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ALETTER TO YOU

PEARSON EDUCATION
PEEdtI‘SOII. ELT DIVISION
ucation _ 10 BANK STREET, SUITE 900

WHITE PLAINS, NY 10606-1951
TEL [914] 287-8000

August 2002

Dear Reader:

I wrote the second edition of Business Correspondence for you.

It will help you become a successful member of an office team. You will
learn how to write clear and effective letters, faxes, memos, and e-mails.
You will learn common expressions and procedures used in business. You
will also improve your basic English skills.

This book provides many models of the most common types of
correspondence, with grammar exercises and lots of practice in preparing
letters, faxes, memos, and e-mails. There is also a Reference Section,
which is a handy summary of key information for business
correspondence.

You may use this book with or without a teacher. All the answers
are in the Answer Key on page 144. You can correct your own work and

build your business skills. Good luck!

Sincerely yours,

Lin Lougheed
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TEST YOURSELF

Before you begin, see how much you know about business correspondence.
1. Label the different elements of this letter.

2. What is the format of this letter: block, semi-block, or indented?
3. The shaded boxes show fifteen errors. Write the correct word or punctuation above the errors.

The answers are in the Answer Key on page 144. If you need help, look at the Reference section on page 131.
After you finish this book, try the test again. You will see a big improvement!

(14)

Polycomp Worldwide
459-34 Grand Hotel Avenue
Taipei

Taiwan

august 15 20— _}:

mr. Gilbert m Ramirez
Vice President, Marketing
soup and Salads Restaurant =
5632 Western Avenue

Los angeles, California 90026

dear Mr ramirez :}:
your letter of March 15 arrived this morning
Tell us your travel plans and we’ll meet you at the airport?

We appreciate your interest in our company. I look forward
to your visit next month.

Sincerely yours }'—_
Bitl Chang ]"—

bili Chang |

President frt————————

ATk



TO THE TEACHER

Teaching Suggestions

Learning how to write business correspondence
ig not as difficult as students think. Business
correspondence is very formulaic. There are
standard phrases and expressions that are
commonly used. When students become familiar
with these expressions, they will find it easy to
write a business letter.

This book teaches standard formats and phrases
sed in letters for the most common business
ifuations. By following the book, students will
ave an excellent introduction to business
orrespondence. You can make their experience

richer by expanding the book activities. Here are
ome suggestions for expansion activities to enrich

your students’ classroom experience.

General ActivitieS Encourage your students to
engage in real correspondence. If they have access
to the Internet, have them log on to
www.lougheed.com, click on Learning Center, then
click Business Correspondence. Your students,

lalong with students around the world, can post
itheir writing. There is no better way for students

to improve their writing ability than by writing.
First Day of Class
Purpose: Establish a starting point.

Activity 1: Have students write a letter in English.
All students must write on the same subject. Give
them a subject that they might have some interest

*in (asking for a college catalog, applying for a job).

Then collect the letters without grading them. On
the last day of class, have the students write a
letter on the same subject. Return their original
letters to them and have them evaluate their own
progress. It should be significant.

Activity 2: Once the students have handed in the
English business letter, have them write a letter in
their own language on the same subject. The
purpose of this activity is to see how much they
know about the conventions of writing a business
letter in their own language. Ask them questions
about the format of the letter, such as, “Where is
the date? Are the paragraphs indented?” (Look at
the reference section in this book for help.)

Activity 3: Next have the class as a whole write a
business letter in English on the same subject. As
they compose the letter, you write the letter on the
board. When you are finished, have the students
compare the letter on the board with their own
letters. Have them note what is the same and

Vi To the Teacher

what is different between the letter on the board
and their own letters. They can do this in pairs,
small groups, or in front of the whole class.

Warm-up hefore Each Unit

Purpose: Let the students use previous khowledge. -

Provide a basis for learning.

Activity: Have the students read the unit title.
Ask if anyone can explain why a person would
write that kind of letter. Have students write a
letter on the unit focus. Don’t collect, correct, or
read the letters. The students should keep them to
correct during the course of the unit.

Unit-Specific Activities Following are expansion
activities for the different sections in each unit.

Getting Started The first page of each unit provides
the context for the unit. There has to be a reason to
write or respond to a letter. The material on this
first page provides the reason.

Tell your students that the language, format, and
style in internal (interoffice) correspondence is
much more informal than the language used for
external correspondence. See if they can spot
differences. For example, salutations are often not
used in e-mail, especially within a company.
Sometimes subjects are dropped from sentences.
This would never happen in correspondence
addressed to a stranger or to a client. (Note: Some
style differences are explained in the Language
Style section on page viii.)

There are generally two pieces of correspondence
at the start of each unit followed by a form with
blanks. Students are required to read the
correspondence to complete the form. If they
complete the form accurately, they understood
the material.

Purpose: Provide context for letter writing.

Activity 1: Before students read the page in detail,
have them skim it and make assumptions about
the context. Ask questions such as: What is the
sender writing about? How do you think the
sender feels? How would you handle the
situation/correspondence?

Activity 2: Bring in real examples of business
writing and discuss them. Have students bring in
writing that is relevant to the unit topic.

Models Well-written business correspondence
comes quickly to the point. It is thorough, concise,
and polite. Good business writing maintains good
custorer relations. With each model, point out
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how the correspondence clarifies the issue and
encourages a response.

In reality, it often takes more than two letters to
resolve a problem. There is sometimes a need for
further clarification. Sometimes, problems are solved
on the phone and then followed up in writing.
Nonetheless, these models will serve as examples of
how to write clearly, concisely, and effectively.

Purpose: Establish a model.
Teach students to “get the point.”

Activity 1: Have the students scan each letter to look
for specific information such as date, sender, etc.

Activity 2: Have the students skim each letter to
look for key words and phrases. In small groups,
have them discuss the content and describe the
purpose of each letter.

Activity 3: Dictate the letter to the class or have
pairs of students dictate to each other.

Composing Your Message This section graphically
illustrates the parts of a letter. Using this as a
guide, students will easily remember the parts
when they start to compose a letter.

There are many ways a writer might express an
idea in a letter. The most frequent activity in this
section gives students examples of these variations
mixed with sentences that are inappropriate
because of style or content. This is challenging
because students must determine not only if the
content is correct, but also if the style is
appropriate. Of the three choices, two are
appropriate. Those that are inappropriate because
of style are identified as such in the answer key.

Purpose: Give students a formula to guide their
letter writing.

Activity 1: Help students understand and learn
the parts of each letter.

Activity 2: Have students look at the letters they
wrote the first day of class and find the parts;
rewrite if necessary.

Writing Your Message This section focuses

on grammar and style. You can also go back to
letters in earlier units to find examples of topics
being discussed.

Grammar Practices

Purpose: Focus on common grammar found in
business correspondence.

Activity 1: Have the students underline or circle
the grammar point under discussion in letters
throughout the chapter.

ACﬁVity 2: Have the students write a sentence
Similar to the ones they have marked.

Style Practices

Purpose: Focus on common stylistic devices in
business correspondence.

Activity 1: Have the students rewrite letters using
a different opening/complimentary close.

Activity 2: Have the students write sentences in
different business contexts using the phrases and
expressions used in the model letters.

Activity 3: Have the students write letters using
the phrases in the Useful Language boxes.

Letter Practice 1

Purpose: Reinforce business communication
vocabulary, phrases, and patterns.

Activity 1: Ask questions such as: Who wrote it?
When was it written? What does the writer want
done?

Activity 2: If students are familiar with the parts
of speech, have them examine the letter; determine
what kind of word could go in the blanks.

Activity 3: Have the students try to fill in the
blanks without looking at the word box.

Activity 4: If students are familiar with the parts
of speech, have them identify words in the box by
part of speech.

Activity 5: In pairs, have the students correct
and/or compare work.

Activity 6: Have the students identify the parts of
the letter.

Letter Practice 2

Purpose: Guide students to reread and proof
letters for possible errors.

Activity 1: Individually or in pairs, have students
proofread the letter line by line.

Activity 2: Have students rewrite the letter.

Activity 3: Have students rewrite the letter with
different openings and/or complimentary closes.

Activity 4: Point out grammar and/or
punctuation rules.

Letter Practice 3

Purpose: Let students apply what they have
learned to create their own letters.

Activity 1: Have students write the letters.
Activity 2: Have peers proofread the letters.
Words and Expressions to Know

Purpose: Provide list of relevant business
vocabulary. These words are defined in the
Glossary on page 139.

To the Teacher  vii



’urpose: Use vocabulary in context.

Aictivity 1: Review the unit and identify words
hat might be new to students in addition to those
‘ound at the end of the unit. Make a list of these
~ords to review with the students.

Activity 2: Dictate the list; students can make
assurmnptions about meaning and spelling, and
oractice proofing by correcting their words (or
partner’s words) against the list.

Activity 3: Have students choose one or more
word(s) to use in a sentence. As a class, in groups,
Jr in pairs, compare their words and sentences.

Activity 4: Choose words that weren't picked.
se them in sentences. Ask students to guess the
eaning from context.

ctivity 5: In pairs, have students ask questions.
itudent 1 asks, “How do you spell that word?”
Student 2 spells the new word and asks, “What does
that word mean?” Student 1 gives the meaning.

Activity 6: Have students pick words from the list
and: 1) name words from the same word family, or
%) name words with the opposite meaning.

Language Style

This section provides further explanation on the
Hitferences between informal and formal written
rnglish. [nformal English is often used between
two people who work closely together or know one
inother very well. Formal English is used when
writing to someone you don’t know or don’t know
ery well. [t is also used when writing to a superior
ind when writing to someone for the first time.

Each unit opens with a few pieces of material,
including e-mails, ads, notes, charts, and Web
pages. Some of this material contains informal
language that your students may not be familiar
with. Below is a unit-by-unit explanation of some
of this language. The alternatives given show the
more formal way to say the same thing.

|Unit 1

Informal (ad) A college degree is a must.
Formal A college degree is an essential requirement.

Ads (p. 1)

The use of must is idiomatic. [t is often used in ads
or conversations. It is generally not used in formal
written English.

Informal (ad) E-mail résumé to . . .
Formal Please e-mail your résumé to .. .

Vil To the Teacher
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In ads, words are often deleted to conserve space.

The word résumé comes from the French. It can
also be written without the accent marks: resume.

Informal (ad) The admin. asst. will . . .
Formal The administrative assistant will . . .

Administrative assistant is shortened to admin. asst.
This is common in advertisements, where space is
at a premium, or in conversations. Similarly the
administrative department in a company is often
referred to as the Admin Department or simply
admin (I'll be in admin all morning.)

Unit 2

Informal Thanks for sending out the
acknowledgment e-mails.

Formal I would like to thank you for sending the
e-mails to the job applicants acknowledging
the receipt of their applications.

Unit 3

Informal [ got a brochure.
Formal [ received a brochure.

Interoffice e-mail (p. 9)

Interoffice e-mails (p. 19)

Informal See if they can .. .

Formal If you have time, would you please call
them and ask if they could . . .

Informal Lunch is no problem.
Formal They would be pleased to cater a lunch.

Unit 4

Informal They haven’t gotten back to me.

Formal They haven't returned my call to tell me
what they want.

Interoffice memos (p. 27)

Informal Could you follow up?
Fortnal Would you be able to contact them and
determine what they need?

.. . abuffet lunch would be OK.
... a buffet lunch would be fine.

Informal
Formal

Informal Any other problems? Let me know.

Formal If you have any other problems you
would like to discuss, please let me know.

Unit 5 Note from the Desk of M. Simpson (p. 35)

The verb order in the last sentence is not followed
by a direct object. In informal interoffice
correspondence, the writer may not think it
necessary to write order them today. The object them
is understood.




Unit6 E-mail (p. 43)

Informal They’re going to be a week behind
schedule.

Formal They will be a week behind schedule.

Informal Please call customers who ordered this
chip set.

Formal Would you please call those customers
who ordered this chip set?

There is no rule that governs when you can or
can’t delete an article or demonstrative pronoun
like those. It is safer to use the formal form.

Informal Ask if we can substitute ACB 5/x/233.

Formal Would you please ask if it would be
possible to substitute ACB 5/x/233 for the
Intex 440SX chip?

Informal We have those chip sets on hand.
Formal We currently have those chip sets in stock.

Unit 7

Interoffice e-mail (p. 51)

Informal Could you check it out?

Formal Would you please research the
information?

Unit 8

Most of the language used in these e-mails

would be appropriate for any type of business
communications. In more formal correspondence,
the abbreviations reps and info would be spelled
out: representatives and information. Note these two
abbreviations are used as words; they are not
followed by periods.

Unit 9

The e-mail begins with “Mark, .. .” as if H. Park
were actually talking to Mark. E-mails can be very
conversational. The e-mail continues with a
rhetorical question: Doesn't anyone read our POs?
When you ask a rhetorical question, you don’t
expect an answer.

Interoffice e-mails (p. 59)

Interoffice e-mails (p. 67)

Mark replies that MarvelSoft has real problems. In
this instance, real means “a lot of” problems or
“very serious” problems.

Unit 10

Interoffice e-mails (p. 75)

Informal Best Ads Online returned 4 manuals—
old editions.

Formal Best Ads Online returned four manuals
because the manuals were out-of-date.

Informal Empress Trading sent back the
accounting package—damaged CD.

Formal Empress Trading company returned the
accounting package because the CD was
damaged.

Ms. Gerard lists the reasons for the return using a
dash. This is an informal, conversational style.

Informal I’ll check into it.
Formal I'll investigate the problem.

Ms. Gerard asks many questions: Why are we getting
so many returns? What's going on here? Who's filling
these orders? These are not rhetorical questions.

She expects answers. Sometimes it is hard to tell
when a question is rhetorical, especially in e-mails.

Mr. Weiss begins his response by saying: It seerms
our customer service . .. By saying, It seems, he puts
the responsibility for the problem on someone
other than himself.

Unit 11

Interoffice e-mails (p. 83)

Informal Check receivables.

Formal Would you please look over the list of
accounts receivable?

Informal See if we received payment from
Gornan Industries.

Formal Would you please determine if we
received payment from Gornan Industries?

Informal Have other reminders gone out?

Formal Would you tell me if other reminder
letters have been sent?

Formal What next?

Informal Please tell me if there is anything else
you would like me to do.

The verb is is dropped in What next? This is
written in a conversational style.

S. Caffey uses the plural possessive (their) referring
to a company Alliance. This acknowledges the fact
that there are people working in the company who
do the work. A company may be singular, but the
employees are plural. The writer could say, For
their May invoice, For Alliance’s May invoice, or For
its May invoice.

Unit 12

Tone 1 Do [ have authorization to pay these
invoices?

Tone 2 Would you please authorize me to pay
these invoices?

Interoffice e-mails (p. 91)

To the Teacher ix )



hese sentences illustrate differences in tone and
atent rather than formality. The writer doesn't
1ave authorization to pay invoices without
r¢rmission from a superior. In the first sentence,
He writer uses the pronoun [ which makes it seem
1§ if he has some power. In the second sentence, it
5 clearly the superior, you, with the power.

nformal Wait for now.

“ormal Please don’t pay the invoice until
further notice.

1 stop-payment order is also called a stop-check
wder. A check lost in the mail could be found by
someone and cashed. To avoid this potential
Jroblem, the writer of the check can call the bank

d place a stop-payment order on the check, which
means that nobody can cash the check. There is a
oank fee for this service.

Unit 13 Interoffice e-mails (p. 99).

Informal Also, Ming-Tang is going to two of our
offices in China next week. You should e-mail
our branch managers in Beijing and Shanghai
to introduce him.

Formal Youshould also write an e-mail to our

branch managers in Beijing and Shanghai to

introduce Ming-Tang who is going to China
next week.

The use of also at the beginning of the sentence is
‘ery conversational. It introduces a new thought
that is similar to the one just mentioned—writing
jetters. In formal written English, the adverb also
15 placed near the similar action.

_{nformal ['m way ahead of you.

Formal [have already thought about that and
"~ have put a plan into action.

Informal [I'll do Michelle Fung’s announcement
tomorrow.

Formal [ will write Michelle Fung’s
announcement letter tomorrow.

Unit 14 Interoffice e-mails (p. 109).

Informal Also, don't forget . ..

Formal There is one more task for you to
remember to do.

'See the note on also in Unit 13 above.

Informal No problem.
Formal [ have taken care of the tasks already.

\Informal The addresses were pulled on Jan. 3.

.Formal The addresses were retrieved from the
database on January 3.

X To the Teacher

Unit 15 Interoffice e-mails (p. 121)

Informal Would you draft a thank-you letter to
May Wing for referring us to Xenest?

Formal Would you please draft a letter to May
Wing thanking her for referring us to Xenest?

Informal Lisa,

Formal Dear Lisa,

Remember in interoffice communication between
colleagues, you can address the person as if you
were talking in person or you can omit the
salutation all together.

Informal Sorry to hear about Jeong-tae’s father.

Formal I am sorry to hear the news about Jeong-
tae’s father.

Informal When you get a chance,
Formal If you have the opportunity,

Informal BTW,
Formal By the way,
BTW is generally used in e-mails only.

In Also, the father of Park Jeong-tae, CEO of
PacMoon.com, passed away yesterday, the writer uses
also to mean another task.

The writer uses the conditional tense Would you
draft . . . to be polite. Adding the word please
would make the request even more polite.

I'm at a loss for words means “It is difficult for me to
compose a letter of condolence.”

Speaking of . . . means “While we are discussing the
matter . .. "
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When you apply for a job, you need to send a résumé and a cover letter. A résumé is
a written list that describes your education and the jobs you have had. (A sample
résumé is in the reference section of this book on page 134.) A cover letter
introduces you to the person who is hiring for the job.

Before you write the cover letter, you need information about the job, especially the
qualifications needed. The best place to find this information is in the advertisement
where you learned about the job.

GETTING STARTED

1. Read the two job advertisements. Pay attention to the qualifications
needed.

2. Complete the Job Requirements Chart. Write a check (v) if the job
advertisement asks for the requirement.

3. Write a check (v) if your skills match the requirement.

Administrative Assistant |

A local Internet service provider
has a full-time position available
for an administrative assistant.
This individual will perform
general administrative duties.
Candidates must be familiar with
word processing programs.
Successful candidates must also

The ADMINISTRATIVE ASSISTANT will work with the general manager. The individual
will manage schedules, order supplies, prepare expense reports, and perform general
word processing. The admin. asst. will be responsible for mailings, faxes, photocopying,

and filing. have excellent communication
A high school degree and a minimum of 2 years of experience are required. skills. A college degree is a
NetLives offers a fun, dynamic, and innovative work environment. must. Salary: $25,000 to
) $35,000 per year.
Contact Information NetLives Ltd. E-mail résumé to
Maria Sanchez 632 Garrison Road resumespptsrvc@acaison.net.
Human Resource Specialist Cambridge CB4 IHD e
) ) About
msanchezi@netlives.com Tel: 1223 334566 ‘ NetLives
Fax: 1223 534987 - -
v“:‘?‘ﬁ;_,“‘::‘_w““;“ .,,.._,,_.’,M_r L e -, ,__;.‘_. P w- [ERRLrRT . ,. .,.\ o S R ORI B
4 JOB REQUIREMENTS CHART
\ Web site | Newspaper Requirement Your Skills
Ad Ad )
(1) Will perform general administrative duties such as :
photocopying and filing.
(2) Will have a college degree.
“ (3) Must be familiar with word processing programs.
(4) Will have at least 2 years of experience as an
' administrative assistant.
| (5) Must have excellent communication skills. _




Look at the different elements of a cover letter.

Michele Peters

Y

Return Address
This is your personal
igtterhead. Put your contact
information here.

45 Agate Road

London NW6 0AH

Tel: 208 847 9746

Fax: 208 774 8094

E-mail: mpeters@londonmail.com

ate

»| March 1,20—

—

inside Address
rite a cover letter to a
pecific person, if possible.

Maria Sanchez

Human Resource Specialist
NetLives Ltd.

632 Garrison Road
Cambridge CB4 1HD

Y

$alutation
Use a colon after the name.

o- [ Dear Ms. Sanchez:

[~

Opening
Tefl (1) that you are applying
or a job and (2) the source
of yaur information.

Focus

Web site.

Tell why you are suited for
the job.

ction

‘Tell what you plan to do.

- l!: I will call you next Monday to discuss my enclosed résumé.

Closing
Be positive.

- [I look forward to meeting with you soon.

Complimentary Close —ﬁ—-— [Sincerely yours,

: Signature
Sign your name.

rl:‘%edde Petena

Typed Name

- [Michele Peters

Enclosure
Add this if you are sending
something with the letter.

- [ Enclosure

w»( I read about a job opening for an administrative assistant on the NetLives

I am a recent graduate of EMP Secretarial School, and I was in the top of my
class.I am looking for a challenging work environment like that at NetLives.

R At e

f

Useful Language
! | read about a job opening for

-

i | will call you
|
i

I look forward to meeting you.

T e W A LR R e
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Composing Your Message

The body of a cover letter generally has four parts.

Part Content

Opening  Tell (1) that you are applying for
a job and (2) the source of
your information.

Focus Tell why you are suited for the job.

Action Tell what you plan to do.

CIosing " Be positive.

Example

| read about a job opening for an
administrative assistant on the
NetLives Web site.

| am a recent graduate of EMP

Secretarial School, and | was in
the top of my class. | am looking
for a challenging work
environment like that at NetLives.

| will call you next Monday to
discuss my enclosed résumé.

| look forward to meetlngwnh "
you soon.

Practice 1 Circle the letter of the sentence that is most similar to the sentence in the Model

Cover Letter on page 2.

1. Opening

a. [ am applying for the position of administrative assistant.

b. I need a job.

c. [ saw your advertisement for an administrative assistant in the
November 14 [nternational Herald Tribune.

a. My work experience matches your requirements. [ worked as an

That's B sness / 2. Focus

G _ .__ administrative assistant for two years.

Look at the , . ,

NetLives b. I'm a quick learner. ['ve never worked before.

advertisement c. [ have the skills required. [ am familiar with word processing
on page 1. Ads programs.

often use ) .

abbreviations, ) 3. Action

such as admin. asst. for a. [ will contact you early next week.

administrative assistant.

Ads also use numerals .
(such as 2) instead of c. I'll be at home if you need me.

spelling out words (two).

b. [ will call you on Tuesday morning to discuss the position.

Using abbreviations in ads 4. Closing .
saves space and money. a. Looks good, rlght?
Do not use abbreviations b. I look forward to working with NetLives.

like this in a business letter.

c. I'look forward to talking to you next week.

Writing a Cover Letter

y



Writing Your Message

| @alulalion
-"! ' e Write to a specific person. Before you write, try to find out the name (and
That's_ . , gender) of the person you are writing to. You can call the company or check
GO’Od/ Busmess . their Web site.
Dear Ms. Maroon:
You want to

Dear Mr. Ping:
, e If youdon't know the gender, use the person’s full name or initial.
ith your cover

letter. You want Dear Lin Croft:

your letter to Dear D. Maxon:

nd out from the others. .

e positive. Let the ¢ If you don’t know the name, use the person'’s title.
mployer know how you are Dear Human Resource Specialist:

uited for the job. Follow up

your letter with a phone call.

make a good
first impression

Dear Recruiter:

e If you know only the address, use a generic salutation.

Good morning:

! Practice 2  Write the salutation for a cover letter for the following jobs. Don't forget

' the colon.
Position Source Contact
1. Customer Service Representative | May 13 Herald Tribune | M. Pollard
2. Administrative Assistant A-Way.com Web site recruiter@a-way.com
3. Receptionist IronGate.com Web site | Jane Bowles
4. Executive Assistant Word-of-mouth Chee Yu
1. __Dear M. Poitard, 3. .
2 4. —

@pening

In the opening of a cover letter, tell the reader two things: (1) what job you
are applying for and (2) the source of your information.

i Practice 3 Complete these opening sentences for cover letters for the jobs in Practice 2. Use
the prepositions about, for, in, and on. Some prepositions will be used more than

one time.

1. I saw your advertisement __ a customer service

! representative the May 13 Herald Tribune.

J 2. lam applying the position of administrative assistant

announced ___ __ the A-Way.com Web site.
. 3. the fronGate.com Web site, [ read an
J opening a receptionist.
4. Your colleague, Jannie Qin, told me —_ the executive
assistant opening.

r 4 ) Unit1
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Practice 4

The body of a cover letter focuses on your skills. Briefly describe why you are
suited for the job. Tell the reader how your skills match the job requirements.

Look at the skills you checked for the administrative assistant positions on
page 1. Write sentences that describe your experience and skills and explain
how you are suited for the job.

1. My work experience matches your requirements.

I worked as _aw administrative assistant for two years.

2. My qualifications fit your needs.

3. My skills match the job requirements.

4. I have the skills required.

5. I meet the job requirements.

Practice 5

@Iusing

Follow-up is very important. After you send a cover letter and résumé,
contact the employer. In your cover letter, give either a general or a
specific time that you will call or e-mail.

General [ will call you early next week.
Specific I will call you next Monday.

Write G if the action has a general time or S if the action has a specific time.

1. ____ T'will contact you early next week.

2. ____ I'will call you on Tuesday morning to make an appointment.

3. I will e-mail you next week to arrange an interview.

4. ____ On Friday, I will call your assistant to set up an interview.

5. ____ I'will telephone you tomorrow to answer any questions you have.

Practice 6

EY
3
t
|
2

In the closing, be sure to thank the reader for looking at your letter.
Be positive. Mention a future conversation or meeting.
Rewrite these sentences using the expression //ook forward to [+ -ing verb].

1. I want to work with IronGate.

I look forward to werking with IronGate.

2. I'd like to talk to you next week.

3. I'd like to meet with you.

4. I probably should discuss my interest in A-Way with you.

5. I hope I can contribute to your team.

Writing a Cover Letter 3



Letter Pfaqt_i_cg »1

well SAID

n this letter, the writer uses
Znd in the date July 2nd.
This is called an ordinal
number. The number 2
alone is a cardinal number.

'You can use either type of
number in the body a letter,
but in the date at the top
always use a cardinal
number (July 17).

Be consistent in your letter.
If you use an ordinal
number in one sentence,
use ordinal numbers in the
other sentences.

Thats /
Good, Business

When you send
material, such
1S a résume,
with a letter,
add the word
Enclosure at
the end of the letter. You
can write what is enclosed
\Enclosure: Résumé), but it
is not necessary.

6 ) Unit1

Complete the sentences in this letter. Use the job advertisement and the
words below.

_{ Changi News i
July 2,20— |

! File clerk wanted. Must have high school
] degree. Send résumé to Mr. Paul Rook,
] Human Resource Director, Island (
| International Airporr, Singapare 659589. |

applying forward part-time Resource
enclosed interview position Sincerely

(Write your address here.)

July 17,20—

Mr. Paul Rook
Human (1) Director
Island International Airport

Singapore 659589

Dear Mr.Rook:

Iam (2) for the position of file clerk that was advertised

in the July 2nd Changi News.

I worked as a (3) file clerk after school for three years.
Now I am looking for a full-time position.I have (4) ___
my résumié, and I would like to schedule an (5)

I will call you early next week to follow up on my application. I look

6) . todiscussingthis(7) ______ _with you.

—_

(8) yours,

(Write your name here.)

(Print your name here.)

Enclosure

L R RN AR SO




Letter P_ractice_ 2 |

Liu Shia saw this job advertisement on a Web site and answered it. The shaded
boxes show ten places where she made errors. Write the correct word or
punctuation above the errors. The first one is done for you.

JobsUnLtd.com Job Opportunities August 16, 20—

Secretary. Candidates should be proficient in Microsoft Word and have basic skills in Excel
and PowerPoint. Some knowledge of Access and Lotus Notes is a plus. Successful
candidates will meet the firm'’s standards for typing (60 wpm) and other skills. E-mail your
résumé to secy6433@)JobsUnLtd.com.

'well SAID

The subject lineis an

important part of an e-mail. o= * &« % . M R - O
Be sure it clearly explains - — "
what the e-mail is about, To: secy6433@JobsUnLid.com
and check it for mistakes Position
before you send it. 1) Subject: Secretarial Positioning
(2) Dear Recruiter
(3), (4) [ am responding for the secretarial vacancy posted on August 16 in your Web site.
(5) [ have been an executive secretary since five years. [ also have trained other
(6). (7) secretaryes how to use word processing and accounting software [ type over

90 wpm, and [ am very organized. [ have attached my résumé to this e-mail.

(8), (9) [ will c-mail you next week to follow up on my apply . [ look forward to hear {rom
you soon.
(10) Sincere yours,
Liu Shia

Good, BUsiness /

On Web sites, ads for job vacancies are posted (put on the Web site).
The ad will tell you how to send your résumé. To send your résumé by e-mail, you
can attach it as a file. Follow up to make sure the recipient was able to open your file.

Writing a Cover Letter 7



On a separate piece of paper, write responses to one of the following job
advertisements.

Job Advertisement 1

Receptionist

Entry-level position for
receptionist in dynamic
construction company. You will
enter data, greet customers,

memos. Prefer individual with
good communication skills.

today!

Job Experience
Filing, General Office,
Data Entry

Additional Information
Salary: $9.00 to $12.00
per hour

|i Contact Information
. Account Executive,
! myan@constructnow.com

Well $All

Job Advertisement 2

maintain database, and type :

Great compensation. Apply |

—

Web Discount Corporation of Barcelona,
Spain, seeks full-time Client Services
Coordinator. Responsibilities include
greeting clients, answering telephones,
and performing other clerical functions.

REQUIREMENTS:

I. High school diploma and/or business
college program

2. 2-4 years of clerical or administrative
experience

3. Excellent organizational skills

4. Typing speed of 30 wpm

5. Word processing and database
experience

6. Good communication skills

| . . .
! If you would like to work in an exciting

environment, fax or e-mail your résumé to:

i Pablo- Cavero

Fax: 93 412 1044
E-mail: pcavero@webdiscount.org.es

Most people use one of two styles for writing dates.

U.S. style March 1, 20—
Non-U.S. style 1 March 20—

This book uses U.S. style. Of course, you should use your country’s style when you

write letters.

The month in a date is usually written out in a letter. In business forms, the month can
be written as a number. Be sure it is clear which number is the month. In a letter, it
may be unclear to use all numbers, especially if the writer and the reader use

different styles.

U.S. style 03/01/08 is March 1, 2003

Non-U.S. style  03/01/03 is 3 January 2003

Words and Expressions to Know

Look at this list of words and expressions that were used in the unit. Their definitions are in the glossary

at the end of the book.

attach colleague follow up post

candidate follow-up opening proficient

8 Unitt

requirement
vacancy




A résumé and cover letter make up a job application. When you receive a job
application, first send a letter acknowledging that you received it. After you read the
job application, decide whether to interview or reject the applicant. Send all
applicants either an interview letter or a rejection letter.

Before you reply to job applicants, you must evaluate their skills. Compare the skills
they listed in their résumé and cover letter with the requirements you listed in your
job advertisement.

GETTING STARTED

1. Read the e-mail from a human resource specialist to her assistant. She
discusses replying to job applicants. The assistant will send interview
letters to applicants who meet four or all five of the requirements.

2. Think about your skills. Do you meet the requirements?

3. Complete the Applicant Evaluation Chart. Write | for interview or R for
reject for each applicant and yourself in the bottom row.

From: Maria Sanchez «<msanchez@netlives.com>
To: "Grace Chen" <gchen@netlives.com>
Subject:  Applicants for Administrative Assistant
Date: Fri, Mar 3, 20— 8:45:03

Thanks for sending out the acknowledgment e-mails yesterday to the ten
applicants for the administrative assistant position. Please read their
résumeés and decide whether to interview the applicants or reject them.Then
send them the appropriate e-mail.

L T T T ey s YT e e e
| APPLICANT EVALUATION CHART
Applicants Requirement

(1)f 2134y :(5)8) (7)

18 l9)l(10} " Your Skills

i i or equivalent.

by 2 ! Has scheduling and
: ordering expérience.

<<

o

applicant has the skill
applicant has the skill
and is a very good
candidate

applicant doesn't have
the skill

résume doesn't say if
applicant has the skill

ylyniniyi? ylyty:y s familiar with word
L | Processing programs.

y ?2:ni?;y;n.n;y,;y" i n :Has atleasttwo years of

I . e@xperience as an admin. asst. '

y : Is organized and
; detail-oriented.

' . ;lnterview (I) or Reject (R)




I_Vlodel_ E-_IVIa_iIs_: _l_'\‘epl i

Look at the different elements of e-mails replying to job applicants.

Reply 1: Acknowledging Receipt of an Application
I

g T e x V. =

Heading
Is supplied automatically by
the e-mail program.

From: Grace Chen <gchen@netlives.com>
. | To: ‘Michele Peters’ <mpeters@londonmail.com>
| Subject: NetLives Administrative Assistant Position
Date: Thu, Mar 2, 20— 10:51:18

Y

Opening
Tell you received the
application.

Action

We received your application for the position of administrative assistant
on March 1.

At this time, we are reviewing the résumés. We will contact all applicants

Explain the process.

that we would like to interview by March 10.

Closing
Thank the applicant for her
interest.

- [We appreciate your interest in NetLives.

Useful Language

We received your application
We are reviewing
We will contact

We appreciate your interest in

Reply 2: Requesting an Interview
!

Heading
Is supplied automatically by
the e-mail program.

From: Grace Chen <gchen@netlives.com>
»| To: ‘Michele Peters’ <mpeters @londonmail.com>
Subject: NetLives Administrative Assistant Position
| _Date: Tue, Mar 7, 20— 11:51:18

».| After reviewing your résumé, we are pleased to invite you for an

Opening
Invite the applicant for an
interview.

Action

interview for the position of administrative assistant.

rYour interview is scheduled for Monday, March 13th at 10:00 A.M. Please

Explain what will happen.

*| come to the Human Resource Department of our main office. If that is
L not convenient, please contact me immediately to reschedule.

Closing
Be enthusiastic.

10, Unit2

We look forward to meeting you at NetlLives.
[

Useful Language

We are pleased to invite you for an
interview

Your interview is scheduled for
Please come to

We look forward to meeting you




From: Grace Chen «gchen@netlives.com>
| TO: ‘Bob Hopkins’ <bob.hopkins@dol.com>

Heading
Is supplied automatically by
the e-mail program.

Subject: NetLives Administrative Assistant Position
| Date: Tue, Mar 7, 20— 12:26:35

= | Thank you for sending us your résumé for the position of administrative

Opening
Tell you received the
application.

assistant.

—

Unfortunately, your qualifications do not match our needs at this time.

Action
Explain why the applicant is
rejected.

™1 We will keep your résumé on file. If a position that matches your
qualifications becomes available in the future, we will contact you. -

.

Closing
Be polite and positive.

| \We wish you every success in your career. 3.;'.

- I

Useful Language

Thank you for sending

Unfortunately, your qualifications do not
match our needs.

We will keep your résumé on file.

We wish you every success in your career.

Well SAID

When acknowledging receipt of a letter, the writer usually includes the date the letter
was received. If there is a lot of correspondence, it is acceptable to acknowledge the
receipt of the correspondence without the date.

That's_
Goodl Business/

A job applicant must always be treated with respect and kindness. People
will judge your company by your response.

Replying to a Job Applicant 11



Composing Your Message

Practice 1

12, Unit2

A letter replying to a job applicant is short and direct. Its tone is formal. The
body of a letter replying to a job applicant generally has three parts.

Acknowledgment Letter

Part Content Example

Opening Tell you received the application. We received your application for
the position on March 1.

Action Explain the process. At this time, we are reviewing
the résumés. . ..

Closing Thank the applicant for her interest. ~We appreciate your interest
in NetLives.

Interview Letter

Part Content Example

Opening Invite the applicant for an interview.  After reviewing your résume,
we.are pleased to invite you for
an interview. . . .

Action Explain what will happen. Your interview is scheduled
for Monday, March 13th at
10:00 AM. ...

Closing Be enthusiastic. We look forward to meeting you
at NetLives.

Rejection Letter

Part Content Example

Opening Tell you received the application. Thank you for sending us your
résume for the position of
administrative assistant.

Action Explain why the applicant is rejected. Unfortunately, your qualifications
do not match our needs at
this time. . . .

Closing Be polite and positive. We wish you every success in

your career.

Write A if the sentence is for an acknowledgment letter, / for an interview letter, or
R for a rejection letter. Some sentences may be found in more than one type of
letter. Discuss your answers with your classmates.

1. Opening
a. AZ% We have received your application materials for the executive

assistant position.

b. ____ After reviewing your résumé, we would like to schedule a time
to meet with you.

c. _ Weare interested in speaking further with you.

d. — Thank you for applying for the position of customer

service representative.




2. Action
' a. _ Our human resource department is currently collecting résumés.

b. ____ We are looking for someone with more experience.
c. _ We will be reviewing applications over the next few weeks.
d. ____ If the time is not convenient, please contact me immediately.

3. Closing
a. _ Tlook forward to meeting you.
b. ___ We appreciate your interest in our company.

c. _— Wewish you much success in your job pursuit.
d. ____. Thank you for your interest in the position.

Wr_iti_n_g Your_ M_essage

@pening

In the opening of any business letter or e-mail, tell why you are writing.
Remember to use a formal tone.

Practice 2 In each question, two of the sentences are appropriate to use in the opening of a
letter replying to a job applicant. Circle the letters of the two sentences.
1. a. Ireceived your résumé last Friday.
b. We received your résumé yesterday.
c. My assistant opened your application yesterday.

2. a. Thank you for applying for the executive assistant position.
b. Thank you for trying for that executive assistant job.
¢. Thank you for your interest in the position listed in our advertisement.

3. a. Your résumé is very impressive, and I would like to schedule

]
That's_ , an interview.
[ ]

Good BUSiness

b. I would like to meet you to discuss your résumé.

c. Iwant to talk with you sometime.

You may not

receive a reply 4. a. Thank you for responding to the advertisement.
to your job b. Thank you for sending your résumé

application. . Yy gy .

Often, c. Hi! It's great that you sent your application.

-

businesses get

hundreds of applicants. They
only respond to applicants
they want to interview. b. After reviewing your résumé, we would like to schedule a time
Applications sent to a Web to meet.

site may receive a simple,
automated response.

5. a. I have checked out your résumé and I'm really happy to invite you for
an interview.

c. Your qualifications seem to match our needs. We are pleased to
arrange an interview with you.

Replying to a Job Applicant 13
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Unit 2

" Practice 3

In the action part of the letter, explain the process or what will happen.

¢ In an acknowledgment letter, explain that someone is reviewing

the materials.

¢ Inan interview letter, suggest a specific time and date for the interview.

¢ In a rejection letter, explain why the applicant was not considered.

Match the beginning of the sentence with the appropriate ending. Then, write A if

the sentence is for an acknowledgment letter,

rejection letter. Use each ending one time.

I for an interview letter, or A for a

& _ 1. Your application has been a.

carefully examined;
however, _c

— 2. Our human resource b.

department

— 3. We are pleased to

is currently reviewing all files.

invite you to talk with our
General Manager.

your experience does not match
the job description.

— 4. We are in the process
5. We would like to
—_ 6. Your résumé is excellent

N

meet with you on April 1.

b. of collecting résumés.

. you don't have the experience

12. The manager

but necessary for the job.
| —— 7. We have scheduled a. we are reviewing application
materials.
e 8. At this time b. we need someone with
’ advanced computer skills.
— 9. Unfortunately, c. an interview with you at 4:00
! pM. next Thursday.
—10. We reviewed your a. schedule an interview with you.
application, but
——11. I'would like to b. we need to hire someone with

more experience.

. is reading all cover letters

and résumés.




T

Practice 4

In the closing, be positive and polite.

¢ In an acknowledgment letter, thank the applicant.
¢ In an interview letter, show your enthusiasm for the upcoming interview.

¢ In a rejection letter, be polite.
Read the sentences from job applicants. Then write appropriate closing
sentences.

1. I am interested in the executive assistant position.

Acknowledgment . JThank you for your imierest ow the.
axecutive zssistant position

2. On the NetLives Web site, I read about an opening for an
administrative assistant.

Acknowledgment

3. [ have six months of experience as an administrative assistant.

Rejection

4. I meet the job requirements.

Interview

5. I have been an executive secretary for more than five years.

Interview

6. Although I do not have a college degree, I am a hard worker.

Rejection

7. I am applying for the receptionist position announced on IronGate.com.

Acknowledgment

Replying to a Job Applicant 15



Letter Practice 1
Paul Rook is responding to the letter that you completed on page 6 in Unit 1.
Complete the sentences in this letter using the information in that letter and the
words below.
advertisement openings response search
applicant received résumé wish
i
Island international Airport .
Human Resource Office 'i
Singapore 659589 Y
July 28, 20— g
(Write your name and address here.) §-
Dear : (Write your name here.) P
i
Your résumé was (1) and reviewed by our human i
resource office. The (2) . toour(3) — . ‘

was overwhelming. Unfortunately, we cannot interview every
(4) . We will keep your (5) on file for

future (6)

We((7) . you wellin your job (8)

Sincerely,

Pawl Roak
Paul Rook

Human Resource Director

Tl A A L

b - o N NP INR FCA  p Te T RS A e i T AR LT S PRI AL r - € S
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Letter Practice 2

Maki Ishii sent an acknowledgment letter to a job applicant. The shaded boxes
show ten places where she made errors. Write the correct word or punctuation
above the errors.

BCL Globalcom GmbH

Goethestrasse 40113 10728 Berlin Germany

March 26, 20—

Mr. Sandy Hill
i1 999 Pine Avenue
New Haven, CT 06540

(1), (@) Dear Mr. Sandy Hill,
@) We have received your résumé and application to the position of executive
(4), (5), (6) asistant . We are collecting résumés later and will notified those

candidates we wish to interview.

(7) Thank your for your interest in BCL Globalcom.

(8) Sincerely :
Maki Istai
(9) Human Resource Director
(10) Maki Ishii

Replying to a Job Applicant 17,



Letter Practice 3

The following log lists two applicants for Job Advertisement 2 on page 8 in
Unit 1. The human resource department at Web Discount Corporation wants to
interview only those applicants who have all three of the listed skills. Interviews
should be scheduled on July 7 for one hour, between 10:00 A.M. and 2:00 pP.m.
On a separate piece of paper, write an acknowledgment letter to one of the
applicants. Then write an interview letter or a rejection letter for the applicant.

Applicant Log

Skill Skill Skill
Job Title: Client High school or Two to four Word processing
Services Coordinator business college years of and database
program experience experience

Company Name: Web
Discount Corporation

Akiko Yamamoto Y Y Y
12-A Liverpool Place
London BH1 4WP
United Kingdom

John Kim N N Y
55 Havana Drive
Long Beach, CA 90803

Words and Expressions to Know

Look at this list of words and expressions that were used in the unit. Their definitions are in the glossary
at the end of the book.

acknowledge keep [something] on file rejection review
applicant meet the requirement reschedule search
equivalent

18 ) Unit2




GETTING STARTED

1. Read the two e-mails about the CellFirst training seminar.
2. Complete the Planning Log.

When you send a letter requesting a service, you must give detailed information so
the service provider can give you a complete and accurate response. Many people
call the provider to discuss their needs before writing their letter. If your letter isn't
detailed, you may have to write again to explain the information.

Before you write the letter, contact the people in your company who are involved
with the request. Ask them if they have anything to add. Make a list or fill out a form
or a log to outline your needs.

Thu, Jan 27, 20— 11:07:30

“Curt Marks” <cmarks@cellfirst.com>
“Pamela Davis” <pdavis@cellfirst.com>
Arrowhead East Conference Center

To:
Fr:
Sub:

Date: Thu, Jan 27, 20— 15:07:30

To: “Pamela Davis” <pdavis@cellfirst.com>

Fr: “Curt Marks” <cmarks@cellfirst.com>

Sub: Re: Arrowhead East Conference Center

1 got a brochure today from Arrowhead East Conference
Center; I'm sending it to you by interoffice mail.

Please call them about our upcoming training seminar. The
center is nearby and the rates are reasonable. See if they can
accommodate 80 people. We'll nced one large room and
three smaller ones for break-out meetings. In the large
room, we should have a microphone and a computer
projection system. We'll also need lunch on the last day.

[ called Jan Turner at Arrowhead East. They'll be happy to
host our group on March 15 and 16. Lunch on the last day is
no problem. They'll also provide colfee breaks each morning.
[ asked them to put five tables in each of the small rooms
along with a monitor and VCR.

S e e

P Saut R

PLANNING LOG i
Company: CellFirst, inc. Audiovisual needs: |
Contact person: 1) _ System Number
E-mail address: (2) computer projection system (10) . _
Phone number: 443-555-5522, ext. 23 microphone/speakers (11)
Dates: arrival (3) slide projector (12)
departure (4) tape recorder (13)
Number of people: (5) monitor/VCR (14)
Number of rooms: large (6) Catering:
small (7) Meal Date/Mumber of peopte
Furniture: tables breakfast (15)
large room 0 lunch (16)
small room (8) dinner (17)
chairs (9) .. coffee breaks (18)




Model Letter: Heques_ting

Opening

Focus

Action

20, Unit3

Look at the different elements of a letter requesting a service.

-

CellFirst, Inc.

10 Harbor Place Baltimore, Maryland 21220

Tel: (443) 555-5522
Fax: (443) 555-5557

www.cellfirst.com

January 28, 20—

Jan Turner

Arrowhead East Conference Center
412 Bellevue Lane

Annapolis, MD 21401

Dear Ms. Turner:

In our telephone conversation yesterday, we discussed plans to conduct our training
seminar at your conference center. | would like to confirm those plans.

The dates of the seminar are March 15th and 16th. The hours are 1:00 r.m. to 6:00
.M. on the 15th and 9:00 A.m. to 3:00 p.m. on the 16th. Eighty people will be
attending. We will need a total of four rooms: one large room and three smaller
break-out rooms.

As we discussed, we will need a microphone and speakers in the large room as
well as a computer projection system. In each break-out room, we will need five
L tables, and a monitor and VCR.

rOn March 16th, we will have a catered lunch. | would appreciate your faxing me
( the menu choices as soon as possible, but no later than Friday, February 4th.

—| | would also appreciate receiving the projected costs for our two-day meeting. You do

not need to include the lunch catering costs at this time. Could you fax or e-mail me

your cost projections by January 31st? | will give you final confirmation of our
reservation by close-of-business on the 31st.

I —

Closing - I want to thank you for your help in planning our seminar. | look forward to

meeting you next week when | come to look over your facilities.
—

|

In our conversation yesterday, we discussed

| would like to confirm

We will need

| would appreciate receiving

l Best wishes, I
i

.( Curt Marks ;

! Curt Marks —_— I

‘ Special Projects Officer Useful Language

| CMs




Practice 1

‘Well SMD

The expression close-of-
business usually means
5:00 PM., since most
businesses are open from
9:00 A.M. t0 5:00 PM. In
informal correspondence,
you can use the abbreviation
COB. (I will fax this report by
COB tomorrow.)

Composing Y_q_ur Mgssage y

The body of a letter requesting a service generally has four parts.

Part Content Example

Opening  Tell why you are writing.  In our telephone conversation yesterday, we
discussed plans to conduct oqur training seminar at
your conference center. . . .

Focus Give details about The dates of the seminar are March 15th and

your request. 16th. The hours are 1:00 pP.m. to 6:00 P.M. on the

15th and 9:00 A.m. to 3:00 PM. on the 16th.
Eighty people will be attending. We will need a
total of four rooms: one large room and three
smaller break-out rooms. . ..

Action Give a time frame. ... Could you fax or e-mail me your cost projections
by January 31st? ... -

Closing  Thank the reader and | want to thank you for your help in planning

mention future
communication.

our seminar. | look forward to meeting you
next week. . ..

Write O if the sentence is for the opening, F for focus, A for action, or C
for closing.

:rl _ Tlook forward to your response. !
| 2. _____ Weexpect 25 participants. |
\ 3. Please call me to confirm the rooms by next Friday. \
| 4 . I'm sending you confirmation today of the details that _
i we discussed. J
Iji __ Weare holding our annual meeting and I would like to get
% information about your facilities. ‘
c6 . Twill ge't 'back to you by COB April 1 with the names of |
the participants. !
i 7. _____Tlook forward to your phone call. |
. 8. ___ Inaddition to the meeting rooms, we will reserve five guest rooms. |
| 9. We now need chairs and tables for 35 attendees. |
110. ____ I would like to confirm the information that we discussed on the |
i phone today. i
11 ___ Welook forward to meeting with you. \
!12. ____ Areyouavailable to meet on Thursday at 3:00? }
‘I13. — I'would like you to confirm the menu by the end of the week. |
Z|14. —_ Tawait your confirmation. \
"15. ___ We will need a buffet lunch for Monday, Tuesday, and Wednesday.
\16. I 'would like to receive information about your conference facilities.,
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Writing Your Message

@pening
In the opening of the letter, explain why you are writing. Often, when
requesting a service, you are following up on a previous conversation. Make
specific reference to the earlier communication.
! Practice 2 Complete these sentences. Use the prepositions at, by, for, in, of, or on. Some of

GUGUS

the prepositions may be used more than one time.

1.
2.

Thank you your telephone call this morning.
We would like to hold our meeting Barnaby Place.

Please e-mail themenu _______ Wednesday moming.

We will need sixty chairs . the large room.
[ would like a list rates for the meeting rooms.

The meeting willend ____ July 14th.

Practice 3

'Well SAID

ASAP means as soon as
possible. Using ASAP means
that you need something
very quickly, but it doesn’t
give an exact date and time.
If you need something done
by a certain time or date,

be specific.

22 , Unit3

The focus of a letter requesting a service is to let the service provider know
what you need. Be as clear and exact as possible.

Not clear and exact We need some rooms.

Clear and exact We will need a total of four rooms: one large
room and three smaller break-out rooms.

Choose the sentence that is more clear and exact.
1.

oy g

oM g

IS
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We will need a microphone and speakers.

. We need sound equipment.

Can you get back to me sometime?

. Could you fax or e-mail me your response tomorrow?

Eighty people will attend the meeting.

. Fewer than one hundred people will attend the meeting.

We are going to have a two-day meeting, March 15th and 16th.

. We are going to have a meeting.

The training seminar will take place on March 15 and 16.
. The training seminar will take place in March.

. Would it be possible to have audiovisual equipment in the

break-out rooms?
. Would it be possible to have a monitor and VCR in each of the three
smaller break-out rooms?
We’'ll need a few rooms.
. We will need a total of four rooms.

Could you e-mail or fax me your cost projections by tomorrow?
. Could you e-mail me your cost projections ASAP?




Practice 4

Well SAID

Many conferences begin .
with a session attended by
all the participants. After this
session, the large group
breaks out into smaller
groups. The smaller sessions
are held in break-out rooms.

The expression per person
means for each person. For
example, if the price of the
coffee break is $5.00 per
person and there are 100
people, the total cost of the
coffee break is $500.00.

@lusing

In the action part of the letter, give a time frame for some action to be done.
You may promise to do something, or you may ask the recipient of the letter
to do something. Again, it is important to be specific.

You also must be polite. Use would or could to ask someone to do something.

[ would also appreciate receiving the projected costs for our
two-day meeting. '
Could you fax or e-mail me your costs by January 31st?

Rewrite these sentences as polite requests using would or could. Add your own
time frame.

1. Fax me the menus. ._Wowld you faz me the menws by May sth?

2. Send me the cost projections.

3. Provide lunch.

4. Open three additional rooms for break-out meetings.

5. Give me the price per person for coffee breaks.

6. Put audiovisual equipment in the three break-out rooms.

7. E-mail me the cost per person.

8. Get back to me on the dates of the training seminar.

9. Add two more speakers in the large room.

10. Tell me the total number of attendees.

Practice 5

In the closing, mention some further communication. The communication
may be a phone call, a meeting, a letter, a fax, or an e-mail.

Write sentences using the expression / look forward to [+ -ing verb]. Use each
type of communication listed below. Add a specific time.

1. receiving an e-mail 7 /oo€ forward to receiving your e-mail tomgrrow

2. receiving a fax

3. receiving a letter

4. receiving a phone call

5. meeting
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Loter Practice 1
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Complete the sentences in this letter. Use the words below.

approximately confirm forward rooms
available conversation possible take place

A £4 ociation

Hectrical Engineering

55 Lakeshore Drive
Chicago, IL 60603

June 11, 20—

Ms. Joanne Way

" California Convention and Trade Center
155 Figueroa Street
Los Angeles, CA 91335

Dear Ms. Way:

convention of the Association of Electrical Engineering. | want to (2)

the following information.

The conference will (3) December 3-4. We expect

(4) 700 engineers and exhibitors to attend the conference.

We will need one large hall for the welcome speech and fifteen break-out

(6) ., each with a 50-person capacity. Overhead projectors and
computers shouldbe (6) _______ for each room.
Would itbe (7) ... for you to provide a formal lunch on the final day of

the conference? If so, please fax the menu selections to me before Friday.

Please call me if you need additional information.

Sincerely,

Jsbne Onat

John Onal
Events Manager

In our telephone (1) this morning, we discussed the upco