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Evaluation Exercises
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Format Exercise
You own an advertising company. Circle the best type 1 j

of communication for each situation.

1. You are introducing your company to a possible
client.

letter fax e-mail

2. You want to suggest new ways to advertise a
client’s products. You have been working with this
client for many years.

memo report proposal

3. You are accepting a company as a new client.

letter fax fact report
Arrangements RXercion
You are the sales manager for Mannix Games. You
want to show your products at the International Trade

Show. Write a letter to John Dupont, the Trade
Show's exhibition director. He manages the displays.

In your letter, explain what you will need at the
exhibition and ask for a cost estimate. You would like
to have a 225 square-foot (21 m?) exhibit area. You
need tables and chairs on three sides. You would like
three 36-inch (1 m) tables in the center. You will have
a banner to hang from the ceiling,.

Use your own name and address. The International
Trade Show office is located in Seattle, Washington.
(The abbreviation for Washington is WA.) The street
address is 1325 4* Avenue S., and the office is in
Suite 400. The zip code is 98195. Don't forget to
include the date.
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Evaluation Exercises

=RIES

Exercise

3 Report
, You just received the following sales and price
: information for your company. Report the
information to your boss, Janet Madison. Send her an
e-mail message. Be sure to include all necessary
information.

—~

240,000 i

Sales

210,000 -
200,000 -
190,000
180,000

Jul

Price

+ Price
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Introduction: Business Writing BH&S{ENE

Exercise 1

With a classmate, discuss which writing tasks the people will do
in English. Write the letters of the situations by the tasks. Check
the glossary on page 122 for unfamiliar words.

Situations Tasks

e-mail discussion
about ideas, problems,
possible solutions

A
Inim Hashim’s family has an
import/export business in

Indonesia. They do business policy announcement
with companies in eight

countries in Asia and the U.S. — product order

B update

Bill Evans and Mario Russo are proposal

engineers. Their companies are 2
partners in a joint venture to —__recommendation
build a bank in Hong Kong,. Bill report or analysis of
and Mario are designing the information
electrical system for the

building. They work togetherin ~ ___ request for

Hong Kong for four months a information

year. The other eight months of
the year, Bill works in his office
in the U.S., and Mario works in
his office in Italy.

Send Me An Update ix




X

C

Eva Weiss and Yukio Nishimura work for
subsidiaries of a multinational software
company. In Japan, Yukio is in charge of
translating the software training manuals
into Japanese. In Germany, Eva is in
charge of demonstrating the software to
store owners. Both report to the
multinational’s head office in the U.S.

D

Ahmed Al-Jasser has a degree in
finance. He just got a job in an
international aid agency. He hopes to
work in their financial office.

Basic Decisions in Business Writing

S EENEEER

“EERLT CEMERBRE TR, WS, —NMAHER
JE Bin BEfEAEE AR R K, EAARKES ., i RE i
AN LW BEATIR A R ? 244, 4 K2 B [ P ZZ UL #R 2

Rih .

Gu|de||nes s e tag Examples/Comments

1. V£ 1655 B AEER WA (i F 2
H, BRI THRELNE
YE1E% .

7217 B (product order)
%% %5 Bl(request for information)

T8 o L R B O AT B AR

i) &5 A K AT RE A fR B 5 52 (e-mail
discussion about ideas, problems,
possible solutions)

i & B &3 #r (report or

analysis of information)

# B A% (policy announcement)
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Guidelines Examples/Comments

JERE R4 (progress report)
#i 45 (proposal)
#i# 45 (recommendation)

iE3t 4 (formal report)

2. BERTE R T R 9 1E

5 (letter) ,
/ I ol - M= o N ;
%ﬁll‘% . X HLR R R wn el |
R, '

¥ (fax) :
# &% (memo)
Et4 4 (formal report) 1
4747} (slide presentation) ;

| 3. PG T AP ER e aunse = (relationship of
S, NA. IBESMAKE  write and reader)
HRER BAE LB, XA i g Gtyle and
HTREZBHEN. reader’ s expectations)
47 (specific language choices)
iER A (level of formality 2
needed) ]

fFR M ARMAR (amount and
type of information)

A4S ) 16 T JEOU) SR 05 RE B VR0 IE BRIE R, FFESIR
] P ST R R A5 1 .
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Lesson 1. Letters, Faxes, and E-Mail
FiE. HEMEBETFHHE

Exercise 1
B2 4 % TH 4405 . EE A FHR AR BE,

1. Who wrote the letter? Why did he write?
2. Why did Mr. An send a fax instead of a letter or e-mail?

3. Why did Mr. Carlson respond in an e-mail?

Letter

Advantage Gifts, Inc.
3150 North Arlington Heights Road, Suite 200
Arlington Heights, IL 60004
Tele: 847-483-4838 Fax: 847-483-4840

April 4, 200X

Soon An

International Sales Manager
DataTell Corporation

Star Complex #2531
Kurobon-Dong, Kuro-Ku
Seoul, Korea

Dear Mr. An:

At the International Electronics Exhibition last year, I visited your
booth and :ﬁ(’ke with you about several of your products. You may
remember that my company, Advantage Gifts, sells products that
organizations can give as gifts to customers or employees.

After talking with my clients, I would like to place an order for the
DataTell PDA 1510. I would appreciate it if you would send me
information about your current price, shipping charges, and any
quantity discounts.

Sincerely yours,

Richard Carlson
President

UNIT 1




Lesson 1
Fax
DATATELL
FACSIMILE TRANSMITTAL SHEET
TO: FROM:
Richard Carlson Soon An
COMPANY: DATE:
Advantage Gifts April 11, 200X
FAX NUMBER: TOTAL NO. OF PAGES INCLUDING COVER:
847-483-4840 3

PHONE NUMBER: SENDER’S FAX NUMBER:

847-483-4838 82-2-687-5948
RE: SENDER’S PHONE NUMBER:
PDA1510 82-2-616-4302

Dear Mr. Carlson:

Thank you for your letter of April 4. I remember talking with you, and
I am pleased that you have decided to place an order for the PDA 1510.
I think your customers will be very satisfied with this product.

The following page contains current information about costs and quantity
discounts. I am also sending you the product description in case you

need it for your catalogue.

If you have any questions, please let me know. My e-mail address is
soon.an@datatel?.co.kr.

Sincerely,

doon Am

Soon An

STAR COMPLEX #2531 KUROBON-DONG, KURO-KU SEOUL, KOREA

Send Me An Update 3




unit 1

> > > > > > > > > >

From: r_carlson@aginc.com

To: soon.an@datatell.co.kr
Subject: Delivery

Date: 11 Apr 200X 11:42.35 AM
Attachments: <pdaorder.pdf>

Mr. An,

Thank you for your quick response and for the advertising information. I am
attaching our purchase order for 100 PDA 1510’s and sending payment informa-
tion by express mail.

I forgot to ask how long it will take to ship the PDAs. When can we expect to
receive them?

Best regards,

Richard Carlson

1.1 The Use of Letters, Faxes, and E-Mail
FE. EEMBFHRER AR

A5, e BTl 2 5 55 AR i A =g X,
T b 2 2K ke TR AR E 1 0L

1. BEEF BENDAN S Z a8, 792 RS

5 .

> P BIERA, (B2 HIE X8 e 9 50 254k,

> P55 A AER AR R X FRICT, BiA 5 s il
BRI, F5 84 WA ORI A BRSO,

> “UiHA (5" (cover letter) i &5 ik A 5 SO Iy 25, Hetn
B A%,

> BERESHE ANESR ., WE ASE BIE kWS 5
N, T H AfAETE B 545 Bt 18] & 2T & W ik,

e =R R Sdei s S
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Lesson 1

2. fEELEHF EN NSRS I Z B 62, RS9 Z 18] aT DA
A .

> LB &1 2 JRah SCF BORE A (BIan B 95 BN, A
B4 B IR B AE PR B At E X SCHF) .

> Wit N 2L B B J5tah S i A e AR .

> SCPF AR RER A Gl LT BRAR AR, BN TR A AR
EO

> fRE A SCHF AT AR (A A AR s, L, —2 AT
PR 3% AR A% B, (RUR] Ik i o ki A7 i A

> fEEZBARER. LEVEFECEE AL AKX,
Sl B4 B9 AT BB RS HOCHF RO RN

3. T HRFEFE N NS P, A2 AL ERE A,

() 3+ 2 [a] th AT DAGE .

> WA 2 BT B T (Bl ik 2. i 28
%o

> i H P T AR A O 6 1o LT R R AR S

> WL HREFA REIR T3 (504 245 N TIRZI VR, BT A AAT]
PIRKERAR & A A1, PAJG BHKAR 66 A A TR et

> WL IR RS SR URE . AN &P B AL R
G FHRAER R, R B EAOCE, AR R
TR HER

> UHe: HLFHRE A2 iy X —FE, B#ER AT 5
LV CEPNE YA T3 '
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Exercise 2

RGBS FEE M E B EF L (HF), e (BT
HEEF) s f () HEAERIZ L. WTPAH £ Fhik #%.

1. to introduce a new sales representative to your
clients
2. to ask about prices for a training program you may
want to attend
3. to send a diagram of a building to a company inter-
ested in renting space in it
4. to announce a new product
5. to prove that you have an agreement signed on a
certain date
6. to request a sample of a product
7. to apply for a job
8. to reply to a letter requesting information
9. to try to arrange a meeting with a possible client
10. to send in an application for a program
11. to change the time of a meeting with a client
12. to show details of an original purchase order

Exercise 3
5 T

1. In what other situations is it better to send a letter than an e-mail?

2. What kind of documents would you fax? Why fax these documents?
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