Writing Emails Audio
Course Season 1

Episode 8: Giving News

Lesson objective

In episode eight we look at ways to give positive and negative news.

Phrases to use when giving positive news

We are pleased to inform you...

I/We are happy to tell you...

We are delighted to inform you...
Congratulations.

We look forward to meeting you...

We look forward to seeing you...

We look forward to working with you...

Phrases to use when giving negative news
We regret to inform you that...

I'm sorry, but...

I am afraid that... / | am afraid to inform you...

Unfortunately...

This worksheet is a part of the BESS Writing Emails course of the Intrepid English Academy.
You can find the original at: https://intrepidenglish.co.uk/courses/business-english-skill-set-
emailing/




