SPRACHKURSE

english(C

ENGLISH FOR EMAILING

Greeting / Closing [formal]

e Dear Sir or Madam Yours faithfully [UK]
Sincerely yours [US]
Yours sincerely [UK]
Sincerely (yours) [US]

e Dear Mr Brown
Dear Ms Brown

Greeting / Closing [informal]
e Dear Sarah Best regards

Hello/Hi Andrew Best wishes

Dear All Take care

Andrew See you soon
Opening

¢ We are writing to enquire about .../confirm .../
request ...

e |’'m just writing to inform you .../ask if .../
clarify ...

e Thank you for your letter of 10 May. enquiring
about .../enclosing ...

e How are you? | hope you’re well.

Ending

¢ |look forward to recc v renly/order/
catalogue.

e Looking 1 ward to hearing from ' ou.

e |hor 5 information will help you.

e D .iesitate to contact us aga you require

(ner assistance

e [ cosefeel fre contact me shold you need
ar./ ‘urther (niormation.

e Thai in advance for vour help.

ONE-TO-ONE

SEMINARE SPRACHREISEN

Referring

e With reference to your letter of 15 Septer
e Further to our discussion yesterday,

® |I’'m writing in connection with ...

Giving good news

¢ I’'m pleased to inform yc t...
e We’re delighted to confiri it

¢ |I'm happy to tell you that

Giving ba”’ 'S

e Weregio' o ‘m you tha:
e I’'m afraia .
® |'m sorry to ~clvisey hat ..
nq reasons
o | i>dueto.../cvigto ...
e This ! ~ause of .../~ ~> aresult of ...
v We're o1 ~ble to
We have bee! adto...

mplaining
Infortunately, we have not received ...
e | 'm writing to complain about ...
_nless ..., we will be forced to ...

Apologising

¢ We must apologise for (not) ...

¢ Please accept our apologies for (not) ...

¢ We apologise for any inconvenience this
has caused you.
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NnNnection

- making communication easier

Requ-'ing action
» Plec-~ ~ould you send us you: .atest

catalcc?

We wou ! “npreciat- I i you could ...

We’d be gy ofir’ 17 you could ...
Orders

e We're able to quote you a price of € 29.99 per
item.

e We can offer you a discount of 5% on bulk orders.

e We'd like to place an order for 300 units.

Attaching files

e Please find attached ... [‘enclosed’ for letters]

e |'ve attached our terms and conditions.

¢ As you’ll see from the attached product list,
we offer ...

Making emails more personal

It was a pleasure to meet you at ...

It was nice to hear from you again.

It was good to talk to you on the phone yesterday.
I’m sorry that | missed you at the exhibition.

| thought you might be interested to hear about ...
| was wondering if you could help me.

I’m afraid | have some bad news.

I’'m afraid there’s a small problem.

If you’re ever in Salzburg, do give me a ring.

| look forward to seeing you again when I’'m
nextin ...

e Give my regards to Sarah.
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english(Gnnection

- making communication easier

ENGLISH FOR TELEPHONING

Making a call e Putting you through.

. e Herr Schmidt can take your call now.
Introducing yourself

e This is Mr Schmidt from ABC GmbH. [f] Saying someone is not available

e My name’s Johann Schmidt. I’'m calling from e His/her line’s busy, I’'m afraid.
ABC GmbH in Austria. [f] I’m afraid there’s no answer.

e It's Johann here. [i] Would you like to hold?

Can she call you back in 5 minuig

Would you like to speak to some¥

a complaint
raid there’s a (serious)

Asking for someone or a department
e Could | speak to Ms Brown, please? [f]

e |s Sarah there? [i] Offering to take a mess invoice/order number for me?
e |sthat Sarah? [i] e Can | take a message” i
e (Can | speak to someone in Accounts, please? e Would you like to leave Making requests

e Could you call me back as soon as you know?

e Can | get him/her to call
g e Could you put that in an email?

Clarifying who you are

e |t's Mr Schmidt, from the Salzburg office.
e \We spoke on the phone last week.

e We met at a trade fair last month.

Taking responsibility / Promising action

e | see the problem.

e ['lllook into what happened and get right back to
you.

e Yes, I'll do that, Mr Smith.

e We’'ll send you a replacement as soon as we can.

e [l email/call you later in the week.

Saying why you are calling

e |I'm calling/phoning/ringing about (the meeting).
e |I'm calling/phoning/ringing to (arrange a meeting)
e I’'m returning your/his/her call.

Person not available
e Canlhold?

e What time could | reach him/her?
* Right, I'll phone again tomorrow.

Apologising

e |'m sorry to hear about this, Ms Brown.

e |I'm very sorry for the inconvenience.

e There must have been a misunderstanding.

e | understand how you must feel. I'm very sorry.

You’re welcome. Byel! [f]
Leaving a message

e Canyou ask himto c ontent .
Comprenhension
« Could you _ _ Comprehension
anging a meeting Asking them to repeat something
e Could | make an appointment to see Ms Brown? « Could you repeat/spell that, please?
e (Can we fix an appointment? e Sorry, | didn't catch that.
* How about Thursday? e I'm sorry. You're going to have to repeat that again.
e Does Wednesday suit you?
e |'d prefer the afternoon, if that’s okay. Comprehension/Tempo
e Let me check my diary. I’m sorry, but | don’t understand.

Sorry, | still don’t know what you mean.

Can you speak up, please? | can’t hear you very well.
No, sorry, you’re breaking up.

Could you speak a little more slowly, please?

I’'m sorry, but that’s still too fast for me.

Changing and cancelling appointments
e Justa e I’'m afraid | have to cancel/postpone our appointment.
e Could yo e Would you like to make another appointment?
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