SENTENCE STARTERS:

"+ | wish to express...
e | am writing to inform you...
* It has come to my attention . ..

- ES: : » Itis with regret that
FEATUR e address; is with regret that . . .
@% the sender & rec‘i’fegt © * | am delighted to inform you that .
ing;
the date & a gree€ | hope that. ..
formal introduction 2 | trust that . . .
formal sentence structure | would be grateful if . . .
vocabulary; - |ains the | appreciate that...
. an introduction thaters | look forward to hearing from you.

iting;
reason for Writit -
« detail organised into paragrap

adverbials, prepositiona\ ph'rtas-es
. -ve clauses for clarity;

and relative € . i
« aclear conclusion with p055|b\

next steps;
. aformalsigno

| 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.
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