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Jrolll alidiwlg ayla

For Beginning an Email

Dear Mr / Ms 6 Al / 3l sjijc
Dear all clicill
To all members of the.. . A cbacll Js JI
To whom it c

Ul aogl ¢ |
may concern = toe Jl
Good “day/ alua /3ew oqy
morning / afternoon” clingld Culln / pall

JalA alll auc @adsh_5s




—)—illg a_adll
Welcoming and Greeting

ayell aelll

Thank you for your e el 13
message/email Jaoadl / elilLuw
/phone call cudilgll anllsall /

| hope you are

doing well pa UGl gl Sl
| hope you had algi allhe ol J—ol
a great weekend alon Gils gquuwill
| hope this email Ijcii UI Jol
finds you well A Jidlg Jroadl
Thanks again Sl 650 [j3us
for your help oS Ac Lol
\. y,
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Welcoming and Greeting

N
aupell aalll
It was great talking to you cloo Loil) Lu_n uls
It was great meeting you cliblao aildl go L8
Thanks for the I G [ ¥
quick response aey ruldl dalaiw il
Thanks for your help with - A clidcbual 1j$40
How is everything? Seloo jgolll i cais
J
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Reason for writing email

ayell aelll

| am writing in
connection with..

For your information -
here is.. -0l psisldl xql

Further to your

last email, WGHludl ellogl Lle 630hj

Y.our name was 00 ¢l | Lle cul
given to me by..

In reply to your claps Je 1y
email, here are.. L Aai . igrsll
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Giving and asking information

Please find the S gl Lap
attached report Gaoll sppai
Could you give me some Suhoi ol osos Jm
information about.. .Jaga dilogleall yAe:
| would like to aapen gl
know more about.. ~O< Ajoll

We regret to

inform you that.. ~Ol ehjball caull

| am delighted to

tell you that.. -l Jadl gl Gaeuwy
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Request

Please could you..

| would be grateful
if you could

Would you have any
suggestions on how to..

Do you think
| could have..

Thank you in advance for
your help in this matter

Jm clbiAd oo
~.odonll o

Cehiwl 13] alell

sl elial U
-&1a18 Jga dlalial

ol &dsny

e 1Bado psl [
cgidl 1im (4 psivcluo

yaliA alll aue
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Offering help

ayell aelll

Would you like

me to.. -0l G da
Let me know if you'd capel ol aouwl
like me to.. WSO Ay Cuis 3]
If you wish, | would clly (A cd)i Al 13
be happy to.. . 1Aaew )gslw
I'd be happy to 13w (gslw
help out with.. A 6 clually
Let me know whether Lo «ayel ol ol
you would like me to.. AW A Qs 3]
. J
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Invitation

In accordance with our
previous conversations, | am
very glad to invite you to..

| sincerely hope that you

will be able to accept this
invitation, and | look

forward tohosting you in..

I'd like to schedule
a meeting on [day], if you
are available/free then..

Please join us on Friday
January 6th, from
4 p.m-5 p.m to discuss..

ayell aclll

adybudl Liilislaol Laag
-l eligeal alell youw Ll

Joud Jle 11316 ugsi ol Jol
Sl aliaiiq .6gcall oim

S gloinl dlgan (g wg)l
[Qlio Cuis I'A! ,[pq.;JI]

ligl) plouaitl o

4l 6 galgall aeonll pqy
~audliol 0 5-p 4 g0
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Accepting

Thank you very much

for your kind invitation to..

It is very kind of
you to invite me to

The date you
suggested is fine

It is with great
pleasure that | accept
your offer to join..

| would be delighted
to be a member of

ayell aelll

clige> e i 1
- oyl

clio chhl ail
SEFELIN RV

aiapal L"5.').JI é.jJLﬂ'

ol SIgHw elgs ol ail
~olouaill chiaye Judl

131w (gslw
. A lqAac sl
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ddalgo Jc Jguaall / clincl

Getting and giving approval

What are your c
c c
thoughts (on this)? Mo o EE AL €0 e
Please let me know capel ol ol
what you think clly g Lo
Can we go ahead Saall iisoy Jm
with the project? feqrinll LA Loag
Please let me know ols 13] el oyl J aouwl
if this is OK with you el cuwlio jolll 13m
We just need the daalgoall J] a&alu haa oA
thumbs up/ the green light pAAlll eqall /.. Jc

Jala alll ayc @adsh_5s
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Rejecting

ayell aelll

It sounds like a good idea,
but | don’t think it would
work in practice

S 600 6)8a g
auloc 6p8a Lgil Adicl o

It sounds like a good
idea, but | can see
some problems

o3lg 642 884 Lgilsg g
alllsiwll yae lgra s)l

| am really sorry, | have to Pl Laa cawl Ll

turn down your invitation cliged yagy Ji
I'm sorry to inform you that Ul &by eléy)l cauwf Lil

| do not have sufficient - A aals 6pa cllol
expertise in..to be able to.. e plé ogsll
At the moment I'm OS00 HE il
afraid it's just not possible SJhll dagll A

\ J
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Checking understanding

| am not sure what you
meant by..? Could
you clarify?

| am not sure what
you mean by..

if | have understood

correctly, the problem is..

| am assuming
you mean..

What exactly do
you mean by ...?

ayell aelll

S..d uAdi loo 1351lio Cwl
fuAgi vl ysos Jm

Loo 13510 Cuul

Qun Jiuy doga i)
b kil ola

~undi elil yAagal Ll

S.. huAll LAadilble
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Sending Attachments

| have attached..

Please find [file]
attached

Here's the document
that you asked for

| am sending you
[file] as a pdf file

Please take a look at
the attached file

aypell aelll

e giliaall Loy
Gapall [calall]

AdLucoll el
aiglh Al

[calo] el Jul Ll
PDF calos

Jle opai clall ap
Gaoll calall
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Asking for clarification

| didn't /don't fully

understand [something].

Could you please
explain that again?

Could you give us some
more details on...?

Could you please clarify
when you would like
us to finish this?

Could you explain
what you mean
by [something]?

Jb [lo cod] pgal ol
cll> equ ol usod
‘spl oo

Liaagji clisoy Jm
e..Jga Jualaill yAou

G0 uAgi ol gsoy Jn
S ain gt of Aup

Lﬂrw-ﬂ'i'c)ic)-’\m.qn
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Scheduling

ayell aslll

I'd like to schedule S gloinl dlgaq (4 syl
a meeting on [day] if you Blio &is 13] [pqul]
are available/free then ddgll elly (4
Would you be available ‘leqd] A Blio Ygsiw Jm
on [day]? If so, I'll send JuwyLw cllAs poill 18 13]
you an invitation shortly 1uyé 6ged el
Can you make it Acgoll daai gl i Jm
on [day]? If so, I'll book lwlio cld I8 15] S[eqa] LA
accordingly cllAl laag jaalw

| am afraid | can't A P
make it on [day]. vl ol graiwl U (Sl (Al

How about...? ¢.0c blo [oqu] (a Blio
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Closing an email

Thank you for
your support

If | can be of assistance,
please do not hesitate
to contact me

Please let me know if
you have any questions

Best wishes

Get back to me if
there's anything else

ayell aclll

oiocyl 5w

o0 Saclunll Lilsols yls 13]
o Jbaill (4 33 U elliAd

13] capel UI ._J aouwlg
Sl aliwl LSI clad gls

Lilodll culnl

15] J Olq_QJ| clayll
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