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How to Write a Business Memorandum, A memo [1-2]  
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Complete the sentence with the words in the list.  

Use each word only once. 

 attention, purchases, regret, confirmation, remittance, proved, emphasis 

1. A confirmation of your booking will be sent to you via e-mail. 

2. These days, there is now a greater emphasis on personal skills 

and qualities. 

3. Since then he has proved to be a most reliable and effective 

member of the sales team. 

4. I would like to know if it is possible to make purchases online. 

5. Your article in the paper has come to our attention. 

6. We regret having to inform you that we do not carry this article. 

7. We look forward to your remittance and will then dispatch the 

goods to you. 


