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NOTE: The level of formality is determined by  on who you are writing to and what the situation 

is. If you are writing to a client or your boss, you would need to be more formal than if 

you were writing to a friend. 

 

 
 

1. In each of the following sentences, choose the correct word to fill the gap. 

 



Transactional correspondence 

Izabela Świerad  SJO PŁ 2

 

2. The written medium requires the use of polite forms. Rewrite the sentences to make them less direct. 

1. Can you send me a copy of your brochure? I would be …………………………………….. 

2. When can we expect to receive the cheque? I am writing to …………………………………………….. 

3. What are your terms of trade?  Could you let ……………………………………… 

4. We can’t deliver the goods before Wednesday. I am afraid ……………………………………….. 

5. How much does it cost? Would it be possible ……………………………………… 

6. Send me the information immediately. Could  you…………………………………………………… 

7.  Are there other courses for intermediate students? Would you ……………………………………………. 

 

3.  Put the letter below in the correct 

order  

1  Dear Sirs,  

 Please let us know your terms of trade, 
including quantity discounts, delivery dates, 
and any credit facilities you are prepared to 
offer on large orders. 

  We look forward to hearing from you soon.  

 We read your advertisement for racing cycles 
in  the current edition of Cyclists and are 
interested in your products, particularly 
touring bikes.  

 We are a large retail company with  cycle 
shops throughout Germany and would like 
your catalogue and a price-list, quoting c.i.f. 
Berlin prices.  

5 Yours faithfully,  

Karl Janssen  

Karl Janssen , Managing Director 
 

4. Read the email of enquiry below. There is an extra 

word in each line. Find  and underline them. 
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1. Start: 
� Thank you for your letter of ...... 

� With reference to your letter of ..... 

� I have received your letter of .... concerning .....  

2. Purpose of the letter: 
� I am writing to inquire/enquire about ...... 

� I am writing to confirm ....  

� I am writing to apologise for ...... 

� I am writing to complain about ..... 

Body: 

Requesting 
� I would be much obliged if you could ... 

� We would be very grateful if you could ... 

� We would appreciate if you could ... 

� Please could you ... (informal) 

Replying to a request 
Positive: 

� I/We would be delighted to .... 

Negative: 

� Unfortunately, .... 

� I am afraid that ... 

Giving information or 

replying to a request for 

information 

Positive: 

� Please find enclosed ... 

� We are happy to enclose ... 

� We wish to inform you ... 

� We are pleased to advise you ... 

Negative: 

� We regret to inform you ... 

� We are sorry to tell you ... 

Apologising 
� We were (very/extremely/most) sorry to hear about the problem. 

� We regret that this problem has happened. 

� We apologise for ... 

3. 

Thanking 
� I am much obliged to you for sending me ... 

� I am grateful to you for ... 

� We are much obliged to you for ... 

� Thank you (very much) for ... 

4.  Closing remarks: 
� Thank you for your help. 

� Please contact us again if there are any problems / you have any questions/we can help in 
any way. 

5. Finish: 
� I look forward to meeting / hearing from you. 

� We look forward to receiving the proposal / your order / your reply. 

 

 (Sources: ‘Business Objectives’ OUP,  ‘Language Reference for Business English’ Prentice Hall,  ‘Business Letters for All’ OUP; 
‘Business Benchmark Upper-Intermediate’ CUP; “Successful Writing Upper-intermediate”, Express Publishing) 
 
 


