B1 writing

Business letters:

To whom it may concern,

Introductie:
Explain the purpose of your letter/why you are writing this letter:
I am writing you this letter to inform you…
I received your address from a relation…
I am writing to apply for the job of fitness instructor, as advertised in THurday’s Courant.
I am writing to inform you that the goods we ordered from your company have not been supplied correctly.
I am writing with regard to…

Body:
Explain in further detail what you want or need.
As you can see from my CV….
Could you give me some information about…

Final paragraph:
Summarize the most important points of your letter.

Einde:
Thank you for your time and consideration.
I would appreciate your immediate attention to this matter.
Please feel free to contact me if you have any questions.

Yours faithfully – als je de naam van degene aan wie je schrijft niet kent.
Yours sincerely – als je de naam van degene aan wie je schrijft wel kent.

Signature
Name company
Your name and position

Bijlagen:
Encl. 




Examples:
Offer
[image: ]
Order
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Complaint
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Apology
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Job application[image: ]
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Tips:
Start by writing to which job position you are applying. If you have seen a vacancy in a newspaper or on a website you can also put this in your letter.
Useful sentences:
I saw your advertisement of… 
I would like to apply to the post of…

Explain what appeals to you in the job description and why you would be the perfect candidate for the job. Explain in further detail why the job suits you and make reference to the qualities asked in the job advertisement.

Write that you have enclosed your curriculum vitae and that you hope to be invited for a personal interview:
I am more than willing to provide further details in an interview.
I look forward to hearing from you.
Please find enclosed my curriculum vitae.
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Curriculum Vitae[image: ]
Cancellation
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Report:
· Factual information
· Reasons for taking action
· Formal writing style

image6.png
Mr. James A. Maverick
ABC Widget Company
253 Tennessee Pike

Yiuy, 2016
v

Dear Mr. Maverick,

v

1:am writing to apply for the plant manager position that you advertised in the Herald Gazette. As the ad
requested, | am enclosing the completed job application, my curriculum vitae, copies of my diplomas, and
certifications.

‘e opportunity displayed in the listing interests me greatly, and | believe that my history of manufacturing
experience and my education will make me a very competitive candidate for this position.

v

Firstly the strengths | possess that would make for success in this position include:

-1 settle for nothing less than absolute excellence

-1 have strong skill in leading production managers to get the job accomplished

Mhd vith a BS degree In Business Management and a Senior Executive MBA, | have a full understanding of
 business's needs and know how to meet these needs.

v

Please see my enclosed curriculum vitae for additional information on my experience.

v

1 can be reached anytime via email at stevie@email.com or my cell phone, 865-545-5445.
v

1would like to thank you for your time and consideration. | look forward to speaking to you about this
opportunity.
v

Yours sincerely,
Stevie Smith
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Dear Ms. Gigs,
1:am writing to you in regards to the position for a secretary which was advertised on
wiww.NationaleVacaturebank.nl on 10 July, 2015. | believe that my credentials and interests
match your requirement well and therefore wish to apply for the position.

I have enclosed a copy of my Curriculum Vitae to provide you with an overview of my skills
and experience. | have had three years' experience working in a similar role at an
international Bank in London. Furthermore | believe | am capable of performing the duties
that are required.

1 2m familiar with Windows-based systems and am proficient with Office 2013 and MS
Word. | am also familiar with spreadsheet programs such as Excel. | am ready to take on
more responsibilities and | am very eager to lean new tasks.

If you require further details, | am available to provide them in an interview.

Thank you for your time and consideration.

Yours sincerely,

signature

Margreet de Boer
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Dear Siadam,

Recertty we bookedrooms for  group of six for astay n October. We are.
oy o'el you that we wilhave 1o cancel ths reservetion

Vesterday we were informed hat the corference which o colleagues were
goingto oftend was canceled. Therefore, we wil ot be in Manchester rom
October S"to 7"

Please send us scknowiedgement of our cancellaton by retum.

We regret any inconverience we may have caused you and spobgise
Sihcerdly.

Vours fathtuly,

CLARK 8 KENT
H. Stevenson
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Dear sir/madam,

Thank you for sending me your catalogue and price list.
Could you please send me an offer for a English online dictionary.

This quote should include a license for use in my company on three stand alone
machines and specifications of services going with this order. Also inform me on your
terms of delivery. I would need this order by the end of November.

If this order and services delivered should prove satisfactory I will be able to place
more orders.

Yours faithfully,

A. Johnson
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Dear mister Johnson,

Yesterday I received your offer for various kinds of paper for office use.

We would be grateful if you could supply us with the following under the
conditions as mentioned in your letter of the 19th September last.

+ 1000 sheets A-4 Ivory white
500 sheets A-3 Hazy Blue

Prompt delivery will be appreciated as we are preparing a direct mail campaign
before the Christmas holidays.

Yours faithfully,

T. Small
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Dear mister Johnson,

T regret to inform you that, although I received my order in time, T am not satisfied by
it.

When unpacking we found that the 1000 sheets of Ivory white paper A-4 size were
missing. Instead you sent us 1000 sheets of A-3 paper.

Also, you sent us the wrong colour for the remaining order. Instead of 500 sheets A-3
Hazy Blue, you sent us Acid Green.

1 request that you urgently replace these articles by the ones agreed upon and expect
that the matter will be solved quickly and satisfactorily.

Yours faithfully,

T. Small
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Dear Mr Thompson,

We would like to offer our apologies for the problems that you have encountered with
the PC unit, double ZZ, purchased at our shop in Swansea. We understand your
complaints about the keyboard and the speak + write function. You asked for an
ergonomic keyboard and somehow an ordinary keyboard was packaged with the unit.
We are very sorry that the speak + write function doesn’t work properly since this
function was one of the reasons that you bought this particular model.

As you pointed out the PC unit was quite expensive and since you are an esteemed
customer of our shops, we would like to replace the PC unit. We have set aside a new
PC unit identical to double ZZ and will hold it until you can pick it up at your
convenience. Please remember to take the original invoice with you.

Again we offer our sincere apologies for the malfunctioning of the PC unit, double ZZ.
We hope that this will not stop you from visiting our shops. We hope that we can
continue serving you in the best way possible.

Yours faithfully,

Mariwell Baker
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Re: application Public Relations Manager
Dear Mrs Simpson,

In reference to your advertisement in the daily newspaper the Times of 28 October, |
inform you of the following. | would like to apply for the position of Public Relations
Manager which is at present vacant at the head office of Pizza Hut. | am a very capable
Public Relations officer with several years of experience in the field of Marketing and
Public Relations. Hence, | feel that | can fulfil your requirements.

| completed my Public Relations degree at Oxford University and was subsequently
selected for the graduate training programme at the University of Chicago. | was offered a
position at the University of Chicago after the training programme and worked in the
United States from 2012 to 2014. Currently | am working at MacDonald's’ head office in
Swindon, replacing Sara Brown who is on maternity leave.

Thus | am fully aware of the business culture in the Fast Food chains. My time at
MacDonald's has taught me to be flexible and to have a hands-on mentality. | can easily
adjust to new situations and am flexible in my approach to public relations.

I have enclosed my current résumé as requested, including details of two referees. |
sincerely hope to be able to discuss the position with you in more depth at the interview.

Yours faithfully,
John Haslop

Encl.: résumé




