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In the column on the left you will find expressions commonly found in formal letters and on the right in more informal forms of communication. How would you write these in a more informal or formal way?

	
	Re/about your last letter/email/message. (message of 24th)

	
	Re/about the phone call yesterday…   About what we said on the phone yesterday                                                                                                                                                                                                                                                                                                                                                                                                                 

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

	We are writing to inform you that…
	

	You will be pleased to hear 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..
	

	
	Lovely/Nice/Great to meet you at last

	
	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….
	

	
	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.
	

	Would you like me to….?
	

	
	I’ll gladly….. /  I’ll do …. no problem.

	
	I’ll be in touch. / I’ll get back to you soon.

	Please find attached…
	

	
	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.
	

	
	Looking forward to…

	Please give my kindest regards to …..
	

	Yours/Yours sincerely
	


PAGE  
1

