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Work sheet

Letter writing

I Decide which statements 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 2.6.13 on a letter means 6 February 2013.
3. If you didn’t know whether a female correspondent Jane Oaks is married or not, it would be correct to use the term Miss Oaks.
4. It is correct to start a business letter with
 
Hi Mr Peter Jones!
5. Which greeting is correct? In what cases is it used?

a)To Whom It May Confirm:
b)To Whom It may Concern:
c) To whom It May Contain:
6. Business correspondence should be very laconic – lines of thanks are unnecessary.

7. When ending a professional letter, which phrase should be used

a) Best wishes
b) Best regards
8. Which is a better subject line? Why?

a) My CV!
B) CV, Mari Maasikas, group LI41

II What do these messages mean?

· R.S.V.P. asap

· We are able to increase the qty by 30K  p.a.
· Pls cfm the eta of the consignment 

· Tks in advance, and rgds to Emily

II 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

CEO

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)

Managing Director
-------------------------------------------
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

IV Can you translate these sentences into English?

1. Täname teid 20. jaanuaril saabunud kirja eest.

2. Kahjuks pean Teile teatama,  et viimase saadetise kaubad olid kahjustatud.

3. Vastuseks Teie kirjale teatame, et kaubad on välja saadetud.

4. Oleme huvitatud Teie veotariifidest.

5. Palun võtke kõhklemata meiega kontakti, kui vajate lisainfot.
