.

Do you want me to / Would you like me to ../ Shall I. ..?
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Please find attached ...

Please confirm / acknowledge receipt of this e-mail. 

Thank-you for your e-mail dated.../I confirm receipt of your email.   

You will find the latest (most recent) sales figures in the attachment.

Here’s the file with the latest sales figures.

l received / got your email, but I'm afraid I can't open the attachment. Could you possibly send it again in a different format?

Thanks for your email but I'm afraid you forgot to send the attachment. 

Did you get my last message sent on. ..? 

May we remind you that we are still awaiting your reply /waiting for a reply to our message dated ...(formal/displeased)
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Can we arrange a meeting on...?

Would love to meet - but not this week! I can manage Nov 16 or 17th if either of those suit? 

Sorry, [can't attend]  I can't make the meeting at 13.00. Could we change it to 14.00?

Re. our meeting next week. I am afraid something has come up and I need to change the time. Would it be possible on Tuesday 13 at 15.00? 

We were due to meet [ it was planned]  next Tuesday afternoon. Is there any chance I could move it until later in the week? Wed or Thur perhaps? Please let me know your availability.

I look forward to seeing you on 30 November. 

OK, Wednesday, March 10 at 11.00. I look forward to seeing you then.

Do you think you could have a car meet us at the airport?
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Many thanks for your email   /   Thanks for getting back to me.

Thank you for your quick response.

Cheers/ cheers for the.... (informal, UK English)

Sorry it took me so long to reply. I've been working on.....

Sorry for the delay in getting back to you / replying ...but I have been out of the office.

...but I've been away this week / for the last few days.
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I'm not sure what you mean by ... What exactly do you mean by ...? 

Sorry, what's a 'xxx'?

What I meant by x is ...

I'm assuming you mean ... [I suppose that..., to make an assumption]

Do you mean that ...?

I hope this helps clarify the problems.
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(nothing/automatic signature)
Speak to you soon.

Bye for now. 

I look forward to hearing from you.

I am looking forward to hearing from you. 

Kind / Best regards / wishes

All the best, 

Later!   (informal, US)

[image: image10.png]e AN T AR A KRN R —

W]

& ]

o [

bt fou o ofce e




I am on leave from Monday 07/08 to Wednesday 16/08 inclusive. If you have any problems or queries please contact the Design office on extension 1234.

Best regards,

(name)

I am out of the office until…




Can you match the salutation on the left with the correct description on the right? Which ones are appropriate in a business situation?

	Miss
	For a man

	Mr.
	For a married woman

	Mrs.
	A neutral form of address for a woman

	Ms.
	For a an unmarried woman


Which of the following would you use to write to:

a) a friend?        b) someone you don’t know?         c) a group of people?

	To whom it may concern,
	

	Hi Sally
	Dear Sir/Madam

	Dear Jane
	Dear Sirs

	Dear Project managers
	


Who are you and why are you writing to me? 

When we receive an e-mail from someone we don’t know, we want to know who they are, how they got our address and why they are writing to us. That's a lot of information for one paragraph! Here are some examples:

Dear Mr. Erikson,
I work with Jean-Marie in the R&D department at Acme Pharmaceuticals. I am writing to ask you to send us a copy of the technician’s report of 12th September, concerning the AVC machine...

Dear Ms. Sherwood,
I work in the purchasing department at Acme SARL. I spoke to your colleague, Mr.Dupont  at the Paris car show in September, and he mentioned that you are planning to market your products in the East of France. Our company produces xxxxx components and we would be interested to learn more about your parts.

How would you introduce yourself?
Automatic Signatures 
Do you have an automatic signature for your e-mails? What would it be in English? Write it on the right-hand side. Format your telephone number with the reader in mind.

	For example: 
Rebecca P. Snodwhistle

Shipping coordinator, 

Thromblemeisters Direct Inc.

+44 (0)1959  123 4567
	


On the following page, you will find a letter. Read the questions and answer them as you are reading the letter.

A trip to Liverpool

True or False?

They are going to a party in Liverpool

They are sharing the preparation of a meeting

They are checking their diaries to finalise when the meeting can take place

They have a dinner invitation

They have a dinner invitation with one of Mr. Gair's children

They need a map because they will take a rental car

They would like Ms. Hewitt to reserve a taxi for them

They will leave the hotel in the evening

Language focus:

Find words in the following letter that mean:

Soon (adj) (x2)

Subsequent to... or  following 

This letter confirms.....(last paragraph)

We are very pleased to be coming to see you

A group of people

Nice (adj)

Dupont & Dupont  S.A.




TCC
52 Bold Street
Liverpool L1 4EA
England 


7th January  200*


Our upcoming visit to TCC
Our ref. JM/DC Your ref.


Dear Ms. Hewitt,


Further to our telephone conversation yesterday, I am writing to confirm the details of our forthcoming trip to Liverpool. As we agreed, the party will arrive on the evening of 31st January so that talks can begin early the following day. With regard to the meeting agenda, I have reviewed your comments and enclose a finalised version.


We would be very happy to accept Mr. Gair’s kind invitation to dinner on the 2nd February and thank you for the location map that you sent us.

 
Please note that our flight back to Basel-Mulhouse leaves at 9 a.m. the next morning (3rd February) and we ask if you could have a taxi pick us up from the hotel at 7.30 a.m.. 


As I said on the phone, the party will include 7 people (please find a list of participants attached) and we hereby confirm that we will require 1 double and 6 single rooms from 31st January to 2nd February inclusive (3 nights). We look forward to meeting you.



Best regards,

Dawn Cavanaugh
Personal Assistant to the CEO

cc JM, GT
encl. Finalised meeting agenda and  list of participants.
Dupont & Dupont  S.A.
8 rue de Bâle, 68100 Mulhouse. Tel. +33 (0)3 89 63 72 64. Fax +33 (0)3 89 63 72 72

Here are two more letters (a letter about trip arrangements and the reply). 

Read them and fill in the blanks.

ACME Pipes and Valves Europe

1 rue de la Cigogne. Huningue – France. Tel. +33(0)3 89 12 34 56 Fax. +33(0)3 89 12 34 00


5 January 2***. 

Presentation of new pipe technology: trip arrangements 

................................Ms. Chan,

I................................. our telephone conversation.................................... yesterday .............................my presentation of our new TEFLON®-protected pipe, the ABC (Ref.234).

................................... to be in China for the first three weeks of April, and during that time...................................... like to visit you and your head chemical engineer, Dr. Xie, if................................................... .  For your information, I have already ........................................... appointments for 3rd April in the Jiangsu province and will be in Lianyungang City between 6th April and 10th April. 

I would ..........................................it if you would let me know which dates would.............................................you. As I told you on the phone yesterday, I will need at least two days to present our new product to you.

I........................................forward to .............................................from you soon.

Yours.............................................,

Daniel Finkle

Sales Executive

Nanjing Chemical Industries Group

Xugou, Lianyungang City - Jiangsu province - China  222042



29th January 2***

Dear Mr. Finkle,

Thank-you for your letter.......................................5 January 2***............................ your new product, the ABC pipe (Ref.234). As I told you on the phone, Nanjing Chemical Industries Group is very interested in your new pipe technology and would naturally like to .......................................you present it to us as soon as possible. The dates which you mentioned in your letter are ............................... for me, but unfortunately do not.....................................into Dr. Xie's schedule.

As your presentation will be highly technical in nature, I do not think I should be introduced to your product without the assistance of a chemical engineer.

Neither Dr. Xie nor I have any prior..........................................during the third week of April and would be ..........................................to ..........................................a 2-day appointment with you then. Would you be able to stay in the Jiangsu province a few days longer than you originally planned? I would be..........................................if you could let me..........................................as soon as possible.

I will be in the United States for the next two weeks. During that time, you can..........................................my assistant, Ms. Li   by e-mail and she will make all necessary..........................................for your visit. Her address is
g-li@public.lyg.js.cn.

I..........................................forward to..........................................from you soon.

Yours..........................................

Ms. Chan

Language for apologising (saying that you are sorry)

Which of the following would you say orally (O), i.e. face to face or on the telephone, by e-mail (E) or by formal letter (FL)?

I'll look into the problem and I'll get back to you.

Our team is looking into the matter.

We will look into the problem and we will get back to you. 

Ooh Sorry about that hee hee! That never normally happens!

Sorry about the delay.

We are sorry for the delay

We apologise for the delay

Please accept our apologies for the delay.

Please accept our sincere apologies for the delay.  

The delay was caused by factors that are beyond our control.

We will do our utmost to resolve this matter as quickly as possible.

We will keep you informed of developments as they occur.

Number the lines in the correct order to reconstruct the complaint       
      Dear Sir/Madam,

	1


	We have just received our order N°5934 for 400 ...xxx.... (GM79)  380 ......yyy..... . (GM95) and the corresponding invoice (N° 0067).

parts we have received in working order, we would be happy to pay it. Otherwise we will pay this invoice as soon as we receive the full order.

We would be grateful if you would send us replacement parts as soon as possible as they are in great demand.

Unfortunately it would seem that the packing in the crate was inadequate as 15 of the GM79s were missing and 10 of the GM95s were damaged. 

In the meantime, if you would like to send an amended invoice for the

Yours faithfully,


	SOLUTION:

Dear Sir/Madam,


We have just received our order (N°5934) for 400 .............. (GM79) and 380 ................. (GM95) and the corresponding invoice (N° 0067). Unfortunately, it would seem that the packing in the crate was inadequate, as 15 of the GM79s were missing and 10 of the GM95s were damaged. 

We would be grateful if you would send us replacement parts as soon as possible as they are in great demand. In the meantime, if you would like to send an amended invoice for the parts we have received in working order, we would be happy to pay it. Otherwise we will pay this invoice as soon as we receive the full order.

Yours faithfully,




	Openers
· with respect to 
· concerning 
· with regard to 
Additions 
· and 
· as well as 
· in addition  
· furthermore 
· moreover 
· what's more 
· too 

Sequence 
· firstly, secondly, thirdly

· first of all 
· next
· then
 
· the former  (first mentioned)
· the latter     (second mentioned)

· finally 
· last of all

in parallel with

at the same time

Result
· hence 
· so 
· therefore 
· consequently 
· as a result 
· for this reason 

Strong words 
· I must stress that…
I must emphasise the importance of sending….
· it is essential/vital/
  of paramount importance that…
· obviously 
· in fact
· as a matter of fact 
· indeed 
· what's more 
· even without this 
· especially 
· really 
· certainly 
· above all 
	Compare 
· similarly 
· likewise 
· the same can be said for….
· the same applies to… 
· is comparable to 
·
Contrast 
· on the other hand 
· on the contrary 
· conversely 
· by contrast 
· from another point of view 
· but 
· and yet 
· however 
· still 
· after all  
· although this is true…
· while this is true… 
· though
· even though 
· nonetheless / nevertheless
· despite this 
· in spite of this 


Conditions 
· if 
· whether 

Alternatives 
· or 
· either ... or 
· neither…nor
· whether ...or not
· Instead of x we can do y

To concede 

· admittedly
· certainly 
· indeed  
· it is true that 
· in any case / in any event
	Specify 
· notably

  namely 
· especially 
· specifically 
· in detail 
· including 
· in particular 
· that is (i.e.)

Exclude 
· except for
· all except 
· all but 
· not including…
· does not apply to
· not applicable to 
· neither ... nor 

Repetition
· as I have said 
· as mentioned above 
· in other words 
· once more 
· once again 
· yet again 

Give examples 
· for instance 
· for example (e.g.) 
· to demonstrate this
· to illustrate this
· as an illustration 
· a case in point being…
· another case

Show purpose 
· to do that we must
· in order to do that
· so that 
· for the purpose of  (ing)
· with this in mind we will…

Summarize/Conclude
· in brief 
· in summary 
· on the whole 
· to sum up 
· in other words 
· briefly 
· in short 
· in conclusion 
· to conclude 
  finally 
· lastly 





Nanjing Chemical Industries Group


Xugou, Lianyungang City, 


Jiangsu province, 


China  222042








ACME Pipes and Valves Europe


1 rue de la Cigogne. 


Huningue – France.
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