English for letters, faxes and memos

Letters

	Salutation
	Ending

	Dear Sir/Madam
	Yours faithfully

	Dear Mr Jones
	Yours sincerely

	Dear Peter
	Yours

	Dear Jane (close friend)
	Love from




Faxes and memos

	Beginning
	Ending

	Date:
	With best regards

	To:
	Best regards

	From:
	Regards

	
	

	For the attention of
	

	Attn:
	

	Please circulate to
	

	Peter –
	

	Copy to:


	


Some useful phrases

	Attaching documents
	Requesting action

	Please find attached…
	We would be grateful if you could…

	Please find enclosed…
	Please could you…

	Herewith…
	

	
	

	Indicating next expected event
	Requesting contact

	I look forward to meeting you
	I look forward to hearing from you

	See you next week
	Please could you get back to me as soon as possible

	Giving bad news
	In case of query, do contact me

	I’m afraid…

Unfortunately…
	Don’t hesitate to let me know if you have any queries

	
	

	Confirming
	Referring to call or letter

	I am pleased to confirm that…
	Further to your call

	This is to confirm that…
	Further to our telephone conversation

	
	Thank you for your letter of…

	Apologising
	Further to our letter of…

	I apologise for not replying earlier
	

	I’m sorry it’s taken so long…


	


