Useful phrases for Emails/business letters 
1. Receipt acknowledge
We have received your letter of…..
Thank you for your letter……..
We acknowledge receipt of ……….
We have your letter………..
We are pleased to receive…………

2. References
In reply to your letter of…. we are pleased to………
With reference to your letter………
We have your letter of …….and in accordance with your request we…….
Confirming……..we now have the pleasure to…….
Further to our letter of……..we………

3. New information
We would like to inform you …….
We regret to inform you……….
We are informing you that/of/about………
May we remind you that……….

4. Apologies
We apologize for…..
Please accept our apologies/apology for……..
We very much regret to say that…………
We are sorry for a delay in………….

5. Requests
Would you please, be so kind to……
We should be glad if you would……..
It will be appreciated if you can………
We ask you to……….in view of urgency we ask you to…….
We are interested in……..

6. Enclose/attachment
We are enclosing……
We are attaching to this letter……
Also enclosed are…….



7.  Thanking
Thank you for your assistance….
We look forward to hear from you soon….
Best regards
We look forward to continue our mutually beneficial relationship

8. Further contacts
Should you have any problems please call us…
If you have any questions or comments on the above please do not hesitate to contact us.
Should you have any questions, please contact……..
Please do not hesitate to write if you require further information
For further information feel free to call 972-4084

9. Passive Voice in letters
We have been informed……
These funds were forwarded…..
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