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Whriting A Letter or Email Lo,
- Dear Me/ Mes + sumame. ~Hello/ Hi + name
- Dear Sir or Madam - Dear + name.
- Hithere!
~Thank you or yourlffer/ emai about . | - Thanks ot yourleter email
Many thanks for your tter/ emal. Thanks for wrting o me.
Itwas, o hear from you again.
- Lam wifng o request infornation about/ o~ e
homyou insbout,.. | - amwiingto el yousbout..
- am writing with reference foyourlefter. | - Guess whatP
- Iwould i fooffer congratulations on .. | - How arefings withyou? What's up?/ How are
youP/ How was your holiday?
- Letme congratulate you on... - l'm sorry | havent written for a whil ...

~ ook forwar fo hea from you without delay. - Hoge tohear from you soon.

- ook forward fo meefing you. - Looking forward to seeing you/ hearing from
- Lhope fo hear rom you afyour earkest you
conerience. ~Leantwaitfomeet up s00n.

- Write back soon.

~ Fyou strt wit "Dear Sicor Macan’, fish |~ - Best wishes.

with Yours fithfuly. e
- Fyou start with "Dear Mo/ Mes.. oish with _ o e,
ours sincrely’.

ous sivcrey. .

- Regards/ Bestregards/ Kind egards. ~Kaoplntoch





