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I. WRITING A BUSINESS LETTER

Depending on the purpose of your letter, it will do one of three things.

•Stale your purpose.

•Explain what you want to happen or explain the information you have.

•Request a dated action, conclude, thank the reader.

Capital Supplies

8995 Camden Rd. • Williamsburg, WI63094





Lance Smith, Director

Terrance Trucking

P.O. Box 4440

Houston, TX 34598-4440

October 2, 20XX

Dear Mr. Smith:

Thank you for your conscientious service. All 15 of your last shipments have arrived undamaged. We have never contracted with a supplier with as fine a record as yours. We appreciate the extra effort, it takes to ship our order intact and on time.

Ted McCracken and Bob Smiley have delivered these shipments to our loading dock supervisor. I have attached copies of logs for your review. Note that the unloading time is approximately half of that from other shippers for a similar load. Ted and Bob frequently help our crew unload the crates. This additional service always comes with an exchange of jokes. Our crew collects laughs to compete with your drivers!

Doing business with your organization is a pleasure. You save us money by eliminating shipping waste and time by providing efficient drivers. Please accept the enclosed certificates of merit to Terrance Trucking, Ted and Bob, with our appreciation. We are confident in referring our customers and vendors to Terrance Trucking for their shipping needs.

Sincerely,

Cala Reginald

CLRtmjk

Enc. (10)




State Your

Purpose

Explain What You Want to Happen or Explain . the Information You Have

Request a

Dated Action,

Conclude,

Thank the

Reader
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LAYOUT OF A BUSINESS LETTER Look at the parts of a standard business letter.





Italics Unlimited

231 W. 40th Street • Camden, NJ 08618 • (623) 555-2678

Terry Lancaster Capital Supply 657 Minden Ct.

Des Meines, Iowa 54687

August 10, 20XX

Dear Mr. Lancaster:

Re:

Thank you for shopping with us. You are a valued customer. We appreciate your business and know that you want to keep your account current with us.

On May 15, 20XX, you purchased merchandise worth S319.04 from our store in Laramie. Your payment of $100 is now overdue. In the credit agreement you signed, you agreed to pay off your bill in three payments. The first payment of $100 was due June 15, 20XX. Please send this amount now.

Failure to pay on time may affect your ability to charge merchandise at our store.

Thank you for your prompt attention.

Sincerely,

Signature

Joan McAllister

P.S.XXXXXXXXX Enc.




Letterhead

Receiver’s

address

Date

Salutation

Subject

Body

Close

Signature

Typed name

Additional

Information

Postscript

Mailing

Instructions
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1. Letterhead

The Letterhead is printed at the top of each sheet. The printed information includes the company name, the address and the telephone number.

2. Sender’s (return) address

When business letters are written on plain paper, the writer’s address must be typed in the right hand top comer. The return address includes the writer’s street address, city, state and ZIP-code. This information is typed immediately above the date of the letter in block style, single space:

371 Wood bine Boulevard. London, UK 99212 October 10'b, 2002

3. Date

The date is placed under the heading of the sender’s address, usually one or two spaces.

4. Receiver’s address

The complete name and address of the intended recipient is called "The inside address”. It is typed at the left margin.

A complete inside address written to individuals includes either of the following:





name of individual title of department name of company street address city, state. Zip code




Mi’ James C. Garven

Vice president

Fairchild Business Company 82 303 West Kensington Road

Tacoma, WA 98412






An appropriate title such as Dr ,Miss, Mr, Mrs or Ms should precede the names of individuals. Ms should be used when the marital status of a woman is not known.

A complete inside address for letters written to companies includes the

	following
	 

	name of company
	International Biscuits Corp.

	department name
	Advertising Department

	street address
	201 North Main Street

	city state Zip code
	Baton Rouge LA 70807

	5.
	Opening Salutation



The salutation or greeting is typed at the left margin a double space below the inside address usually a comma follows the salutation:







to two persons with different names

to an individual: preferred business form

to an individual: informal business and social form

The following salutations meet the majority of letter writing needs. Gentlemen "I Sirs J DeartoMadamcompanyDearorSirgroupDearofMisspeopleDear Mr Dear Mrs Dear Ms ' Dear Mr and Mrsto a husband and wife

to an individual: impersonal business form


Dear Jack Dear Virginia

Dear Mr Jackson and Mr Ruiz or to two men with different names Dear Messrs Jackson and Ruiz

Dear Messrs Freemanto two men with the same surname Dear Professor Clark and Professor Casey or:

Dear professors Clark and Casey

6. Closing salutation

The complimentary, or formal, closing of a letter is typed a double space below the last line of the body. It may be typed at the left margin of the page.

Keep the closing salutation in harmony with the salutation. If the salutation is formal, the close should be formal too.

Formal: Yours faithfully (if an addressee’s name is unknown, e.g. Dear Sir,

Dear Madam, etc)

Yours truly Yours very' truly

Increased formality

I am (remain) yours faithfully Personal close

Yours sincerely, (if an addressee’s name is known, e.g. Deal’ Mr Sraoth)

Yours very sincerely Intimate close

Yours, Yours ever,

With love from Best wishes

12






7. Signature

The writer’s name should be in his own handwriting and should be placed two spaces below the close. In a business letter, a typewritten name should be added and should be placed below the handwritten signature.

8. Body of the letter

The body of the letter which contains the message is typed single spaced with double spacing between paragraphs. One-paragraph letters may be typed double spaced.

The body of a business letter may include the following elements:

1.Acknowledgement of the receipt of a letter: We have received your letter of May 15th ...

Thank you for your letter dated...

In reply to your letter of...

We are obliged for your letter of

2.Requesting tire answer

We should appreciate a prompt reply

We should appreciate to receive your prompt reply at your early convenience A prompt reply would be appreciated

Will you kindly let us have an early reply Will you kindly reply to this letter

3. Expressing gratitude for a letter

I very much appreciate having a reply from you I appreciate your prompt reply

Thank you for your prompt reply

It was a great pleasure to receive your reply

4.Expressing gratitude for materials Thank you for sending me

It is so kind of you to send

I am grateful to you for sending me

I am much obliged to you for sending me

5.Apologies for a late reply

I am very sony to have taken so long in replying to you Please excuse me for my late reply

Please forgive me for not replying sooner to your letter I apologize for my delay in replying to your letter

6. Endings

With best wishes (regards)
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Exercise 3 + task on the next page

GE A





b




Great Eastern Associates

377 King James Street

Edinburgh ED4 1MU

Scotland

Tel: 00 44 1301 567567 fax: 00 44 1301 567586

e-mail: infogreas^warmniaiLcoin






	c
	7 February 2002



d Mr Felix Dubois

Barque Regionale du Sud-ouest

14 Route National©

24340 Mareuil

France

e Dear Mr Du bos

I

f Thank you for your recent enquiry. i

g I enclose our brochure which gives you information about the

Iservices we offer and our prices. If you would like any more information, please do not hesitate to contact us.

h ’We look fo*ward to hearing from you,

i Yours sincerely

k, Fiona McDuff

I Partner

m Enc. GE Associates brochure

Great Eastern Associates





n




Partners: F. McDuff, It McDufr. Z. McDuff, H. McKechnie

ww.greas.co.uK











3. Match the letters (a-n) with the different parts of the letter (1-14).

	1. salutation
	2. main paragraph

	3. signature
	4. website

	5. letterhead
	6. introductory paragraph

	7. enclosures
	8. date

	9. closing
	lO.sender’s name

	11. final paragraph
	12.addressee’s name and address

	13.sender’s address
	 



o. Complete the table wltu information aDuur Rimco.

Dear Mr Bhati

Further to our meeting at the Telecom Expo conference in Delhi, I am writing with regard to your interest in our company. Rimco provides telecommunications and information technology in the Middle East and Africa. Our next project is a new division in India at the end of this year.

I am attaching a brochure with more details. Please feel free to contact me if you would like any further information.

Yours sincerely

Murad Al Sarary

Client Manager

Rimco Telecommunications

RIMCO

Products or services?

Next project?

Read another email from Murad. Do you think it is more or less formal?

Hi Rahul

It was nice to meet you again at the Telecom Expo. I’m writing about your interest in our new services and our plans for the new office in Delhi. It opens at the end of the year. Here is the brochure. Give me a call if you want any more information.

	Bye for now Murad
	 
	 

	Complete the table with
	formal and informal
	expressions from the

	emails.
	 
	 

	 
	MORE FORMAL
	LESS FORMAL

	Start the email
	Deal'...
	Hello.

	 
	 
	1 ______________

	Refer to past contact
	Further to our last
	 

	 
	meeting ...
	2








	Give reason for writing
	3
	I’m writing about...

	Referring to an attachment
	 
	 

	 
	4
	Here is ...

	Offer more information
	Please feel free to
	 

	 
	contact me if you would
	 

	 
	like any further
	5

	 
	information.
	 

	End the email
	6
	7

	 
	Best regards
	All the best



Replace the underlined words in the sentences with these words.

Hello about further attaching Further to contact

1Dear Dave. I hope you’re well. Hello

2Following our meeting last month ...

3I’m writing with regard to your interest in our new service. _____________

4 Please feel free to call me if you would like any more information.

________ / ______

5I’m sending a price list with this email.

Write a formal email or informal email to a new client.

Mention meeting the person at a conference

Tell the person what you provide or produce Tell them about a new project, product or service. Attach a brochure

Text 4

Changeability

'Change is inevitable.' said British prime minister Benjamin Disraeli in 1867. 'In a progressive country, change is constant.' In his new book, Michael Jarrett puts it another way: 'Change is inevitable, like death and taxes.' And, just as we fear death and taxes, many of us fear change. We hope that if we resist for long enough, the need for it will go away and we can carry on as before. But even when companies accept the need for change and set out to achieve it, they often fail. Jarrett, an expert in organisational behaviour at London Business School, believes that 70 per cent of all management programmes fail.

Why? Jarrett argues that change-managers often mistake the nature of change. They see it as something logical that can be solved using step-by- step approaches. They are wrong.

'There is no simple recipe for organisational change’, he says. 'There is no one single way that will deliver change.' But there are some basic principles that most managers can adopt. First, they need to make certain that the internal organisation is in a position to make changes and that people support them fully. Second, they need to make sure that they understand the environment around them.

In other words, rather than developing change-management strategies, companies should first find out whether they are capable of change at all. Do their internal systems and culture support change? If not. these too must change. ‘Readiness for change’ is far more important than actual planning or implementation, says Jarrell. To all the various words that have already been coined in order to describe this state of readiness, such as “flexibility” and






“adaptability”, Jarrett adds another: “changeability”. He defines this as 'the sum of leadership, internal routines and organisational capabilities that make companies ready for change'.

A few years ago, for instance, McDonald's Europe faced declining sales and market share. Denis Hennequin, the new president, redesigned restaurants to make them more appealing and began sourcing food locally. Market share and profits rose. Dell, too, aware that its competitors were beginning to catch up with its original low-price model, embarked on a programme of market research. The information it gathered was analysed with a view to spotting emerging and future customer needs. The most dangerous state for a business, says Jarrett, is the steady state. Companies that resist change - he cites the pharmaceutical industry so - run a greater risk of failure.

1. Look at how the expressions in italic are used in the article. True or false?

a)A progressive country is one where people are willing to adapt and change.

b)If something is constant, it happens only sometimes.

c)If something is inevitable, you can avoid it.

d)If you resist something, you do it.

e)If you carry on doing something, you continue to do it.

f)If you set out to do something, you finish doing it.

g)If you achieve something, you reach a particular objective.

h)If you fail to do something, you succeed.

2.Find expressions in paragraph 2 that mean the following.

a)reasonable and sensible (1 word)

b)an easy series of instructions, used for example in cooking (2 words)

c)ways of doing things one at a time (4 words)

d)a unique method (3 words)

e)the most important ideas, etc., about something (2 words)

f) the structure of a company, department, etc., rather than the way it relates to the outside world (2 words)

g) the outside world (1 word)






ОТВЕТЫ

Exercise 3 + task on the next page

3. Match the letters (a-n) with the different parts of the letter (1-14).

	1.
	salutation
	e
	2.
	main paragraph
	g

	3.
	signature
	j
	4.
	website
	n

	5.
	letterhead
	a
	6.
	introductory paragraph
	f

	7.
	enclosures
	m
	8.
	date
	c

	9.
	closing
	i
	10.sender’s name
	k

	11.final paragraph
	h
	12.addressee’s name and address
	d

	13.sender’s address
	b
	14.additional information
	l
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