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Introduction

English for Work

The books in this series present and practise spoken English and
practical writing for everyday communication; they feature key
words and expressions which will help you in a wide range of work
situations. The target language is introduced through short texts,
and developed in language notes and practice exercises.

At the back of each book there is a glossary which contains
highlighted language from the texts. Translations of the glossary, in
selected languages, can be downloaded from the Longman website,
www.longman-eit.com.

The series is intended for intermediate level learners. Everyday
Business Writing will be useful supplementary material if you are
preparing for business English examinations such as the University
of Cambridge Business English Certificate (BEC), particularly the
Reading and Writing paper, and the London Chamber of Commerce
and Industry (LCCI) English for Business exam.

Everyday Business Writing

Everyday Business Writing is suitable for anyone who uses English
in the business world, and for students learning vocational English
in adult education classes, colleges and universities.

The book focuses on everyday business writing, which, in today’s
business world, is usually sent by email. The book also contains
some examples of other types of writing such as letters, memos,




telephone messages and cover notes.

Emails are often short and can be very informal. However, even if an
email is informal, it should still be accurate, appropriate and easy for
the reader to understand. Emails can also be formal—for example
when writing to someone for the first time, your email can be just as
formal as a letter. There is no standard style for email writing and
the book reflects this fact in the range of language presented. One
point to note here is the use of contractions. Some people tend to
use contractions (I'll call you); others write using full forms (I will call
you). In more formal letter writing, full forms are recommended; in
emails either form is used.

You may find the other titles in this series helpful:

Everyday Business English
Everyday Technical English
Business Presentations

How to use the book

Fist of all, work through Unit 1—The basics. This unit sets out basic
guidelines for writing emails and provides examples of style and
layout. You can then either work through the book unit by unit or
choose one that meets your immediate need. Note that in most of
the examples, the focus is on the body of the email. The Subject box
and To/From boxes for example are not always included.



You can use the contents page to search for different types of
written documents. Start each chapter by looking at the useful
phrases. Then read the texts and study the accompanying notes.
Certain phrases have been highlighted that have particular features
associated with them. However, it is worthwhile noting other
phrases that appear in the texts, which are equally important.and
can also be seen as key phrases. Use a dictionary to check your
understanding of the language presented and refer to the
appendices at the back of the book.

On the notes pages you will find information on some differences
between everyday British and American usage.

After studying the texts and notes, work through the exercises; refer
back to the texts and notes as necessary. You will find answers to
the exercises at the end of the book.

Finally, refer to the glossary at the back of the book and test yourself
on your understanding of the highlighted key expressions. Write
translations of these expressions, again using a dictionary if
necessary. Visit the English for Work pages on the Longman
website where you will find translations of the Glossary in a selected
number of languages.

You can use this book for self-study or with a teacher. Good luck
and enjoy building your “Everyday Business Writing” skills!




lan Badger and Sue Pedley, Bristol 2003

Some recommended materials to accompany the English
for Work series:

Longman Business English Dictionary

Penguin Quick Guides: Business English Phrases

Penguin Quick Guides: Business English Verbs

Penguin Quick Guides: Business English Words



0 The basics

Some useful phrases.

How are you?

How did the meeting go?
It went very well.

It was good to talk to you yesterday.
| enjoyed meeting you last week.

Thank you for your message.

I've attached a copy of my report.
Everything looks fine.

No changes needed.

Laurent—please make the arrangements.

Please call me.

Please do not hesitate to contact me.
I look forward to meeting you on Friday.
Look forward to hearing from you soon.

See you next week.
All the best.




Beginnings and endings

The writers know each other weli
Subject: | Leadership course |

Hi Kim
How are you? It was good to talk yesterday.
I’'m finalising the details of the Leadership Course and | want to
be sure that everything is correct. Can you check the brochure
again before it goes to the printer, especially pages 5-7?7 Please
email me or call me on my mobile if any changes are needed.
Best regards
Anders

Subject: | Re: Leadership course |
Anders
Everything looks fine. No changes needed. See you next week.
All the best
Kim

The writers know each other
Subject: | Meeting 25 May |
Dear Ms Novotna
It was good to meet you at the conference last week. | would like
to invite you to visit us on Monday 25 May at 11:15 so that we can
continue our discussions. | hope that you can come.
Yours sincerely
Piki Gonzales (Mrs)
Head of Personnel




Subject: [ Re: Meeting 25 May |
Dear Mrs Gonzales
Thank you for the invitation. | look forward to meeting you again
on 25 May at 11:15 a.m.
Yours sincerely
Tarja Novotna

The writers do not know each other
Subject: | Insurance policy number RT4968 |
Dear Sir/Madam
| would like to check our insurance cover. We will be shipping new
equipment to our Birmingham office next month. Do we need to
change our policy or will it be covered?
Yours faithfully
Dr Slack (Senior Manager)

Subject: | Re: Insurance policy number RT4968 |
Dear Dr Slack
This is to confirm that your current policy covers you and that you
do not need to take any further action. If you have any other
queries, please do not hesitate to contact me.
Yours sincerely
N. Nuul (Administrator)




Notes

Hi Kim
The way you begin and end a message depends on how well
you know the person you are writing to. A good guide is to use
the same beginning and ending (or a slightly more formal one)
as the other person. In informal emails some peopie do not use
the person’s name but start the message:
Hi/Hello/Good morning/afternoon

How are you?
When you know each other well, you often begin a message with
a friendly greeting. Other openings: Hope you are well.
It was good to see you last week.

I'm finalising the details...
Saying why you are writing:
I'm writing to let you know...
Just a note to let you know...
This is to let you know that...
Note how contracted forms I'm (I am), You're (You are) etc. are
informal and often used in emails.

Best regards
The way to end a message is a matter of personal choice, but if
you are writing first, it is best to be more formal than too informal.
Some other informal endings: Regards
Best wishes
All the best



Cheers (very informal UK English)

Anders
You can begin an email by simply writing the person’s name at
the top of a message.

No changes needed.
Note that the verb are (No changes are needed) has been left
out here to keep the message short and simple.

Dear Ms Novotna—Yours sincerely
In emails which follow the style of more formal letters, if you
open with a name: Dear Ms/Mrs/Miss/Mr; you close with Yours
sincerely. However, in emails the rules are more relaxed—you
can begin a message with Dear and end it with Best regards,
Best wishes etc. (see notes above)
Ms is used instead of Mrs or Miss if you do not know if a woman
is married or not.
Some women prefer to be called Ms.

Piki Gonzales (Mrs)
A little old-fashioned, but when the reader may not know from
your name whether you are male or female, you can help by
giving your title, e.g. Piki Gonzales (Ms) at the end of your
message.

1 look forward to meeting you...
This is one of the most common phrases used at the end of




messages. Note the -ing form of the verb which follows /ook
forward to: | look forward to hearing from you.
I look forward to receiving the report.

Dear Sir/Madam—Yours faithfully
Use Dear Sir/Madam in formal messages, if you do not know the
person you are writing to. Dear Sir is also used. This type of
message usually ends with: Yours faithfully.

Senior Manager
As this is a first formal email, the writer includes his name and
position. In well-established relationships, with frequent
communication, this is not necessary.







Basic layout

A standard letter

Hardy
Heyward

7 Nogin Road
Shipsam
Northshire
KT3 49P

UK

18 April 20—

Dear Mr Loelgen,

it was good to meet you at the seminar in Paris. | am going
to be in Amsterdam in June and | would like to arrange a
meeting with you as you suggested.

We have many new products that | am sure will interest you.
Could you let me know if you are available on June 5th or
6th?

| look forward to hearing from you soon.

Yours sincerely,

Isabel Hardy

Isabel Hardy
Partner




