The business letter

· your language should be simple and clear

The heading

· the name and address of the person you are writing to must be included beneath your own address against the left-hand margin

The salutation

· if the person you are writing to is known to you, you may begin

 ' Dear Mr---', ' Dear Mrs ---', etc. In all other instances, you should begin ' Dear Sir', 'Dear Sirs', or 'Dear Madam', ' Gentlemen', or

' Sirs' as the case may be.

The body
· four main parts: reference, information, purpose, conclusion

reference: you should begin your letter by referring to a letter 

             you have received.

Here are a few useful phrases:

Thank you for your letter of December 3rd.

It was a great pleasure to receive your letter of June 22nd.

In reply to your inquiry of Oct. 21st, I regret that ........

I was surprised to learn that .......

     information: In the second paragraph it is sometimes necessary to supply more detailed information which is related to the ' reference'.

     purpose: here you must give the reason why you are waiting your letter. You should state clearly what you want. Take care to answer closely the question that has been set.

     conclusion: it is customary to ' round the letter off ' with some polite remark.

Here are a few useful phrases:

I am looking forward to hearing from you soon.

I sincerely hope you will be able to help me in this matter.

I enclose a sample of the material you require.

I do hope I am not putting you to too much trouble.

I would greatly appreciate an early reply.

The subscription
Where a letter is begun Dear Sir/Sirs/Madam, you must end with the words  ' Yours faithfully '. When, however, you address a person by name – even if you barely know him – you must conclude with the words ' Yours sincerely '.

The signature
Sign your name clearly in full in the way you wish it to appear on the envelope which will be addressed to you in reply to your letter.

HOMEWORK
You are responsible for organising an international meeting for the marketing managers from each of your company's subsidaries worldwide 

( about 24 people ). Write a letter that you can send to each of the marketing managers. Use the information about the meeting from the box. You should write about 60 – 80 words.

	Purpose of meeting : To discuss international marketing strategy and co-ordinate the marketing activities
When? Thursday 4 April- Friday 5 April
Where? Conference Suite, Four Towers Hotel, Toronto, Canada
Practical information : Participants arrive Wednesday. Accommodation at Four Towers Hotel on Wednesday and Thursday nights.




                                                                              Peterson Enterprises

                                                                              285 West Road

                                                                              Pererborough PT3 8JY

                                                                              United Kingdom

                                                                              Telephone +44 (0)1733003623

                                                                               www.petersonent.com
Dear       ,

I am writing to invite you to a meeting ..............-

Please confirm that you will be able to attend.

Yours sincerely

International Marketing Manager



