Business letter / Email : Useful vocabulary
1. Lay out :
2. Salutation :
3. Letterhead :
4. Logo :

5. To the kind attention of :

6. Postage : 
7. To proofread :

8. Punctuation :

9. Certified mail :

10. Direct mail :

11. Sensitive information :

12. Memo (memorandum) :

13. Confidential :

14. Formal/ Informal :
15. To acknowledge receipt of :
16. Further to/ Following/ With reference to :
17. In reply to:

18. To agree with:

19. As agreed:

20. As follows:

21. As per invoice:

22. Hereby:

23. To be pleased to announce:

24. To regret to inform: 

25. I am/ We are afraid it would not be possible to:

26. To be held responsible for:

27. To be liable for damages:

28. Claim / Letter of complaint

29. To look forward to :
30. To let somebody know something:
31. To get in touch with/ To keep in touch with:
32. Do not hesitate to:
33. To reach :
34. Enclosed/ Attached :

35. To enclose/ To attach :
36. Under seperate cover :
37. To apologize for the inconvenience:

38. To be grateful :
39. Additional/Further information :

40. To take into consideration/ To consider :

41. Request :

42. On written request :
43. Inquiry Enquiry/ Query :

44. To inquire/ To enquire :
45. To demand :

46. Without delay :

47. In due time /course

48. As soon as possible (ASAP):

49. At your (earliest) convenience:

50. Provided that:
51. To be able to:

52. To notify:

53. To require:

54. To advise:

55. To suggest:

56. With no obligation/ Without commitment:
57. Price :
58. Price list / Rates :

59. Quotation :

60. Terms of payment :

61. Payable in advance :

62. At your expense :
63. Return of mail :
64. Range of products :
65. Reminder :
66. Invoice :
67. To forward something :
68. To remain at someone’s disposal:
69. To be interested in:
70. To solve problems :
71. To provide services:
72. To do business with:
73. To come to/ To reach an agreement:
74. To meet a client’s needs :

75. Competitive :
76. Successful :
77. Compulsory :
78. To expect :
79. To suit :

80. To correspond with :
81.  PP (Per Procurationem) :

82. On behalf of / To act on behalf of :

83. Addressee/ Recipient:
84. Sender :

85. Outside address/ Inside Adress :
86. To browse :
87. Thank you for your letter :
88. To fix/make an appointment:
89. To postpone an appointment :
90. To bring forward an appointment:
91. To cancel a meeting:
92. To be processed:
93. Order/ To order:
94. Delivery:
95. Upon receipt of:
96. To guarantee:
97. Complementary close :
98. Yours sincerely:
99. Yours faithfully:
100. Best Regards:
