
SENTENCE STARTERS:

• I wish to express…
• I am writing to inform you…
• It has come to my attention . . .
• It is with regret that . . .
• I am delighted to inform you that . . .
• I hope that . . .
• I trust that . . .
• I would be grateful if . . .
• I appreciate that...
• I look forward to hearing from you...
• I eagerly await...

WORD BANK: invite, reply, delighted, await, mention, reply, 
respond, complain, notify, inform, advise, appreciate, grateful, hope, 
answer, discuss, explain, believe, experience,  persuade, suggest, 
opinion, recommend, regret.


