	passive and active : examples - correspondence


	Dear Mike,

Kate and I are getting married soon after we return to the UK – on June 20th. 
We would like to invite you to the wedding / You are cordially invited to the wedding. It will be at my parents’ house in Hereford, probably at 2.30pm, and there will be a party afterwards, starting at about 8pm. You are welcome to stay the night as there is plenty of room, though it would help if you could let me know in advance / if we could be informed in advance. 
Hope to see you then,

Best wishes,


	Dear Sir / Madam,

I am afraid that I must cancel my booking for August 2nd-18th / my booking for August 2 - 18th must be cancelled.
I would be very grateful if you could return my £50.00 deposit / my deposit could be returned at your early convenience.

Yours faithfully, 


	Dear Mr Strood,

I was delighted to receive your letter offering me the post of Senior Designer, which I hereby accept / is hereby accepted. 
I confirm /It is confirmed that I will be able to start on 31 July but not, unfortunately, before that date. Could you please let me know /Could I please be informed where and when exactly I should report on that day? 

I very much look forward to becoming a part of your design team.

Yours sincerely, 


	Dear Sir / Madam,

I am writing to express my dissatisfaction with the self-catering accommodation provided for my family at the Hellenos Holiday Village, Samos, Greece, from 1-14 August 2000. 

On arrival, the accommodation had not been cleaned / the cleaners had not cleaned the accommodation the refrigerator was not working and there was no hot water. 
These problems were pointed out / I pointed out these problems to your resort representative Marie Finch, who was unable to resolve them to our satisfaction. 
We were forced /This forced us to accept a lower standard of accommodation, despite having paid a
supplement / a supplement having been paid for a terrace and sea view. This detracted significantly from our enjoyment of the holiday. 


I would appreciate it / It would be appreciated if you would look into this matter / the matter could be looked into at your earliest convenience with a view to refunding my supplement and providing appropriate compensation for the distress suffered.

Yours faithfully, 


	Dear Customer
We write to advise you that / You are advised, at the close of business on 15/04/06, our records show that withdrawals from your above-mentioned account exceeded the available balance by HKD 1,346,758 on which debit interest is payable.

To minimize your interest charges, may we ask that you/ you are asked to arrange to transfer or deposit sufficient funds to put your account order as soon as possible.
You may, of course, have already done so / This may, of course, have already been done, in which case please disregard this letter / this letter should be disregarded and accept our thanks for your co-operation.

For any further assistance, please do not hesitate to contact us on 2340 9797


	Answers


Dear Mike,

Kate and I are getting married soon after we return to the UK – on June 20th. 

We would like to invite you to the wedding. It will be at my parents’ house in Hereford, probably at 2.30pm, and there will be a party afterwards, starting at about 8pm. You are welcome to stay the night as there is plenty of room, though it would help if you could let me know in advance.

Hope to see you then,

Best wishes, 

Dear Sir or Madam,

Dear Sir / Madam,

I am afraid that I must cancel my booking for August 2nd-18th.

I would be very grateful if you could return my £50.00 deposit  at your early convenience.

Yours faithfully, 

 Dear Mr Strood,

I was delighted to receive your letter offering me the post of Senior Designer, which I hereby accept. 

I confirm that I will be able to start on 31 July but not, unfortunately, before that date. Could you please let me know where and when exactly I should report on that day? 

I very much look forward to becoming a part of your design team.

Yours sincerely, 

 Dear Sir / Madam,

I am writing to express my dissatisfaction with the self-catering accommodation provided for my family at the Hellenos Holiday Village, Samos, Greece, from 1-14 August 2000. 

On arrival, the accommodation had not been cleaned the refrigerator was not working and there was no hot water. 

These problems were pointed out to your resort representative Marie Finch, who was unable to resolve them to our satisfaction. 

We were forced to accept a lower standard of accommodation, despite having paid a
supplement for a terrace and sea view. This detracted significantly from our enjoyment of the holiday. 


I would appreciate it  if you would look into this matter  at your earliest convenience with a view to refunding my supplement and providing appropriate compensation for the distress suffered.

Yours faithfully, 

Dear Customer

We write to advise you that at the close of business on 15/04/06, our records show that withdrawals from your above-mentioned account exceeded the available balance by HKD 1,346,758 on which debit interest is payable.

To minimize your interest charges, may we ask that you to arrange to transfer or deposit sufficient funds to put your account order as soon as possible.

You may, of course, have already done so, in which case please disregard this letter and accept our thanks for your co-operation.

For any further assistance, please do not hesitate to contact us on 2340 9797

