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Complete by matching a phrase with a similar one in meaning. Look carefully at the headings in
bold.

Previous contact
a. With reference to your email sent (date) 1. Best regards

Reason for email
b. We are writing to inform you that… 2. Can you… please?
Good news
c. You will be pleased to hear that… 3. Do you want me to…?
d. We are able to confirm that… 4. Good news!

Bad news / Apologizing
e. I apologize for… 5. I can confirm that
f. We regret to inform you that… 6. If you like, I can

Requests
g. I’d be grateful if you could… 7. I’ll get back to you
h. I would appreciate it if you could… 8. I’ve attached

Offering help
i. Would you like me to…? 9. If there’s anything else, just let me know
j. If you wish, I would be happy to… 10. Just a short note to let you know that

Promising action
k. I will contact you again 11. Looking forward to

Attachments
l. Please find attached… 12. Please

Final comments
m. Thank you for your assistance 13. Sorry for
n. Do not hesitate to contact us again 14. Thanks for your help
if you need any further information

Closing
o. We are looking forward to… 15. Unfortunately
p. Yours sincerely / Yours faithfully 16. Your last email
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