BUSINESS LETTERS
Basic components

1. HOW TO ADDRESS PEOPLE

Dear Sir, Dear Sirs, Dear Madam, Dear Sir or Madam, Dear Mr Fox., Dear Mrs Fox, Dear David,
Dear Jenny.

2. HOW TO GET STARTED

We referto .....oovvecveeeeceiicenn, and we would like to inform you that ..........cccoeviriviiiiiinnne,
With reference to .......cooovevvvieirininene, we are pleased to iINfOrm You .........ccccovvicvnnnicnnnnns
Thank YOU VEIY MUCK fOF ...
| acknowledge receipt of your letter of / dated..........ccceeeiiirinii e
reQarding......ooveveererniieesrneeeeins and Would IKE 10 ..o,
We are Writing t0 iNfOrM YOU .....c.cciis vt
Firstly, we would like to apologise for the delay in replying to your letter of ...........cccovvvivririnnnn

3. HOW TO EXPRESS SATISFACTION / DISSATISFACTION

We are VEry pleased WIth............cccoces cooiiiiiiiii i
WeE re VErY PIEASEA 10 ...t i
We have noted With pleaSUre that........ .o
We are (not) very SatiSIed WIth..........c. ccceiiii s
We must point out that we are not at all satisfied With ...

4. HOW TO EXPRESS REGRET

We regret to have to inform that due t0 / OWING 0 .......cuevvvriiiiiiiicces e
0} {0] £V =] ST
We are sorry to have to infOrm that...... ..o
It is with great regret that we MUSE INFOIM YOU.......ccvviriiiercc e,

5. HOW TO THANK PEOPLE

I should like to express my gratitude t0 YOU FOF ........cvviiiirircce e,
We would [iKe 10 thank YOU fOF ......ccccvs v
[ 'am MOSt Grateful t0 YOU FOF ......oviviieis e
We would like to express our thanks fOr ...
Thanking YOU ONCE MOFE fOF .......ccuiiiis coeicicecee e



6. HOW TO MAKE A REQUEST

| should be much obliged to You if YOU COUIT ......coiiiiiiiee e
We would be grateful if YOU COUI ........ cooiiiiiiii s
We would appreciate it if YOU COUI...... .o
Would you be S0 Kind S t0 SENT ME [ US ...cvcvvviviiiiiiiiieiicit st
| should be pleased if YOU WOUI .......... ..o
WE WOUIL @SK YOU 100ttt ceeieieieieieseseee et
COUIA YOU PIBASE ...t ettt n e
WOUId it DB POSSIDIE T0......veiiiiicieis e

7. HOW TO APOLOGISE

Please accept my apologies for (NO) NAVING ........ccrvriiieireee e
We should like t0 @POlOGISE OF .....c.cuivs cerreireeceiee s
WE Ar VEIY SOIMY thal.......cooviiiieiiiiiciiis et
| should therefore ask you to accept my apologies.

8. HOW TO INTRODUCE ADDITIONAL INFORMATION

We Would lIKe t0 add that..........cccoeiiies et
T (o [0 1110 o SRRSO
Y L0 =T =] ST
UL LT 10 (=
APAIT TIOM tNAL ... e

9. HOW TO INTRODUCE A NEW SUBJECT

WItN TEOAIT 10 ... ettt s e e e
AS TEOAITS ...ttt e creteter e e e e e e e ettt sttt b bbbt bbbttt r s
ASar @S.....ccovvviveescssse s IS CONCEIMEM ...t
T L 1 ST
WIN TESPECE 10 ..t ettt bbb

10. HOW TO SUGGEST SOMETHING

May (could) We SUGQESE tNAL........ccceves et
We (WOUId) SUGGESE tNAL .......c.oviiiiieies e
It might perhaps be @ go0d IdEA 0....... .ocveveveieecieeec s
We would (Strongly) reCOMMEN ......c. voeriririiiiiiier s



11. HOW TO MAKE ALLOWANCE(S) FOR SOMETHING

Taking into account the fact that .......... .o
(010110 (=7 o OSSP
AllOWINg fOr the FACE TNAL..........cceeiis e
[N VIBW OF 1. sttt bbb bbb

12. HOW TO EXPRESS BELIEF OF OPINION

AoV o110 ST SPRR
IV OUE VIBW .ot ettt ettt £ttt bbbttt
We are of the OpINION taL..........ccceees coerreee e
[E0S OUF DEIET tNAL.......c.cveviieiicceei e
We firmly DEIHEVE tNAL........c.ciiriiicies e

13. HOW TO EXPRESS CERTAINTY / UNCERTAINTY

WeE are CONVINCEA tNAL........ciiiiiiiiies ettt sttt
We are CONFIABNT TNAL.........ciieciciciies ettt sttt
We are SUrE / CEMAIN thaL........c.cciiiiiiis it
We have N0 AOUDE TNAL.........ccoiiiiiiies bbbt
[11S CEMAIN TNAL ...t ettt bbb se bbbt e st e re st esesbese et

WE are UNCEMAIN ADOUL........eiviitiieiiiis ettt st sttt b e st e st sttt e st e sb e st e st et e seeses
We are NOt CONVINCEA tNAL ........ciciiiiis it
[ 1S AOUDHTUL WHBLNET ... et
There are SOMe dOUDES ADOUL.........c.cc.. voviiiiccceee bbb
There iS SOME dOUDE WHELNET.........ccevs i

14. HOW TO EXPRESS AN ASSUMPTION OF PROBABILITY

WE SUPPOSE thaL........eviiiicicicicie e sttt
WE PIESUME tNAL.......cuiiieieieicieieieeees ettt
WE ASSUME TNAL........vviieieieieteieieieiees crererereree ettt bbb s n e e
[t can D ASSUMEH thal...........cciiiiiiiis et
Assuming that..........cccccvvvvrnnnininnnn WE WOUID ..o
Are we right in @SSUMING taL........cccivs ceeereee e
AS YOU ProDADIY KNOW........cvcvcicicicicicieis ettt
There is little IKENOOU Of..........ccciees ceerreeee e
There is little likelihood that..................



15. HOW TO STATE THERE REASON WHY

OWING 10,1ttt ctete b ettt e e e e ettt b bbbttt s e bbb s b s e s r e s e e e e
D (SRR US
ON ACCOUNE OF 1.ttt ettt ettt e bbb e e bt e b e et et et e et ebese e anerenn
AS A TESUIL OF 1.t ettt e bbbt et r et et r et e
The reason Why We..........cccooveveerinenn. IS (the fact) that ...,

16. HOW TO EXPRESS CONSEQUENCES OF CONCLUSIONS

LN SR W (=TT R
CONSEUUENTIY 1.t ies ettt sttt se st b bbbt b bbb b e b e e s e R s e s e e e e e e et e e s s s s s
HEICE ot e bbb bbb bbb be b b ns
LA L=T ({0 (=T
ThIS MEBANS TNAL ......cviiciice e bbbt b et e st b e b e b e b
IR L= T
If that iS the CASE (TNEN) ... s

17. HOW TO EXPRESS CONTRAST

T o0 g1 S (0 T PRROPOTRRTN
HOWBVET ...ttt s she et e et b e s b e e e b e s b e e b e s b e e bb e b e s beeh b e b e sRe et e sbesRb e s b e sb b e b e sbeerbenreens
NEVEINEIESS ...t ettt b et bt et et e b e st e b e b e be st ebe st ebe st eresbesn et
ARNOUGN ... bbbt
03111 (=PSRN

[N SPILE OF 1ot et e ettt
D] o] OSSPSR

18. HOW TO EXPRESS WORRY OR CONCERN

We are worried / concerned about / thaL ..o
It is @ matter of great CONCENN fOr US taL ..........cciuiiriicee
19. HOW TO EMPHASISE SOMETHING

We would like to emphasise / SreSS that ...
PIEASE NOLE tNAL.......c.euiiieiiiicieieiriiis bbb

May WE POINT QUL TNAL........cviiiiiiiiiiiit ittt
We would like to draw your attention to (the fact that) ............ccceevrricinnie e



20. HOW TO EXPRESS GREETINGS AND GOOD WISHES AND CONGRATULATIONS

We would like to take this opportunity to extend our best wishes to you for..........ccccvvvvvviiiviiincnne,
We WOUId [IKE 10 WISH YOU .......cueuiiiiiiis e
MAY WE WISH YOU....veviririririiieiiiiisiiiiis wetetstesesesss s e ses e es e e s s e s s s sttt s b s s sanns
We would like to congratulate YOU ON .. ....ccviiiiiiiiiiiie e
Please accept our heartiest CONGratulations ...........ccccoriierneee e,

21. HOW TO GIVE REASSURANCE

WE WIll dO OUF UEMOSE L0.......eviiiiiiis ettt
We shall / will make a special ffort 10 . .....ccccoviviiiiiiiii s
You may rest assured that we Will do OUr DESE 0.

22. HOW TO EXPRESS HOPE

We hope (VEry MUCH) that..........cccceis criiiiieiii s
We are NOPETUI thAL.........coovieeicicees e
HOPETUITY ... bbb
[1IS NOPEA tNAL ...t ettt
WE TTUSE YOU Wll......oiiie s ettt

23. HOW CLOSE A LETTER

We look forward to receiving your comments.
Your early reply would be appreciated.

G. S. Yours faithfully,  for letters beginning; Dear Sir. Dear Madam etc.

Yours sincerely,  for letters beginning; Dear Mr Fox etc.
Regards, / Yours, for letters beginning; Dear David etc.

24. SOME USEFUL EXTRAS

We have been advised by.................... ENAL ...
W BNCIOSE ...t crete ettt bbbttt
ENCIOSEd YOU WIll fING....cviiiiiiiciiicis i
Under separate COver We are SENGING YOU ........ceeuerereeeriieieeesesssessssssssss st sssssesssesesesens
PIEASE IBL US KNOW ....cvivieiiiiiiisiiiiis ittt

PIEASE AUVISE US.....eeeeeeeeeee et et ee et ee ot ee et et et et e e et et e eeeneeemeeareeme e neeneeeeenaeemeearenreannenreaneennenneens



