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1. Greeting/Salutation

Wumsidud  Email L‘ﬁaa%’wamwﬂsxﬁ’u’lﬂﬁﬁumjﬁm M3tudy Dear fosudae
uwdna (Last name) Jerfusiontusalugjians winlaifdesiodld Wu Dear S, / Dear Madam,
mn3Tesodladnimia iu Dear Mr. / Mrs. /Miss /Ms. wiownhifinne duiudmiofue v
14i0u To whom it may concem (Fagfiieatias) nds Dear (B0) axldinaanne, wiollafly Dear
Sir, 59 Dear Sir

2. Starting

Wunsnanieiunitly msgndedeitenan 16oun feseiiaunsnhlvildes Wy
| recently read/hear about..and would like to know.. %38 | would be interested on
obtaining/receiving the application form. %30 | received your address from...and would like
to... ﬁaawa}mfémwnﬂﬁﬁum)ﬁm (Thank you) @ Thank you fesmmsne for W Thank you for
your prompt reply 3@ Thank you for getting back to me %3 Thank you for contacting..n30
Thank you for taking the time to write to us / give us some feedback w3 Thank you for
your Email on June 24, 2023 W

3. Explaining Reason for Writing

Wunsuenimgualumsidieu oraGudushonisi@ounuuiiey wu 1 am wiiting to inform




you about the project... #38 | am writing to remind (ia1) you about presenting report 139 |
am writing to let you know (1L94) that... we have to postpone the meeting. 8114 about wda
about ABatunguA 1Wu the news, the project %% F iy .ing 19 editing, presenting wAfn
14 that wds that fealuszlon

fetwlselendililumsuenvgualumsidoy Email 1wy | am writing - concerning
about.. %39 | am contacting you for the following reasons:..#58 | am writing with regard to...
w3e | would like to telVinform you that... winieuluuiuesding aasld We wnu | @y We
would like to clarify about...the new project..... #58 We are wiiting to inform you that .......

vieanald wish (e minlnsifeuaasameteiu Wy We wish to inform you of a
schedule change..#5® We are sending you this Email because. . @n19i8eu Email #o3ase
Usziiuwazgniw Laduide vidouenuuudu wWu Just a short Email to request you to present
a report.. Wsamnifuauluseiudeaty "Laj’lﬂtiisvﬁ’uﬁmmﬂqﬁqan'jﬂmﬁ]‘l‘?j’ Wanted to give you a
friendly reminder that..%5® this Email is just to let you know that..... %38 In this Email, we
would like to tell you about...3® This is just to let you know that....w38 Just a quick
reminder that..#3® Just a quick Email to check the timetable of...

4. Referring to Previous Contact

JumsthaiaFesitiaeapiureumig ielisuEmaitidlomuiuuneesEmall uasl
deaidsaluiinSecesls F08N91%Y Thank you for your letter of March 15".... 58 Thabk
you for your letter regarding..u3® Thank you for contactig us. ¥3® In reply to your
request....%58 With reference to our telephone conversation yesterday... W3amniinsssy
'i’uﬁ%‘tiw“lﬁé’%’u Email aansadumizaaananléhedy Further to (wenwitialuain) your
Email..on January 18",..... 38 | am writing in reply to your Email on March 16™ about the
order of... 138 | saw your advertisement on website dated.. vi%a We talked last week about...
30 | would like to confirm the points we discussed on Monday. Lugiu

5. Making a Request

Wudsziumdnlunisidou Email mmedunisifouiielutermutis wdevtaudilimstu
fedefisndeans Fondumsi@euiignwdeliiinanueuds  miliven grateful,
appreciate fathasglon 1 | would be grateful if you could send me further information
about..#38 | would appreciate your attention to this matter. %38 | am interested in
abtaining/receiving.... 38 fisd19 In addition (uaﬂmnﬁ), I would like to receive...

maﬂ‘szaa’lmmmmmmwi'a WU | was hoping you could find a good solution for this
matter. 38 It would be helpful if you could send us..#38 It would be great if you
could....."30 Please let me know what action you propose to take. iagaliniiiiu
MIN15 WU Shall | meet you at the airport? wen1snufinanmunsla Wy Would it be
possible to have a quick chat on Monday? %38 Would you mind having a quick chat? usns
1 Would you mind...... (AuazSufeslm) greudessyinseyfilumsey mmetnou Yes fe
fafea udth No e liSuies vwie oaldmwidiey mndeanisliuney Wy What would you




like to do next? w3a Could you please reply me as soon as possible? %58 Could you
possibly let us know the due date in advance?
windeamslvignimaniy dlodoufaislilddues uaviumsvodesiifumems 1
Suduuselonse | was wondering...if you could explain this problem. %% Just wondered if
you could send me a copy. visemniuausyiusIiUld Let’s discuss your next step.
6. Asking for Clarifications

mean? mMndpimstiaazanistufionvssfiunguiminsslon Wy In other words, you would
like us to direct this message to the Director? w3 Could you be more specific? wia If |
understood you correctly, you would like us to...? W58 What exactly do you mean by more
service charge?
7. Asking questions
o ° o ' il K
UNANBINIENUAINY 21UUNTNINATIY 1U When would it be convenientfor you

to..to send us solution %38 Have you givenany additional consideration......? %38 Which

present orally or written presentation? LLGimm]xmaflﬁqmwmn%u mssusudeUstlon 1wy s
it possible to...138 | wonder if you could....sflugiu

8. Calling to Actions

Wumsvenieenlinineviesls msuenase wu Are you considering upgrading to

a new version? %38 Just book time on my calendar.... %o Just present it by tomorrow e
14 Or if you’d rather....1438 Help us give you the best advice by...... idepniinsin3unou 1wy
I'd love it if you could...38 This may be a great time to take a look.wss If you’re
interested, drop me a line (@3U9A27UL).. %50 Come check out what’s new and get inspired.

9. Asking them to Contact Us

THhileaennlidnihefiaseisn MogauYou can reserve a free consultation here at .....
or just give us a call at ... ¥3vif youhave any questions, please e- mail me or call me at...
130 Please feel free to call me anytime. %38 Please don't hesitate to contact me at any
time at your convenience %38 If there's anything | can do for you just let me know %38 You
can reach me at...

10. Talking about Meeting

ﬁmﬁﬂ’]iﬁ’l&ﬁﬁdﬁﬂﬂﬁu WU At the meeting on Last Friday, we discussed about...%#38
Let's discuss at the meeting if you don't mind. %38 At the last meeting, we talked about....
w30 At the meeting, we agreed to..#38 Let's have a meeting sometime this week .

Ms3ld How about, What about, Do you think agldifieamanufiniiu Wy How about
talking this over at the meeting?

v e =] o b = o v ' A :
MIgntsEIuARERATUARTULIWEY WY this issue came up at the meeting we



had on Friday. Let's have a meeting to discuss this issue. #3e [ve set up a meeing on Friday
at 5 pm. Here's a link....
11. Offering Help

Wumsaumindndiedosnisanutiomde Wy We are quite willing to.."58 Our
department would be pleased to work with you. %38 If there's anything | can help you with,
just let me know. %38 We would be happy/appreciate to fully support this project. %38
Would you like us to......

12. Thanking

Wuns@eunansnnuveunaiieniieiauemiudiomaen

1. Thank you for + something (noun) feeaigu Thank you (very/so much) for your
consideration/patience/Email/time w39 [WuAuseduieiu 14 Thanks ¥ Thanks a lot,

2. Thank you for + action (verb-ing) Laju Thanking for helping us in this matter.%3e
Thanking for taklng/spendlng time to explaln this to me. %39 Many thanks for your kind
assistance/support. LLG]U’NF’]NE]']"\]I‘UF]”IE]U ml,amﬂil"lwmvm WU You are so helpful. #58 That's
really thoughtful of you. %38 | really appreciate your help. It was really great of you to...

13. Giving Good News / Bad News
Wunsudarn dudurnd aeld pleased, Good, Nice, Happy w1 We are pleased to

inform you...‘vﬁa We have some good news for you. #3a It is my pleasure to let you know

learn that...

fdudnedesmenswmimait rsduiussleadis I'm sory Wie Pm afraid
AeE9eU I'm sorry to tell you that we can’t support you the data. %38 I’m afraid | won’t
be able t do as your request. ¥38 I'm afraid it would be impossible to accept your
proposal. uatidunanisnindasld | regret 141 | regret to imform you that due to a mistake
in our database, we could not support you this project #58 Despite/ In spite of (U131) $4
muﬁ’mnduﬁuﬁﬁﬁu WU Despite my best efforts, it has proved to be impossible to..1#38819
Guduuselondg Unfortunately,...#38 | can’t see anyway to... %39 It is so sorry to...

U’mﬂ%mﬂL'%'mnﬂn'lind'né'mwgwa \Wu Due to too many mistake in your paper, it
would be impossible..38 It is against the department policy to pay overtime
compensation. 38 After careful consideration, we have decided (not) to...

14. Apologizing

ynndiffaNuRanaIaAinty Feaihnmsvelng fhogiauy Sorry for inconveniences
this situation may have caused. #58 We are sorry for the delay. %39 Sorry to keep you
waiting meamamﬂﬂn Apologize 1Wu | really apologize for.. lumsidsuiifiunianis e1ald do,
does, did Wowh Wy | do apologize for. ¥38 | do confirm for...mﬂgaﬂwﬂmnl‘u
| wish to apologize 81304 Regret WU | regret for any incovenience caused by our short
notice. uar@alnviaAIeN15lBwI Please accept my apologies




15. Closing Remarks

Wumslavie Emall awnso@oulivensuuy 1wy venanudesnisveast | would
appreciate your reply %38 If we can be of any further assistance, please let us know. %389
vanandewnsu If you require more information, please don't hesitate to contact us. i
N3 UAL Wy Thank you for your help/patience/time/coorperation. Thank you for taking
this into consideration. #3ee19ueNAMNFAN 1 | would be happy to have an opportunity to
work with your firm. %38 | enjoyed working with you and look forward to.."58 vanma1y
AIANIY L1HU We hope you are happy with this arrangerment#3 We look forward to a
successful working relationship in the future. 38 If | can help in any way, please do not
hesitate to contact me. %38 If there's anything | can do to help you, just drop me a line. lu
ﬂ‘ifﬁﬁaﬂ’mlﬁm’smaUﬂﬁU WU | 'd love to hear your feedback. 138 I'd appreciate your reply.
%30 Please let me know what you think. %38 Hope to hear from you soon.

16. Ending your Email

umsnaniteauEmail ﬁ'ﬁﬁuammmqmw W Sincerely, #38 Yours Sincerely #38
Sincerely Yours 2¢l% Yours Faithfully, 3@ Faithfully Yours flé ﬁ']l.i‘J‘LmuﬁLTl';ﬁiTﬂ eYours
Sincerely %3® Sincerely Yours usdnlii§31asiislas (To whom it may concern) ausiadld Yours
Faithfully, ¥3® Faithfully Yours

ﬂ‘iiﬁﬁi‘?ﬁé‘iﬁ@lﬁiﬁ’?}a gilenly Best regards W3 Kind regards ¥3e Regards %38 Yours
truly wimnilupuidnuazeglusyiuiieniu aunsold Many thanks 19

17. Linking your Idea

ooy Email 1afauds Fosirsaniisfoulinnudedomiely enalddiiuia
WU Here’s are the details on.. wiamndeanislaseasdeniinduild Furthermore vie In
addition w3a Additionally usivnnnsaifieenlindewiuseazideaiisnuds ald Despite %3® In
spite of WU In spite of a short time, we can finish it quite quickly. %38 In other words.%3®
mwsﬁ'ﬂﬁﬁuﬁdﬁ%wﬁﬂ W First of all/ Firstly/ Secondly/Then/ Next/Finally n15tieue
#8874 1Y For example, For instance
oo Uszaunisal/Uselowdillasu/msussgndldifuminga

Z’@iammaq

............ fiarudnlalunsiliou Email Tnelduselonfimunzay gam azgaelinisioansd
Uszdnsnmwainniu Seeziauszlovinenueduniswauvinuensdou Emait........

Osiemizeau 7 msshuszgndldifumiesny
b.a Jymuasguassaluniseusu/dunn/sfauanugy
............... Jymineaiuanuiwedumesiis Feildurseiuiatymlunsdldoussu. ...
. TafniuLar TolduBL
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