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Business Correspondence

9 Date

The British way of writing:

11 January 2015    
the American way of writing: 
January 11 2015    
The month in the date should not be written in figures as this may be confusing:

 for example 11.1.2015 means 11 January 2015 in the UK, but  1 November in the USA. 

You read the date :
the eleventh of January two thousand and fifteen


January the first two thousand and fifteen.
10 Titles


Mr  or Mr. 
 (usual title for a man)                                           

Mrs or Mrs. 
 (for a married woman)   

Miss

 (for an unmarried woman)     

Ms or Ms. 
 (for both married and unmarried women – often used in business correspondence))

If you don’t know the name of a person, start your letter with 

Dear Sir
Dear Sir,
Dear Madam

Dear Madam, 

Dear Sir or Madam

Dear Sir or Madam,



To address a company:
Dear Sirs  
Dear Sirs,  

Dear all

NB! Mr/Mrs/Ms used together with a family name only – Dear Mr Brown. NOT Dear Mr John or Dear Mr John Brown




















3 Complimentary close

If your letter begins with
Dear Sir, 


Dear Sir
it will close with

Yours faithfully,            
Yours faithfully         
If your letter begins with
Dear Mr James,  
Dear Mr James  
it will close with

Yours sincerely,
Yours sincerely
In the USA the ending may be:

         Yours truly   or    Truly yours


II Useful expressions for letter writing

Starting your letter – Kirja alustamine
1. Thank you for your letter of 2 May. – Tänan Teid 2.mai kirja eest.
2. In reply to your letter of 22 November, we thank you for a special discount. – Vastuseks Teie kirjale 22.novembrist täname Teid spetsiaalse allahindluse eest.
3. I am writing to advise/inform you that………. – Ma kirjutan, et teatada Teile …..
Providing information – Info andmine
1. This is / I am pleased  / I regret    to inform you that our next delivery will be delayed.

Teatan Teile / Mul on rõõm Teile teatada / Kahjuks pean Teile teatama, et meie järgmine saadetis jääb hiljaks.
2. We are interested in your latest product. – Oleme huvitatud Teie viimasest tootest.
3. The price has been increased by £15.00 – Hind on tõusnud 15 naela võrra.
4. The price has been increased from £15.00 to £25. – Hind on tõusnud 15 naelalt 25 naelani.
Making a request – palve esitamine
1. Would you please / Would you be so good as to / Kindly let me know as soon as possible. – Palun teatage nii ruttu kui võimalik.
2. I would be grateful / It would be appreciated   if you could send us a set of samples.

3. Would you let us have your valid forwarding rates. – Ma oleksin tänulik kui saaksite saata näidiste komplekti.
4. Please let us know the full details of your terms. – Palun teatage meile oma tingimuste üksikasjad.
Ending a letter – kirja lõpetamine
1. If you require any further information please don’t hesitate to contact us. – Kui vajate lisainfot, võtke kõhklemata meiega kontakti.
2. I look forward to hearing from you soon / in the future. – Ootan Teilt varsti / tulevikus teateid. 
3. We look forward to your visit shortly. – Me ootame Teie peatset külaskäiku. 
4. We would be grateful for a quick reply. – Oleksime tänulikud kiire vastuse eest.
III PRACTICE  Read the following statements and decide which are true and which are false.

1. If a letter begins with the receiver’s name, e.g. Dear Mr Ross, it will close with Yours faithfully.

2. In the UK, the abbreviated date 2.6.03 on a letter means 6 February 2003.
3. If you didn’t know whether a female correspondent Jane Oaks was married or not, it would be correct to use the term Miss Oaks.
4. Rather than use the UK close of Yours sincerely/faithfully, Americans often choose 
Yours Truly
IV Fill in the blanks in the letters below. Choose from the words given:

a) appreciate
   b) sincerely   
 c)sorry     
  d) concerning 
 e) hearing   

f) don’t hesitate to    g) writing      h) grateful    
  i) regret 

 j) faithfully 


k) receiving
           l) pleased       m) be grateful   n) am enclosing
o) referring to

Dear Ms Chan

Thank you for your letter of 24 April, …………………..1 the exhibition in Anytown in August.

We are ………………………….2 to hear that your company will be taking part and that you will address the opening conference.

……………………..3 the conference, we would ……………………………4 it if you could send us details of all the delegates so that we can prepare security passes. We would also …………….5

if you  let us have details of the equipment you need for your presentation.

We look forward to …………………………..6 your reply.

Yours ……………………………..7

Mary Ashford

Dear Sir/Madam

Your company has been recommended to us by a business associate and I am ………………….8 to enquire about your translation services. 

My company has recently entered the export market and we need advertising material translated into Chinese, Russian, and Turkish.

We would be ……………………….9 if you could send us your prices and terms of payment.

We look forward to ………………………………..10 from you.

Yours…………………………………….11

J.Forms (Mr)
Dear Mr Kadenza

I was very ……………………………….12 to hear about your problems with the new super vacuum.

I have investigated the complaint and I ……………………………….13 to tell you that the problem is the result of faulty operation. I …………………………….14 a copy of the inspector’s report with this letter.

If you require us to repair the machine……………………………..15 contact me at the number above.

Yours sincerely

Anthony Boudy

Email

Email is a more informal tool for communication than a business letter. It is used for long-term business contacts, where the parties already know each other well. Then the message becomes short and informal. It is also used for internal messages such as memos, notices of meetings and short reports.

It is wise to make the subject line informative. Instead of “Meeting” use “Meeting on Oct 20, Software Project”. As a student you could send a message with a subject line “CV, Peter Sepp, LI41” indicating the document, name and group. This is certainly more informative for the recipient than receiving about 30 messages with a subject line “CV”! You therefore show your consideration for your reader by helping the person classify his or her overloaded mailbox.

Emails are simple to produce and fast to send. But don’t forget to check important messages before sending them. Remember that your email is your company’s business card as well as any business letter. Careless writing can imply that your other work is as bad as your spelling.

Due to the informality, formal salutations are not used. When you contact a person for the first time, you can address them simply as Dear Ms Hanes. Later on you can write Dear Mary . Salutations such as Hi, Hello are kept for casual, but not business messages.

In the closing, Sincerely yours is too formal for an email. You can use instead Regards, Best regards or simply Thank you.

Abbreviations

This list contains well-known abbreviations commonly used in business contexts. Remember that if you use abbreviations the person you write to may not understand the shortened form.

a/c

account 



- arve
B/L.

bill of lading



- veokiri
C.E.O.

Chief Executive Officer 

- tegevdirektor
Inc.

Incorporated



 - aktsiaselts
K

a thousand



 - tuhat  
(in job advertisements, £25K means £25,000) 
lb

pound (weight)  454 g


 - nael (kaaluühik)
Ltd.

Limited  



- aktsiaselts
LLC 

Limited liability company 

- osaühing

P.A.

Personal Assistant 


- juhiabi
p.a.

per annum 



- aastas
P.R.

public relations 


- avalikud suhted
R.S.V.P.
répondez s’il vous plaît  
 (French for “please reply”)

 - palun vastake
V.A.T.

value added tax 


- käibemaks
VIP

very important person 

- väga tähtis isik
These abbreviations are common in telexes and Email messages:

asap

as soon as possible 

- nii ruttu kui võimalik
attn

(for the ) attention (of) 
- kellelegi tähelepanuks
cfm

confirm 


- kinnitage
eta

estimated time of arrival
- arvatav saabumisaeg
no.

number 


- number, arv
pls

please 



- palun
qty

quantity 


- kogus, hulk
rgds

regards


 - tervitades
tks, thx

thanks 



- tänan
b. What do these messages mean?

· PLS CFM ETA FOR STAINLESS STEEL ORDER NO. 6375 B
· TKS IN ADVANCE
· AWAIT DETAILS OF A/C ASAP
· RGDS


