MEMO

[image: image1.png]What do you write? 2 If the purpose of your memo is to propose action (rather than give
instructions or information), use the following plan.
Explain the current situation
Outline your proposal
Stress the benefits of following your proposal
Call for action

Put paragraphs a-d in the correct order to match the plan above.

a I therefore propose that we hold a meeting to review the schedule and

set new deadlines. I suggest Weclnesday 9 April at 10:00 for this meeting.
‘The project is currently three weeks behind schedule and it is clear that
wie will be unable to meet the 1 May deadline. This is causing
considerable stress among team members. In addition, our clients need
0 be given a reliable date for completion.

Please confirm that you are able to attend this meeting. It is important
that as many people as possible atiend.

Revising the schedule will recuce the pressure on staff and enable us to
give our clients a more realistic completion date.

b
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Objective: Write a clear proposal
Step 1

Look at the notes below which a manager used o prepare a memo to

propose reducing the frequency of meetings. Organise the points in the
notes as suggested in What do you write? 2.

Step 2
Rewrite the notes to create a memo of four paragraphs.

Notes
—

ko monkhy

'b‘mm sk monday ofF
o ronh - ol ek
eckings L necessNy

+ Teom members SAY b
einge woske e~
ok much ko duscusS ‘ .
(nfo codd be shoved va e
- Consider Lris proposal = S0
comment:s by Fredoy

+ Monkhy meeking®: foev®

oosk. Lreporkant porEs o9

ore effictant - save bime

Writing 3 47





EMAIL

[image: image2.png]| What do v

k% Many people now work in ‘virtual teams’, which means that all, or almost
all, of their communication is via email. It is still important to build a good
relationship with other team members even if you never meet them.

A US company is working with a Japanese distributor to launch a
new model (the Titan) in Japan. The US export manager replies to
Yoshio Kurimoto about the launch schedule. Look at his email
message below. Do you think the tone of it will help to build good
team spirit? Why? / Why not?

L

‘Subject [Protourch sas corfersrce

b tchnents: s
vt s -|B 7 U T |z 3|

Dear Yoshio

“The dates youve set for the pre-aunch sales conference (1213 Jul) are no good. 1 okdyou in my last email hat
0 ne from here willbe free o attend that week. You'l have to change It o the folowing Weok.

1 receied the photos and have passed them on to the communicatons feam to nclude n our newsister

Sent me the new dates asap so that we can finalise our own schedule

wiite? 2 Look at the suggestions 14 for making your emails to colleagues
more friendly and diplomatic. Match them with the phrases a-h.

1 Make requests polite and show  a This is just to remind you that we

consideration for people’s need to have your notes by the 3th
workload so that we can ..

2 Show appreciation for other b Have a good trip next week!
peoples help or good work ¢ m afraid there seems to be a

3 Be fair and constructive if you discrepancy / misunderstanding /
need to criticise or point out slight problem ..
errors Many thanks for sending ..

4 Include some friendly e Thanks very much for all your hard
conversation and end with workom s
endly greeings or00d ¢ reatse you arevery busy at preset,

but could you ... ?
¢ Ireally like your ideas - they'e great!
b Twon't be at my desk next week as
I'm off t0 the sales conference in

Task 2 Objective: Be friendly and diplomatic

Use appropriate phrases to expand the email in What do you think?
into an email that is friendly and diplomatic. Refer to the launch
schedule. Show consideration for the fact that changing the date will
affect other scheduled events, too. Wish Yoshio success with the ad
campaign.
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FAX
Follow the rules for writing a fax in Style Guide.

[image: image3.png]Ms Georgina Dickenson, Manager of the New Art
Manufacturing Company Ltd, has asked you to draft a reply
to this letter she has received from Kurt Schiller Gmb H, her
customer in West Germany. She has made some notes on the
letter to guide you.
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FACTUAL REPORT
You should write a report on your meeting (if you were not in class, you can write it on any other topic).

[image: image5.png]What do you write? 2 An executive summary is sometimes circulated independently of the main
report. It gives the gist of the main information and means it isn't necessary
o read the entire document. An executive summary usually contain:

the purpose of the report
- any necessary recommendations
- conclusions.

I3 Match the functions 14 with the words and phrases a-l that you
can use when writing an executive summary.

I Introduce conclusions or recommendations

2 Give ideas that show a contrast
3 Add a point or idea

4 Focus attention on a specific topic or idea

a Regarding ¢ While.. i Concerning ..
b Furthermore..  f Forthisreason.. j Whereas

¢ However .. ¢ Consequently ke As a result
d Therefore .. h Nevertheless.. | In addition

1 Look at this extract from an executive summary and underline
the correct word in italics.

Executive summary

Introduction
“The aim of the reportis to explain why sales of the Demarco CX Printer failed to
reach expected targets. The product launch initally produced encouraging results.
in the domestic market, ‘whereas / regarding the overseas market was  ltle
slower to respond

Conclusions

Market research carried ot at the R&D stage suggested that tis market was
oversubscribed. “Furthermore / Nevertheless, we believed that the unique selling
points of the CX would lead 10 success in this market withou the need for any
increase in the marketing budget. ‘Therefors / While other, lower-priced brands
were able to retain their market share, the cost of the CX proved

Recommendations
‘There are two main recommendations for improving sales of the CX.
“Concerning ! In addition o advertising, a new adverising campaign wil be.
needed to highlight the unique seling points. “Regarding / Consequently, the
marketing budget will need to be increased by approximately 15%
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FORMAL CORRESPONDENCE
Choose one of the options.

[image: image6.png]| Task1

1 Replace the underlined words or phrases in the letter with the
‘most appropriate alternative below.

a 1 After 2 In addition 3 With reference
b 1subject  2regarding 3 apropos

© 1 discussed 2 settled 3 acknowledged
d regret  2apologise 3 forgive

e 1 like 2 wish 3 need

Objective: Write a follow-up letter to a telephone call

You work for ActiMedia (see Unit 12 Task 1). Write a follow-up letter
to the customer who had the problem with their whiteboard.
Confirm key information and any arrangements agreed in the call.
Remember to apologise for any inconvenience to the customer. End
the letter politely and offer further assistance if required.

Objective: Write a formal letter
Step 1
Write a letter to your partner.

Student A: You work for a charity. Write a formal letter to your partner. Ask
their company to donate something o a charity auction (choose a charity.
and an object). Give a reason why you chose their company.

Student B: You work for a local business. Write a letter to your partner
asking them to come and give a talk (choose the subject, location and date).
Give the reason why you have chosen them.

Say why you are writing
Say what you want
Give reasons (if appropriate)

Thank the person for their help

Step 2
Read your partner’s letter and write a response, politely turning down
the request.

‘Refer to your partner’s letter

Politely refuse the request

Explain why

End the letter palitely
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