Memorize the following useful expressions for letters and e-mails as many as possible.
1. I am writing to apologize for ...

2. I am writing to confirm ...
3. I am writing to enquire about ...

4. I am writing to you in response to your advertisement for...

5. I recently wrote to you about ...

6. In reply to your letter of 8 May, ...

7. With reference to your letter of 8 June/ your advertisement in/ your phone call today,..
8. After having seen your advertisement in ... , I would like ...

9. Thank you for your letter of 8 May/ your letter regarding/ letter/e-mail about ...
10. To Whom It May Concern:

11. As I wrote in my previous email,…

12. You may remember that you and I talked briefly at….party

13. Thank you for sending the lovely …. Your gift and thoughtful well-wishes are greatly appreciated.

14. With reference to our last phone call, I would like to arrange another meeting to discuss …

15. I have been advised to contact you by (+ name)  to discuss…

16. As you may be aware ….

17. I’m hoping that you are able to attend….

18. I’d be grateful if you could ...

19. Would you be able to …?

20. Please let me know if…(e.g. you can make it to the meeting/ you encounter any difficulties)

21. Thank you again for your help

22. I hope to hear from you soon

23. I appreciate your efforts in this matter

24. I look forward to hearing from you soon

25. Thank you for your consideration and timely response

