Beginnings and endings of letters and e-mails

A) Beginnings

Just a note to say thank you so much for having me to stay last weekend

Thank you for your letter of 16th April. Please find enclosed a cheque for £ 50.00.

How are you doing? You’ll never guess who I saw last week at Dan’s.

I’m writing in response to your advertisement in yesterday’s Daily Star.

I’m sorry I haven’t been in touch for such a long time.

I thought I’d rather write than email for a change.

Dear Mary and Dave, any chance that you two are free next Sat. p.m.?

Dear Jane, thanks for your letter. It was great to hear from you after such a long time. You asked me what I’ve been doing. Well …

Dear Sir/Madam, I saw an advertisement in the Daily Telegraph for weekend breaks at your hotel.

Hi Pete, thanks for the invitation.

Dear Mr Smith, we received your order for the Encyclopedia World CD ROM, and your cheque for £ 75.

B) Endings

Write, or better still, email me soon.

We trust this arrangement meets your satisfaction.

I look forward to hearing from you at your earliest convenience.

Give my regards to Robert.

Take care and thanks again.

Many thanks. I look forward to hearing from you in the near future. Yours faithfully …

We apologize for the inconvenience and will have pleasure in processing your order as soon as we receive the additional amount. Yours sincerely …

It would be lovely to see you some time. Do you ever come to London? We could meet for lunch.

Let me know asap. All the best, Martin.

Can’t wait to see you. Let’s hope it stays fine. Love to Ellie. See you then. Deborah.

