
i wish to inform you
**The Art and Importance of Saying "I Wish to Inform You"**

i wish to inform you — these words carry a weight of formality, clarity, and
purpose. Whether you’re drafting a professional email, writing an official
letter, or simply trying to communicate important information, this phrase
often marks the beginning of a message that demands attention. But have you
ever stopped to think about why and how we use expressions like "I wish to
inform you," and what makes them effective in communication? Today, we'll
explore the nuances behind this phrase, how to use it appropriately, and why
mastering it can improve your professional and personal correspondence.

The Power Behind "I Wish to Inform You"

At its core, "I wish to inform you" is a polite yet assertive way to
introduce information. It signals that the speaker or writer has something
significant to share, setting the tone for the content that follows. Unlike
casual phrases such as "just letting you know," this expression carries a
level of respect and formality that can be crucial in business, legal, or
official contexts.

Why Choose "I Wish to Inform You"?

In professional communication, clarity and respect matter. Here are some
reasons why "I wish to inform you" is often the phrase of choice:

- **Formality:** It immediately communicates that the message is official or
important.
- **Politeness:** The phrase softens the delivery by expressing a wish rather
than a demand.
- **Clarity:** It prepares the recipient to pay attention to the details that
follow.
- **Respect:** It acknowledges the recipient’s right to be informed in a
courteous way.

Using this phrase can help prevent misunderstandings and ensure the message
is received seriously.

How to Use "I Wish to Inform You" Effectively

While the phrase is straightforward, its effectiveness depends heavily on how
it’s integrated into the broader communication.



Context Matters

"I wish to inform you" works best in contexts where the information is
significant, such as:

- Announcing policy changes or updates in a company.
- Delivering formal notifications like meeting invitations or schedule
changes.
- Providing legal or contractual information.
- Communicating important news that may affect the recipient.

Overusing this phrase in casual conversations or informal emails can make
your messages sound stiff or overly formal, which might distance your
audience.

Follow with Clear and Concise Information

Once you open with "I wish to inform you," it’s important to deliver the
information clearly and without unnecessary jargon. Keep sentences concise
and to the point. For example:

"I wish to inform you that the meeting scheduled for Thursday has been
postponed to Friday at 3 PM."

This straightforward approach respects the recipient’s time and ensures your
message is understood.

Pairing with Positive Language

When the information is neutral or positive, pairing "I wish to inform you"
with encouraging language can maintain a friendly tone. For example:

"I wish to inform you that your application has been approved, and we look
forward to your participation."

This balances formality with warmth, which is essential in maintaining good
relationships.

Alternatives to "I Wish to Inform You"

Depending on the tone and context, you might want to vary your expressions to
keep your writing engaging or suit different situations. Here are some
alternatives that convey similar meanings:



"I would like to inform you"

"Please be informed that"

"I am writing to notify you"

"This is to inform you"

"Kindly note that"

Each alternative has its own nuance. For instance, "Kindly note that" is
softer and often used in polite reminders, while "I am writing to notify you"
is more direct and formal.

Choosing the Right Tone

The right phrase depends on your relationship with the recipient and the
nature of the message:

- Use more formal options like "I wish to inform you" or "I am writing to
notify you" in official correspondence.
- Softer alternatives like "Please be informed that" can work well for gentle
reminders.
- For internal communications or less formal contexts, "Just a quick note to
inform you" is acceptable.

The Role of "I Wish to Inform You" in Business
Communication

In the corporate world, clear communication is crucial. Using phrases like "I
wish to inform you" can enhance professionalism and reduce ambiguity.

Setting the Right Expectations

When managers or colleagues use such formal expressions, it helps set the
right expectations regarding the importance or urgency of the message. For
example, an email starting with "I wish to inform you" signals that the
recipient should pay close attention.



Maintaining Professionalism in Difficult
Communications

Sometimes, business communication involves delivering bad news or sensitive
information. The phrase "I wish to inform you" can cushion the impact by
maintaining a respectful tone, for example:

"I wish to inform you that due to budget constraints, the project timeline
has been extended."

This phrasing helps avoid sounding harsh or abrupt.

Common Mistakes to Avoid When Using "I Wish to
Inform You"

Even with a useful phrase, there are pitfalls to avoid to keep your
communication effective.

Overusing Formality

Using "I wish to inform you" in every email can make your writing sound
robotic or distant. It’s important to match the tone to the situation and
audience.

Being Vague After the Phrase

If you start with "I wish to inform you" but then provide unclear or
incomplete information, the phrase loses its impact. Always be specific about
what you want to convey.

Ignoring Cultural Differences

In some cultures, this phrase might be seen as overly formal or even cold.
When communicating internationally, consider adjusting your language to suit
cultural expectations.

Tips for Crafting Messages Starting with "I



Wish to Inform You"

To make the most of this phrase, here are some practical recommendations:

Be concise: Get straight to the point after the phrase.1.

Use polite language: Maintain a respectful tone throughout the message.2.

Check your audience: Adapt the formality level based on who you’re3.
addressing.

Provide context: Explain why the information is important or relevant.4.

End with a call to action or offer support: For example, "Please feel5.
free to contact me if you have any questions."

By following these tips, your communication will come across as clear,
professional, and considerate.

How "I Wish to Inform You" Enhances Written
Communication Skills

Mastering phrases like "I wish to inform you" can significantly improve your
writing style, especially in professional environments.

Building Confidence in Formal Writing

Many people struggle with formal writing because it can feel intimidating or
unnatural. Using established phrases helps build confidence and provides a
framework for expressing information respectfully.

Improving Clarity and Structure

Starting with "I wish to inform you" naturally leads to a well-structured
message, where the main point is highlighted upfront. This clarity is
appreciated by busy readers who prefer messages that get to the heart of the
matter quickly.



Facilitating Better Responses

When you communicate clearly and politely, recipients are more likely to
respond positively and promptly. This phrase helps set a tone of
professionalism that encourages constructive dialogue.

Conclusion: Embracing Polite and Effective
Communication

The phrase "I wish to inform you" is more than a simple opening line—it’s a
tool that, when used thoughtfully, can elevate your communication. Whether
you’re addressing colleagues, clients, or other stakeholders, starting your
message this way signals respect, clarity, and professionalism. By
understanding when and how to use it, and by pairing it with clear, concise
information, you can ensure your messages are not only read but also
appreciated. So next time you have important news to share, consider opening
with "I wish to inform you" and experience the difference it makes in your
communication.

Frequently Asked Questions

What does the phrase 'I wish to inform you' mean?
The phrase 'I wish to inform you' is a formal way of stating that someone
wants to provide information or notify another person about something.

When is it appropriate to use 'I wish to inform you'
in communication?
It is appropriate to use 'I wish to inform you' in formal or professional
communication, such as business letters, official emails, or announcements.

Can 'I wish to inform you' be used in casual
conversations?
Generally, 'I wish to inform you' is too formal for casual conversations;
simpler phrases like 'I want to tell you' are more suitable.

How can I politely inform someone about a delay
using 'I wish to inform you'?
You can say, 'I wish to inform you that there will be a delay in the delivery
of your order.' This maintains a polite and professional tone.



Is 'I wish to inform you' considered a polite
expression?
Yes, 'I wish to inform you' is considered polite and respectful, especially
in formal written or spoken communication.

What are some synonyms or alternatives to 'I wish to
inform you'?
Alternatives include 'I would like to inform you,' 'Please be informed that,'
'I am writing to inform you,' and 'Kindly note that.'

How can I use 'I wish to inform you' in a business
email?
You can write, 'I wish to inform you that the meeting has been rescheduled to
next Monday at 10 AM.' This clearly communicates important information.

Does using 'I wish to inform you' make my message
sound more formal?
Yes, using 'I wish to inform you' adds a formal tone to your message, making
it suitable for professional or official contexts.

Can 'I wish to inform you' be used to deliver bad
news?
Yes, 'I wish to inform you' can be used to gently introduce bad news in a
respectful and considerate manner.

Additional Resources
**The Power and Nuance of “I Wish to Inform You” in Professional
Communication**

i wish to inform you stands as a phrase deeply embedded in formal and
professional correspondence. Its use signals intent, respect, and clarity,
often setting the tone for the message that follows. Whether in business
letters, official notifications, or diplomatic communications, this phrase
serves as a gateway to delivering important information with decorum. This
article delves into the significance, appropriate contexts, and best
practices surrounding the phrase “i wish to inform you,” drawing on
linguistic insights and communication strategies to illuminate its role in
effective writing.



The Importance of “I Wish to Inform You” in
Formal Communication

In professional and official exchanges, clarity and tone are paramount. The
phrase “i wish to inform you” functions as a polite preamble that prepares
the recipient for the message's content. Unlike blunt statements or overly
casual language, it balances assertiveness with courtesy. This balance can be
critical when conveying sensitive information, updates, or decisions that
require attention without causing undue alarm or offense.

According to communication experts, formal opening statements like this one
help establish trust and professionalism. For instance, in legal or
governmental correspondence, the phrase underscores the seriousness of the
communication, signaling that what follows is important and should be
acknowledged promptly.

Contextual Usage and Appropriateness

The appropriateness of “i wish to inform you” depends largely on the context
and audience. It is most commonly found in:

Official notifications and announcements

Business and corporate communications

Legal and contractual correspondence

Diplomatic and governmental exchanges

In these settings, the phrase introduces information that may range from
routine updates to critical changes. For example, a company might write, “I
wish to inform you that the annual general meeting will be held on May 15th,”
which maintains professionalism while delivering key details.

However, in more casual or internal communications, the phrase may appear
overly formal or stilted. Alternatives such as “I want to let you know” or
“Please be advised” might be preferred for a friendlier tone. Understanding
the audience’s expectations is vital to selecting the right level of
formality.

Analyzing the Linguistic Features of “I Wish to



Inform You”

Breaking down the phrase linguistically reveals why it carries such weight.
The verb “wish” conveys a respectful desire rather than a direct command,
softening the delivery. The infinitive “to inform” explicitly states the
purpose of the communication, emphasizing that the sender’s intent is to
provide knowledge or notification. Finally, “you” personalizes the message,
directly addressing the recipient and fostering engagement.

This construction aligns with established principles of polite speech acts,
wherein the speaker mitigates imposition by framing statements as wishes or
requests. In comparison to direct statements like “I inform you,” the phrase
“I wish to inform you” is less abrupt and more considerate.

Comparison with Alternative Phrases

Several alternatives to “i wish to inform you” exist, each carrying subtle
differences in tone and implication:

I would like to inform you: Slightly less formal, with a tone of1.
willingness rather than mere intention.

Please be informed: More directive, commonly used in legal or regulatory2.
contexts.

I am writing to notify you: Focuses on the act of writing as the medium3.
of communication.

This is to inform you: Neutral but can feel impersonal depending on4.
context.

Choosing among these depends on the message’s urgency, the relationship
between sender and recipient, and the desired tone. For example, “please be
informed” may suit legal notices where compliance is required, whereas “I
would like to inform you” can be appropriate for softer business updates.

Practical Considerations and Best Practices

When integrating “i wish to inform you” into professional writing, several
practical factors enhance its effectiveness:

Clarity: Follow the phrase with clear, concise information to avoid



ambiguity.

Tone consistency: Ensure the rest of the communication matches the
formality introduced by the phrase.

Audience awareness: Tailor the phrase to suit the recipient’s
expectations and cultural norms.

Purpose alignment: Use it primarily when the intent is to notify, rather
than persuade or request.

Overuse can render the phrase cliché or overly bureaucratic, which may reduce
engagement. Strategic use, therefore, maximizes its impact.

The Role of “I Wish to Inform You” in Digital
Communication

In the digital age, where emails and instant messaging dominate, the phrase
“i wish to inform you” retains relevance but often requires adaptation. Email
communication, especially in formal sectors, frequently employs this phrase
to maintain professionalism and clarity. However, digital communication tends
toward brevity, prompting many professionals to opt for shorter alternatives
or integrate the phrase within a broader, concise message.

Moreover, automated notifications and customer service emails sometimes use
similar formulations to convey updates politely. For example, “We wish to
inform you that your account has been updated” balances automation with a
human touch.

Potential Limitations and Cultural
Sensitivities

While “i wish to inform you” is widely accepted in many English-speaking
environments, cultural nuances can affect its reception. In some cultures,
directness is preferred over formality, making the phrase appear
unnecessarily stiff or distancing. Conversely, in cultures valuing hierarchy
and etiquette, the phrase may be essential to demonstrate respect.

Additionally, the phrase may come across as passive or evasive if used in
contexts requiring accountability or urgency. For example, in crisis
communication, more direct language might be necessary to convey seriousness
and prompt action.

Understanding these subtleties is crucial for global organizations and



professionals who engage with diverse audiences.

Examples of Effective Use

Corporate announcement: “I wish to inform you that our office will be
closed on July 4th in observance of the holiday.”

Legal notice: “We wish to inform you of the changes to your contract
terms effective immediately.”

Diplomatic communication: “I wish to inform you of the upcoming
bilateral meeting scheduled for next month.”

Each example demonstrates the phrase’s ability to introduce important
information respectfully and clearly.

The phrase “i wish to inform you” serves as a vital tool in professional
communication, offering a blend of politeness and clarity that helps convey
significant messages without alienating recipients. Its thoughtful
application can elevate correspondence, ensuring that information is received
with the seriousness and respect it deserves.

I Wish To Inform You

  i wish to inform you: We Wish to Inform You That Tomorrow We Will Be Killed with Our
Families Philip Gourevitch, 1999-09-04 We Wish to Inform You That Tomorrow We Will Be Killed
with Our Families is the winner of the National Book Critics Circle Award for Nonfiction. An
unforgettable firsthand account of a people's response to genocide and what it tells us about
humanity. This remarkable debut book from Philip Gourevitch chronicles what has happened in
Rwanda and neighboring states since 1994, when the Rwandan government called on everyone in
the Hutu majority to murder everyone in the Tutsi minority. Though the killing was low-tech--largely
by machete--it was carried out at shocking speed: some 800,000 people were exterminated in a
hundred days. A Tutsi pastor, in a letter to his church president, a Hutu, used the chilling phrase
that gives Gourevitch his title. With keen dramatic intensity, Gourevitch frames the genesis and
horror of Rwanda's genocidal logic in the anguish of its aftermath: the mass displacements, the
temptations of revenge and the quest for justice, the impossibly crowded prisons and refugee camps.
Through intimate portraits of Rwandans in all walks of life, he focuses on the psychological and
political challenges of survival and on how the new leaders of postcolonial Africa went to war in the
Congo when resurgent genocidal forces threatened to overrun central Africa. Can a country
composed largely of perpetrators and victims create a cohesive national society? This moving
contribution to the literature of witness tells us much about the struggle everywhere to forge sane,
habitable political orders, and about the stubbornness of the human spirit in a world of extremity.
  i wish to inform you: We Regret To Inform You Christopher B. Scharping, 2013-10-23 This
well-researched World War II novel is based on a true story from Medina, a small town between

https://www.americancontractorsorganization.org/archive-th-164/i-wish-to-inform-you.pdf


Buffalo and Rochester, New York. A husband and wife have one son. When World War II began, the
son enlisted in the US Army Air Forces as a pilot. The flight training and combat sequences are
detailed and accurate. Later, the son is listed as Missing In Action along with his entire crew and the
B-17 bomber they were flying as part of an 8th Air Force mission over Czechoslovakia. The father
and son have been the closest of friends and the loss and lack of information is unacceptable. The
father vows to find his son as soon as the war is over. The story unfolds from that point. Follow the
son, Allen Stefaniak, through college, romance, flying training and off to war. The story takes place
in Western New York State; Chicago; Army bases in Texas, Florida, Georgia, and Maine; in England,
North Africa, Germany, Sweden, and Russia. Will the father, Stanley, be reunited with his son? What
adventures and frustrations will impede the search? Come along and find out. The story is
panoramic in its scope and universal in its message. Live those years of destiny again with the
Stefaniak family during one of the most turbulent times in American history.
  i wish to inform you: Деловая переписка на английском языке ,
  i wish to inform you: A History of Indiana, from Its Earliest Exploration by Europeans to the
Close of the Territorial Government, in 1816 John Brown Dillon, 1859
  i wish to inform you: The Roman Catholic question [letters, articles, sermons and other
documents]. Roman Catholic question, 1850
  i wish to inform you: The Roman Catholic Question , 1851
  i wish to inform you: Westgate v. Westgate, 305 MICH 423 (1943) , 1943 43
  i wish to inform you: The Underground Rail Road William Still, 2023-05-07 Reprint of the
original, first published in 1872. The publishing house Anatiposi publishes historical books as
reprints. Due to their age, these books may have missing pages or inferior quality. Our aim is to
preserve these books and make them available to the public so that they do not get lost.
  i wish to inform you: The Underground Railroad William Still, 1871
  i wish to inform you: Discovery and Conquests of the North-west, with the History of Chicago
Rufus Blanchard, 1898
  i wish to inform you: The Underground Rail Road. A Record of Facts, Authentic Narratives,
Letters, ... Narrating the Hardships, Hair-breadth Escapes and Death Struggles of the Slaves in
Their Efforts for Freedom, ... with Sketches of Some of the Largest Stockholders and ... Aiders ... of
the Road ... Illustrated with ... Engravings by Bensell, Schell, Etc William STILL, 1872
  i wish to inform you: The Underground Rail Road. A Record of ... the Hardships, Hair-breadth
Escapes and Death-struggles of the Slaves in Their Efforts for Freedom, as Related by Themselves
and Others, Or Witnessed by the Author, Etc. [With Plates, Including Portraits, and Illustrations.]
William Still (Author of The Underground Rail Road.), 1872
  i wish to inform you: Stopping Mass Killings in Africa Douglas Carl Peifer, 2009-05 This is
a compendium of case studies that seek to describe the best uses of military power, particularly
airpower, in response to genocide. The writers examine recent instances of genocide in Somalia,
Rwanda, and Côte d¿Ivoire to draw out useful generalizations concerning the nature of genocide,
international reactions to genocide, and effective responses to genocide and the possibility of
genocide.
  i wish to inform you: Weekly Export Bulletin , 1928
  i wish to inform you: Kenya National Assembly Official Record (Hansard) , 1996-07-24
The official records of the proceedings of the Legislative Council of the Colony and Protectorate of
Kenya, the House of Representatives of the Government of Kenya and the National Assembly of the
Republic of Kenya.
  i wish to inform you: Kenya National Assembly Official Record (Hansard) , 1996-07-24
The official records of the proceedings of the Legislative Council of the Colony and Protectorate of
Kenya, the House of Representatives of the Government of Kenya and the National Assembly of the
Republic of Kenya.
  i wish to inform you: The History of Indiana William Henry Smith, 1903
  i wish to inform you: Mennonite Family History October 2021 Lois Ann Mast, Mennonite



Family History is a quarterly periodical covering Mennonite, Amish, and Brethren genealogy and
family history. Check out the free sample articles on our website for a taste of what can be found
inside each issue. The MFH has been published since January 1982. The magazine has an
international advisory council, as well as writers. The editors are J. Lemar and Lois Ann Zook Mast.
  i wish to inform you: Carpenter , 1919
  i wish to inform you: Journal North Dakota. Legislative Assembly. Senate, 1921
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Running Shoes for Man Air Cushion Max Sports Breathable Trainer Walking Shoes Outdoor
Sneakers Gym Athletic at Wish | Shop and Save
XHP100 Led Headlight 18650 Headlamp USB Rechargeable Buy XHP100 Led Headlight 18650
Headlamp USB Rechargeable Zoomable Camping Head Flashlight Head Lamp Torch at Wish | Shop
and Save
Foldable Car Sun Parasol Auto Windshield Sunshades Interior Buy Foldable Car Sun Parasol
Auto Windshield Sunshades Interior Windshield Protection Accessories Auto Ultraviolet Rays Sun
Protector（With Umbrella Bag） at Wish | Shop and Save
Original Xiaomi USB to RJ45 External Ethernet Card Lan Adapter Buy Original Xiaomi USB to
RJ45 External Ethernet Card Lan Adapter 10/100Mbps for Xiaomi TV BOX 3 Pro 3s Mac OS Laptop
PC Smart at Wish | Shop and Save
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