Get ready to B ;

A Letters of thanks
and of sympathy

Look at an example

1

Tom has written a letter to
Mr Korsimbi, the Managing
Director of the Thai office
of Littlebytes Software.

The different sections of the
letter have been mixed up.
Decide on the correct order
of the sections.

Secion

Where on the page will you
write your address and the

& Social and Travel

* Yours sincerely

B We also mmtﬁmwmt}mhmwﬂﬁw&ﬂ
times looked after us and made us feel very welcome. Their
haspitality ‘and general support were a great comfort to us and put
our troubled minds at rest. Fortunately, my father’s recovery was
speedy and we were able to return home after only three weeks,

ot ‘my father, who Landon office, was:
seriously injured fn an mmWW on business
in Thailand a few weeks ago. As a result D‘Fmrhndm and
generosity, he was flown by helicopter to the Bangkok Hospital in
Phuket, where he received excellent treatment and care.

T 12 Castle Street

F PS Please give Mr Sanya, who drove us everywhers, our best
wishes,

thanks for the assistance and courtesy we received on a recent
and most urgent visit to your country to see my father in haspital.

U Dear Mr Korsimbi
H We hope one day to return to Thailand on a mech happier and

relaxed wvisit, In the meantime, please give our appreciation and
thanks to all concerned.




Did you know ...?

There ans small differenoss in salutations and closmgs n lettars
in different English-speaking countnes. Fol exampli

Salutations:

Dear M. Smith: {15}

Diear Mr Smith or Dear Mr Smith, (UE)
Closings:

Sinceraly, (U5)

Vours sincerely ar Yours simcarely, (LK)
In husiness letters there is often a subject e, which rella the

revachar Uhe topic.
g Vigit to the Thai Office

[ear Wt Smith:

UK
Diear bt Smith
Visit to the Thai Office

3 Complete this sentence.

4 Is the style polite and formal,
or friendly and informal?

5 In which section does the writer
a gwe general background || 7
b gne the first reason for weting 7
€ gve the second reason for writing 7

& Tick v the correct answer. The
purpose of the last paragraph is:
a to finish the letter positively (by
tafking about the future and repeating
thanks) [C]
b to repeat whal was said at the
beginning [_]

7 Write one polite phrase from
each paragraph.

.

Plan
8 Read this article from a local newspaper.

Bitter taste for
chocolate makers

More than 100 jobs are to be kst
with the closure of a well-known
chocolate factory in our region.
Sweetline says the announcement
Is part of a global attermnpt to cut
costs.

The announcement is a very sad one
for the region snee the plart has been
with us for over 30 years amd has
become a part of the community.
The company says B owil be
gomg ol it can to iMorm those
directly affected of atternative job
opportunites and traming options., I
wil be arranging a Jobs Far whare
other local employars can axhibit
and advertise job opporfundies in
their organizations.
Councifor Mandy Wiliams, Leader of
Lafleport County Borough Council,
535 “hs vou would expect, we

regret the current situation. We
feel particularly for the indviduals
affected and their families. We shal
do all we can to help them secure
their futires,”

One emploves, Dave Green, who
has been with the company for
ower len wears says, “We all love
working there and we feel betrayed
and disappointed. Only last month
Swestline amowmced that local
prodisction was up, company profits
were looking healthy for the year
and the factory had & good future,
We don't know why they're taking
this action.”

Mr Green describes his three teenage
chidren as being “devastated® by
the news. *Theyre all very sad and
wirried about my future.”
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2 Thanks and best wishes

9 You have known Dave Green quite well for a

leng time, although you are not close friends.

You are going to write a letter to express
your sympathy with his situation. Answer the
questions below.
# Thek of your relatonship with Dave Green and the
purpose of the letter. Will your lener be
— wery polite and formal?
- quete palite and friendly?
- wery chatty and infommal?
b Which mformation will you use in your hetter?
Highlight or undedine the key phirases,

10 Tick + the points you will include in each

paragraph. You may tick more than one point.

Paragraph 1: Reason for writing

Expressing regret [

Dave's feelings [

Your feshings sbout the closure [ ]

Saying where you heard the news D
Paragraph 2: Giving suppof

Expressing hopes for the future []
Rememberning your fiendship together [
Talking about positive points in the article [_]
Paragraph 3: Making an offer

Offering general help []

Offering to try and help find Dave a job []
Offering to ook after the children []

Focus on .
| polite phrases
Remember: you have known Dave quite well for

sorme imie but you are not cdose friends. Also, itis a
diffscult situation.

| 1 Choose the best sttemative for the letter and
complete the senfence,
a T'm really sorry to hear that vou [/ Semspabaut-ved

B Liding yowr.
B 1 knew how much vou f Of course l,'-:nu really

‘ Nn::- wa',' w1|| 1hi5 mesary 1hal { | hope this doesn't
mean that .
d Looking on thE bnghi side JOn a positive note

& Flmse Ilzl mie Ir.nu:wrt.-"'u'ﬂ'rg.rnnt

2 Whach of these will you use to finish?
a Take care of yourself ]
I b 1 wash you the very best []
C Yours sincerely 1
d Yours laithiully ]
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Write

11 Write a draft of your letter in about 200
words. Write today’s date below your
address, e.g.

13 Londan Street
Clfiard
14" December 20....

Check

12 Reread your letter and check that the letter
is clear and well arganized, and that the style
is appropriate. Make any changes that are
necessary 1o your answaer,

13 Identify the type of mistake in each of the
following extracts. Use the following code:
vocabulary (V), grammar (G), punctuation (P),
spelling (SP), word arder (WO) ar varb form
(VF). Then correct the mistakes.

a | am somy to hear that you are loseing your job
(5 Losing
b Having promised 1hat nnly ﬂ_ﬂ_l.m_m;xnh lhE f-ac'n:rlf ;

¢ .. whie Yol are rmkmg for another m

r I_:‘I-E_a:qelptmp_JMhhgme

& w mwmwﬁalaﬂﬂlm ;

f I hope ths don't mean :hat

14 Now go back to your draft and check for
mistakes. Correct any mistakes you find.

3 WMMMMMEM

mﬂuﬁkfﬂ

mﬁwﬁnﬁmh& mﬁmuﬂﬁ&m
:lmhmﬂiﬂﬁﬂ,m:mmlﬁ :



Thanks and best wishes 2

B A letter of congratulation

1 €A% You are the manager of Kingsway Travel. Magda, an ex-employee, has just graduated
with an MBA (Master of Business Administration). Read the notes you made when she
worked at Kingsway and listen to her message. Make notes of points to include in a letter of
congratulation. Organize them under these headings:
& Reazon for wnting
B Recalling the experience of working with her
i Wishing her well for the future

AFFRAISAL NOTES
Mgl o veey wrtaligant deel his o geord busoess bradm. Sha s cletrly
andhdies dpel i fineg sl el T aan o0 o Becper, aors Alasstioling
st elsankere. Shi works grivenely hard, o @ goocd fegnsplaser ancl
shimass sona fm.;:[a-“u'-ulr.- .ﬁm{;fm. Ed-e u'.l'n._uﬂg: dina= 10 v o fr:-‘-!‘-l:lld_'is
seryice e the custonur arct o5 pelite el Frescliy

2 Write your letter of congratulation in about 200 words. Do not write an address or
date. Begin your letter On behalf of everyone here at Kingsway Travel Agency, | ...

3 Look at the Audioscript on page 0. Underline the most important information.
Is there anything missing from your letter? Edit your answaer.

i

FoCUs on LSS DONUS

You are going o wite a letter ol thanks or

Match these phrases with similar phrases from the Appraisal congratulation for 3 situation in your school/

Metes and the answephone message. college. Bxamples:

a You have 3 guick mind for business & good. business brain = The Principal has promised o move your

b You are very bright —————— class into a bigger and better room.

c ‘Your ahility o work with and irspire ofbers = A teaches is getting married.
........................ Woek i groups to brainstoom ideas and

d Yoursimongwodeethic .o prepare 4 paragraph plan, Tell other groups

& Yot comimitment 1o guality oustomer senigs vour ideas and compare, Each groug then

writes 3 letter Show each ather the letters
and deode winich one to send

HHHHHHHHHH Y

Can-do checklist ) _

Tick what wou can do [ Can do Y-( Mesd more practioe |
| can write a polite letter of symipathy, ‘ I
| can write a polite but fnendly letter of congratulation
| can write ina palite-and formal style when necessary,

| can wiite in 2 polite and friendly stye when necessang

| can use a good range of appropriate vocabulary when writing.
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