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FROM: Hitoshi Moritani 
TO: Keiko Tanaka 
Subject:  RE:  

 
Hello Keiko,      

Dear Ms. Keiko Tanaka,  

 
I am writing to know your opinion.   

	  

 
As we discussed yesterday, we need to make a decision.  

 

 
By the way, we received a sample.   

 

 
I look forward to your reply.   

 

 
Regards,  

Hitoshi Moritani 
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Please be advised that…  �F  
Please be aware that…   �F  

Please note that…   
We are pleased to announce…  

  
  Effective immediately…    
  As of today     

 Due to recent events…    
  As you know…     

 We regret to announce…   

  
 

�#������ 
I am writing to request…  �F  
I would appreciate it if you could… �F  
I was wondering if you could…  �F  

I would like to know if…  
Do you think you could…? 
Would you please…?   
Could you please…?   
Can you please…?  

 
 

  As per our discussion…   �F   

This is to confirm that…  
11 13  As we discussed on November 13th  

 Regarding our conversation yesterday  
4 4  As I said on April 4th    

�F ��������"��! 
� 
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Please accept our apologies for… �F  
We would like to apologize for…  �F   
We sincerely apologize for…  �F   
I am deeply sorry for…   �F   

I’m sorry, but…   
  

 
 

Congratulations on your…   
Congratulations on being… 
I was pleased to hear about…  
I was happy to hear about… 

  
 

 
Just a friendly reminder that…  �F   

Just a quick note to remind you about…  
Just a brief reminder that… 
Have you had a chance to…? ( ) 
Just checking on the status of… ( ) 

  
 

 

We are sorry to inform you…   
We regret to inform you… 
We regret to announce… 

  
 

�F ��������"��! 
� 
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Thank you for your prompt reply… �F   

Thanks for getting back to me so quickly…  
 

 
Thank you for the detailed response… �F  

 

Thank you for your order of…   
  

 

This is to confirm that we have received…  
 

Thank you for your email…   
  

 
 

Should you have any questions, please contact me. �F  
Should you have questions, please don’t hesitate to contact us. �F  

If you have any questions, please contact me.   
If you have any questions, please let me know.   
Feel free to contact us if you have any questions. 

 
( )  

Thank you for your understanding.  �F  

Thank you for your cooperation.  
Thank you for your consideration.  �F  

 
 

I look forward to your reply.  �F  
�F ��������"��! 
� 



Text Sheet Email 
 

 

6 
©Eighty One Japan GK.  All Rights Reserved 

 

 
   I appreciate your help.   

  I look forward to hearing from you… 
  I hope to hear from you soon.  

 Thank you for your time.  
  

Please contact me at your earliest convenience. �F   

 
 

Thank you in advance for your prompt reply. �F   

Please get back to me as soon as possible.  
 

 
Let me know if I can be of assistance in any way. �F  

Let me know if there’s anything else I can do.   
Let me know if you need anything else on my end.  

 
 

I look forward to meeting with you… �F  

 I hope to see you soon…  
 

  
Warm regards,   �F  
Best regards,   �F  

Best,   
Regards,   
Thank you,   

 
 


