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1. —IFk

How is everything going with you? I am writing to extend my heart-felt
thanks to you for ...(J&if)

Thank you for your letter of February 8 informing me that I have been

accepted by your college. But I must apologize to you for... (i&#)
I am writing to inform you that ... (i#%1)
I am writing to seek your assistance in... to request to(i&:k)
I am writing to express my views on ... (&%)
I am writing in response to your... ([f])¥)

I am writing to apply for the scholarship that your department offers to

students from other countries. (Hi#)

I am writing to see if it is possible for you to provide me with information
regarding...(‘% i)

I am writing to express my disappointment/dissatisfaction about ... to

complain about ...(#14%)

I am writing to lodge a claim for the suitcase I lost on my journey to ... (#

K)

I have learned from...that you are looking for .... And I am writing to

recommend ...for the post.(#i#)
#FE4)%: T am writing this letter for the purpose of doing sth. (% NIEZ)
2. FEREREE
I am most grateful to you for your...

I am writing this letter to express my sincere gratitude for...
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I would like to convey in this letter my heartfelt thanks for...

I feel greatly indebted to you for ....

I am writing to tell you how greatly I appreciate all you have done for me.
But for your kind assistance, I would have ...

I must thank you again for your generous help.

My thanks to you for your generous help are beyond words.

Please accept my deepest gratitude.

3. REEKAE

I feel really sorry to you for ...

I must apologize to you for...

I would like to express my deepest apology/regret for not being able to ...
Had I ..., I would have...

I want you to know how badly I feel about...

4. —RER

Looking forward to your reply.

Any favorable consideration on my application/requests will be highly

appreciated.

I am looking forward to your favorable reply at your earliest convenience



