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In the column on the left you will find expressions commonly found in formal letters. How would you write these in  a more informal way, more suited to an email.

	With reference to your letter of 24th instant

I am writing with regard to your letter of …                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

I am writing with reference to…..

Further to your letter of……
	Re your last letter/email/message. (message of 24th)

	Further to our telephone conversation of 24th instant, 

I am writing regarding our telephone call….
	Re the phone call yesterday…                                                                                                                                                                                                                                                                                                                                                                                                                    

	Thank you so much for your prompt reply to our letter of 24th instant…
	Thanks for the quick reply.

	We are writing to inform you that…
	Just to let you know.. Just a (quick) note/message to tell you….

	You will be pleased to hear that
	Good news! / Thought you’d be pleased to learn

	We are pleased/delighted to confirm/inform you that

We regret/are afraid to inform you that…

We regret to advise you that….
	Happy/pleased  to tell you ….

Sorry to tell you….  /I’m afraid that…../ Sorry, but

	I must apologise for… Please accept my sincere apologies for..
	Really/So sorry that/for/about…      I’m so/really sorry about/for…..

	It was a pleasure to finally make your acquaintance at the conference….
	Lovely/Nice/Great to meet you at last

	I’m afraid I will not be able to..
	I can’t….

	We’d be most grateful if you might/could….

I would appreciate it if you might/could….

We wondered/were wondering whether you could….
	Can/Could/Would  you…? OR Please…..

	You have my assurance that…
	You can be sure that…  /  I’ll see to it that…..  /  I’ll make sure that….   / I promise I’ll…..

	We will do our utmost to deal with/resolve the matter to your satisfaction.
	We’ll do our best to solve the problem. / We’ll do what we can to sort it (the problem) out.

	Would you like me to….?
	Do you want me to…? / Shall I….?  /  I can ….. if you want/like.  /  What about me …..-ing?

	I would be only to happy to…..
	I’ll gladly….. /  I’ll do …. no problem.

	I will be contacting you again in the near future.
	I’ll be in touch. / I’ll get back to you soon.

	Please find attached…
	I’ve attached….

	I would like to take this opportunity to thank you for your..
	Thanks for….

	Do not hesitate to contact us again if you need further information/ if you have any further queries.

Should you require further information, please do not hesitate to contact us again.
	Let me/us know if you need to know anything else.

If there’s anything else, please let me know/call me.

Please feel free to ask anything else you want to know/to contact me again..

	We look forward to…
	Looking forward to…

	Please give my kindest regards to …..
	Give my love to…  /  Say hi to ….. for me.

	Yours/Yours sincerely
	Best/Best wishes/
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