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A LETTER TO YOU

5 N PEARSON EDUCATION
Pearson ELT DMSION
Education 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,

B il

Lin Lougheed




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!

(1),(2)
(3),(4)

(5)

(6)
(7),(8),(9)
(10),(11)
(12),(13)
(14)

(15)

Polycomp Worldwide
459-34 Grand Hotel Avenue
Taipei, Taiwan Province
People’s Republic of China

august 15 20——]4

mr. Gilbert m Ramirez
Vice President, Marketing

A

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 :I<

Bill Chang |«

bill Chang] <

President ] 3
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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
e advertisement asks for the requirement.

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

TR = = =y ' ; Administrative Assistant

MV
Back Forward Sten

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

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.

R4

A high school degree and a minimum of 2 years of experience are required. K candidates mustalso have excellent
NetLives offers a fun, dynamic, and innovative work environment. ; communication skills. A college
Contact Information NetLives Ltd. degree is a must. Salary: $25,000

Maria Sanchez 632 Garrison Road
Human Resource Specialist Cambridge CB4 |HD gve

to $35,000 per year.
E-mail résumé to
resumespptsrvc@acaison.net.

" About
msanchez@netlives.com Tel: 1223 334566 Netlives
Fax: 1223 534987 . . 3

JOB REQUIREMENTS CHART

Web Site | Newspaper Requirement Your Skills
Ad Ad

Will perform general administrative duties such
as photocopying and filing.

Will have a college degree.

Must be familiar with word processing programs.

Will have at least 2 years of experience as an
administrative assistant.

Must have excellent communication skills.




Model Cover Letter

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

Date

Inside Address
Write a cover letter to a
specific person, if possible.

Look

at the different elements of a cover letter.

Y

Salutation

Use a colon after the name.

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.

Closing
Be positive.

Complimentary Close

Y

Y

Y

Y

Signature

Sign your name.

Typed Name

Enclosure

Add this if you are sending
something with the letter.

2

Unit 1

Y

Y

Y

Michele Peters
45 Agate Road
London NW6 0AH
Tel: 208 847 9746
Fax: 208 774 8094
E-mail: mpeters @londonmail.com

March 1, 20—

Maria Sanchez
Human Resource Specialist
NetLives Ltd.
632 Garrison Road
Cambridge CB4 1HD

Dear Ms. Sanchez:

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

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.

—
I will call you next Monday to discuss my enclosed résumé.

1 look forward to meeting with you soon.
=

Sincerely yours,

M ictele Petera

Michele Peters

Enclosure

U#aﬁil.lm 2
I read about a job opening for




Composing Your Message
The body of a cover letter generally has four parts.

Part Content e o Example

Opening  Tell (1) that you are applying | read about a jOb openjng foran
~ forajoband (2) the source  administrative assistant on the Netlives
of your information. . Web site.

Focus  Tell why you are suited for lama iéqaﬁt_gradt:ate of EMP
the job. . Secretarial School, and | was in the !op
’ of my class 1 am looking fora -
challengin work env:ronment I4ke that at

NetLives.
Action  Tell what you planto do. | wil call you next Monday to discuss my
GG Brs enclosed résume. }
Closing Be positive. = I look forward to meeting with 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. I am applying for the position of administrative assistant.
b. Ineed ajob.
c. I saw your advertisement for an administrative assistant in the
November 14 International Herald Tribune.

2. Focus
a. My work experience matches your requirements. I worked as an

That S administrative assistant for two years.

\C‘[’ O‘O‘d/ B“SIness I b. I'm a quick learner. I've never worked before.

Look at the c. L have the skills required. I am familiar with word processing
NetLives programs.

advertisement on

page 1. Ads often 3. Action

use abbreviations, .

cutch e chnin: a. I will contact you early next week.

asst. for administrative b. I will call you on Tuesday morning to discuss the position.

assistant. Ads also use
numerals (such as 2) instead of
spelling out words (two). Using 4. Closing
abbreviations in ads saves )

space and money. Do not use a. Looks good, right?

abbreviations like this in a b. Ilook forward to working with NetLives.
business letter.

c. I'll be at home if you need me.

c. Ilook forward to talking to you next week.

Writing a Cover Letter 3 )



Writing Your Message

You want to
make a good
first impression
with your cover
letter. You want
your letter to
stand out from the others. Be
positive. Let the employer know
how you are suited for the job.
Follow up your letter with a
phone call.

Practice 2

@pening

® Write to a specific person. Before you write, try to find out the name
(and gender) of the person you are writing to. You can call the

company or check their Web site.

Dear Ms. Maroon:
Dear Mr. Ping;:

® If you don’t know the gender, use the person’s full name or initial.

Dear Lin Croft:
Dear D. Maxon:

e If you don’t know the name, use the person’s title.

Dear Human Resource Specialist:

Dear Recruiter:

Good morning:

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

Write the salutation for a cover letter for thé 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@away.com
3. Receptionist IronGate.com Web site { Jane Bowles
4. Executive Assistant Word-of-mouth Chee Yu
1. Dear M. Pollard: 3.
2, 4.

Practice 3

-4 ) Unit1

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.

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.

2. I am applying the position of administrative assistant
announced the A-Way.com Web site.

3. the IronGate.com Web site, I read an
opening a receptionist.

4. Your colleague, Jannie Qin, told me the executive assistant

opening,.



Q:OCUS

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.

Practice 4  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.

o) wonked as an administrative assistant fon tuo yeans.

2. My qualifications fit your needs.

3. My skills match the job requirements.

4.1 have the skills required.

5. I meet the job requirements.

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 1will call you early next week.

Specific I will call you next Monday.

Practice 5 Write Gif the action has a general time or Sif the action has a specific time.

I will contact you early next week.

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

L

2,

3. ___ Iwill e-mail you next week to arrange an interview.
4. OnFriday, I will call your assistant to set up an interview.
5.

I will telephone you tomorrow to answer any questions you have.

@Iosing

In the closing , be sure to thank the reader for looking at your letter. Be
positive. Mention a future conversation or meeting.
Practice 6 Rewrite these sentences using the expression / look forward to [+ -ing verb].
1. I want to work with IronGate.

o) Look fonuwand to working with JronGate.
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 5§ )



Letter Practice 1

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

July 2, 20—

File clerk wanted. Must have high school
degree. Send résumé to Mr. Paul Rook,
Human Resource Director, Island

International Airport, Singapore 659589.
applying forward  part-time Resource
enclosed interview position Sincerely

‘Well SAID

In this letter, the writer uses
2nd 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 of a letter,
but in the date at the top always
use acardinal number (July 17).

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

That’s .
Good. Business /

When you send
material, such as

a résumé, 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



Letter Practice 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.

e Vit no R

Buck Forward, * Btop Home

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 line is an important
part of an e-mail. Besure it
clearly explains what the e-mail
is about, and check it for
mistakes before you send it.

B R T S R T e BRI SRR N

secy6433@JobsUnLtd.com
Position
(1) | | Subject: Secretarial Positioning

(2
3. 4

Dear Recruiter ,

I am responding for the secretarial vacancy posted on August 16 in your Web
site.

(5) | | Ihave been an executive secretary since five years. I also have trained other

6). (7)

secretaryes how to use word processing and accounting software, I type over
90 wpm, and I am very organized. I have attached my résumé to this e-mail.
(8). (9)

I will e-mail you next week to follow up on my apply . I look forward to

hear from you soon.

Sincere yours,

(10)
Liu Shia

That’s ]
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 )



Letter Practice 3

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

Job Advertisement 1

Job Advertisement 2

Receptionist

Entry-level position for
receptionist in dynamic
construction company. You will
enter data, greet customers,
maintain database, and type
memos. Prefer individual with
good communication skills.
Great compensation. Apply
today! -

Job Experience
Filing, General Office,
Data Entry

Additional Information
Salary: $9.00to $12.00
per hour

Contact Information
Account Executive,
myan@constructnow.com

Web Discount Corporation of

Barcelona, Spain, seeks full-time

Client Services Coordinator.

Responsibilities include greeting

clients, answering telephones, and

performing other clerical functions.

REQUIREMENTS:

1. 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: Pablo Cavero

Fax: 93 412 1044

E-mail: pcavero@webdiscount.org.es

‘Well SAID

Most people use one of two styles for writing dates.

U.S. style
Non-U.S. style

March 1, 20—
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 numbers only, especially if the
writer and the reader use different styles.

U.S. style 03/01/03 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

requirement
opening proficient

vacancy

8 ) Unit1



