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Opening Remarks

Thank you for contacting

Thank you for your prompt reply.

Thanks for getting back to me.

Thanks for the information/your phone call/getting me the figures/sending the document.
Thank you for sending the updated information. It’s quite helpful for...

Thank you for your patience. I've highlighted in red your requests and placed in bold my
replies to your questions.

Purpose

[ am writing to enquire about...

I am writing with some news about...

I am writing in reference/regards to...

I am writing to you in reference/regards to...

I am contacting you as ...

I am writing in reply to your letter/email/ request/ enquiry regarding ...
I’m pleased to confirm our appointment at/on ...

Regarding ,can you tell me ...

If possible, could you let me know ...

I am thrilled to learn that you won...
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