You are living in a University residence, and you have a problem with the high levels of
noise from a new campus restaurant which is open late at night. Write a letter to the
governor of the University. In your letter,

Complain about the situation
Say why this is a problem
And propose ways to reduce the noise

Dear Mr Smith,

I am writing regarding the amount of noise coming from the new canteen which has just
opened near my University residence. Although | am pleased that we have this facility, the
restaurant remains open up to midnight each night, and as a result there is ednsiderable
talking, shouting and the sound of motorbikes continuing until about 12.30 each %

This causes me and my neighbors in the residence a serious problem, b hat time we
are either trying to sleep, or in some cases trying to study in our bedrooms. both cases, the
noise and commotion disturbs us, making us tired in the morning @fecting the progress
of our studies. | am sure you will appreciate that this is a very W situation for us all.

the latest on weekdays, leaving it at midnight during t kend. | propose that we also put
up some signs reminding users to be considerate eep their noise to an absolute
minimum. These are simple steps which would make all very grateful indeed.

I would like to suggest that the campus authorities restrg{k teen s opening to 11pm at

Thank you for your attention to this importan@éler.

Kind Regards,

ia Maggioni ©
«
N
x‘bﬂ

1

https://t. me/JASUR_NURMETOV_ALL OR _NOTHING



You are living in a city in a foreign country, and a friend from your home country is soon
coming to visit you for several days. Write an email to your friend,

Asking him or her to bring some things from home which you need
Saying why you need them
Making arrangements to meet

Dear Peter,

I’'m so glad that you’re coming to Montreal next week, as it seems ages since we last saw
each other. | hope your family and girlfriend are all well. I actually have a favour to ask you,
and I hope you don’t mind. The fact is that I need a few things from my parents’ house, and
I’d be so grateful if you could bring them along in your suitcase. A\

The first thing is the book of maths calculations which | had at high scheoh= t worry,

it’s only a small book. I need this because it has all the material I studie% exams, and
I can’t get another copy here in any of the bookshops or on the Internet. econd thing is a

packet of those biscuits from the bakery in my old street. I’v ogeveryone here how
delicious they are, and my new friends are very keen to try them!

I do hope that is manageable for you, as it won’t take up,mu &ace at all. In the meantime,
I’m very excited about seeing you again at the airport\ onday at midday. I’ll be in the

arrivals hall, wearing my blue jacket.
N

I can’t wait to see you then. Q

All the best, Q))\'Q

Simon @
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You have received a bill from a mobile phone (or cell phone) company for international call
charges relating to a time when you did not use your phone for international calls. Write a
letter to the company,

Complaining about this
Giving your reasons
Asking for the bill to be changed

Dear Sir or Madam,

| have been a satisfied customer for several years, but I am writing regarding the cell phone
bill I received on 17th March 2015, which includes a total of $900 for international call
charges. In fact, these charges are completely unjustified, for the following reason,

At no time have | used this phone to make international calls, either to my hl@@untry or
I

to any other country. | used the phone purely for local calls and for ca gOovernment
departments in London, which are national calls. | have checked my ca ary, and there
Is no record of any international connections. As you see, there is.no le reason for me
to be charged for international calls, and this is easily confirmed one records.

| therefore request that you withdraw these charges and chﬁ»my bill accordingly. I also
ask you to confirm to me in writing that this has bee '&Q d, by sending a copy of the
revised bill to me at this address. \ &

N
I look forward to receiving your confirmation that\all IS"in order.

Mandeep Singh

Kind Regards, Q
>
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A friend has told you that he or she feels lonely in their new city away from their family.
Write to your friend, and

Explain why people can feel this way
Give some ideas on how to solve the problem
Ask your friend to contact you and tell you if this works

Dear Petra,
| am so sorry to hear that you are feeling rather isolated in your new home, especially as you
have always been such an outgoing person!

I think that people tend to feel lonely because they don’t have enough opportun@@s to meet
new friends. This leads to them staying at home more, so that the situation b%nes even
Wworse.

If I were you, | would join some of the clubs and societies which exis;\(J ur college, for
example the ballroom dancing club — because | know how muc ve dancing. This
means you will meet people with similar interests and abiliu’@ you can share the
enjoyment of ballroom. | would also try to use the Internet jmore; to meet people safely
online and see if they are local to you in your new city. @ave to be very careful, of
course, but if you use Internet sites as they are inten ‘n=sure you will find some new
friends - not necessarily of the romantic type!

Please do keep in touch, and let me know how yQu g with these suggestions. If you let

me know how this goes, | can try to think of other ways to help you in your situation at the
moment.

| xO
Take care and do stay in touch. Q)

s %@@
>
&
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A friend who is planning to visit you has asked you to describe the most interesting and
enjoyable things to do in the community where you currently live. Write an email to your
friend, telling them about these things. In your email,

Say what these things are
Say why they are interesting/enjoyable
Suggest what you can do together

Dear Nikolal,
Thanks for your email last week, and I’m so happy that you are arriving next weekend.

You asked about the interesting things to do around here. Well, firstly, V\Q\have the
downtown area, which has many old cafés and bars, and some sights such as the¢Statues and
the colonial houses. Apart from that, there is the park, which has a theatr e eating
places, and an outdoor music venue. All in all, these places offer a lot of varh@v options
for dining, sightseeing and good quality live entertainment, and all withi@e sy walk of the
central area where | live. Q

Here is an idea. When you get here, let’s have an early night sosthatyou get over the jet lag,
and then go to the downtown area in the morning. We can h traditional breakfast at one
of the old cafés, and see some of the sights. Then w @ a show at the theatre, have
dinner in the park if it’s sunny, and finally listen to thg m in the outdoor arena. I think we
might need another early night after such a long dazg!

Please get in touch before the weekend just toﬁme know if that sounds ok, and also your
flight number.

a\
All the best, Q)
Mikhail Q&@
N
&

5

https://t. me/JASUR_NURMETOV_ALL OR _NOTHING



You wish to apply for a new college course, but you are unsure about the details of cost,
duration and subjects posted on the college website. Write an email to the relevant person in
admissions at the college, asking them to clarify these points for you. In this email,

Say what your interest is
Explain why the website is unclear
Request the information that you need

Dear Mr Smith,
I’m interested in the photography course this year, and I have seen your name on the college
website as the contact for admission queries. | have several questions for you, and | hope you

can help. Q

Firstly, regarding the cost of the course, is the fee of $99 per month or for the course?
Is it possible to pay in monthly installments, or is the fee paid in full u&eraQ e website

says that ‘other payment methods are possible,” but there is no explanati

Secondly, can you tell me what the exact dates of the cou%? Your website says
‘Summer to Autumn,’ but I can’t see any specific dates relati%g tovthis. I would be grateful

for the precise dates, including when I need to pay for the c and buy the books and so
on.

Finally, I’d appreciate some information about t c% content itself, including details of
the equipment to be used and the wording of the certificate | will receive at the end. The
website says that | should contact you for this.

Thank you for your help, and I look forw \a receiving the information requested.

Kind Regards, @
Aftab Igbal s&

N
&
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You recently took a plane to a holiday in a foreign city, and on arrival you found that your
luggage was lost. You did not receive your luggage until the last day of your holiday. Write
to the airline,

Complaining about this situation
Saying why it caused you problems
Seeking suitable compensation

Dear Mrs Smith,
As you are the head of Customer Services, | am writing regarding the loss of my baggage at
Istanbul airport on April 3rd 2015. My baggage consisted of two suitcases, both being clearly

labeled in the accepted way, and both being correctly locked. Q
On arrival at Istanbul, I found that both suitcases were listed as “missing” and %ine staff
could give me no information about their location. This caused me substanti ofivenience,

as the suitcases contained my clothing, toiletries and books, and | w
these items from local shops at a very high price. Even when | finally,
| found that they were opened, and many items were missing, i
effects. This meant that | had to replace these items at my own cest

ged to buy all
ived the suitcases,
Clothes and personal
hen | returned home.

I am requesting, therefore, that you kindly reimburse e cost of $495 for all these items,

and | have attached all relevant receipts. As you see, this does not include compensation
for my inconvenience and wasted time, which | agp ed to forgo if you settle the charge

promptly.

I look forward to receiving your confirmatif@this payment.
Kind Regards, Q)
Eileen Dubois Q&
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You are studying at a college which has very limited sports and leisure facilities for students.
Write a letter to the principal. In your letter,

Outline the situation
Propose ways to improve this situation
Request a meeting to discuss this

Dear Ms Smith,

| thought you might be interested in some thoughts about the amenities for sports and other
free time pursuits here at the college. Although we have a table tennis room, there are no other
facilities for students, and this seems a great shame as so many of us would like to socialize
after study hours. A\

If I may suggest some improvements, | think we could adapt classroom 12 G%Q@is rarely
used) as a games room, perhaps with Wi-Fi and electrical charging point 739 onder if we
could agree the use of the nearby park on certain afternoons, for te\%orts, yoga and
running. These are quite straightforward steps which would immedi I@ve the student body
far greater scope for leisure, with all the benefits this would bring

| would greatly appreciate the opportunity to discuss this pr with you in person, and |
hope it will be acceptable if | contact your office assista rrange a convenient time.

Kind Regards, E ’

Maria Campos-Costella
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You recently attended a party, where you saw one of the guests being rude to a neighbour in
the next house. Write an email to the guest,

Complaining about their behavior
Suggesting that the guest apologizes to the neighbor
Asking them not to behave like this again

Dear Peter,

I think I need to write to you because of your behavior at the party last week. This was meant
to be a relaxed and friendly occasion, but | must say that you spoiled it by the way you spoke
to the neighbor, Mrs Smith. This lady is much older than you, and deserves to be treated with
respect by all of us. We were all pretty shocked when you refused to turn down'the music

when she asked you to. QO

| do feel that you should go to see Mrs Smith, and apologize for being &&&e. If you're
t

embarrassed to do so, then you should at least write her a note saying u’re sorry, and
saying that you hope she was not too offended or upset by your ac}%

I also think that you need to make a greater effort to control yo temper, and not to speak to
people without thinking first of the way your words might be@ ived. There’s another party
coming up next weekend, and I hope that you’ll be th ow us all how well you can

behave when you really want to.

N
Best wishes,
Aftab Q
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You have arranged a weekend holiday with a group of friends, but due to your studies you
will now be unable to go with them. Write to your friends, and

Tell them why you are unable to go
Say sorry for this
Suggest an alternative activity at another time

Dear Peter and Anna,

I’m sorry to say that I have some bad news, which is that I won’t be able to go with you on
the camping trip as we agreed. The reason is that | am running very late with two of my
college assignments, which both have to be handed in on the Monday after the trip. This
means that if I go away, I might fail these projects, and so I’d have to waitahother six
months before going on to the next module of studies. QO

I’m very sorry for the short notice and for letting you down like this. derstand it’s
probably quite annoying for you both, and I can only sympathize with&“ feelings. If it’s

any comfort, | feel terrible about it too. ‘:\c Q
To make up for it, here is an idea you might like. My uncle.@hs.I farm in the mountains

which would be perfect for another trip in the summer. I c ake all the arrangements,
book the bus tickets and ask my uncle to show us arouﬁ%@ area in his Jeep, which would
be a lot of fun. I hope that sounds like a good alternat you!

N
Do let me know what you think and sorry for tr&trouble once again.

All the best, Q))\'Q

«
Ny
&
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You recently bought an expensive electronic product from a store, and found that the product
does not work properly. Write a letter to the store manager. In your letter,

Complain about the problem
Propose action for the store to take
Request confirmation that this is agreed

Dear Ms Smith,
| believe you are the customer services manager of City Electronics in Cambridge, and so |
am writing to complain about a digital camera | bought from you on 12th March 2015.

Although I have followed all the directions in the manual, | find that the camera does not
focus or zoom properly, meaning that is not fit for purpose. | have emailed and phoned your
store several times to complain, but nobody has taken ownership of the proble r.

| therefore ask you to issue an immediate refund of the price (my receip@ched) onto the
credit card that | paid with. | am also requesting that you send a couri ollect the camera
from my home address, as | am reluctant to use the regular mail it to you in case of
further damage. &

Would you kindly reply in writing by return, confirmi th@hese steps will be taken and
that the refund and collection are planned to go ahead\W| e anticipated dates.

N\
| have been a loyal customer for the past three yea}s, ard |1 am confident that you will take all

steps to keep my custom.

Kind Regards, é}fg

«
Ny
&
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You are currently trying to improve your knowledge of a language which is not your original
language. You have a friend who speaks this new language perfectly. Write to your friend,

Explaining why you want to learn this new language
Asking him/her for suggestions on how to learn more quickly
Proposing that you meet your friend to talk about these steps

Dear Peter,

I thought it was time to get in touch, especially as I remember you’re a fluent speaker of
Italian. I might have mentioned this before, but I’m working for an Italian company now, and
so | need to speak quite a lot of Italian when | have meetings with the staff.

I wonder if you could give me a few tips on how to speed up my Italian learn o ? Do you
think | should have lessons, or are there any self-study books which you cg&mmend?

N
Sometimes | think about doing a crash course in Italy, but | think this m% o’intensive,

and I’d be interested to hear your view on that too.

Maybe, if you’re going to be in the area in the next few Weeks,ﬁgd get together and |
could pick your brains about this subject. There is actually a “yery well-known Italian
restaurant in my street, so dinner would be my pleasure, e surroundings would be
perfect!

Let me know what you think, and | hope to see yow%e point soon.

All the best,
Nestor \§
%6
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One of your neighbor’s children has accidentally broken the front window of your car.
You should write a letter to his/her parents and in your letter you should

« introduce yourself

« explain how it happened

« and what they should do.

Dear Ms. Grimes,

I am your next door neighbor and | am writing to inform you that your daughter, Sarah,
broke the front passenger window of my Chevrolet Caprice while playing softball yesterday
afternoon. The car is brand new. As you know it is winter now and this also aggravates the
situation since |1 am not able to use the car. Hopefully, your homeowner's insurance will
cover this kind of damage. Please check with them to see if it is covered. If theydo not pay
for it, I will get two repair estimates for you so that you can determine how youwill pay for

the repair. .
>

Perhaps we could meet this Saturday afternoon to discuss our option!\k ase you are no
available at that time please let me know so that we would be ab t@a e an appointment
for some other time.

Thank you in advance for your kind and considerate att@ards the matter.

Yours sincerely, \
N

Ms. Green

(163 words) Q

Letter Practice \9

You recently had your car repaired w it is not working properly. Write a letter to

your mechanic and in your letter,
« Introduce yourself &

« Explain the problem gQ’
« And say what you need rblg 0
&
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You recently received your grade from your instructor and you are dissatisfied with your
score. Write a letter to your instructor and

« introduce yourself.
« let him know that you are dissatisfied with your grade.
» mention the reasons to convince him that you deserve a better grade.

Dear Mr. Sockman,
This letter is to express my dissatisfaction with the grade that | received for my class
project. | know you made it clear that individuals in each group would all receive the same
grade; but | would like to ask you to reconsider your decision about my grade. .

\
| put a lot of effort into this project. | spent numerous hours in the library§and at the
computer working on my research. My project partner, Jack, apparently- d@pproach
the project with the same dedication as I. Enclosed, you will find co y notes and
sources that I used in my research. ﬁ\>

You encouraged us to speak with you if we encountered any @ms within our groups,
and | made two appointments with you to discuss the situatgrrl. nfortunately, you were

unable to attend either one. Considering that | did attempt t act you, and that I put a lot
of effort into this project, | hope that you will be geneméinough to raise my project grade.

I would like to thank you for your considerate atm\'ht% advance.

Yours sincerely, Q

S. Dent \Q

Letter Practice

One of your friends has just ha in and for some reason you cannot go visit them in
their town. You should writg a to your friend and in your letter you should

« congratulate them on the new-born babies

« explain why you cann VISIt them

« offer to help in case eed help

o
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You recently went shopping at a department store and you were disrespected by one of the
employees. Write a complaint letter to the sales manager of the department store. In your
letter you should

* let him/her know about the rude behavior of the clerk
* Clearly state how it happened
« And tell the manager about the bad behavior

Dear Sales Manager,

This letter is a complaint concerning the actions of one of your salespersons. On Tuesday,
May 1, 2009, around 3 PM. | went to your store to look for an outfit. When | asked an
available salesperson, Ms. Maria Johnson, for help in finding my size, she inforned me that
she was busy and that | would have to find it myself. | explained that the reasgg | came to
her was because | couldn't find it. She then said in a rude tone that if I ind it, it
means that your store did not have it, and that | needed to look somewhq@ .

have simply and politely told me that she would be able to help a moment. | hope that
you will confront Ms. Johnson about her behavior. | shop fregqiently at your store and | look

forward to a more pleasurable shopping experience nex;ti\m@

| felt that Ms. Johnson was rude and unnecessarily curt with me. %S@N&S busy, she could

| appreciate your wholehearted concern with regasl w ssue in advance.
\

Regards,
Mrs. Betty Arthur Q

(190 words) Q
>

Letter Practice Q
Write a letter to one of your co@ has recently been appointed as the new manager of
the company. In your letter,yo Id,

« introduce yourself
« congratulate him/her e promotion
* And ask for an appoi nt to discuss the problems in your section

o
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You have recently moved to a new company and you want to write to the manager. In your
letter,

« introduce yourself,
« mention what you have done since you moved to the company
* And ask to meet the manager to discuss your needs and concerns.

Dear Mr. Stevenson,

The purpose of this letter is to briefly introduce myself as Dynatek's new Sales
Representative, Business Accounts. | very recently joined the company and am taking over
your account from Jack Winters who has moved on to other challenges in this industry.

Q
I have just completed Dynatek's management orientation program and am now Keen to meet
face-to-face with all of my key customers. Q
Accordingly, as the first step in my customer familiarization proce Id like to meet

with you personally, for about an hour or so, to discuss Office-T % s and concerns.
ffi

To set up a meeting at your convenience, | propose to cal ice by the end of this
week. It is my hope that we will be able to arrange to ur office before the end of
the month. \K

| look forward to meeting with you and Iearnhitj%?e about your company in the near

future. Q
Sincerely, \Q
i &

Jim O'Malley

(158 words) @
Letter Practice Q’

You just used a website to gain some information about an issue; write an email to the

Institute and in your lett r&

* appreciate the insti@r the informative website

« ask if they can.de with your problem in other ways

» make some rewndations in order to improve the website
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You recently heard about the pass-away of your colleague’s father. Write to your colleague
and in your letter

« offer your condolences,
» mention how honorable his father was
« mention the reasons to let your friend know that you understand the situation.

Dear Robert,
I would like to express my sincere condolences on the recent passing of your father. Pamela
and the children also send their thoughts and prayers to you and your family at this difficult
time.

A
Although | didn't know your dad that well, on the half dozen or so occasiongthat | spent
time in his company over the years, | did come to realize his great kindness passion
towards those less fortunate than him. And I do know that he was ighly respected
throughout this community and profession, and his good works chan % lives of many.
You were truly fortunate to have such a man as a model in your i 6

As you know, it was not that long ago that my own father passéd away, so | have some idea
of what you and your family are going through. No coQ@ uite enough to replace the

loss. \

Please pass my deepest sympathies on to your mbtf&!nd brother, and sister, and to all of

your father's grandchildren. Q

Yours sincerely, \9

Gord Henderson Q)

(178 words) @

Letter Practice Q’

Last night you attended a}sl rown by your manager. Write a letter to him and in your
letter

* appreciate for the p
* say that you pafti

« and apologize fonarriving late at the party
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Write a letter in response to a job advertisement of a company, in your letter,

* let them know that their advertisement has interested you,
« tell them about your qualifications
« and try to convince them that you fit in the position.

Dear Sir/Madam,

I am writing to apply for the position you advertised in today’s newspaper. I found the
wording of your advertisement with emphasis on leadership, innovation and change quite
intriguing. It is in response to such challenges that | have excelled during my career.

Most recently, | was the President of a troubled company which | turned aroundand led to
the best performance in its history. Before that, | had worked successfully inca variety of
unusual situations, including the startup of a significant division of a l&surame
company in London. In each of these situations, the problems (or o ﬁg les) differed
widely. They had in common, though, a requirement of an ability to 5izs, tp the situation,
assess the reasonable alternatives and execute a plan of action. | v@so worked 14 years
in mining and milling operations, where | obtained an in- d posure to production
problems.

| am free to travel and open to relocation. |1 would wel Nthe opportunity to meet you and
to further discuss your requirements. Thank you for erest.

Sincerely, Q
Robert S. Rosenthal
(182 words) Q))\'Q

Letter Practice

You just saw the advertisement o rse in a newspaper and you are willing to attend the
course. Write a letter to thein ; in your letter you should

« introduce yourself

* say why you are intere &in the course
« and ask for some m@ormaﬂon about the course

o
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Write a letter to someone you met at your company’s meeting. In your letter you should

» thank him for taking part in the company's meeting.
« try to elaborate on the importance of his role in the meeting
« and let him know about another meeting to be held next month.

Dear David,
I would like to take this opportunity to express my heartfelt thanks to you for your very
active and influential participation in our recent meeting in Montreal.

Your skill in chairing the controversial panel was very much appreciated by those
representing all sides of that extremely sensitive topic. As well, we have receivedsnumerous
post-conference requests for the paper that you delivered in the beginning of the“gonference.
On both a professional and a personal level, | really appreciated the ti e two of us
were able to spend together for fun and reflection during conference d&% mes. | certainly

learned a lot about the unique aspects of your profession (not @tlon the things you
taught me about the backhand on the squash court!).

I would also like to let you know that another meeting is to be held next month in
New York and I would be glad to see you at the meetihi\\

I am looking forward to hearing from you as soo&‘as%ible.

Very Sincerely, Q

Peter Smithfield \'Q

(176 words) Q)

Letter Practice @

You just received a product yo Q ordered a few days ago. You just found out the product

does not work properly. Write.a letter to the company and in your letter

« introduce yourself '&
* say what the proble
* and mention w& n you need the company to take
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Write a resignation letter to your manager to let him know that you have started to
cooperate with another company. In your letter,

» Let him know the exact time that you are leaving
» the actions you took in order not to cause the company any problems
« and also let him know that you appreciate the time you cooperated with the company.

Dear Mr. Hopkins,
This is to advise you that | have accepted the position of Marketing Manager, with an oil
company, based in Buffalo New York. Accordingly, please regard this as my official letter
of resignation.

AN
My last day of work here will be June 28, 2008. This will give me three fullweeks from
next Monday to complete the current marketing program design that | haw tly been
putting the finishing touches on. In addition, during this period I will to bring you
all of the operations and outstanding issues in the department.

In closing, | would like to express my sincere appreciation to ydﬁwy manager, as well as
to my many friends and colleagues. | have truly enjoyed my &rs orking with all of you,
and am grateful for the many learning and growth oppo[tu\ni@ was given over the years.

I wish all of you success. \
N

Sincerely, Q
Ryan Alexander
(156 words) Q))\'Q

Letter Practice

You are going to throw a birt d&;ﬁ)r your new-born son and you are writing to invite
;g % f

your friends. Write a letter riend of yours and in your letter
* have a warm greeting

« invite him to the party '&
* give him the directi@es to find your new house

o
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You want to sell some of your furniture. You think a friend of yours might like to buy it from
you. Write a letter to your friend, In your letter

« explain why you are selling
» describe the furniture
« and suggest a date when your friend can come and see the furniture.

Dear Jane,
As you know, we’ll be moving to a new house soon and there are a few things that I won’t be
able to take with me. The new house is a bit smaller so | have to sell some furniture and |
was wondering if you might be interested.
Q

In particular 1 want to sell my big dining table. Do you remember it- the onedf the living
room? It has wooden legs and a grey glass top and it’s big enough for sixep here are
six matching chairs to go with it. I know you’ve always liked this furnits% could let you

have it at a good price. I’d rather sell it to you than a stranger! \
Why don’t you come around and take another look at them on ay? We’ll be here all
day, so maybe we could have some lunch together? .&

Give me a ring and let me know, "\\
Love, _ \\v
(K1a5tg ?/\r/g]reds) QQ

Letter Practice é)\'

You are going to take a tour of a ic place. Write an email to a travel agency you

usually travel with and in your e@

« introduce yourself as a regular customer
« ask for more informatio ‘Egout the city
« ask them for more in ion about the tour (e.g. price, dates etc.)

o
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You borrowed some books from your school or college library. Unfortunately you have to
go away to visit a sick relative and cannot return the books in time.

Write a letter to the library.

« introduce yourself

« explain what has happened

« and tell them what you want to do about it.

Dear Sir or Madam,
I am writing this letter to explain why | have been unable to return the three books I have
out on a three-day loan, which are now overdue.

After taking the books out on 16th March, | had an urgent call from my
neighbor to say that my aunt had had a fall and had been taken into hospit
surviving relative in this country, so | felt | had to go and see her i y. | traveled
down to Dallas the following morning, thinking | would stay for on or three days.
Unfortunately my aunt’s condition has only improved very Sl?%@ have had to stay

here longer than I expected. However, the hospital says that if s well, she should be
able to go home in two or three days’ time, in which case I wall be’back at the beginning of
the next week. Q

Bearing in mind the circumstances, | trust you wil \&y waive any fines that may have
accumulated. A\

I would like to apologize for the inconvenie@hat | have caused you. And I trust that you
understand. \

Yours sincerely, @
Thomas Anderson &

(199 words) EQ’

Letter Practice

You have already bo @6{ tour of London and for some reason you are not able to take the
tour. Write an e aﬂ%e travel agency and in your letter

« introduce yours

* say why you cannot take the tour

« apologize for the inconvenience caused.
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You have had a bank account for a few years. Recently you received a letter from your bank
stating that your account is $240 overdrawn and that you will be charged $70 which will be
taken directly from your bank account. You know that this information is incorrect.

Write a letter to the bank. In your letter

« introduce yourself

« explain what has happened

« and say what you would like them to do about it.

Dear Sir or Madam,

I am your bank customer and | am writing in reply to a letter | received from you a few days
ago. In your letter you state that | am $240 overdrawn and that you will be eﬂarging me
$70.

I would like to point out that the reason | am overdrawn is because le made by
your bank. If you look through your records you will see that | wro eral weeks ago
explaining the situation. For the last twelve months, | have been 300 a month for a
car | bought last summer. The monthly payments were ta trectly from my bank
account. However, two months ago | sold the car and | wrote instructing you to stop
paying the monthly installments. | received a letter from @ cknowledglng my request,
but for some reason, nothing was done about it. Anot &@ nstallment has been paid this
month and this is the reason why | am overdrawn.
N

I would like you to contact the garage where ﬁught the car explaining your error. | would
also like you to ask them to return the moneb

I am looking forward to hearing from '&Qas soon as possible.

Yours Faithfully,
P. Stoft
(212 words)

Letter Practice &
I
: &r

You recently tr New York and you were completely dissatisfied with the hotel
service you stayed ite a letter to the hotel manager, in your letter

« introduce yourself

« mention the problems you had at the hotel during your stay

* say what action you need the hotel manager to take
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You have just been qualified for a position in a company. Write a letter to the manager, in
your letter you should

« show your willingness to accept the job
» mention when you can start the new job
« ask for an opportunity to discuss your employment terms.

Dear Mr. Happy,

I am pleased to inform you that | will accept the graphic designer position you have offered.
Thank you for choosing me. | will follow up with a phone call to discuss other issues
related to the job, including when you will need me to start, salary, and accommodations
while | am relocating. Please keep in mind that | will need adequate time to resigh from my
current job. As | said before | have been working there for quite a long time and¥ definitely
have to take care of a few issues before leaving. . Q

| am excited about starting at your company and | look forward to ta??é}to you again. If
you need to contact me for any reason, please feel free to call % @ me, or send me an
email.

your company.

Yours sincerely, A\ E ’

Marisa Bookman

(162 words) QQ

Letter Practice é)\'

As a public relations manager company trying do a public survey on your
company’s public image, writ c%’ to your customers. In your letter.

« introduce yourself

« say what you are trying to
« and ask what your élstomers suggest the company should do to better satisfy the

customers
\Q@

I would like to thank you again for your offer and | %@ave great cooperation with
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Write a complaint letter to a telephone company and let them know how their services
failed to fulfill your expectations. In your letter you should

« introduce yourself
» mention what the main problem is
« and say what you want them to do

Dear Sir or Madam,
I am writing this letter to complain in the strongest terms about the poor service that | have
received from your company.

We signed up to your telephone and internet service package two months ago betause your
advertising suggests that you are better than Telco. In addition, you promisedcte deal with
problems quickly and efficiently, something that Telco was unable or u@@g to do.
However, in the first month of service you managed to cause me to lo ays worth of
business because of poor administration. The main problem was that
me with the correct telephone number, 9818 8747, that you had p
the contract. This phone number was an established business ich I had been using
for the last three years. Obviously this meant that my cllents re tinable to contact me and
it cost me many hours of phone calls to resolve the matt ;\ ur support centre.

iled to provide
when | completed

I would appreciate it if this situation could be reso d a substantial rebate offered on
my first three month's account.

I look forward to hearing from you soon. QQ
Yours Faithfully, é)\'
Charlie Williams @
(197 words) Q’

Letter Practice

Your father underwent ﬂ%dical operation and now he has completely recovered. Write a
letter to your father’s, %éon and in your letter

* appreciate thegu
« and explain som&gf'the post-operation complications your father has been facing
« ask the surgeon what action you should take
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Write a letter to a magazine and express your opinion about a problem you are faced with
in your neighborhood. In your letter

« introduce yourself
* say what the problem is
« and recommend a solution to the problem

Dear Sir or Madam,

| am one of the senior citizens and | have lived in the city of Pertshire since | was born. |
would like to give my opinion on the environmental impact of tourism as someone who has
traveled throughout Asia on business and holiday. Having visited Indonesia, Thailand and
Malaysia | understand that tourism can bring money to developing countries. owever, |
cannot ignore the environmental problems that are affecting my hometown’s“gcosystem.
Unfortunately the department of tourism has not taken any effective measur&bunteract
the adverse effects of tourism in our town. \®

I would like to warn the local people of the possible dangers a @ant to urge them to
check that any tours or excursions we offer have mini ffect on the natural
surroundings. Besides, we even need to attempt to changefthe”behavior of tourists by
sharing our environment-friendly opinions with them. \I\&"OW these simple steps we
can be sure that our business is not causing any harm t \* own’s ecosystem.

I would like to appreciate your concern in this reg}rd

Yours faithfully,

Charlie Williams Q
o

(187 words) @
Letter Practice &
You have been working for ny for some time, and other rival companies are willing

to employ you with a hlgher ary for all the practical experience you have gained. Write a
letter to your company ager and in your letter

« Explain the situatio
« Say what you uﬁﬂle the manager to do (increase the salary etc)
* say what actl ould take in case the manager fails to meet your demands
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You saw a job advertisement on a website. Write a letter and apply for the job;
* let them know your qualifications for the job.

« also mention the places you have worked for

« and try to convince them that you are the one they are looking for.

Dear Sir/Madam,

I am writing this letter to apply for the position of student assistant that | saw advertised on
your website. | am interested in working in the teachers' resource library, or in the
accommodation department.

| have recently graduated from the WSB Business School in Warsaw and received high
grades in both my English and Business Courses. In addition, we had to usetall of the
Microsoft Office programs in the preparation of our finished assignments, so | %ble to do
most things with computers.

Since | was 15 years old | have helped my father to run his small im \&port business. |
have been involved in helping a variety of clients and also the ge ministration of the
business. In the past 2 years | have worked in the WSB library, h teachers and students
to find and use the resources there. This experience has given %t ability to deal with the
needs of all types of people.

I look forward to hearing from you. . Y>\
\

Yours faithfully,
Powel Herbert Q

(174 words) Q
x

of orders placed daily. Write 0 the company manager and in your letter
« introduce yourself

« explain the problem yo facing

« and ask if the compa d hire a new employee to help you with the job

\‘bd

Letter Practice ,@
You are faced with an increasigg‘ﬁ‘k oad in your company due to a growth in the number
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Write a letter to a friend whom you haven 't met for some time.

» let your friend know what is going on to you.
« also ask your friend to tell you about himself/herself
» and ask him the questions you want to know.

Dear Leo,
It's been a while since we wrote, so | thought I'd drop you a line to bring you up to date with
what's been happening here.

| suppose the most important thing is that Jane's job is more secure than we thought. At the
beginning of the year, when she got the job, we thought it might only be for on&semester,
but we just found that she has a permanent contract. Obviously this is great, asit means we
can relax a little. I still don't have the job I really want, but it will happen eo@@ have to

stay positive, don't you? \®

So, what about you these days? Are you still stuck in that old job? i@ ve been having so
much trouble getting a job | understand your reluctance to chaRg&™There's nothing worse
than filling in endless application forms, with no idea of Whathi lead to.

Anyway, I've got another form to fill in so I'll love yo@eave you.

Best wishes, A\ E )
John
(173 words) Q

Q
Letter Practice é)\'

You have been faced with an incr number of wild animals in your neighborhood.

Write a letter to the editor of 0%159 newspaper and in your letter
« introduce yourself i E

« say what the problem is
« and mention what you Id like the city authorities to do

&
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There is an institution that is offering a free journalism course and you have applied for it.
They want to talk to one of your friends who know you well as a reference.

Write a letter to your friend in your letter,

« explain the situation

« say why you chose him as a reference

« ask him if you can give them his/her name as a reference

Dear mark,
I'm writing this letter because | really need your help. You're the only person who knows
me well enough to give me a reference for a course | want to do.

| saw an advertisement in a paper recently offering a free journalism course t6ysuccessful
applicants. | sent in an article I wrote for the student newspaper, you kne
legalizing drugs? Anyway, they really liked it, but as there are only fi they want a
reference as well. I haven’t given them your name Yyet, as | expect t uld be the first
reference you've been asked to give. Is it OK if | send them yo% @ne number? | think

they want to phone you so they can have a proper conversatio you and really check

me out. Q&

I know it's been a while but if you could do it, it'd re elp me out. I've got a new phone
number, 09957 234 563, so you can get me on that, v» address is still the same.

N
Hope to hear from you soon. Q
Regards, \9
Patrick Q)

(185 words) @
Letter Practice Q’

As a teacher, you would Ilke take your students on a field trip to a museum.
Write a letter to the mu manager and in your letter

« introduce yourself
* say what you aﬁmg to do and why
« and finally as iscount
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You are about to leave your company. Write a farewell letter to one of your colleagues, in
your letter, you should write

* let him know that you are leaving
« also let him know how much you appreciate the time you have been working together
« let him/her how he/she can contact you at your new place

Dear John,
| wanted to take a moment to let you know that | am leaving my position at Simpson's
Corporation. | will be starting a new position at Newville Company next month.

| have enjoyed my tenure here and | appreciate having had the opportunity toswork with

you. Thank you for the support, guidance and encouragement you have provide@yme during
my time at Simpson's Corporation. Even though | will miss my cell and the

company, | am looking forward to this new challenge and to startin phase of my
career. | think the position they are offering at this new Companggghat | have been

looking for since the beginning of my career. *‘:\

Please keep in touch; | can be reached at my personal mai@ ress (Samal3@gmail.com)
or at my new place, 555-121-2222. e'\\

I would like to hear from you and once again | m'ﬁlda'me to thank you.

Yours truly, Q
Samantha \Q
%6

(158 words)

Letter Practice §

You have recently opened p in your area and as an advertisement campaign you
would like to send a letter to“all potential customers

« introduce your shop '&
* introduce your servj
« and offer a speciafydis¢ount for the new customers
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Write a letter to a colleague who is hospitalized at the moment. In your letter you should

« ask about his/her health
« let him/her know what changes occurred since he/she has been hospitalized
« also try to make him/her happy in some ways

Dear Jane,

I hope you are feeling better. Are you able to sit in the garden and enjoy the sunshine? We
all miss you in the office and look forward to your return. There have been a few changes
since you went into hospital. Eric Johnson has now retired (lucky man) and Matthew has
taken over Eric's job. He is struggling at the moment. As you know he is not as experienced
as Mathew was. He hopes you will return soon to rescue him from the muddle. <

| thought you would like the book I'm sending you with this letter | saw dt i@ookshop
and thought it would make you laugh. I know you’ve always wantem} e in Greece.

Anyway, | hope you enjoy it and find time to read it before you return K\‘ k

Best regards, Q&

Sheila

(153 words) \\
Qx>

Letter Practice
You live on the fourth floor of a five—storex&ng which is not equipped with an elevator

Take it easy and look after yourself I'll write again soon.

(lift). Write a letter to your neighbors and r letter

« introduce yourself

« say what the problem is ,@

« ask the neighbors to agree og @q} allation of an elevator.
&
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You recently registered for a course, and you cannot attend the class for some reasons.
Write a letter to your course instructor and in your letter

« introduce yourself
« explain the situation
« and say what action you would like to take.

Dear professor Moss,

| am Sandy Lee, an undergraduate student of the department of Electrical and Computer
Engineering. At the beginning of this semester, | registered for one of your courses, African
Literature and Culture. It is a two-hour course held on every Thursday afternoon.
Yesterday, | received a notice from my department that a major course, Computet*Principle,
would be changed to Thursday afternoon. This major course conspicuously infiuences my
credits and it is very important to me. Unfortunately, | can not study @» rse this

semester. w

Because of your reputation and my enthusiasm in literature, | ho @Sﬁ study this course
in the next semester. | also heard that another course of your ina Literature, is held
every Friday afternoon. If the registration of this course has ngt cloSed yet, | will be so glad

to participate in your class. Q
Sorry to bother you, your help will be greatly appr\e@
\
Sincerely yours,
Sandy Lee Q

(157 words) Q
>

Letter Practice @

You and classmates have been tr find a book for a while and the book is out of stock.
Write a letter to the publisher."Wrii€ a letter and in your letter

« say why you need the book

« mention what the problegm is

« and ask the publish publish the book or provide you with copies of the book

o
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