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Opening Greetings (Saludos iniciales):

1. English: Dear [Recipient's Name] Spanish: Estimado/a [Nombre del destinatario]

2. English: Hello [Recipient's Name] Spanish: Hola [Nombre del destinatario]

3. English: Good morning/afternoon/evening [Recipient's Name] Spanish: Buenos
dias/tardes/noches [Nombre del destinatario]

Introducing Yourself (Presentacion): 4. English: | hope this email finds you well.
Spanish: Espero que este correo electronico lo/la encuentre bien.

5. English: My name is [Your Name], and | am writing to you regarding...

6. Spanish: Mi nombre es [Tu Nombre], y le escribo en relacién a...

7. English: | represent [Your Company Name] and wanted to reach out to discuss...
Spanish: Represento a [Nombre de tu empresa] y queria ponerme en contacto
para discutir...

Requesting Information or Assistance (Solicitud de informacion o ayuda):
English: | would appreciate it if you could provide me with...
Spanish: Agradeceria si pudiera proporcionarme...

8. English: Could you please send me more details about...

9. Spanish: ;Podria enviarme mas detalles sobre...?

10. English: | am writing to request your assistance with...

11. Spanish: Le escribo para solicitar su ayuda con...

Offering Assistance (Ofrecer ayuda):

English: Please feel free to contact me if you need any further information.

Spanish: Por favor, no dude en ponerse en contacto conmigo si necesita mas
informacion.



INGLES

PA MI GENTE

11. English: If you have any questions or require additional support, don't hesitate to
reach out.

12. Spanish: Si tiene alguna pregunta o necesita apoyo adicional, no dude en
comunicarse con nosotros.

13. English: | am here to help in any way | can.

14. Spanish: Estoy aqui para ayudar en todo lo que pueda.
Confirming Details (Confirmacion de detalles):
English: Just to confirm our meeting on [Date/Time].
Spanish: Solo para confirmar nuestra reunién el [Fecha/Hora].

14. English: | wanted to verify the address for our upcoming appointment.
Spanish: Queria verificar la direccién para nuestra proxima cita.

15. English: Please confirm that you received the attached documents.
Spanish: Por favor, confirme que ha recibido los documentos adjuntos.

Expressing Gratitude (Expresando gratitud):
English: Thank you for your prompt response.
Spanish: Gracias por su pronta respuesta.

17. English: | appreciate your assistance with this matter.
Spanish: Aprecio su ayuda en este asunto.

18. English: Your help on this is greatly appreciated.
19. Spanish: Su ayuda en esto es muy apreciada.
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Scheduling and Rescheduling (Programacion y reprogramacion):
English: Can we reschedule our meeting to [Proposed Date/Time]?
Spanish: ;Podemos reprogramar nuestra reunion para el [Fecha/Hora propuesta]?

20. English: I'm available on [Alternative Dates/Times] if that works better for you.
Spanish: Estoy disponible el [Fechas/Horas alternativas] si le va mejor.

21. English: Let's find a time that suits both of our schedules.
Spanish: Encontremos un momento que se ajuste a nuestros horarios.

Closing the Email (Cierre del correo electrénico):
English: Best regards, Spanish: Atentamente,

23. English: Sincerely,
24. Spanish: Sinceramente,

25. English: Thank you and best regards,
Spanish: Gracias y atentos saludos,

Attachments and Enclosures (Adjuntos y anexos):
English: Please find attached [Document Name].
Spanish: Adjunto encontrara [Nombre del documento].

26. English: | have included [Attachment] for your reference.
Spanish: He incluido [Adjunto] para su referencia.

27.English: Enclosed, you will find [Enclosure].
28. Spanish: Adjunto, encontrara [Anexo].
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