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FrFH—1 BFH U openinglines

@ | hope this email finds you well. TR THBSLOEEHELET,
€ Thank you for your message yesterday. FERECEEH D MESSTVE LI,
@ 1am writing about the meeting next week. FBOSFICOVTTSERLTVET,
@ Apologies for the delay in replying. BIEMBSEDBALRSDI A

@ 1t was good to meet you last Friday. HANEHBRSEVTETELN>ETT,
@ 1 am following up on my previous email. AIEIDX —ILDETHHTTERL I T,
@D Further to our conversation this morning. SHEDBEDHRE(CED T I,

@ 1 hope you had a good holiday. FUVARBREBCEThcCEEBVET,
(@ Please find the document attached below. TICEBRERCDILTHEDIET,

@ 1am copying in my colleague as well. RFRESHDETCCLCANTVE T,

@ Sorry for contacting you at short notice. RLCEBTHURHDEI A,

FrTI—2 KEBI S Making requests

@ Could you confirm the date for me? ANERRELTUERIFZEIN?

@ | would be grateful for your advice. CBIEVERIFETEZUNTY,

@ Would it be possible to meet on Tuesday? NEBHRICEEWVWI B EFAIRETL &SN ?
€ Please let me know your availability. CHEESHMSELIEE L,

@ Could you send the file by tomorrow? BHEFTIC I P AILESE D TUREFEIH?
@D 1 would appreciate a reply by Friday. ERITICHRBOERIIBEBMNDIT,
@ Please feel free to ask any questions. CHERPONESRBEICESE,

@ Could you check the figures once more? HFEeES—EBCHEBEVREITETN?

€D 1 need your approval before we proceed. EHBRICCERBNUETY,

€D Any help with this would be welcome. COUTHENRZVEEIZEMNDEY,



FrFH—=3 BIET D Replying

€) Thank you for getting back to me.

€5 That works perfectly for me.

€D Uunfortunately | am not available that day.
Could we move it to Wednesday instead?

| have attached the revised version.

I will look into it and let you know.

That is noted, thank you for flagging it.

I am afraid | cannot commit to that.

Please disregard my previous message.

I will get this to you by Monday.

€ Let me check with my manager first.

Fr =4 BMODEEE Closing lines

€ Please let me know if you need anything.
€D 1look forward to your reply.

€D Thanks again for all your help.

Do not hesitate to contact me.

I will be in touch again soon.

Have a good weekend, speak soon.

Please confirm once you have received this.

@) Thank you for your time and consideration.

Apologies again for any inconvenience caused.

Best wishes, and thank you for your patience.
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