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Unit One

Objectives

Writing

e To practice writing business letters.

*  To understand and use language related to business letters.
Reading

* To learn about what marketing is.

* To understand and be able to use words and expressions related to

the topic of marketing.

Writing Activity

Business Letters

. Introduction
Usually, a businessperson spends a surprising amount of time in writing a letter. The

letter is usually a reply to a given letter or information. This unit will introduce some basic

principles for writing business letters.

. Steps for writing business letters

1) Layout
A letter needs your company address at top right hand corner, date at top right

hand corner below sender’s address, name/address of recipient (W5 A ) beneath date
on left hand side, correct salutation (¥8#¥), complimentary close (4 # &), your sig-
nature, printed name and position.

Notes:

a. The salutation is a polite greeting . It is usually followed by a colon (sometimes by



2 B % % &

a comma ). If possible, try to address a person by name. If you don’t know the
person’s name, you can open with “Dear Sir/Madam” .

b. Use “Yours sincerely” after “Dear (name)” and “Yours faithfully” after “Dear
Sir/Madam™ or “Dear Sirs” in your complimentary close. It is punctuated with
a comma .

c. Use the letters p . p. before your signature if you are asked to “write a letter under
my name” or “sign it on my behalf”, leave a space if you are asked to “ raft a let-
ter ready for my signature” .

d. Your position is beneath your printed name.

e. When something is enclosed with a letter —attention should be called to it by writing
“Enclosure” or “Enc.”

2) ldentify relevant information and present it in a suitable order

A good business letter is lean (#J#&#9); it sticks to the point. To write a lean let-
ter, you must organize your thoughts. Jot down the things you must say and consider
how the ideas are logically related. Put the points in order.

3) Write the letter

Try to strike a balance between being formal and being friendly. Since you are usu-
ally trying to get your reader to do something, don’t be sarcastic (YL ) or too aggres-
sive (BB A7), Be confident, not slavish (B M &) .

Note .

Useful starting phrases are * Thank you for your letter of 2nd January 2000° , or
“Iam writing to you because++." A useful finishing phrase is ‘I look forward to hear-
ing from you' .

4) Check your work by considering the following points

Layout (Is your layout proper?)

b. Information (Have you collected all the relevant information and made it up logical-
ly?)
Language and tone (&) (Are your language and tone appropriate?)

d. Spelling, grammar and punctuation (4% &% 2) (Have you checked your spelling,

grammar and punctuation? )

3. Practice One
Situation: You work for Mr. John Wallace » a flower, fruit and vegetable grower of
Green Farm , 972 Caswell Avenue, Berkeley, California 94707 .

John Wallace says to you ,“ I have Just received this letter . Will you please draft a reply
to it under my name? Tell Mr . Horner that I agree with what he says. I am looking forward to
meeting him personally and hope we can finalize (3B B J5 & F ¥k ) our deal . Now let me see. It
should take me just over one and a hal f hour to get to Berkeley Airport , pick him up and return

here . I must dash now as I've got to see Mr . Bird of Applecart Farm in twenty minutes’ time.”
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Step 1:

Horner’s Stores

320 NW 7th Street
Anderson , Indiana 07713
29th February 2000

Mr. John Wallace

Green Farm

972 Caswell Avenue
Berkeley, California 94707

Dear Mr. Wallace :

The four shops that I am setting up in Anderson as part of my expan-
sion plans will be opening on 2nd April. You will recall our telephone discus-
sions about your supplying them with your products. I thought it would be pleas-
ant if we could meet personally to finalize everything and get to know each other .

If you agree, and it is convenient for you, I could call to see you on
Monday, 9th March. I could arrive by plane at Berkeley Airport at 10am
(if the plane is on time!) and wonder if you could arrange for me to be met
there? I should be delighted if you can manage this, but I shall understand
if it does not fit in with (5+—3) your plans. If not, perhaps we could
arrange to meet another day. I tried to telephone you about this three times
today but could not get through .

I look forward to your reply and , eventually, to meeting you .

Yours sincerely

Edward Horner

Layout
your company address — Green Farm, 972 Caswell Avenue, Berkeley, California
94707
the date — 3rd March 2000
the name/address of the person to whom you are writing — Edward Horner,

Horner Stores 320 NW  7th Street, Anderson, Indiana 07713
the correct salutation — Dear Mr. Horner

complimentary close — Yours sincerely

a signature/name/position — p. p. (your signature), John Wallace, Managing

Director
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Step 2; Identify the relevant information and present it in a suitable order
1) Thanks for the letter of 29th Feb 2000.
2) Agree with Horner’s good idea.
3) Meet personally.
4) Finalize deal.
5) John Wallace will meet him personally.
6) Monday 9th March, 10 a .m. at Berkeley Airport.
7) Please confirm with secretary.
Step 3. Write the Letter

Green Farm

972 Caswell Avenue
Berkeley, California 94707
3rd March, 2000

Mr. Edward Horner
Horner’s Store

320 NW 7th Street
Anderson, Indiana 07713

Dear Mr. Horner;

Thank you for your letter of 29th February 2000. A personal meeting to
finalize details is an excellent idea! I will meet you myself at 10a. m. on
Monday 9th March at Berkeley Airport.

Can you please confirm these details with my secretary?

I'look forward to meeting you.

Yours Sincerely

p .p. (your signature)

John Wallace

Managing Director

Step 4: Check your work by considering the following points
1) Layout
2) Information

3) Language and tone
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4) Spelling, grammar and punctuation

4. Practice Two

Situation ;

You work for Future Press, 435 South Ironwood Drive, South Bend, Indiana

46675, publishers of school and college textbooks. Your Office Manager is Mary McMa-
hon . Mary McMahon says to you, “Will you draft a reply for me to this letter, please?

Sign it on my behalf. Only 75 copies are in stock now.”

Future Press
435 South Ironwood Drive
South Bend , Indiana 46675

Dear Sirs .

John Smith at the trade price of $1.50 each, total cost $ 140 . If possible ,
could I have them within the next ten days?

Yours faithfully

Academic Bookshop

75 College Road
Anderson, Indiana 07713
5th November 1999

I should like to order 100 copies of “Business for You and for Me” by

Please also send me your latest catalogue (H#) of books .

John Newcomb
Marketing Manager

Step 1: Layout

your company address —Future Press, 435 South Ironwood Drive, South Bend,
Indiana 46675

the date — 9th November 1999

the name and address of the person to whom you are writing —John Newcomb, A-
cademic Bookshop, 75 College Road, Anderson, Indiana 07713

the correct salutation —Dear Mr. Newcomb

complimentary close ;Yours sincerely

a signature/name/position —p. p. (your signature), Mary McMahon, Office
Manager
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Step 2 Identify the relevant information and present it in a suitable order
1) Thanks for order of 5th November 1999.
2) “Business for You and for Me” by John Smith.
3) Temporarily out of print.
4) Reprinting now and will be available by the end of November.
5) Sent 75 copies to you today.
6) Remaining 25 copies will be sent as soon as possible.
7) Price per copy is $1.50.
8 \Bill for $ 150 on completion of order.
9 E\:nclosed catalogue of books.

| Now complete step i]
Step 3: Write the Letter

Step 4. Check your work by considering the following points
1) Layout
2) Information
3) Language and tone

4) Spelling, grammar and punctuation

§. Practice Three
Situation; You work for Holidays Travel Agency, 1670 Broad Street, Newark, New
Jersey 07102 . Virginia Wang is the Manager .

Virginia Wang says to you, “ Will you please draft a reply , under my name, to
this letter 7 They were a very good éroup last year—the courier (HIEKIEHE00 F 02, B & )
in Italy praised them as they were lively, friendly and no trouble at all . They can go at
the same rates as last year. Check the flight departure record to see when we can fit them

2

in.
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International Service Company
28 Blanford Place

Verona, New Jersey 07044
21st June 1999

Miss Virginia Wang
Holidays Travel Agency
1670 Broad Street

Newark, New Jersey 07102

Dear Miss Wang :

I don’t know if you remember , but last year a group of members from
our employees’ social club thoroughly enjoyed a holiday which was organized
by your agency. We enjoyed it so much that we would like to go to the same
place—Italy—this year. There will be the same twenty five people going
who went last year and , if possible, we should like to start our holiday in
July or August. The dates we prefer are either Saturday 13th July or Satur-
day 3rd August. However , if these dates are not available, any other Sat-
urday departure day, except 10th August, will suit us.

Would you please let us know prices etc., for a two-week holiday—
complete with personal courier as last year— please?

Many thanks.

Yours sincerely

Richard Bird
Social Club Secretary
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FLIGHT DEPARTURE RECORD —NEWARK TO ROME—
JULY/AUGUST
1999 Plane Number 143 HI

Date Ma[iz;um De;?r::re Seats Booked CO[;ZZ?S/
3 July 220 11.00a. m. 197
10 July 220 11.30a. m. 201
17 July 220 11.00a. m. 145
24 July 220 11.00a. m. 180
31 July 220 11.00a. m. 196
7 August 220 11.30a. m. 220
14 August 220 11.00a. m. 175
21 August 220 11.00a. m. 181
28 August 220 11.00a. m. 220

Step 1: Layout

. your company address—Holidays Travel Agency, 1670 Broad Street, Newark,
New Jersey 07102

* the date—23rd June 1999

* the name and address of the person to whom you are writing—Richard Bird, Inter-
national Service Company, 28 Blanford Place, Verona, New ] ersey 07044

* the correct salutation—Dear Mr. Bird

* complimentary close—Yours sincerely

* a signature/name/position—p. p. (your signature), Virginia Wang, Manager

liNow complete step 2 and ﬂ

Step 2: Identify the relevant information and present it in a suitable order

Step 3: Write the Letter

Step 4: Check your work by considering the following points
1) Layout
2) Information

3) Language and tone



