EMAILING
A first contact

Dear Ms Tomson

Your training manager, John Smith, has asked me to write to you about organising professional language training for your company either in Poland or in the UK. I will call you at the end of the week but, in the meantime, if you have any queries, please call me on 09809 or send me an e-mail. 
Yours sincerely

Joan White

A formal message
Dear colleague
I am writing to inform you and your staff that we are relocating our offices to Barcelona. We will close on 5 November and will reopen in our new premises on 2 December. 

We will contact you again in the near future.

Best regards 

Michael Johnson

Everyday matters

Hi Alice

Hope you’re feeling better. I heard from Jack that you had flu. 

I’m sorry to say that I have a problem next week. Tina’s on holiday and I have to cover for her so I won’t be able to see you on Friday. I’ll call you later and we can arrange an alternative date.

Speak to you later.

Tom

A future meeting

Helen

It was good to see you again last week. Let me know when you’re next going to be in Vienna and we’ll arrange a night out. There are some excellent restaurants here. 
I look forward to hearing from you.

Regards

Ann

Saying thank you
Dear Mr Johnson
I am writing to thank you for your active participation in our conference. You really helped to make the event a great success. 

I would like to apologise for the poor attendance at the Saturday afternoon session. When we planned the conference, we did not realise that it clashed with a public holiday.

Once again, many thanks and I look forward to seeing you in Madrid next year.

Best regards

Pedro Mendes
An invitation

Hi John
I would like to invite you to be our guest at the Brazilian Grand Prix in March. The event is being held at Interlagos and we would like you to join us for lunch at the track and for an evening dinner in Sao Paulo. Let me know if you can attend.

Look forward from hearing from you.

Best regards

Pedro

Accepting an invitation
Dear Pedro

Thanks for the invitation. I’d love to come and I look forward to seeing you then. 
Please send me details of the event when you have them. 

Best regards

John
Declining an invitation
Dear Pedro

Many thanks for your kind invitation to attend the Grand Prix. Unfortunately, I’ll be abroad on that day and I won’t be able to make it. I hope the event goes well for you and I look forward to seeing you soon.

With best regards

John

Problems
Dear Tom

I have just heard from our French office that they are having problems arranging the meeting in Paris next week. There is a problem with accommodation as there is a large trade fair on at that time. All the hotels are full. Do you have any suggestions?

Best regards

Emma

Good news
Dear Helen
Good news! We’ve got the RX contract! Thanks for all your hard work on this. It would be good to get together sometimes next week to talk through some details. I’m free all day Tuesday and Wednesday afternoon.
Let me know a time that suits you and I’ll set up a meeting.

Regards

Alice
Exercises
I Complete the sentences with a preposition.
1. She is _____ sick leave.

2. We will contact you again _____ the near future.
3. I look forward _____ hearing from you.

4. I’ll call you _____ the end of the week.

5. Please call me _____ 456789.

6. Many thanks _____ all your help.
7. Good luck _____ everything.

8. I’m covering _____ Helen while she is away.

9. He will be _____ work for two weeks due to illness.

10. Please pass _____ our best wishes to him.

II Some of these phrases are formal and some are informal. Tick the correct column.

	
	
	formal
	informal

	a
	1. Dear John
	
	

	
	2. Hi John
	
	

	b
	1. I am writing to inform you that…
	
	

	
	2. I’m writing to let you know that…
	
	

	c
	1. We’re having a get-together.
	
	

	
	2. We are arranging a meeting.
	
	

	d
	1. I would like to apologise for…
	
	

	
	2. Sorry about…
	
	

	e
	1. Let me know if you can make it.
	
	

	
	2. Let me know if you can attend.
	
	

	f
	1. I would be very pleased to come.
	
	

	
	2. I’d love to come.
	
	

	g
	1. This is to let you know about…
	
	

	
	2. Just to let you know about…
	
	


III Match the two parts of the sentences.

1. I am sorry to inform you that I

2. I’ll call you when I 

3. Let me know when you are next

4. I’d like to thank you for

5. I look forward to

6. I hope that the party 

7. Unfortunately, the event clashes 
8. It was very kind of you 

9. I need to tell you what is 
a) hearing all your news.

b) goes well.

c) all your help.

d) going to be in London.

e) will be out of the office next week.

f) to invite me.

g) happening next week.

h) get back to Paris.

i) with an important meeting.
