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Greetings
 
Dear Mrs May, 
Dear Mr Brown, 
Dear Sir or Madam,

Opening Sentences
 
I agree that… 
It is my belief that… 
Some people believe that… 
Recent figures reveal…

Introductions
 
For this reason… 
I am sure that… 
It is certain… 
In the same way…

Details
 
For example… 
In fact… 
In support of this… 
Statistically…

Causal Conjunctions and 
Adverbials 

accordingly 
consequently 
hence 
thus 
otherwise

Conclusions and 
Summaries 

As you can see… 
Without a doubt… 
In brief… 
On the whole… 
Undoubtedly…

Closing Farewell
 

Yours sincerely, 
Yours faithfully,

Vocabulary
 
arguments 
unfair 
support 
persuade 
imperative 
pros/cons


