Business Letter Writing                                                                                                                              Unit 4



[image: 439842-Royalty-Free-RF-Clip-Art-Illustration-Of-A-Cartoon-Stressed-School-Boy-Taking-An-Exam]

  QUESTIONS (ΕΡΩΤΗΣΕΙΣ)

                                 Yes/No Questions                        Wh- Questions

1.Yes/No Questions
[image: or19]Οι ερωτήσεις γίνονται  με τα βοηθητικά ρήματα (be, have, do, must, can etc.) και συνήθως απαντάμε με Yes ή  No.
Are you a student?                   Yes, I am.        -   No, I am not.
Has George got a car?               Yes, he has.    -   No, he hasn’t.
Do you work in this company?    Yes, I do.        –   No, I don’t.

2. Wh- Questions
[image: or19]Οι ερωτήσεις αυτές αρχίζουν με ερωτηματικές λέξεις και το ρήμα που ακολουθεί είναι σε ερωτηματική μορφή. Μερικές από τις ερωτηματικές λέξεις που χρησιμοποιούνται είναι:
[image: or19]Who (ποιός,-α-ο;)  για πρόσωπα.
Who is this man?  He is George Jones.
[image: or19]What (τι;) για πράγματα, ζώα, επάγγελμα, όνομα, εθνικότητα.
What’s your job? I am an accountant.
What’s your name? My name is Helen.
What’s your nationality? I am Greek.
[image: or19]What time (τι ώρα;)
What time is the meeting? It’s at 7 o’clock.
[image: or19]Where (πού;) για τόπο.
Where is John? He is at home.
[image: or19]Whose (τίνος;) για ιδιοκτησία.
Whose is the car? It’s mine.
[image: or19]Which (ποιός -α -ο;)  για πρόσωπα  ή πράγματα όταν έχουμε περιορισμένη επιλογή. 
Which folder is yours? The yellow one.
[image: or19]Why (γιατί;) για αιτία. Συνήθως απαντάμε με την λέξη because.
Why are you at home?  Because I am sick.
[image: or19]How (πώς;) για τρόπο ή ποσότητα.
How are you? Very well, thank you.
[image: or19]How long (Πόσο καιρό;) για χρονική διάρκεια.
How long has Anna got her car? Three years.
[image: or19]How often (πόσο συχνά;) για συχνότητα.
How often is George here? Three times a week.


 [image: images (15)]1. WARMING UP. Can you put the following parts on the envelope following?

	Post stamp
[image: Αποτέλεσμα εικόνας για Greek stamps pictures]
	Recipient’s Address
 Full Name                                                  
Street Name
Postcode, City
(Country, if sent abroad)
	Your Address                                                   
Full Name
Street Name
Postcode, City
(Country, if sent abroad)





	                                                                                         









[image: 437400-Royalty-Free-RF-Clipart-Illustration-Of-A-Blue-Book-Character-Wearing-Glasses] 2.  SCANNING. Read the text carefully and decide whether the statements following are true or false.

Nowadays, it is becoming less and less common to write letters because of the extensive use of e-mail. However, the few letters that you need to write, such as cover/application letters, may be very important. Therefore, it is crucial that your letters have the desired effect on the reader. A business letter reflects professionalism.

[image: 443742-Royalty-Free-RF-Clip-Art-Illustration-Of-A-Cartoon-Businesswoman-Drowning-In-Papers]

In order to achieve this, letters should have the right layout and be short, relevant, polite and without mistakes. The layout of a formal letter, as shown below, should include the following parts:

	
1. Sender’s address
                                                                                                                     line space
                                                                                                          2. Date

Line spaces (1 to 4)

3. Recipient’s address
(double space)
4. Salutation/Greeting
(double space)
5. Subject Line/References
(double space)
6. Body of the Letter (2-3 paragraphs)
a. Introduction (line space)
b. Main message (line space)
c. Conclusion (line space)
(double space)
7. Complimentary close 
(double space)
8. Signature
Xxxxxxxxxxx
Full name typed
(Occupation optional)
(double space)
9. Enclosures (if there are any)




1. If there is no printed letterhead, the sender’s address includes street, 
   city, postcode, country if sent abroad, but no sender’s name.
2.  Current date in full and not abbreviated.
3. Full name and address as it appears on the envelope.
4. Dear Mr /Mrs /Miss /Dr…… if you know the name of the person, Dear 
    Sir/Madam if you don’t.
5. The topic of the letter underlined or bold. It may be omitted.
6. a. Reason and purpose for writing.
    b. Brief presentation of qualifications, experience and skills.
    c. Request for action. What you want the reader to do.
 (
2
nd
 
paragraph 
Exp
ressions
I am .....
As you can see from my CV
....
 
 
At present .....
) (
1st paragraph 
Expressions:
I am writing to apply for the position
 
...
..
I am writing in connection with your advertisement
 
....
.
)    



 (
3
r
d
 paragraph Closing
 Exp
ressions
I would be grateful if you ....
...
Please contact me
 
…
…
I am av
ailable for an interview
 
.......
I hope
 
......
I look forward to
 
.......
)








7. The way you close the letter depends on the way you open it.
 (
Dear Sir or 
Madam                     
 
 Yours
 faithfully
Dear Mr/Ms/Mrs/Miss……        
 
   Yours sincerely
)


	
	
	T
	F

	1.
	 A cover letter must be handwritten.
	
	

	2.
	Cover letters have a standard layout.
	
	

	3.
	Application letters must have long paragraphs.
	
	

	4.
	Cover letters should focus on why you want the job.  
	
	

	5.
	The main goal of your cover letter is to get an interview.
	
	

	6. 
	The ideal cover letter is one perfect paragraph.
	
	

	7.
	It is important to sign your cover letter.
	
	

	8.
	Your name and address always goes in the top right corner.
	
	



[image: Εικόνα12] 3. GAP FILLING.  Fill in the gaps with the words given.

apply, details, different, forward, hard-working, 
interview, responsible, work

	Dear Mr Brown,

I am writing to …………………………… for the sales assistant position in your company. 

As you can see from my CV, I have large …………………………… experience in sales environments in the retail and the wholesale sector.  I also have the skills and the ability to work with many …………………………… types of people. I believe I can fit easily into your team.

I am a …………………………… person and I pay attention to ……………………………  I'm friendly, ……………………………, reliable, I learn new skills easily and I try to help others. I also have many ideas and enthusiasm. I would like to work for a company with a great reputation like yours.

I am available for an …………………………… any time you wish.

I look …………………………… to your reply.

Yours sincerely



[image: Εικόνα12]  4. INFORMATION TRANSFER. Study the Letter Writing Guide and then put Michael's letter in terms of numbers in the right order.
1. I am writing to apply for the post of manager which you advertise in today’s Ethnos paper.

2. Dear Sir/Madam

3. 12 Dimokratias Street
    50100 Kozani
    Greece

4.  19 October 2015

5. As you can see from my CV, I have a BA and an MBA degree in Business Management. My experience in previous jobs includes two years as assistant manager in the production line of a major European company and five years as production manager in a well known Greek company. In addition, my fluency in English is excellent.

6. I look forward to hearing from you soon.

7. The Personnel Manager
    Box 32509, Daily News
    Hemsworth Street
    United Kingdom

8.  I think I am suitable for this position and I would be grateful if you could send me more information. I am available for an interview at a time convenient to you.

9. Yours faithfully

10. Michael Jones
[image: Εικόνα12] 5. INFORMATION TRANSFER. Fill in the missing words in the following letter.
	Anaximandrou 68
                                                                                  Thessaloniki
                                                                                   May 15 2015

Business Book Company
Tsimiski 37
Thessaloniki

Dear Sir / Madam

I am .................... in connection with your advertisement for the .................... of an assistant accountant. 

You can see from my .................... that I have five years of .................... in two large book businesses. My previous .................... can give you information about the quality of my work in the credit and accounting departments in .................... companies. 

I am .................... for an interview at some time convenient to you. If there is further information that you wish, please let me know.

Yours ....................
xxxxxxxxxxx
John Papadopoulos



[image: Εικόνα12] 6. MATCHING. Match the phrases.
	1. Dear Sir
2. I am available
3. I am writing
4. I would be grateful
5. Please
6. As you can
7. Dear Mr Clark
8. I also have
	a. in connection with ……
b. contact me ……
c. Yours Sincerely
d. Yours Faithfully
e. five years experience ……
f. if you could send me ……
g. for an interview ……
h. see from my CV ……
	1.
2.
3.
4.
5.
6.
7.
8.



[image: Εικόνα12]  7. BRAINSTORMING ROUND A WORD. Study the EDUCATION chart and fill in the missing words in the sentences following.
                 
                                                                  graduate  

           degree                                                                                      primary school                                                                                                     
                      
              high school                          [image: graduation]                     university       
                                                 
           
        masters degree                                                          PhD                   

                                                                                   scholarship 
                                                                      

1. MIT is one of the leading ………………………… in the world.
2. The president’s secretary is a high school ………………………… 
3. The sales manager did his first ………………………… in Economics at the University of Athens.
4. I finished  ………………………… when I was 18 years old.
5.  Athens University paid for Tim’s studies because he won a ………………………… 
6. In Greece, one starts ………………………… at the age of six.
7. I found the subject of my MA so interesting that I applied for a ………………………… on the same topic. 
8. The minimum period of time required to complete a ………………………… is one year.



[image: Εικόνα12] 1. MATCHING. Match the questions with the answers.
	1. How are you today?
2. Where are you from?
3. What time is it?
4. When is your birthday?
5. Who is your new manager?
6. Which is the capital of Greece?
7. How many letters have you got?
8. Why are you here?
9. How much is this book?
10.  How far is it from here to Kozani?
	a. 10:30.
b. Two.
c. Athens.
d. Mr George Smith.
e. 25 €.
f. Fine, thanks!
g. September 8th.
h. About 130 km.
i. Rome, Italy.
j. To see the president.
	1.
2.
3.
4.
5.
6.
7.
8.
9.
10.



[image: Εικόνα12] 2. PRACTISING STRUCTURES. Choose the correct question word.
1. …………… is your address?
	a. what
	b. how
	c. where
	d. whose


2. …………… cover letter do you prefer?
	a. which one
	b. how
	c. where
	d. whose


3. …………… do you visit your family?
	a. where
	b. how
	c. how often
	d. how long


4. …………… are you so stressed?
	a. what
	b. why
	c. where
	d. when


5. …………… are the yellow files?
	a. whose
	b. how
	c. which
	d. when


6. …………… do you usually get to work?
	a. what
	b. what time
	c. how long
	d. how often


7. …………… does the secretary keep the new applications?
	a. what
	b. how often
	c. where
	d. whose


8. …………… is your favourite colleague?
	a. what
	b. when
	c. whose
	d. who



[image: Εικόνα12] 3. DIALOGUE BUILDING. Complete the dialogue using the appropriate question words.
 (
   
)[image: C:\Users\user\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\39UZRW3F\demonstrating[1].png]
                                                                  [image: C:\Users\user\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\5YBBZPUE\user-37448_640[1].png]


How do you do.               How do you do. Nice to meet you.
How are you?                 Fine, thanks.
What do you do?           I am a Sales Representative.

- Hello, Andrew!
- Hi, Peter! ..................... are you?
- Fine, thanks. ..................... are you going?
- To the company. The Union is having a meeting today.
- Really? ..................... does it start?
- At 10:30. ..................... ?
- Because I want to come too.
- Good, let’s go together.
- ..................... is the meeting about?
- It’s about the new regulations.
- ..................... represents the administration?
- I don’t know. I think Mr. Smith.
- ..................... does he do?
- He is the Vice- President.
- And ..................... is his specialty?
- He is an economist.
- OK. I’m coming with you. Let’s take the bus. 
 [image: Εικόνα12] 4. SENTENCE BUILDING. Study the numeric table and write the dates following as in the example.
                                                        
	     NUMBER
	   NUMERIC

	   1  one
   2  two
   3  three
   4  four
   5  five
   6  six
   7  seven
   8  eight
   9  nine
   10 ten
   20 twenty
	   1st  first
   2nd  second
   3rd  third
   4th  fourth
   5th  fifth
   6th  sixth
   7th seventh
   8th eighth
   9th ninth
   10th tenth
   20th twentieth



examples: 2 / 1 / 1997   2nd January nineteen ninety seven
            6 / 3 / 1993   6th March nineteen ninety three       
	1.
	12 / 4 / 2008
	………………………………………………………………………………

	2.
	8 / 9 / 1999
	………………………………………………………………………………

	3.
	11 / 6 / 1976
	………………………………………………………………………………

	4.
	5 / 5 / 1981
	………………………………………………………………………………

	5.
	28 / 10 / 2015
	………………………………………………………………………………

	6.
	25 / 3 / 2010
	………………………………………………………………………………

	7.
	2 / 2 / 1534
	………………………………………………………………………………

	8.
	3 / 7 / 1880
	………………………………………………………………………………


          


WORDS IN A WORD. Use the letters of the word ADVERTISEMENT to make new words.
[image: Kangaroo_-_Cartoon_2tn_]
	1. a group of people
	t…………………………………

	2. day, month, year
	d…………………………………

	3. another word for road
	s…………………………………

	4. something you want very much
	d…………………………………

	5. the opposite of recipient
	s…………………………………

	6. clean and tidy
	n…………………………………

	7. get money for work
	e…………………………………

	8. goal, plan
	a…………………………………
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