letter la
yout, the date, opening/closing a letter, subject headings

1.1 Letter layout

Look at these two letters.

1 What can i

you notice about the la

g 3/ ;lhergi?rny punctuation in the ady:l)rl::tss(:tf;;he il
at differences are there between the t\;vo letters?

g

it

e Bslie 58 Jalan Thamin « Jakarta » Indonesia 3
- Telcphone 021-6376018 + Telex 6756 7

Fax 0216376333 :

Your ref: i

prapatan Office supplies Our ref: JL/da/246 i

7 Jalan prapatan o)

Jakarta i

1

12 January 1995

AiiERs

pear Sir or Madam

We are expanding our offices in Jakarta and
we will need extra desks, lights, chairs and
filing cabinets.

please send us your catalogue with your
prices, sizes and colours for these items.

yours faithfully

Temfer Fr

Ms Jennifer Long
Manager
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58 Jalan Thamrin « Jakarta ¢ Indonesia
e Telephone 0216376018 « Telex 6756
Fax 021-6376333 u
. & Your ref:
;:kir::‘;::rnishinqs Our ref: JL/£h/246 ﬂ
7 Jalan Arjuna
Jakarta o

12 January 1995
Dear Mr Basuki
office furni
We are expanding our offices in Jakarta and

we will need extra desks, lights, chairs and
filing cabinets.

TERI I

¥ 324

Please send us your catalogue with your
prices, sizes and colours for these items.

Yours sincerely

M Wﬂ
W Jennifer Long
Manager

H48 ‘.‘:tﬂ‘;"’fc?.’!m‘l‘
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1.2 Block style

There are many ways to lay out a business letter. The letters from
Intercity Bank are examples of a modern way, called ‘block style’. Notice:

» the name and address of the addressee are at the top on the left
(The addressee is the person you are writing to.)
« the date is on the right

» there is no punctuation in the address or after “Yours
faithfully/sincerely’ or ‘Dear ...’

» the paragraphs start at the margin and there are line spaces
between them

» the writer’s name and title are under the signature

In this book, you will also see some other ways of laying out business

letters, but ‘block style” is the most useful to learn because it is accepted
everywhere,
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1.3 The date

Be careful with the date! In Britain, they write the day first, but in the
United States they write the month first. This means that

12 06 95
is the twelfth of June in Britain but in the United States it is the sixth of
December! So write the date like this:

12 June 1995
and then everybody will know what you mean. Remember to use a
capital letter for the month. You do not have to write th, rd, nd or st after
the day.
How would you write these dates in a letter?

a) Jan. 16th, 1995 ) 6/11/94(UK)  €)21.1.95
b)23rd March 1995 d) 09-07-94 (USA)  £) 04.08.94 (USA)

1.4 Dear.../Yours ...

Here are some ways to open a letter.

Note: Letters do not usually open with ‘Dear Mr John’ or ‘Dear Mr John
Smith’.

The way you close a letter depends on how you open it.

1 Join these openings to the right ending,
a) Dear Mrs Wilson
b) Dear Madam
¢) Dear Ms Hemsuchi
d) Dear Susanna
e) Dear Mr Gonzalez
f) Dear David

g) Dear Sir or Madam
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2 Now put in the missing openings and closings.

a) The Manager ¢) MsB Carrillo

e) Trufit Shoe Co.
Fuchi Bank

Restaurante iBien Padre! 841 Pacific St

Tokyo 101 Guadalajara Los Angeles 90121
Wear.......c..o L SR e s e R <
WOULY «iomeisg’ - siirseiysizeessiisinids e e i

b) John Hall d) The Manageress f) Mrs H Cheng
Ave Paul Hymans 26 Bells Supermarket 5 Hatton Road
1200 Brussels 76 Oxford Road Hong Kong

Bath BA2 5HD

Dear

1.5 Practice

There are ten mistakes in this letter. Can you find them? Write out the
letter correctly, in ‘block style’.

Island World London WM 2PW

Ho | id"Y»S Tel 0181-676 9096

Fax 0181-676 9222
Y

r——

-—

Ms Margareta Lindell,

slottsberget 26,
Godteborg 41803,
Sweden.

Your ref
our ref FH/ts

. i red
zﬁ:rnks;fm for your letter of the nineteenth of May nineteen hund
l s i i 11 our
an(; !t‘\:r\:ztgle;sure in sending you our brochure with details of a
holidays. :
T look forward to hearing from you.

1995, may 22nd

Best wishes
Sales Manager
Fred Henderson

% = : k :
e, A e TR
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Shoe Co.
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geles 90121

H Cheng
n Road
s Kong
out the
itreet
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9096
9222
ur

Western

1.6 Subject headings

The letter to Jakarta Furnishings (1.1) has a heading, Office furniture. This
draws Mr Basuki’s attention to what the letter is about and helps to make
sure that he will pass the letter to the right person. Sometimes, when we
put a heading we then use the word above, like this:

I

Dear Mr Chang s
|

rder No. 519 L

The above order of boOks has now arrived.
Please can you collect it as goon as possible.
Yours sincerely

Auehael Parue

Mr Michael Paine
Sub-Manager s A e o o il

1.7 Practice

Can you complete these four letters? There are two things missing in
each one.

Computers ‘l"\ a) Dear Miss Spencer

i
r 9/3/” \, ............. i
i \ ....................... i
450, SD I am writing ab i i ‘»
; (OMF“+C/, . 2 s ? about the above invoice for }
o ‘ I \‘I it,' /3. 1 would like to remind you that |
l i MMW 26D ‘ ‘. o 1S now three months since we delivered £
\ € goods, 4
LJarJ (g2 ‘ i
l;\,/gisgff%kao‘ 206 x\ Please could we h L
: ave your paq !
‘k as possible, e F
\ I
[
R e B |
’5 | < | |
| 5»546%’ i
‘." Mr Brian East i
Accountant i
I
1 1St :
Total £ i “1 R T T
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- Mercedes SL series

) | Fuel Premium, unleaded, in accordance with DIN 51607

Advertising Manager

The legendary convertible from

Dear Ms Morales 3"_1 Mercedes-Benz.

Mercedes SL series Technical data

Thank you for your leter about B Perfornance |
................................................... : TR

. : 8 No. of cylinders L] 4 6 6
i ation which I hope
I enclose some inform l  Boresstroke $050/8460 S9.90/B6.60 S990/8860 90.90/89.60
will find helpful. :
you B Total displacement 2199 em 2600 cmt 3199 eme 3699 cme
B Compression ratio 10.0:1 10.0:1 10.0:1 10.0:1
.......................................... - e—
W 8 max/min. (litres) 6.6/3.5 566 70560 7.0/5.0
/l/. DaM ‘: Capacity of cooling
[ system (litres) 87 8.7 93 93
Mr Thomas Lander B 54 ;
les Representative ¥ Generator MV/I0A VDA 14VA0A  14VB0A .
sa g ep Y Battery 12V/620 Ah 12 V/620 Ah 12 V/620 Ah 12 V/620 Ah

% Max 5speedman.  125mph  131mph  l144mph  147mph
200kwh  210kmh  230kmvh 235 km/h
speed 4-speedauto  122mph  128mph 141 mph 144mph
195kmh  205km/h 225kmh 225 km/h

This year the pai
trave' agenciegawmmg[ newspaper wm r. ;
’ - We were e Print a specia]
an advertisement in jt wondering if yoyr Company wouldrl?;?: ;:,O:ut

Ms Renate Makosch |: Daily ObSGI'VCI'
I
I —
l
l

| Advertising prices:

.. 1,100
| FUIPBGO ..oveoresasserssasmsssessessers 1
| .... 600
| Half Page ....coeresressrasnsesanensneees

. 400
ll QUAMET PAGE «.ooeeerrerererssrnnneneees 40
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‘series

tible from
iz

300 SL60D
: ‘ l
e N d) (VORI ‘
3699 emt
ai » Thank you for your letter of 12 February. |
o l] [ am happy to say that T will be at the Marketing Conference in )
93 | Parisin March.
ERs A 4VBOA l
h e | 1 look forward to seeing you there. |
< | |
K =32 144mph l ......................................................... ‘
B 225 km/h

sasce with DIN 51607

1.8 Letter practice

You are the Purchasing Supervisor at Green Supermarkets, 13 Station
Road, Dublin, Ireland. Your manager has just sent you this memo.

- To Purchasing guberQinE'A Date 15th Apr;Z41995
' From Manager &= e Subject Order 564

| der for orange juice to Corona on

| We sent an or .
| 4th January but we have still not had a delivery.

rite to them and ask them when they can

' Please W
r address is Calle

| deliver the orange juice. Thei
Mayor 340, Madrid, Spain.

Write the letter to Corona. Make sure that you lay it out in the modern
‘block style’. Put a heading in your letter that says what it is about.
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1B 2€tie

wholesaler a
business that buys
goods in large
quantities direct
from the
manufacturer and
then sells them in
smaller quantities to
shops, etc.

ty

Misplaced orders

1 Slembrouck BVBA, a wholesaler in Belgium, has problems. Business
is not good and their profits have fallen. They have dismissed a lot of
staff and now their offices are very badly organised. Here are some
orders that their sales representative brought back after a trip to

England.
T T LI A
oange jwed __ ————
A ,,__/

-C/,fm,’nm wwes Jmmp

antad: M5V mm*'#

__,ﬁﬁ_( prnk /M/ldumS),z—,—-——-’

;TM ﬁ,d_é*’_fﬁ

i

a) What has ABC (Drink Machines) Ltd ordered?
b) Who ordered the shampoo?
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2 The accounts department made out these invoices for two of the
orders.

o
roblems. Business ‘ 1

dismissed a lot of k- SLEMBROUCK BVBA

‘Herearesome  §  iojetstraat 187, B-1000 Brussels: Belgium
Ker a trip to
v
7 M el
|| L i llgwpton B SLEMBROUCK BVBA
w Violetstraat 187, B-1000 Brussels, Belgium
[ o [CiwoseNe 797 e
L v o e ) [Courte 260 come ———
- Liaw - | T K T
Eg' VeorRr l6v ' ' /“: oK Lome
. Brstil 252 g
- e ]
1‘ |
1 150 Kgs produeedfes |
[ |
- DE? v kg é"m)‘-
i ‘ﬁk‘dhhmf Wo«pél 15 Ii,-
] TOTAL £ 445
_,_J | ‘
mE: frives aqreed in, £ | |
— l
a) Are they correct?
b) Look at the invoices again.
= i) Ifthe Court Hotel wants to write to Slembrouck BVBA, who
| S will they address the letter to?
ii) How will they open the letter? (Dear ...)

iii) What subject heading will they put?

iv) If they want to ask Slembrouck BVBA to deliver the order as
soon as possible, how will they start the letter? (... above ...)

v) How will they end the letter? (Yours ...)

vi) If ABC (Drink Machines) Ltd wants to send a similar letter,
what will they write?

UNIT 1B ACTIVITY SECTION 11
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3 Slembrouck BVBA has now delivered the orders to the Court Hotel
and ABC (Drink Machines) Ltd. Unfortunately, there are some
problems and both the Court Hotel and ABC Ltd have to write to
complain.

In three groups, you must write the correspondence between
Slembrouck BVBA, the Court Hotel and ABC (Drink Machines) Ltd.
The role cards at the back of the book will help you but you must
decide exactly what to write.

You must write neat, clear business letters. Remember to:
put the date

write to a particular person if you have his/her name
use a subject heading

thank the person for any letter they have sent you

use ‘Yours sincerely/faithfully’ correctly

sign the letter with your name and title

When you have written a letter, give it to the correct group. Then ask
for a new role card number. (There are three cards for each company.)

If you are Slembrouck BVBA, first see role card 59.
If you are ABC (Drink Machines) Ltd, first see role card 30.
If you are the Court Hotel first see role card 2.
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