GENERAL INFORMATION

ENGLISH 1I/3 - fall 2010 - Introductory information

teacher: Lucie Fialova

floor: 7, office: 709

phone: 549494121

e-mail: lucief@econ.muni.cz

office hours: Tuesday 10.15 — 11.00, Thursday 10.15 — 11.00

Course requirements:

_ minimum 80% attendance (maximum of 2 unexcused absences per semester);
_ handing in two business letters (for details, see below);

__active participation in seminars (systematic preparation for seminars and
fulfillment of assignments);

_ passing the credit test (minimum 60% of the total number of points) in the last
class of the semester, i.e., Wednesday, December 15, 2010)

Electronic sources:

IS MU: BpJ_Ji3A Jazyk I/3 — Angli¢tina (interactive syllabus + interactive
syllabi for groups number 06, 11 and 14).

web: http://www.econ.muni.cz/katedry/oddeleni-jazyku-na-esf/
Interaktivni gramatika: https://is.muni.cz/auth/el/1456/podzim2010/
BPJ_JI3A/odp/12894435/12895061/12895665/interaktivni_ gramatika.q
warp

Primary sources:

- Ian, MacKenzie. English for Business Studies Student’s Book: A Course for
Business Studies and Economics Students, Third Edition. 2010. ISBN 978-0-
521-74341-9.

- MacGlossary [on-line]. Brno: Ekonomicko-spravni fakulta Masarykovy
univerzity, 2010. [cit. 15. zafi 2010]. Dostupné na WWW: <http://is.muni.cz/
el/1456/podzim2010/BPJ_JI3A/um/MacGlossary.pdf>.

SEMINAR ASSIGNMENT: Business letters

Your seminar work for this semester involves writing up and handing in two business letters.

The deadline for handing in the letters is Wednesday, November 10, 2010. To meet
the requirements, you have to follow these guidelines:

o first, you have to find another classmate to make a pair because you will be
cooperating on the business letters;

o the letters are intended to be correspondence between two business partners

(i.e. you and your classmate) in the following way: one of you sends a letter — the other
person replies to it — the first one reacts to the reply — the other person replies to the
reply;

e the concrete topics of the letters are up to you but they have to be relevant, i.e. they
have to relate to your business activities (that you choose to perform) — e.g. a business
partner’s complaint about badly performed work/services or a reaction to a supplier’s
offer or a bid from a competing company for cooperation or a letter from a state
authority because of your breaking rules/norms or a claim for a refund because of



low-quality goods/services you delivered, etc.

e each of the letters should consists of 150-200 words including formalities (i.e.
addresses, date, salutation, subject of the letter, closing sentence, your name, position
within the company and signature);

e don’t forget to include your name and university number (UCO) on each page;

¢ hand in your letters as a pair (i.e. 4 letters together) and mark each letter with

an appropriate number according to the logical sequence (first letter = 1, following
letter = 2, next letter = 3, final letter = 4);

¢ hand in your letters in time (within the deadline), in the required extent and in a
printed form.

Model business letters as well as additional information on how to write a proper and good
business letter are available in a booklet called Intelligent Business: Style guide (it is a
supplement to your Intelligent Business textbook) on pages 16 — 19. Use this source as a
useful way of drawing inspiration for your own seminar work.

Tips and examples (copied from the Style guide, page 16):

Formal business correspondence is usually done by letter as this leaves a written
record

which can be kept for reference. Business letters can be of different types with
different

purposes: to apply for a job, to inform people of developments, to request action, to
make

an enquiry, to complain, etc. To write a successful business letter you need to use the
right

tone and to communicate your message to the reader using straightforward language.
The

way a letter is written reveals a lot about the person who is writing it and it also sends
a

message about the organisation that he or she is working for. It is, therefore, very
important to make sure that the information, layout, style and spelling are all correct
before

you send it.

e Language styles

Business letters are usually quite formal in style. A conversational style is therefore
not

appropriate and you should avoid contractions, for example. Try to use verbs in the
active

and not in the passive form as this will make your letter more dynamic. You should
also

avoid writing sentences that are too long and that include complicated or unnecessary
language. A straightforward letter will get your message across more effectively than
along

wordy one. There are certain conventions concerning the correct way to address
people

and to close your letter.

e Opening
Letters always start with Dear ... followed by the correct form of address. If the letter
is



going to someone whose name you do not know, it starts with Dear Sir, or Dear
Madam, or Dear Sir or Madam, ... . But if you do know the name, then you can begin
with Dear Mr/Ms Taylor, or Dear Greg Taylor, ... .

¢ Closing

Letters are usually closed in standard ways. At the end of your letter you should
include a

short sentence like I look forward to hearing from you. or Please do not hesitate

to contact me if you need further information. Below that, you should put a closing
phrase:

Yours sincerely, (formal, for letters beginning Dear + name)

Yours faithfully, (formal, for letters beginning Dear Sir/ Madam)

Yours truly, / Best regards, / Best wishes, (less formal)

¢ Useful phrases and notations

Following our recent telephone conversation ...

I am writing to you to confirm ...

Thank you for taking the time to ...

Regarding the question of ...

I think you will agree that ...

We are sorry for any inconvenience caused.

I am enclosing full contact details.

enc (shows that something is enclosed), cc (copy sent to another person), PS (for
additional sentence(s) included after the signature)

e Layout

When writing a business letter, you
should follow the standard format.
The letter opposite shows where
the following different components
should appear on the page.

a letterhead / address (but not
name) of writer

b name and address of
recipient

c references

d date

e opening

f subject heading

g body of the letter

h closing

i signature

Jj name and job title

k enclosures

SAMPLE LAYOUT:
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HPSempra Systems inc
Conway Industrial Estate
Hartlepool
HPL 7GN
United Kingdom
( (+44) 0072391847
mark@sales/sempra.org
Jeanne Eckhart
Optecol
31 Rue Jules Welter
Sanem
L-4902
Luxembourg

Our ref: TS50.001
21 May 200 _

Dear Ms Eckhart,
TS50 Delivery

Following our recent telephone conversation, | am writing to you to confirm the arrangements for
the delivery of the TS50 test simulator that you ordered through our Brussels office. As |
mentioned, a team of engineers from our UK and German offices will be attending the
engineering trade show in Hanover from 1-3 July. Our stand at the show will feature a number of
new products and test stations, including the first production model of the TS50, which is being
shipped over from the UK especially for the event.

The show closes its doors on the evening of the third, and we will arrange for the simulator to be
dismantled and packed on fo a flatbed truck for delivery to you directly. The transportation will be
handled by the same freight company that is looking after the logistics for the show, TransMax,
and | am enclosing full contact details with this letter. | have already spoken with their director, Mr
Wolfgang Hartung, and he is awaiting confirmation from your side before proceeding with the
delivery.

Jane Bradley, the sales engineer who will be in charge of our stand, will be available to travel to
your plant on the Thursday after the show, and she will provide assistance with the final
installation and configuration of the machine during the following two days.

| will not personally be present at the fair but Ms Bradley will be able to answer any queries you
may have. | know that this is an unusual delivery procedure but | think it is an interesting
opportunity for you to save the cost and time delay of normal delivery from the UK.

I look forward to doing business with you in the future and thank you again for placing one of the
first orders for the TS50. | am sure it will give you complete satisfaction.

Yours sincerely,
Mark Rathbone

Mark Rathbone
Sales Manager

enc

VAT Registration No. 492 930-609 Registered offices: HPSempra House, Ludgate Drive, Londan W11 445P




