Declining an invitation

Dear Mrs. Danzas,
I would like to thank you very much for your kind invitation to attend the 22nd meeting of shareholders being held on 12th April.

Unfortunately I will be lecturing in Poland at that time and therefore I cannot come. I send my apologies, and hope that I will be able to attend on another occasion.

Thank you for understanding.

Yours sincerely,

Charles Ludwig

Charles Ludwig


EXERCISES

Complete the following sentences so that they have a similar meaning to the one above, but are more suitable for formal business correspondence.

I´m sorry I can´t come, but I hope I can come another time.

I send my ....................................................................................................................................... .

Where are the reports from yesterday? I still can´t find them.

Do you happen ....................................................................................................................................... .

It´s such a shame that your brother is ill. I´m really sorry.

I was sorry ....................................................................................................................................... .

So you´ve been elected President of the company! Great!

I would like ....................................................................................................................................... .

Come here! I need some help with this.

Would you be ....................................................................................................................................... .
Mr. Thomas can´t make it on Friday, as you had arranged.
Unfortunately, ....................................................................................................................................... .

Can you come to our Sales Conference on 18th March?

We would like ....................................................................................................................................... .

Thanks for helping me while I was in Riga last week.

I would ....................................................................................................................................... .

It´ll be good to see you on Friday.

I look ....................................................................................................................................... .

