Check your knowledge  on letter-writing

I Answer the following questions:

1. Put down today’s date 

· in the British way
· in the American way

2. How would you start the letter to

a) an unmarried lady named Jane Brown
Dear........................................................
b)  Mary Asford whose marital status ( married or single) you don’t know
Dear ........................................................
c)  a person whose name is unknown to you , and you don’t know if the person is a man or a woman, either
Dear ...........................................................
d) a  company if you don’t know anybody by name there

Dear ..............................................................................
3. Is it correct to start the letter:
Dear Mrs Laura Pearl! 
If not, correct the mistakes.
4. End a letter which starts: 
Dear Mrs Smith,
Yours ………………

5. End a letter which starts: 
Dear Sir
Yours ………………

III Write the abbreviations in words and give the Estonian translation:
1. a/c

2. B/L.

3. p.a.

4. lb – pound

British money unit; unit of weight , about 450 gr
5. plc

6. P.T.O.

7. R.S.V.P.

8. V.A.T.

9. asap

10. pls cfm

IV Answer the questions:
1. Why should you check the e-mail messages carefully before sending them?
2. What should you remember about the e-mails subjects lines?

