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INTRODUCTION
‘Courtesy Letters’ is Module 3 of the study guide on writing formal letters (Module 1 ‘Letters
from Customers’; Module 2 ‘Employment Letters’).

This study guide is for intermediate and upper-intermediate learners of English. It intends to
provide them with some instructions on formal letter writing and to facilitate this process.

Module 3 contains nine letters arranged in four sections: Letter of Invitation, Letter of Ac-
ceptance, and Letter of Refuse, and Thank-You Letter, i.e. common situations of formal com-
munication when writing a letter is required by protocol or rules of etiquette.

Each section has two or three sample letters and provides information about the format used
in this type of a letter and the instruction. Sample letters provided in each section can be
used as a guide for one’s own writings. The format is given with the purpose to describe HOW
to write letters of a specific type and the instruction explains WHY letters of this type are writ-
ten.

The study guide is based on real formal letters dealing with the most common situations of
formal communication which do not require profound legal or economic knowledge and spe-
cific terms.

Sample letters are presented in both layouts which are typical for an English formal letter: the
indented form used mainly in the UK and the block form traditionally used in the US. In the
format we stick to the indented form and in real letters original layouts, punctuation as well
as original spelling (British or American) are preserved.

Each letter sample is followed by a standard set of eight exercises.
1. Reading the letter for the first time and determining the meaning of the words;

2. Reading the letter for the second time for detail and discussing questions based on the
content of the letter;

. Finding the English equivalents for the Russian terms?;
. Putting the sentences in the body of the letter in the correct order;
. Banked gap filling;

3
4
5
6. Banked gap filling with the correct form of the verb;
7. Banked gap filling with the correct phrase;

8

. Open cloze task.

! The study guide is intended primarily for Russian speaking learners of English which explains why this exercise
is given here.



Introduction

Each section closes with an assignment to write a letter of the type they studied.

In this Module we do not provide any general information on formal letters writing (struc-
ture, layout, punctuation, etc.) as Module 1 contains a special section devoted to it.

The letters in this Module are the ones that are exchanged between business partners or
sellers and buyers to facilitate effective communication and help to run business in an ef-
fective and positive way.



LETTER OF INVITATION

|. FORMAT

Sender’s name

House number, street address
Place (city or town)

Area code

Telephone (optional)

Email address (optional)

Date

Receiver’s name

(Title and

Company if necessary)

House number, street address
Place (city or town)

Area code

Salutation
Subject (optional)

Introductory paragraph. Inform about the date, time and give the address where the event is
going to take place as well as the theme and purpose for the event.

Body paragraph(s). Here the host, sender, organisation (the inviting side) introduces them-
selves. A simple background of the individual or company will suffice. It is important to outline
all of the information about the event and inform guests and participants about conditions of
living, room fees and the facilities they will be provided with. At this point, a date should be
mentioned by which guests should provide their reply, and it may also contain any infor-
mation regarding special roles played at the event, and items required for the guest to bring.
Be sure to mention specifications about dress code if any.

Concluding paragraph. Show the appreciation for the guests and participants to attend the
event. This can be completed with a formal note, stating that you look forward to seeing the
individual(s) at the event.

Valediction

Sender’s typed name



8 Letter of invitation

Il. SAMPLE 1
1. Read the letter. Make sure that you understand the meaning of all words

BNI-Good Times Chapter
199 6th Street S.W.
Washington

DC 20410

16 March 2016

John Smith

106 West 56th St.
New York

NY 10019-3803

Dear Mr Smith

If you are interested in growing your business, regardless of economic conditions, | invite you
to attend a meeting of the Good Times chapter of BNI (Business Network Int'l) at
the Mediterranean Bistro, 301 West Washington Ave., Washington, NJ 07882 on April 13 at
7 am. We are interviewing marketing consultants to whom we can pass referrals.

BNI is a business and professional organization whose primary purpose is to exchange quali-
fied business referrals. It is the largest networking organization of its kind. Currently, BNI has
over 5,500 chapters in 40 countries. Last year, members of BNI passed nearly 5.6 million re-
ferrals which generated $ 2.3 billion dollars worth of business for its 120,000 plus members.

What makes BNI unique is that it allows only one person per profession to join a chapter.
Thus, once you have joined, none of your competitors can participate.

The members of the BNI-Good Times chapter are currently looking for a marketing consultant
to whom they can refer business. | would like to personally invite you to a meeting so you can
learn more about the organization and find out if you would be interested in generating a
steady source of referral business for yourself:

Seating will be limited at this once/year special event, so please let me know if you plan to
attend; call me at (***) *** ****3nd | will reserve a place for you! The room fee is $10,
which includes a continental breakfast?. Remember to bring plenty of business cards to pass
out, as you will meet with lots of local business professionals.

Sincerely,

Boris Johnson
Member, BNI-Good Times Chapter

P.S. If you know other professionals and business owners who would appreciate an invitation,
please feel free to bring them with you. Call me anytime if you have questions.

2 A light breakfast consisting usually of coffee or tea and a roll, pastry, or other baked good.
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2. Read the letter again and find terms which are defined by the following.

1. oeveiieveieeeeieeeeeeenn. — @ branch, usually restricted to a given locality, of a society, organi-
zation, fraternity, etc.

2 — the process of establishing mutually beneficial connections of
businesses and professionals, whilst promoting economic development;

B e — contact information of potential customers or clients qualified on
the basis or their buying authority, financial capacity, and willingness to buy;

3. In the letter find English equivalents to the following Russian words and phrases
1) HE3ABUCUMO OT IKOHOMMUUECKMX YCTIOBMM .vvevieriierieiearie et esie ettt teenae e eseesaeensesaeeneesseesaenneaneens
2) MECTHOE OTAENEHME OOLLECTBA .uvveveiviesieetteieetiesteestesteestesseesseeseesseessesseessesseassesseessesseassesseesseensenns
3) KOHTaKTHblE AaHHble NOTEHLMANBHOMO Y4aCTHMKA NAaPTHEPCKOM NPOrPamMbl, MPUBAEYEHHOTO
B HEE CUMAMM ZLPYTOTO YUACTHUK 1ovriuriieiiarietteeteetteeteesteeteesseeteess et ete et et e st e saeesseeae e s e et eseeaeeseensenes
£) OCHOBHAA LLEJID .vvtvteeutie ettt eete et e ettt et et e e sttt e et e e st e e e e et e e st e e st e et e e st e e aeeeaseesseeaaeenseesseesaeanseenseeseas
5) CETEBAA OPTAHMBALIMA ovevvivieiteeeee ettt ettt ettt se e ete et ettt e et e ete et et e e st e eae e st e eae et e enseaeenseeaeense s
6) CTOMMOCTBIO B ... ZLOJITTAPOB .eviviieveeeieete et et et et et ettt et ettt e et et e st et eesseeae et e eae et e eaeeseenseeseense s
7) BONEE 120000 UMEHOB ...euvietieeiteeete ettt ettt ettt et e e b e et e et e e bt e e s e e e e stseeaseesseessaeenseesneesnseenneens
8) HAMPAB/IATD KITUEHTOB .....vvivviiviete ettt et ettt ettt et et eete s e te et e e ae et e e te et e e as e e easeteenseeseenseeseense s
9) MOCTOAHHDBIA MCTOUHMK ..ttt ettt ettt ettt ettt et et e et et e e e e et e te et e ese e e eae e
10) KOMMYECTBO MECT OTPAHMUEHO ...ttt etee ettt et eeste et eta et eeta e et e esseesaaeenseesseesaeeesseenseenneas

1) CMIELMAMBHOE CODBITUE ..vviiitiee ettt ettt e et e et e e et e et e e et e e enteeeaaeeeneeeenneeaa
12) OPOHMPOBATE MECTO . uvieiuvieeeereeeetteeeetteeetteeeetteeeeaeeeeaeeeenaeeeeateeeaeeeeteseerteeateeeerseeeerteeeteeeeaeeeeraeeans
13) cTOMMOCTb HOMEPA (KOMHATbI) ANA MPOMKUBAHMA ....eoviiieiieiienie et eiteieenee e enee e enee e eneeseeaneens
14) BUBUTHEA KAPTOUKI teeuvrenieiianeeeteaseeateeseeaseesseastaaseaseeaseasseaseansesseaseeaseeseeassanseaneasseeneenseeneenseaneenneaneens
15) NPUHATE MPUMNALUEHNE C PALOCTBRD oeuvtvientiatteteaseeeteaseeateaseeeseaseeaseeseeassaseaseesseaneesseaseesseaneeaseaneens
16) noXanymcra, He CTECHANTECh MPUBOANTD C CODOM ....vviiiieiiiceiiiie e



Letter of invitation

4. Put the sentences in the body of the letter in the correct order.

A. The members of the BNI-Good Times chapter are currently looking for a marketing
consultant to whom they can refer business. | would like to personally invite you to
a meeting so you can learn more about the organization and find out if you would
be interested in generating a steady source of referral business for yourself.

B. BNI-Good Times Chapter
199 6th Street S.W.
Washington
DC 20410

C. P.S. If you know other professionals and business owners who would appreciate an
invitation, please feel free to bring them with you. Call me anytime if you have ques-
tions.

D. If you are interested in growing your business, regardless of economic conditions, |
invite you to attend a meeting of the Good Times chapter of BNI (Busi-
ness Network Int'l) at the Mediterranean Bistro, 301 West Washington Ave., Wash-
ington, NJ 07882 on April 13 at 7 am. We are interviewing marketing consultants to
whom we can pass referrals.

E. 16 March 2016

F. John Smith
106 West 56th St.
New York
NY 10019-3803

G. BNI is a business and professional organization whose primary purpose is to ex-
change qualified business referrals. It is the largest networking organization of its
kind. Currently, BNI has over 5,500 chapters in 40 countries. Last year, members of
BNI passed nearly 5.6 million referrals which generated $ 2.3 billion dollars worth of
business for its 120,000 plus members.

H. What makes BNI unique is that it allows only one person per profession to join a
chapter. Thus, once you have joined, none of your competitors can participate.

|. Seating will be limited at this once / year special event, so please let me know if you
plan to attend; call me at (***) *** ****3nd | will reserve a place for you! The
room fee is $10, which includes a continental breakfast. Remember to bring plenty
of business cards to pass out, as you will meet with lots of local business profession-
als.

J. Sincerely,
Boris Johnson
Member, BNI-Good Times Chapter

K. Dear Mr Smith
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5. Complete the letter with the appropriate word from the box

meeting unique continental competitors source

networking event chapter business purpose

Dear Mr Smith

If you are interested in growing your 1) .....ocviiiiiii it regardless of eco-
nomic conditions, | invite you to attend @ 2) .....ooiiiiiiii of the Good
Times chapter of BNI (Business Network Int'l) at the Mediterranean Bistro, 301 West Wash-
ington Ave., Washington, NJ 07882 on April 13 at 7 am. We are interviewing marketing con-
sultants to whom we can pass referrals.

BNI is a business and 3professional organization whose primary
3) is to exchange qualified business referrals. It is the
largest 4) oo organization of its kind. Currently, BNI has over

5,500 chapters in 40 countries. Last year, members of BNI passed nearly 5.6 million referrals
which generated $ 2.3 billion dollars worth of business for its 120,000 plus members.

What makes BNI5) ..o is that it allows only one person per
profession to join a chapter. Thus, once vyou have joined, none of vyour
D) can participate.

The members of the BNI-Good TiMes 7) covvvrriiiiiiiiiii i, are currently

looking for a marketing consultant to whom they can refer business. | would like to personally
invite you to a meeting so you can learn more about the organization and find out if you
would be interested in generating a steady 8) ......oviiiiiiiiiiiii of referral
business for yourself.

Seating will be limited at this once /year special 9) ....ccoviiiiiiiiii i , SO
please let me know if you plan to attend; call me at (***) ** ***and | will reserve a place for
you! The room fee is $10, which includes a 10) .......coviiiiiiiiii e, breakfast.

Remember to bring plenty of business cards to pass out, as you will meet with lots of local
business professionals.

Sincerely,

Boris Johnson
Member, BNI-Good Times Chapter

P.S. If you know other professionals and business owners who would appreciate an invitation,
please feel free to bring them with you. Call me anytime if you have questions.
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6. Complete the letter with the correct form of a verb from the box

join find out interview look for limit

grow bring make exchange pass

Dear Mr Smith

If you are interested in 1) ...ooiiiiiiiii i your business, regardless of
economic conditions, | invite you to attend a meeting of the Good Times chapter of BNI (Busi-
ness Network Int'l) at the Mediterranean Bistro, 301 West Washington Ave., Washington, NJ
07882 on April 13 at 7am. We 2) .o marketing consultants
to whom we can pass referrals.

BNI is a business and professional organization whose primary purpose is

) qualified business referrals. It is the largest networking
organization of its kind. Currently, BNI has over 5,500 chapters in 40 countries. Last year,
members of BNI4) ..o, nearly 5.6 million referrals which gen-

erated $ 2.3 billion dollars worth of business for its 120,000 plus members.

What 5) oo BNI unique is that it allows only one person per
profession to join a chapter. Thus, ONCE YOU 6) ...iviiiiriiiiiii i none of
your competitors can participate.

The members of the BNI-Good Times chapter 7) ......ovvvviiiiiiiiiiiii i, currently

a marketing consultant to whom they can refer business. | would
Ilke to personally invite you to a meeting so you can learn more about the organization and
< I if you would be interested in generating a steady source of refer-
ral business for yourself.

Seating 9) v, at this once / year special event, so please let me know if
you plan to attend; call me at (***) *** ****and | will reserve a place for you! The room fee
is $ 10, which includes a continental breakfast. Remember to bring plenty of business cards to
pass out, as you will meet with lots of local business professionals.

Sincerely,

Boris Johnson
Member, BNI-Good Times Chapter

P.S. If you know other professionals and business owners who would appreciate an invitation,
please feel free 10) .ccooeiviiieieciicieeiee e them with you. Call me anytime if you have
questions.



[l. Sample 1 13

7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Mr Smith

If you are interested in growing your business, regardless of economic conditions, | invite you
to attend a meeting of the Good Times chapter of BNI (Business Network Int'l) at the Mediter-
ranean Bistro, 301 West Washington Ave., 1) ...ccccooveiviiiiiieiiiieiieien We are interviewing
marketing consultants to whom we can pass referrals.

BNI is a business and professional organization whose primary purpose is
2) e It is the largest networking organization of its kind. Currently, BNI
has over 5,500 chapters in 40 countries. Last year, members of BNI passed nearly 5.6 million
referrals which generated S 2.3 billion dollars 3) ..o

What makes BNI unique is that it allows only one person 4) ......ccccooveveeivecceeecveeenn. Thus,
once you have joined, none of your competitors can participate.

The members of the BNI-Good Times chapter are currently looking for a marketing consultant
to whom they can refer business. | would like to personally invite you to a meeting so you can
learn more about the organization and find out if you would be interested in generating

Seating will be limited at this once / year special event, so please let me know if you plan to
attend; call me at (¥**) *** **** 6) i The room fee is S 10, which
includes a continental breakfast. Remember to bring plenty of business cards to pass out, as
YOU Will Meet 7) o,

Sincerely,

Boris Johnson
Member, BNI-Good Times Chapter

P.S. If you know other professionals and business owners who would appreciate an invitation,
PIEASE 8) oo, Call me anytime if you have questions.

A. per profession to join a chapter

B. a steady source of referral business for yourself
C. with lots of local business professionals

D. and | will reserve a place for you

E. feel free to bring them with you

F. Washington, NJ 07882 on April 13 at 7 am

G. to exchange qualified business referrals

H. worth of business for its 120,000 plus members
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8. Complete the letter with the most appropriate word or phrase. Use not more than three words to fill
in each gap. Articles and prepositions are counted as separate words.

Dear Mr Smith

If you are interested in 1) cocooeeiieieeiieeiece e, , regardless of economic conditions, | invite
YOU 1O 2) oo of the Good Times chapter of BNI (Business Network
Int'l) at the Mediterranean Bistro, 301 West Washington Ave., Washington, NJ 07882 on April
13 at 7 am. We are interviewing marketing consultants to whom we can pass referrals.

BNI IS @ 3) v organization Whose 4) .......ccccocevvevveiecceieeeenn, is to ex-
change qualified business referrals. It is the largest networking organization
D) e, Currently, BNI has over 5,500 chapters in 40 countries. Last year,

members of BNI passed nearly 5.6 million referrals which generated $ 2.3 billion dollars worth
of business for its 120,000 plus members.

What makes BNI unique is that it allows 6) ......ccccceeevieicriceiece e, per profession to join a
chapter. Thus, once you have joined, none of your competitors can participate.

The members of the BNI-Good Times chapter are currently looking for a marketing consultant

to whom they can refer business. | would like t0 7) oo, to a meeting so
you can learn more about the organization and find out if you would be interested in generat-
INE 8) oo of referral business for yourself.

Seating will be limited at this once/year special event, so please 9) .....cccceveeeveeeceeceeeecee e if

you plan to attend; call me at (***) *** ****and | will reserve a place for you! The room fee
is S 10, which includes a continental breakfast. Remember to bring plenty of business cards
10) o, , as you will meet with lots of local business professionals.

Sincerely,
Boris Johnson
Member, BNI-Good Times Chapter

P.S. If you know other professionals and business owners who would appreciate an invitation,
please feel free to bring them with you. Call me anytime if you have questions.
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I1l. INSTRUCTION

Before reading the text discuss with you partner the following questions. Then read the text
and compare your answers with the information from the text.
1. For what business events or occasions would you write a letter of invitation? ........c.cccceeeveenn.

2. Are there special pre-printed invitations for business events? ..........cccccocoiviiiiiveecicceeeeee
3. Can you invite the business event participants by phone? .......ccceeviiiiiiiiiiiic e,
4. Should you confirm your invitation in a written form if you have already invited the partici-
PANT DY PRONE? .ottt et ettt raeenes
5. What information concerning the event should a letter of invitation contain? ..........cc.ccceveenn...
6. WAt is @N RSVP TN 7 .. ettt ettt e st e eneeenneennee e
7. How much time before the event should participants be informed? .............cccooviiiiiiie

Letter of Invitation

A letter of invitation is a letter written when we ask somebody to participate in special events.
Our schedules may include both personal (e.g. weddings, parties, etc.) and business
(e.g. conferences, annual general meetings, business gatherings, grand openings, open hous-
es, etc.) events. For most of personal events one can purchase ready-made, pre-printed invi-
tations at stationery stores, which eliminates the need to specifically write personal invitation
letters. Business situations require specially written invitation letters so they are generally
classified as business correspondence.

A business letter of invitation is one of key business tools so it should follow a set format.

In your business invitation you should first and foremost state the nature and purpose of the
event as well as date, time and place. Along with explaining this, address all the questions
that might arise in the receiver's mind such as fees, accommodation options, parking instruc-
tions, dress code (if any) and so on.

If you expect a response by a specific date, make it clear to the receiver. Include an RSVP
(Rirpondez s’il vous plaot — the French for ‘Please reply’) line along with a phone number or
business email address for the reply.

Invitation should be sent well in advance. The following timing is considered to be appropri-
ate for business invitations: Six to eight months before an important event to which out-of-
town executives are invited; Four to six months before an important event to which out-of-
town guests are invited.

For less important occasions, it's best to invite guests three to four weeks in advance. If you
choose to invite your guests by phone, remind them again in writing two weeks before the
event.

Make sure that your business letter invitations carry a positive tone that builds anticipation
about the event or occasion.



16 Letter of invitation

IV. SAMPLE 2

1. Read the letter. Make sure that you understand the meaning of all words.
International Committee on Seafarers' Welfare
Gresham House, 53 Clarendon Road, Watford
Hertfordshire, WD17 1LA, United Kingdom
Tel: +44 1923 222653 Fax: +44 1923 222663
E-mail: icsw@icsw.org.uk Website: seafarerswelfare.org

7 January 2016
All ICSW Members

Dear Members,
ICSW Annual General Meeting 2016

You are warmly invited to attend the 2016 ICSW Annual General Meeting, which will take place on
Wednesday 24 March to Friday 26 March 2016 at the Provincial del Instituto Social Marina, Casa
del Mar, C. Albareda 1-13, 08004 Barcelona, Spain.

Please find enclosed a copy of our draft Programme, the 2016 AGM Registration form, details of
accommodation and local information and Spanish Visa requirements. This year we are including
sessions on MLC3 2016, ICSW Strategy and Fundraising in addition to the formal Committee meet-
ing. There will be an opportunity for you to give a short (10 to 15 minute presentation) on the
work of your organisation, focusing on best practice and innovation, during the AGM. Please let
me know if you would like to make a presentation.

Due to the success of port visits at previous meetings, the Port Authority of Barcelona has agreed
to sponsor a port visit/boat trip around the port of Barcelona for delegates on Wednesday after-
noon. We have also arranged dinner on Thursday evening to be taken at an authentic Spanish res-
taurant in the Spanish Village. We will allow enough time for delegates to wander around the vil-
lage before eating.

There will be a Conference Fee of €60 for Members and Affiliates and €75 for guests and visitors.

As we have been unable to provide accommodation in one building this year, we are offering del-
egates a selection of accommodation at different prices. These will be offered on a first come,
first served basis and we hope that those organisations who can afford the more expensive
rooms, allow those who cannot, the cheaper accommodation as there is a shortage of hotel
rooms.

Delegates are requested to meet the cost of their own travel, bed, breakfast and additional costs
(laundry, bar etc.). The ICSW will meet the cost of morning & afternoon coffee, lunch and
the dinners on Wednesday and Thursday.

For those delegates requiring visas, a letter addressed to your local Spanish Consulate will be pro-
vided on request. Please note that it is the delegate's responsibility to arrange and pay for their
own Visas.

If you need any further information, please do not hesitate to contact us.
Yours sincerely,
Roger Harris

Executive Director

3 MLC — Member of the Legislative Council.
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2. Read the letter again. Are the sentences true or false?

1. Roger Harris is invited to participate in AGM 2016, ...ccoiiiiviiiiieiieeccee e
2. There are some sessions added this year to the formal Committee meeting. ........c.ccccoevveennnan.
3. AGM will take place at an authentic Spanish restaurant in the Spanish Village. .........cccccooeve...
4. Letters to local Spanish Consulates to ease visa granting for delegates are enclosed with this
letter OF INVITATION. oo e et
5. Delegates will arrange and pay for their ViSas. .....ccciiioiiiiececeee e
6. ICSW sponsors a boat trip around the port of Barcelona for delegates. ........ccccoceevviiiiievieennan,
7. A conference fee for guests and visitors is the same as for Members and Affiliates. ...............
8. Some costs Will DE MET DY ICSW. oo e

3. In the letter find English equivalents to the following Russian words and phrases

1) exxerogHoe obuiee cobpaHme (aKUMOHEPOB, YNEHOB KAYDA M T.[0.) oovvveeeirieeeiee e
2) B IPUAOKEHUMN Bbl HAIKAETE vttt ettt ettt
3) SKIEMMIAD MPOEKTA TTPOTPAMMBI ettt ettt
e S,
5) MPOKUBAHME, PAZMELIEHHE e esesrses ettt ettt
6) TPEBOBAHMA L1 OTKPBITUR MCMAHCKOM BUZbI -rrrsrrses ettt
7) NDMBACHEHME CPEACT, MIOMCK UCTOUHNKOE QUHAHCUPOBAHUA ..o
) C YNOPOM H EPEAOBON OTIT U UHHOBALM .ottt
3) H/16H 32HOHOBATENIBHOTO COBET. ettt ettt
10) HACTORLAM MEMHCKMA PEETOPEH .ottt
11) OPTEHUSAUMOHHBIN BIHOC vttt
12) accoummpoBaHHble NpeanpuaTUa; OpraHn3aLm, BXOAALWLME B OAHY TPYMMY .cvcveereeeeereeneanen.
13) He B COCTORHM OBECTIEUNTS PAZMELUEHME (TOCTRH) .o
14) BAPUBHTS! PASMEILEHUR .ottt
15) No NPUHUMMY KKTO NEPBbIM MPULLES, TOTO NEPBBIM ODCAYIKUMIND ..ocvvivieeieieeieeieeieceeeieeaenea
16) AT (HEAOCTATOK) FOCTAHUNHBIX HOMEPOB o
17) MOKDBIT PACKOMbI HA ettt
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4. Put the sentences in the body of the letter in the correct order
A. If you need any further information, please do not hesitate to contact us.

B. International Committee on Seafarers' Welfare
Gresham House, 53 Clarendon Road, Watford
Hertfordshire, WD17 1LA, United Kingdom
Tel: +44 1923 222653 Fax: +44 1923 222663
E-mail: icsw@icsw.org.uk Website: seafarerswelfare.org

C. Please find enclosed a copy of our draft Programme, the 2016 AGM Registration form,
details of accommodation and local information and Spanish Visa requirements. This
year we are including sessions on MLC 2016, ICSW Strategy and Fundraising in addition
to the formal Committee meeting. There will be an opportunity for you to give a short
(10 to 15 minute presentation) on the work of your organisation, focusing on best prac-
tice and innovation, during the AGM. Please let me know if you would like to make a
presentation.

D. 7 January 2016

E. Dear Members,
ICSW Annual General Meeting 2016

F. You are warmly invited to attend the 2016 ICSW Annual General Meeting, which will
take place on Wednesday 24 March to Friday 26 March 2016 at the Provincial del Insti-
tuto Social Marina, Casa del Mar, C. Albareda 1-13, 08004 Barcelona, Spain.

G. All ICSW Members

H. As we have been unable to provide accommodation in one building this year, we are
offering delegates a selection of accommodation at different prices. These will be of-
fered on a first come, first served basis and we hope that those organisations who can
afford the more expensive rooms, allow those who cannot, the cheaper accommoda-
tion as there is a shortage of hotel rooms.

I. Due to the success of port visits at previous meetings, the Port Authority of Barcelona
has agreed to sponsor a port visit/boat trip around the port of Barcelona for delegates
on Wednesday afternoon. We have also arranged dinner on Thursday evening to be
taken at an authentic Spanish restaurant in the Spanish Village. We will allow enough
time for delegates to wander around the village before eating.

J. There will be a Conference Fee of €60 for Members and Affiliates and €75 for guests
and visitors.

K. For those delegates requiring visas, a letter addressed to your local Spanish Consulate
will be provided on request. Please note that it is the delegate's responsibility to ar-
range and pay for their own visas.

L. Yours sincerely,
Roger Harris
Executive Director

M. Delegates are requested to meet the cost of their own travel, bed, breakfast and addi-
tional costs (laundry, bar etc.). The ICSW will meet the cost of morning & afternoon cof-
fee, lunch and the dinners on Wednesday and Thursday.


mailto:icsw@icsw.org.uk
http://seafarerswelfare.org/
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5. Complete the letter with the appropriate word from the box

draft authentic responsibility practice accommodation

affiliates shortage warmly delegates opportunity

All ICSW Members
Dear Members,

ICSW Annual General Meeting 2016

YOU Are 1) oo invited to attend the 2016 ICSW Annual General Meeting,
which will take place on Wednesday 24 March to Friday 26 March 2016 at the Provincial del
Instituto Social Marina, Casa del Mar, C. Albareda 1-13, 08004 Barcelona, Spain.

Please find enclosed a copy of ouUr 2) .ccvveieiicevicieiece e Programme, the 2016 AGM
Registration form, details of accommodation and local information and Spanish Visa require-
ments. This year we are including sessions on MLC 2016, ICSW Strategy and Fundraising in
addition to the formal Committee meeting. There will be an 3) .o, for
you to give a short (10 to 15 minute presentation) on the work of your organisation, focusing
oNn best 4) oo and innovation, during the AGM. Please let me know if
you would like to make a presentation.

Due to the success of port visits at previous meetings, the Port Authority of Barcelona has
agreed to sponsor a port visit/boat trip around the port of Barcelona for
D) e on Wednesday afternoon. We have also arranged dinner on
Thursday evening to be taken at an 6) ....ccocevieeieeiiciciccee Spanish restaurant in the
Spanish Village. We will allow enough time for delegates to wander around the village before
eating.

There will be a Conference Fee of € 60 for Members and 7) ...c.ccocvvvviiiieccieieienn, and €75
for guests and visitors.

As we have been unable to provide accommodation in one building this year, we are offering
delegates a selection of 8) ...ccccoovevviieeiciiiiccee, at different prices. These will be offered
on a first come, first served basis and we hope that those organisations who can afford the
more expensive rooms, allow those who cannot, the cheaper accommodation as there is a
D) e of hotel rooms.

Delegates are requested to meet the cost of their own travel, bed, breakfast and additional
costs (laundry, bar etc.). The ICSW will meet the cost of morning & afternoon coffee, lunch
and the dinners on Wednesday and Thursday.

For those delegates requiring visas, a letter addressed to your local Spanish Consulate will be
provided on request. Please note that it is the delegate's 10) ....ccccvvvvvvviviieie e e, to ar-
range and pay for their own visas.

If you need any further information, please do not hesitate to contact us.
Yours sincerely,
Roger Harris

Executive Director
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6. Complete the letter with the correct form of a verb from the box

focus agree request serve arrange

enclose take place offer take include

All ICSW Members

Dear Members,

ICSW Annual General Meeting 2016

You are warmly invited to attend the 2016 ICSW Annual General Meeting, which

1) e on Wednesday 24 March to Friday 26 March 2016 at the Provin-
cial del Instituto Social Marina, Casa del Mar, C. Albareda 1-13, 08004 Barcelona, Spain.

Please find 2) coooveveiviieieeeece e a copy of our draft Programme, the 2016 AGM Regis-
tration form, details of accommodation and local information and Spanish Visa requirements.

This year We 3) oo sessions on MLC 2016, ICSW Strategy and Fundrais-
ing in addition to the formal Committee meeting. There will be an opportunity for you to give
a short (10 to 15 minute presentation)on the work of your organisation,
A e on best practice and innovation, during the AGM. Please let me
know if you would like to make a presentation.

Due to the success of port visits at previous meetings, the Port Authority of Barcelona

D) e to sponsor a port visit/boat trip around the port of Barcelona for
delegates on Wednesday afternoon. We have also arranged dinner on Thursday evening
B) e at an authentic Spanish restaurant in the Spanish Village. We will

allow enough time for delegates to wander around the village before eating.

There will be a Conference Fee of €60 for Members and Affiliates and €75 for guests and visi-
tors.

As we have been unable to provide accommodation in one building this year, we
7) e delegates a selection of accommodation at different prices. These
will be offered on a first come, first 8) .....cccovevvviiviieiiieieee basis and we hope that those
organisations who can afford the more expensive rooms, allow those who cannot, the cheap-
er accommodation as there is a shortage of hotel rooms.

Delegates 9) ..o, to meet the cost of their own travel, bed, breakfast and
additional costs (laundry, bar etc.). The ICSW will meet the cost of morning & afternoon cof-
fee, lunch and the dinners on Wednesday and Thursday.

For those delegates requiring visas, a letter addressed to your local Spanish Consulate will be
provided on request. Please note that it is the delegate's responsibility
10) oo and pay for their own visas.

If you need any further information, please do not hesitate to contact us.
Yours sincerely,
Roger Harris

Executive Director
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

All ICSW Members
Dear Members,
ICSW Annual General Meeting 2016

You are warmly invited to attend the 2016 ICSW Annual General Meeting, which will take
place on Wednesday 24 March to Friday 26 March 2016 at the Provincial del Instituto Social
Marina, Casa del Mar, C. Albareda 1-13, 08004 Barcelona, Spain.

Please find enclosed a copy of our draft Programme, the 2016 AGM Registration form, details
of accommodation and 1) ...ccccvvvieeieiiieice e, .

This year we are including sessions on MLC 2016, ICSW Strategy and Fundraising
2) ceveiviieeeieseieieiseie i1 here will be an opportunity for you to give a short (10 to 15
minute presentation) on the work of your organisation, focusing on best practice and innova-
tion, during the AGM. Please let me KNOW 3) .....cccvvviieeveiiieiece e

Due to the success of port visits at previous meetings, the Port Authority of Barcelona has
agreed to sponsor a port visit/boat trip around the port of Barcelona
A oo We have also arranged dinner on Thursday evening to be taken at
an authentic Spanish restaurant in the Spanish Village. We will allow enough time for dele-
EAtES 5) v

There will be a Conference Fee of €60 for Members and Affiliates and €75 for guests and visi-
tors.

As we have been unable to provide accommodation in one building this year, we are offering
delegates a selection of accommodation at different prices. These will be offered on a first
come, first served basis and we hope that those organisations who can afford the more ex-
pensive  rooms, allow those who cannot, the cheaper accommodation
o) I Delegates are requested to meet the cost of their own travel, bed,
breakfast and additional costs (laundry, bar etc.). The ICSW will meet the cost of morning &
afternoon coffee, IlUNCh 7) oo

For those delegates requiring visas, a letter addressed to your local Spanish Consulate will be
provided on request. Please note that it is the delegate's responsibility
8) ettt

If you need any further information, please do not hesitate to contact us.

Yours sincerely,

Roger Harris

Executive Director

A. for delegates on Wednesday afternoon

B. to wander around the village before eating

C. in addition to the formal Committee meeting

D. and the dinners on Wednesday and Thursday

E. local information and Spanish Visa requirements
F. to arrange and pay for their own visas

G. as there is a shortage of hotel rooms

H. if you would like to make a presentation
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8. Complete the letter with the most appropriate word or phrase. Use not more than three words to fill
in each gap. Articles and prepositions are counted as separate words.

All ICSW Members
Dear Members,
ICSW Annual General Meeting 2016

You are warmly invited to attend the 2016 ICSW 1) ..o, , which will take
place on Wednesday 24 March to Friday 26 March 2016 at the Provincial del Instituto Social
Marina, Casa del Mar, C. Albareda 1-13, 08004 Barcelona, Spain.

Please find enclosed a copy of our draft Programme, the 2016 AGM Registration form
2) e and local information and Spanish Visa requirements.

This year we are including sessions on MLC 2016, ICSW Strategy and Fundraising in addition
to the formal Committee meeting. There will be an opportunity for you to give a short (10 to
15 minute presentation)on the work of your organisation, focusing on best
3) , during the AGM. Please let me know if you would like to make a
presentation.

Due to the success of port Visits 4) .....cccceevevveiviiveeeceeienn, , the Port Authority of Barcelona
has agreed to sponsor a port visit/boat trip around the port of Barcelona for delegates on
Wednesday afternoon. We have also arranged dinner on Thursday evening to be taken at an
authentic Spanish restaurant in the Spanish Village. We will allow enough time for delegates

D) the village before eating.
There Will be 6) ..o of €60 for Members and Affiliates and €75 for guests
and visitors.

As we have been unable to provide accommodation in one building this year, we are offering
delegates @ 7) v at different prices. These will be offered on a first
come, first served basis and we hope that those organisations who can afford the more ex-
pensive rooms, allow those who cannot, 8) ......ccccccoceveieeicicicecec, as there is a shortage of
hotel rooms

Delegates are requested to meet the cost of their own travel, bed, breakfast and additional
costs (laundry, bar etc.). The ICSW Will 9) ..voveveiiiiieieceee, of morning & afternoon
coffee, lunch and the dinners on Wednesday and Thursday.

For those delegates requiring visas, a letter addressed to your local Spanish Consulate will be
10) oo Please note that it is the delegate's responsibility to arrange and
pay for their own visas.

If you need any further information, please do not hesitate to contact us.
Yours sincerely,

Roger Harris

Executive Director

V. WRITING ASSIGNMENT

Write a letter of invitation. Start with a draft specifying the topic, date and place of the event.
Think about information for guests and participants concerning the fees, accommodation,
dress code, etc.



LETTER OF ACCEPTANCE

|. FORMAT

Sender’s name

House number, street address
Place (city or town)

Area code

Telephone (optional)

Email address (optional)

Date

Receiver’s name

(Title and

Company if necessary)

House number, street address
Place (city or town)

Area code

Salutation
Subject (optional)

Introduction paragraph. Give suitable reference for writing the letter. Confirm your ac-
ceptance and particular elements (date, place, etc.) relating to the acceptance clearly in the
letter.

Body paragraph(s). State your response and don't be afraid to express your enthusiasm in ac-
cepting the invitation. Indicate upcoming meetings/events you plan to attend. Mention the
decision and commitments which the receiver of the letter and you have taken as well as the
corrections from your side. Express your eagerness and excitement towards work and ask for
requirements.

Conclusion paragraph. Repeat your enthusiasm. Close your letter with a sincere thank-you and
hope for future prospects. Include your name and contact information if appropriate. Say that
you look forward to making meaningful contributions to endeavors.

Valediction
(signature)

Sender’s typed name
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Il. SAMPLE 1
1. Read the letter. Make sure that you understand the meaning of all words

Meadows Green Industry
2517 Halls Drive

Tower City,

ND 58071

February 4, 2017

James Freidman
Universal Insurance
488 Adams Road
Laredo,

TX 78830

Dear Mr Friedman

Re: Invitation Acceptance

Thank you for your kind invitation to Universal Insurance’s 50" Anniversary on February 20,
2017 at the Hilton Hotel in Laredo.

| am pleased to inform you that it would be my pleasure to accept this invitation as a gesture
of my long standing business relations with your esteemed firm. | would be delighted to pre-
sent a speech during Universal Insurance’s 50™ Anniversary. Thank you for that honor.

| look forward to strengthen business collaboration between our companies. It has been
Meadows Green Industry’s privilege to have enjoyed the professional services of Universal
Insurance. | wish Universal Insurance further success in your future endeavors as you move
on in your business undertakings.

Yours sincerely,

Mack M. Najera
CEO

Meadows Green Industry
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2. Read the letter again and answer the questions
1. What event is Mack M. Najera invited fOr? ..o

3. In the letter find English equivalents to the following Russian words and phrases
1) NHOBE3HOE MPUIIALUEHME ..cuvevee ettt ettt ettt ettt e e ettt e et e e ae et e et e e e e easeenteeeaeeeaees



Letter of acceptance

4. Put the sentences in the body of the letter in the correct order
A. 1 am pleased to inform you that it would be my pleasure to accept this invitation as
a gesture of my long standing business relations with your esteemed firm. | would
be delighted to present a speech during Universal Insurance’s 50th Anniversary.
Thank you for that honor.

B. February 4, 2017
C. Re: Invitation Acceptance

D. James Freidman
Universal Insurance
488 Adams Road
Laredo,

TX 78830

E. Dear Mr Friedman

F. Yours sincerely,
Mack M. Najera
CEO
Meadows Green Industry

G. Thank you for your kind invitation to Universal Insurance’s 50th Anniversary on
February 20, 2017 at the Hilton Hotel in Laredo.

H. | look forward to strengthen our business collaboration between our companies. It
has been Meadows Green Industry’s privilege to have enjoyed the professional ser-
vices of Universal Insurance. | wish Universal Insurance further success in your fu-
ture endeavors as you move on in your business undertakings.

[. Meadows Green Industry
2517 Halls Drive
Tower City,
ND 58071
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5. Complete the letter with the appropriate word from the box

pleasure success invitation collaboration anniversary

speech services gesture undertakings relations

Dear Mr Friedman

Re: Invitation Acceptance

Thank you for your kind 1) ....cooiiiiiiiiiiiii i, to Universal Insurance’s
B0t ) on February 20, 2017 at the Hilton Hotel in Lare-
do.

| am pleased to inform you that it would be my 3) ..., to ac-
cept this invitation as @ 4) ..o of my long standing business
) I with your esteemed firm. | would be delighted to pre-
SENt @ 6) curiiiii e during Universal Insurance’s 50" Anniversary.

Thank you for that honor.

| look forward to strengthen our buSiness 7) ....ccviiiiiniiiiii i, between our
companies. It has been Meadows Green Industry’s privilege to have enjoyed the professional
8 ) of Universal Insurance. | wish Universal Insurance fur-
ther 9) e in your future endeavors as you move on in your

Yours sincerely,
Mack M. Najera

CEO
Meadows Green Industry
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6. Complete the letter with the correct form of a verb from the box

be enjoy strengthen move on accept

please wish thank esteem delight

Dear Mr Friedman
Re: Invitation Acceptance

Thank you for your kind invitation to Universal Insurance’s 50" Anniversary on February 20,
2017 at the Hilton Hotel in Laredo.

L am 1) o to inform you that it would be my pleasure
) this invitation as a gesture of my long standing busi-
ness  relations  with  your  3) i, firm. | would be
A) oo to present a speech during Universal Insurance’s 50™ Anniversary.
D) e you for that honor.

| look forward 6) ........ccccceceeeeeeveivevvneneee.... OUP business collaboration between our companies.
It 7) e Meadows Green Industry’s privilege to
8) ettt professional services of Universal Insurance.
19) ot Universal Insurance further success in your future endeavors as
YOU 10) oo in your business undertakings.

Yours sincerely,
Mack M. Najera

CEO
Meadows Green Industry
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).
Dear Mr Friedman
Re: Invitation Acceptance

Thank you for your kind invitation to Universal Insurance’s 50™ Anniversary

| am pleased to inform you that it would be my pleasure to accept this invitation as a gesture

of  2) e, | would be delighted to present a speech
3) e .Thank you for4) ...

| look forward to strengthen our business collaboration 5) ....ccccceveieiiciviiiceceee, It has
been Meadows Green Industry’s privilege to have enjoyed 6) .......ccccovviieivicceceviceiene. | wish
Universal  Insurance  further success in your future endeavors as you
7) e

Yours sincerely,

Mack M. Najera
CEO
MeadoWs 8) ....cceevevereeeeererierereene,

A. that honor

B. the professional services of Universal Insurance

C. Green Industry

D. between our companies

E. on February 20, 2017 at the Hilton Hotel in Laredo

F. move on in your business undertakings

G. my long standing business relations with your esteemed firm
H. during Universal Insurance’s 50" Anniversary
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Mr Friedman

Re: Invitation Acceptance

Thank you for 1) ..o, to Universal Insurance’s 50" Anniversary on Febru-
ary 20, 2017 @t 2) oo in Laredo.

lam pleased 3) .o, that it would be my pleasure to accept this invitation
A e Of MY 5) oo, relations with your esteemed
firm. lwould be delighted to 6) .ccocoivieciiiieicccece, during Universal Insurance’s

50™ Anniversary. Thank you for that honor.

| look forward to strengthen 7) ..o, between our companies. It has been
Meadows Green Industry’s privilege to have enjoyed 8) .......ccccoovvveiveiciciciere. of Universal
Insurance. | wish Universal Insurance further success in 9) ....ccocoevieiveiicieeiceeieree. as you

move oNn iN your 10) ......cccccoveiveieeeeeiecieriee e
Yours sincerely,

Mack M. Najera
CEO
Meadows Green Industry
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I1l. INSTRUCTION

Before reading the text discuss the following questions with your partner. Then read the text
and compare your answers with the information from the text.
1. Why is it necessary to state your acceptance of the invitation in a letter? Isn’t it enough just

T0 SAY YES, | @BIEE P oottt ettt et a et et e e e ntaeanrean

Accepting an invitation
If you are invited to a business meeting or another important event and you have made the
decision to say ‘yes’, show your enthusiasm by sending a letter that formally accepts the invi-
tation.

Accepting the invitation in writing shows your professionalism and interest in the event as
well as says great things about your manners.

Your letter of acceptance should express the same thoughts that inspired you to agree to the
invitation or proposal.

In the introductory part of the letter thank the sender and state your acceptance of the invi-
tation, mentioning the place, date and time of the meeting. It confirms your understanding of
the meeting's logistics and gives the receiver an opportunity to clear up any misunderstand-
ing about the meeting arrangements. To further customise the acceptance, include the de-
tails of the event (e.g. amount of the contribution and duties you agree to, what you might be
assisting with).

Within the body of the letter, make mention of any needs if applicable to your situation
(equipment for speaking or performance, special needs for disabled, etc.). You might also in-
dicate what documents you will be bringing or mention one or two key ideas that you hope to
discuss.

Conclude the letter with a positive remark. In conclusion say how much of a pleasure it is for
you to be attending, being promoted, and/or finding growth from the situation. A more en-
thusiastic response, for example, may state that you are eager to meet with the host of the
event to discuss the upcoming occasion.

Showing gratitude sets a positive tone for your upcoming meeting and tells the receiver that
you appreciate the time and effort he is taking to meet with you.

If you are attending the meeting on behalf of your company, write the letter on your office's
letterhead stationery.
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IV. SAMPLE 2
1. Read the letter. Make sure that you understand the meaning of all words

9 May 2017

The Honorable lvan Ivanov
Governor of Sevastopol

2, Lenina Str

Sevastopol

RUSSIA

Dear Mr Ivanov,

It is with great pleasure that | accept the invitation to establish a sister city affiliation with the
City of Sevastopol. | accept the invitation on behalf of the many citizens of our community
who have come to know and love the City of Sevastopol and vote unanimously in favor of the
affiliation.

As we look to the future of this alliance, we envision a growing awareness and appreciation of
each other's culture and people. From small beginnings, we hope this partnership will contin-
ue for many generations, fostering educational, economic and professional exchanges. We
look forward to the limitless possibilities of this relationship.

Although this partnership must begin on an official basis between the governments of our
two communities, we see the strength and vitality of this long-term association resting wholly
in the hands of our citizen volunteers and participants. To this end, we have designated a
group of men and women to enlist voluntary support in our community. We suggest that a
similar body of individuals be assembled in your city.

We sincerely appreciate the invitation and look forward to the wonderful opportunities that
await our communities in the future.

Sincerely,

Mr Read Lattakis

Governor of Viserte
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2. Read the letter again and answer the questions
1. Which city, Sevastopol or Viserte, initiated sister city affiliation? .........c.cocoviiiiiiiiiii

3. In the letter find English equivalents to the following Russian words and phrases
1) TYOEPHATOD oteiitiieitt ettt ettt ettt et ettt et et e ettt et e et e e bt e et e e s e e be et e et e et eent e et e e aaeetteenteennes
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Letter of acceptance

4. Put the sentences in the body of the letter in the correct order

A. Sincerely

B. The Honorable lvan Ivanov

Governor of Sevastopol
2, Lenina Str
Sevastopol

RUSSIA

C. Dear Mr lvanov,

. We sincerely appreciate the invitation and look forward to the wonderful opportu-
nities that await our communities in the future.

. It is with great pleasure that | accept the invitation to establish a sister city affilia-

tion with the City of Sevastopol. | accept the invitation on behalf of the many citi-
zens of our community who have come to know and love the City of Sevastopol and
vote unanimously in favor of the affiliation.

. Although this partnership must begin on an official basis between the governments

of our two communities, we see the strength and vitality of this long-term associa-
tion resting wholly in the hands of our citizen volunteers and participants. To this
end, we have designated a group of men and women to enlist voluntary support in
our community. We suggest that a similar body of individuals be assembled in your
city.

G. 9 May 2017

H. As we look to the future of this alliance, we envision a growing awareness and ap-

preciation of each other's culture and people. From small beginnings, we hope this
partnership will continue for many generations, fostering educational, economic
and professional exchanges. We look forward to the limitless possibilities of this re-
lationship.

. Mr Read Lattakis

Governor of Viserte
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5. Complete the letter with the appropriate word from the box

behalf partnership possibilities voluntary awareness

affiliation long-term generations body unanimously

Dear Mr Ivanov,

It is with great pleasure that | accept the invitation to establish a sister city

1) oo With the City of Sevastopol. | accept the invitation on
2) ceeeeeceeeeeieeeee e, OF the many citizens of our community who have come to know
and love the City of Sevastopol and vote 3) ......cccceeiviieceiccicee. in favor of the affiliation.

As we look to the future of this alliance, we envision a growing 4) .......ccooevevviveeececennenne.
and appreciation of each other's culture and people. From small beginnings, we hope this

partnership will continue for many 5) ..ccocooviviviiieceveee , fostering educational, eco-
nomic and  professional exchanges. We look forward to the limitless
6) coereiriere e e, OF this relationship.

Although this 7) .o, must begin on an official basis between the gov-
ernments of our two communities, we see the strength and vitality of this
<) I association resting wholly in the hands of our citizen volunteers
and participants. To this end, we have designated a group of men and women to enlist
9) e support in our community. We suggest that a similar
10) i of individuals be assembled in your city.

We sincerely appreciate the invitation and look forward to the wonderful opportunities that
await our communities in the future.

Sincerely,

Mr Read Lattakis

Governor of Viserte
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6. Complete the letter with the correct form of a verb from the box

grow foster assemble designate establish

continue await come rest enlist

Dear Mr Ivanov,

It is with great pleasure that | accept the invitation 1) ....c.ccocoveiiieicievcceicee a sister city af-
filiation with the City of Sevastopol. | accept the invitation on behalf of the many citizens of
our community Who 2) ... to know and love the City of Sevastopol and
vote unanimously in favor of the affiliation.

As we look to the future of this alliance, we envision @ 3) ....ccceceveeciicieieeee awareness
and appreciation of each other's culture and people. From small beginnings, we hope this
partnership 4) .o for many generations, 5) ....cccovviiiiieiiiiie e
educational, economic and professional exchanges. We look forward to the limitless possibili-
ties of this relationship.

Although this partnership must begin on an official basis between the governments of our
two communities, we see the strength and vitality of this long-term association

) I wholly in the hands of our citizen volunteers and participants. To
this  end, We 7)o a group of men and women
< voluntary support in our community. We suggest that a similar
body of individuals 9) .....ccccvevieiie e in your city.

We sincerely appreciate the invitation and look forward to the wonderful opportunities that
10) oo our communities in the future.

Sincerely,

Mr Read Lattakis

Governor of Viserte
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).
Dear Mr Ivanov,

It is with great pleasure that | accept the invitation to establish a sister city affiliation with the
City of Sevastopol. | accept the invitation on behalf of the many citizens of our community
who have come to know and love the City of Sevastopol 1) ......c.cccoceeiviieviiniceiiine

As we look to the future of this alliance, we envision a growing awareness and appreciation

2) e From small beginnings, we hope this partnership will continue for
many generations, 3) e We look forward to
A) o

Although this partnership must begin on an official basis between the governments of our
two communities, we see the strength and vitality of this long-term association

5) ceeeeeeeeeee e TO this end, we have designated a group of men and women
B) e We suggest that a similar body of individuals
7) e

We sincerely appreciate the invitation and look forward to the wonderful opportunities

Sincerely,

Mr Read Lattakis

Governor of Viserte

A. the limitless possibilities of this relationship

B. to enlist voluntary support in our community

C. of each other's culture and people

D. and vote unanimously in favor of the affiliation

E. be assembled in your city

F. that await our communities in the future

G. fostering educational, economic and professional exchanges

H. resting wholly in the hands of our citizen volunteers and participants
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8. Complete the letter with the most appropriate word or phrase. Use not more than three words to fill
in each gap. Articles and prepositions are counted as separate words.

Dear Mr Ivanov,

It is with great pleasure that | accept the invitation to establish @ 1) ....ccccocoiviiciiiieciice

with the City of Sevastopol. | accept the invitation 2) ..o the many citi-
zens of our community who have come to know and love the City of Sevastopol and vote
unanimously 3) .....cccceceeeeeviieice e, the affiliation.

As we look to the future of this alliance, we envision 4) ......c.cccooveviveeeciee e and apprecia-
tion of each other's culture and people. From small beginnings, we hope this partnership will
CONtINUE 5) oo, , fostering educational, economic and professional ex-
changes. We look forward t0 6) .....cccceeevieeeeciiiciece e of this relationship.

Although this partnership must begin on 7) ..cccocovveiviivicceveeee. between the govern-

ments of our two communities, we see the strength and Vvitality of this
8) teeeee e resting wholly in the hands of our citizen volunteers and partici-
pants. To this end, we have designated a group of men and women to
9) e in our community. We suggest that a similar body of individuals be
assembled in your city.

We sincerely appreciate the invitation and look forward to 10) ....ccccccoeviivicveiciciere. that
await our communities in the future.

Sincerely,

Mr Read Lattakis

Governor of Viserte

V. WRITING ASSIGNMENT

With your partner exchange letters of invitation you wrote as a task for the previous lesson.
Write a letter of acceptance as a response to your partner’s letter of invitation.



LETTER OF REFUSE

|. FORMAT

Sender’s name

House number, street address
Place (city or town)

Area code

Telephone (optional)

Email address (optional)

Date

Receiver’s name

(Title and

Company if necessary)

House number, street address
Place (city or town)

Area code

Salutation
Subject (optional)

Introductory paragraph. Begin your letter with a pleasant remark by thanking the compa-
ny/person for the invitation. It can also include the date and what invitation was for. If appli-
cable, include a sentence stating that you were impressed by the invitation.

Body paragraph(s). Politely reject the company's/person’s offer, proposition or invitation. Give
the company/person a reason or reasons regarding the details of why this decision was made.
It may be because this particular company is not well-established or because of person’s
health problems. This offers a chance for the company/person to know the problem and have
an opportunity to correct it in future business decisions. Be detailed about the thought pro-
cess behind your decision and include any relevant feedback.

Encourage the company to invite again in the future. Leave the door open for future oppor-
tunities. This lets the company/person know that future invitations are welcome and that
there is always a possibility that they will be considered and possibly accepted.

Concluding paragraph. Wrap up the letter with a courteous salutation and a brief note of

apology.
Valediction
(signature)

Sender’s typed name
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Il. SAMPLE 1
1. Read the letter. Make sure that you understand the meaning of all words
Arnold Smith
42 Cartwright Crescent,
St George,

Bedford BD12 7GM
(123)-456-7890
1 March, 2014
John Brennan
91 Douthways Road,
Hills Barton,
Surrey SR14 40C
(101)-201-3456

Dear John,

Thank you for graciously extending to me an invitation to appear in the closing panel
discussion of your Symposium on Race Relations. I'm honored to have been considered for
this event, which will undoubtedly draw together a distinguished body of students,
scholars, and concerned citizens.

Unfortunately, | am scheduled for surgery two days before the Symposium's
opening. And while I've been assured a rapid and full recovery from a routine procedure, |
wouldn't want to obligate myself under the circumstances.

For me, being unable to sit in the audience is as much a disappointment as not
sitting with the panel itself. While | must decline your invitation, | want to convey my
sincere hope for the success of this event. To this end, may | suggest Lt. John Doe of the
Springfield Police Department as a possible alternate to fill the spot you had reserved for
me? John formerly supervised a rehabilitation center for juvenile offenders, has lectured
on public policy, and, as a former president of our local chapter of the NAACP?, is
eminently qualified to contribute to your planned discussion.

Once again, | apologize, but thank you and deem it a great compliment to have
received your invitation.

Very truly yours,

Arnold

4 National Association for the Advancement of Colored People
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2. Read the letter again and answer the questions
1. What event is Arnold Smith invited fOr? ..o

3. In the letter find English equivalents to the following Russian words and phrases
2oL oY= L= (o T TP RO U RPRRRPT

............................................................................................................................................................. ;
2) HAMPABUTD MPUITIALLEHME ...evviieiieteeeeie et et e ettt e et et e ettt e et e et e e ete e et e et e e eat e et e eteeeaaeeaseeereeeateanseans
............................................................................................................................................................. ;
3) 3aKNt0YUTENBbHOE 3aceaHNe ANCKYCCUOHHOM TRYTIMIB cuvvieieiereeieeeeeeeeeeeetee e et e et eve e eare e ens
............................................................................................................................................................. ;
4) HECOMHEHHO, D83 COMHEHM ....ccvviiuiietie ettt ettt ettt ettt e et et e e eaa e e e ereeeaeas
) COBMPATD BMECTE .iutiiitiieite et ettt et ettt et e et e et e e tt e e st e e be e e st e e st e e ae e e s e e sseesseesseenseessaeenseenseesnseenneens
6) M3BECTHbIM, BbIAGMOLLMNCS, BAMKHDIM ..eeivriiiieieeieeeeeetee et e et e e e eeaee e et e eate e et ee et eeeareeeaeeeenneeeennens
7) 3aMHTEPECOBAHHDBIE TPAMILAHE ...eeuviiviieeieeetie ettt eteeette et eete e et e et e e eaeeetseesseestseesseeseestaeesseeseessseenseans
8) MHE 3aMNaHNPOBAHA OMEPALMA ..evveeeereetieesteeteeeteeeteeeteeeteeesseesseeeteeesseasseessseesseesseeesseesseesseesaseenseens
9) BbICTPOE M NMONHOE BbISLOPOBIEHME ...c.vvieviieieieeiie et et e etee e et e eate e e e ete e et e e e asteeesseesseasaeesaseenseans
10) 6PATH HA CEOA ODABATEIIBCTBA ....vveeevveeeereeeetreeeettee et e e ete e eette e et e e eteeeetteeseteeeeaeeeerteeeteeeeaeeeerreeans
11) MPY TAKUX OOCTOATEIBCTBAX wevveevreeerreeiereeeesreeeetteeeaeeeeueeeesteseaeeeeteseerseeseaeeseseeeirreseteeseaeeeeseeans
............................................................................................................................................................. ;
12) HAXOANTCA CPEAM CAYLUATEIIEM .o e ettt ettt ettt ettt e et e et e et e et e e eae e et e eaeeeaeas
............................................................................................................................................................. ;
13) OTKAOHMUTD MPUTTIALLEHME. .....vvieeee ettt ettt ettt ettt e et e et e e et e et e et e e eaeeenteeeaeeeaeas
............................................................................................................................................................. ;
14) BbIpa3nTb UCKPEHHIOKD HAZEXAY Ha YCNeX AaHHOTO MEPOMPUATUR ..ccveeeeeeeeeeereeieeeee e
............................................................................................................................................................. ;
15) 3aHATD BAKAHTHOEG MECTO ..veivviiiiieeeiee ettt e eetee et e et e e ettt e ettt e st e e et e ettt e eteeeetteesetteesteeeeaeeseraeeens
............................................................................................................................................................. ;
16) MANONETHUIM MPECTYTTHUIK ©.eeviiiuieeeieeueeeete et et e et e et e et et e et e et e e ete e et e e teeeae e et e e e e eaeeenteeeaeeeaees
............................................................................................................................................................. ;
17) MeCTHOE OTAENEHUE (K.=/1. OPTAHMBALMM) ..oieiiieiieieeeeie ettt ettt eae e
............................................................................................................................................................. ;
18) BbICOKOKBANMUDULMPOBAHHDIM ...eovieeieeeieeeee ettt ettt ae e
............................................................................................................................................................. ;
19) COAEMCTBOBATD OODCYMKACHMEIO ..cccvviiiierie ettt ettt e et e et e et e et e e et e et e e et e e et e e e eta e e e etaeeetteeeenneeeeneeas ;

20) PaCLEHMBATD Y.-/1. KAK DOIBLUYHIO UBCTb....vecvvivieeieeiereeeteeeie et ete et e et eete e e e e eae e eae e ;
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Letter of refuse

4. Put the sentences in the body of the letter in the correct order

A. John Brennan
91 Douthways Road,
Hills Barton,
Surrey SR14 40C
(101)-201-3456

B. Once again, | apologize, but thank you and deem it a great compliment to have re-
ceived your invitation.

C. Thank you for graciously extending to me an invitation to appear in the closing pan-
el discussion of your Symposium on Race Relations. I'm honored to have been con-
sidered for this event, which will undoubtedly draw together a distinguished body of
students, scholars, and concerned citizens.

D. Arnold Smith
42 Cartwright Crescent,
St George,
Bedford BD12 7GM
(123)-456-7890

E. For me, being unable to sit in the audience is as much a disappointment as not sit-
ting with the panel itself. While | must decline your invitation, | want to convey my
sincere hope for the success of this event. To this end, may | suggest Lt. John Doe of
the Springfield Police Department as a possible alternate to fill the spot you had re-
served for me? John formerly supervised a rehabilitation center for juvenile offend-
ers, has lectured on public policy, and, as a former president of our local chapter of
the NAACP, is eminently qualified to contribute to your planned discussion.

F. 1 March, 2014

G. Very truly yours,
Arnold
H. Dear John,

[. Unfortunately, | am scheduled for surgery two days before the Symposium's open-
ing. And while I've been assured a rapid and full recovery from a routine procedure,
| wouldn't want to obligate myself under the circumstances.
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5. Complete the letter with the appropriate word from the box

concerned recovery circumstances | success event
surgery chapter alternate panel disappointment
Dear John,

Thank you for graciously extending to me an invitation to appear in the closing
1) e discussion of your Symposium on Race Relations. I'm honored to
have been considered for this 2) ..o, , which will undoubtedly draw to-
gether a distinguished body of students, scholars, and 3) ..o, citizens.

Unfortunately, | am scheduled for 4) ..., two days before the Symposi-
um's opening. And while I've been assured a rapid and full 5) ..o from a
routine procedure, | wouldn't want to obligate myself under the 6) .........ccccoveveiviieicevcccnene.

For me, being unable to sit in the audience isas much a 7) ..o as not sit-
ting with the panel itself. While | must decline your invitation, | want to convey my sincere
hope for the 8) ...ccccveevvcececiieee, of this event. To this end, may | suggest Lt. John Doe
of the Springfield Police Department as a possible 9) ......ccccoveivieviieiccieiee, to fill the spot

you had reserved for me? John formerly supervised a rehabilitation center for juvenile of-
fenders, has lectured on public policy, and, as a former president of our local
K0 ) U of the NAACP, is eminently qualified to contribute to your
planned discussion.

Once again, | apologize, but thank you and deem it a great compliment to have received your
invitation.

Very truly yours,

Arnold
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6. Complete the letter with the correct form of a verb from the box

obligate be reserve supervise consider

deem extend schedule contribute decline

Dear John,

Thank you for graciously 1) ....ccccoceeivivievecicerieeca to me an invitation to appear in the clos-

ing panel discussion of your Symposium on Race Relations. I'm honored to have been
2) e for this event, which will undoubtedly draw together a distin-
guished body of students, scholars, and concerned citizens.

Unfortunately, | 3) e, for surgery two days before the Symposium's
opening. And while I've been assured a rapid and full recovery from a routine procedure, |
wouldn't want 4) ..o myself under the circumstances.

FOrme, 5) e unable to sit in the audience is as much a disappointment
as not sitting with the panel itself. While | must 6) ......cccccoeiviiiieiciicce your invitation, |

want to convey my sincere hope for the success of this event. To this end, may | suggest Lt.
John Doe of the Springfield Police Department as a possible alternate to fill the spot you
2 for me? John formerly 8) ..., a rehabilitation
center for juvenile offenders, has lectured on public policy, and, as a former president of our

local chapter of the NAACP, is eminently qualified 9) ..., to your planned
discussion.
Once again, | apologize, but thank you and 10) .......ccccecoeiiieiciceece e, it a great compliment

to have received your invitation.
Very truly yours,

Arnold
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).
Dear John,

Thank you for graciously extending to me an invitation to appear in the closing panel discus-
sion of your Symposium 1) ....ccccooeiveiviieceeeiee I'm honored to have been considered for
this event, which will undoubtedly draw together a distinguished body of students, scholars,

Unfortunately, | am scheduled for surgery two days before 3) ..o And
while I've been assured a rapid and full recovery from a routine procedure, | wouldn't want to
obligate myself 4) ..o,

For me, being unable to sit in the audience is as much a disappointment as not sitting with

5) coeveieisiveieeieieieiseene . While | must decline your invitation, | want to convey my sincere
hope for the suCCEeSS 6) .covviviiiiiiviiececee e To this end, may | suggest Lt. John Doe of
the Springfield Police Department as a possible alternate to fill the spot you had
7) e ? John formerly supervised a rehabilitation center for juvenile of-

fenders, has lectured on public policy, and, as a former president of our local chapter of the
NAACP, is eminently qualified to contribute to your planned discussion.

Once again, | apologize, but thank you and deem it a great compliment

Very truly yours,

Arnold

A. of this event

B. the panel itself

C. reserved for me

D. the Symposium's opening

E. and concerned citizens

F. to have received your invitation
G. on Race Relations

H. under the circumstances
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear John,

Thank you for graciously extending to me a/an 1) ....ccccoceveeeeveeieececceece e in the closing panel
discussion of your Symposium on Race Relations. I'm honored to have been considered for
this event, which 2) .....ccceeieiievevievcennn.. together a distinguished body of students,

scholars, and concerned citizens.

Unfortunately, | 3) v, surgery two days before the Symposium's open-
ing. And while I've been assured a 4) ..o, recovery from
D) ,  wouldn't want to obligate myself under the circumstances.

For me, being unable Sit 6) .....cccooeeeeveviicieicce e, is as much a disappointment as not sitting
with the panel itself. While | must 7) .o | want to convey my sincere
hope for the success of this event. To this end, may | suggest Lt. John Doe of the Springfield
Police Department as a possible alternate to 8) .....cccceevveveieeiicieiceceee you had reserved for
me? John formerly supervised 9) ......ccccooviveiveicececeeie. for juvenile offenders, has lectured

on public policy, and, as a former president of our local chapter of the NAACP, is eminently
qualified to contribute to your planned discussion.

Once again, | apologize, but thank you and deem it 10) ...cccccvvviviieiiiicii e to have re-
ceived your invitation.

Very truly yours,

Arnold
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I1l. INSTRUCTION

Before reading the text discuss the following questions with your partner. Then read the text
and compare your answers with the information from the text.
1. Which letter is easier to write: a letter of acceptance or a letter of refuse?......cccccevvevieeiiiennnns

A Letter of Refuse

A refusal letter is meant to convey rejection of an invitation for a seminar, event, a business
proposal, etc.

Accepting an invitation is easier and more pleasant that rejecting it. But there are situations
when you might need to decline an invitation.

Many people avoid writing a letter of refuse because they do not want to hurt other's feel-
ings. However, it is important to let the host know because they must be waiting for an an-
swer, and not replying may cause problems for them. For instance, you have been invited to
take part in a business project. Though the proposition is pleasant for you, you have decided
not to participate in it due to some reasons. In such circumstances, you have to write a rejec-
tion letter immediately, so that the company can continue with the project development pro-
cess and find a replacement.

As this letter contains something negative, people who are responsible for writing such a let-
ter have to find a way of writing through which they can convey the message without upset-
ting the addressee. Hence, it is important to choose appropriate words while writing a letter
of refuse.

Since letters of refuse are formal their format should be followed correctly. Your letter should
begin with a pleasant remark such as thanking the sender for the invitation. It's important to
let the host know that you appreciate the invitation, even if you are going to decline it later.
However, make sure that you are genuine and are not overdoing it.

In the next paragraph apologise for declining and explain the reason for your refusal. If possi-
ble, back-up your reason with adequate proof.

Closing your letter thank the person for invitation once more. Also make sure that you end
your letter on a good note by wishing the person good luck.

Remember, the main thing when declining an invitation is to be polite and tactful.
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IV. SAMPLE 2

1. Read the letter. Make sure that you understand the meaning of all words
Douglas R. Goodthinker

B-Creative, Inc.

4162 Broadway Avenue

Johnson City, TN 37601

February 14, 2016

Mr Charles Client

BIG Manufacturing, Inc.
116 Factory Road

Big Bucks, MO 60001

Dear Charles,

| read your Request for Proposal for the BIG Red Widgets Rollout Campaign thoroughly and
with great interest. We always welcome the opportunity to participate in exciting projects,
and appreciate your invitation to bid for this important campaign.

However, after reviewing the parameters stated in the RFP> document, | feel that our agency
is not a good fit for this project. Here are my reasons:

1. Your RFP specifies that Makework database software is a key element in preparing and
delivering this project. We do not presently have expertise with this software, and have
not found a reliable strategic partner with whom we would feel comfortable partnering to
provide this capability.

2. Our estimate of the budget required to deliver the quality results you expect, and we pre-
fer to deliver, ranges between $1000.00 and $2000.00 — substantially higher than your
stated budget.

3. Prior commitments would greatly impede our ability to meet your crucial timing issues,
since critical agency staff are already assigned elsewhere, as are several important sub-
contractors and one key print vendor.

We therefore regretfully decline to submit a proposal. As always, | am available as a ‘sounding
board’ if you need to bounce some ideas around. In fact, | found the campaign issues stated
in the RFP so intriguing that | called our account team together for some brainstorming. We
developed two very good strategies that | would like to discuss with you, if you feel my per-
spective on the project might help you to award the project to the correct contractor. When |
call you Thursday morning for our weekly project update, perhaps we can set up a meeting to
review these ideas.

Again, thank you for inviting us to bid on BIG Red Widgets. Please feel free to call, or email me
at doug@bcreativeinc.com if you have some time before Thursday.

Best regards,
Douglas R. Goodthinker

B-Creative, Inc.

> RFP —request for proposal, a detailed specification of goods or services required by an organization, sent to
potential contractors or suppliers.
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2. Read the letter again. Are the following sentences true or false?

1. Both B-Creative, Inc. and BIG Manufacturing, Inc., use Makework database software...............
2. B-Creative, Inc. estimate of the budget required to successfully participate in the project is
higher than the budget stated by BIG Manufacturing, INC. ......cccoovviiiiiiiiiiicee e
3. B-Creative, Inc. refuses to participate in the project because their staff is not qualified
[T g 1010 =4 s VO TSSOSO TP UUPUUPTRPRRUPRR
4. BIG Manufacturing, Inc. arranged a brainstorming together with B-Creative, InC. .......c.ccveenneen.
5. Douglas R. Goodthinker and Charles Client have regular meetings. .......cccocovviiiviieivie e,

3. In the letter find English equivalents to the following Russian words and phrases

1) 3AMPOC HA MPEASIOMKEHME ... veeeieetreneeetteie et ete et e ste et e steessesteesteeseesteeseesseessesseessasseensesaeessesseessenseassens
............................................................................................................................................................. ;
2) NPUBETCTBOBATD BOSMOMKHOCTD ..cuvvevtitiesteestesteestesseastesseessesseassesssasseessesseessesseassesseessesssassesssesseessenns
3) MPMHUMATD YUACTME B TOPTAX.ueuvieveeeviereeereeeteteasteeseasseeseesseeseesseesseseesseeseessesseasseesseseesseseeasesseenseans
4) He NoAXOAUTb (ObITb HEYMECTHBIM) A/IA U.=J1. c.vviiuiieiieeiieesie et e etee et eiee et e enae e saaeenseeseeseees
5) NPOTPAMMHOE ODECTIEUEHME ...ttt etee ettt ettt et e et e et e e s e e s taeesseesseestaeesseeneesnseenseens
6) UMETb OMbIT PABOTBI C UEM-TINDO ....eiiiieiiieciie ettt ettt ettt et e et eaae e e e saseenaeens
7) HAAEHHBIN CTPATEIUUECKMM MAPTHED . cuveeiieeee et etree et e et e et e et e e et e et e e et e e eae e e eateeeteeeenreeeeneens
8) 0DECTIEUNBATE BOBMOMKHOCTD cvvevveeetrieettreeeeteeeetreeeteeeeeaeeeeateeeeaeeeenaeeeerseeeesseseaeeeeseeeiaeeeenteeeenseeeenns
9) NMPEABAPUTENBHAN OLLEHK 1..eveereierieiteenieeteeseeeteesteeseesteaseesteaseeaseaneesseeneeeseeneeaseanseeseeneeaneenseeneenneeneenns
............................................................................................................................................................. ;
10) KONEBATHCA B MPEAENAX OT o [L0.e. weeeureeureeiteeeeeeete et e eteeeete e et e et e eteeete e et e eteeeae e et e eteeeaaeetseeseeeaeas
............................................................................................................................................................. ;
11) SHAUMTETBHO BBILLE, UM ....eiiuvieeeieeieteeieeeeeeeeeeeeatee ettt e e ettt s e eaee e ettt e e eateeeeateestteeetaeeseateessteeeerasessraeeans
............................................................................................................................................................. ;
12) PAHEE B3ATHIE ODABATETBCTBA 1.uveevieiuieeeieeteeeeeeeaieeete e et e e e e et e et e et e e eteeeateeteeeae e et e eteeeaeeeaseeaeeeneas
............................................................................................................................................................. ;
13) YNIOKUTBCA B OTBEAEHHDBIE CPOKM ..eeviieiiieiie ettt et ettt et e e et e et e eae et e e e eeaeas
............................................................................................................................................................. ;
14) KNOYEBbIE COTPYAHMKM YUPEHKIEHMA ..ot e et ee ettt e e et ae s
............................................................................................................................................................. ;
15) CYOMOLPALUMEKM ..ottt ettt ettt et e ettt e e et e e ete e ete et eeteeeaaeens ;
16) NOCTABLUMK MOMUTPAPUUECKUX YCITYT cooeiiieiieeeie et eeee et e ettt et e et e teeeae e et e aeeeaeas
17) NOMAABATD MPEATIOMKEHME .....cvieeeieeeeee et et ettt e ettt et e et e et e et e e e e e et e e te e et e eateeeaeeeaseens ;
18) nMuo mAn rpynna, Yb€ MHEeHWe Mo Kakomy-nnbo BOMPOCY MCMNOMb3yeTCA B KayecTse
BECOMOTO @PTYMEHT c.utiteetteseestteseeeteesteaseeseestesseaseesseeseeaseesseaseesseeseeseesteseesteeseesseeseeseeeseenseansenseeneenns ;
19) NnopyynTb NPOEKT NOAXOAALLEMY MOAPALUMKY w.eevvirrerieereerieeneasieaseeeeasteseaseesseaseesseeseesseeseenseaseens
............................................................................................................................................................. ;
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4. Put the sentences in the body of the letter in the correct order
A. Best regards,
Douglas R. Goodthinker
B-Creative, Inc.

B. Douglas R. Goodthinker
B-Creative, Inc.
4162 Broadway Avenue
Johnson City, TN 37601

C. We therefore regretfully decline to submit a proposal. As always, | am available as a
‘sounding board’ if you need to bounce some ideas around. In fact, | found the
campaign issues stated in the RFP so intriguing that | called our account team to-
gether for some brainstorming. We developed two very good strategies that | would
like to discuss with you, if you feel my perspective on the project might help you to
award the project to the correct contractor. When | call you Thursday morning for
our weekly project update, perhaps we can set up a meeting to review these ideas.

D. Mr Charles Client
BIG Manufacturing, Inc.
116 Factory Road
Big Bucks, MO 60001

E. | read your Request for Proposal for the BIG Red Widgets Rollout Campaign thor-
oughly and with great interest. We always welcome the opportunity to participate
in exciting projects, and appreciate your invitation to bid for this important cam-
paign.

F. However, after reviewing the parameters stated in the RFP document, | feel that
our agency is not a good fit for this project. Here are my reasons:

1. Your RFP specifies that Makework database software is a key element in pre-
paring and delivering this project. We do not presently have expertise with this
software, and have not found a reliable strategic partner with whom we would
feel comfortable partnering to provide this capability.

2. Our estimate of the budget required to deliver the quality results you expect,
and we prefer to deliver, ranges between $0000.00 and $S0000.00 — substan-
tially higher than your stated budget.

3. Prior commitments would greatly impede our ability to meet your crucial tim-
ing issues, since critical agency staff are already assigned elsewhere, as are
several important subcontractors and one key print vendor.

G. February 14, 2016

H. Again, thank you for inviting us to bid on BIG Red Widgets. Please feel free to call,
or email me at doug@bcreativeinc.com if you have some time before Thursday.

|. Dear Charles,
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5. Complete the letter with the appropriate word from the box

opportunity commitments reliable update reasons

brainstorming strategies proposal budget key

Dear Charles,

| read your Request for 1) .....ccoceveiviiveieiiceec for the BIG Red Widgets Rollout Campaign
thoroughly and with great interest. We always welcome the 2) ..o, to
participate in exciting projects, and appreciate your invitation to bid for this important cam-
paign.

However, after reviewing the parameters stated in the RFP document, | feel that our agency is
not a good fit for this project. Here are my 3) ..o

1. Your RFP specifies that Makework database software is a 4) ....ccccocovevveiveecececiccienee. ele-
ment in preparing and delivering this project. We do not presently have expertise with
this software, and have not found @ 5) ...cccoooiiiiieieiieeece, strategic partner with

whom we would feel comfortable partnering to provide this capability.

2. Our estimate of the 6) ....ccccvevevevcieceee, required to deliver the quality results you
expect, and we prefer to deliver, ranges between $0000.00 and $0000.00 — substantially
higher than your stated budget.

3. Prior 7) e would greatly impede our ability to meet your crucial
timing issues, since critical agency staff are already assigned elsewhere, as are several im-
portant subcontractors and one key print vendor.

We therefore regretfully decline to submit a proposal. As always, | am available as a “sound-
ing board” if you need to bounce some ideas around. In fact, | found the campaign issues
stated in the RFP so intriguing that | called our account team together for some
8) e We developed two very g00d 9) ..ccocceviiiieiieiieiieee e, that |
would like to discuss with you, if you feel my perspective on the project might help you to
award the project to the correct contractor. When | call you Thursday morning for our weekly
Project 10) e, , perhaps we can set up a meeting to review these ideas.

Again, thank you for inviting us to bid on BIG Red Widgets. Please feel free to call, or email me
at doug@bcreativeinc.com if you have some time before Thursday.

Best regards,

Douglas R. Goodthinker

B-Creative, Inc.
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6. Complete the letter with the correct form of a verb from the box

specify participate invite review impede

submit call deliver state provide

Dear Charles,

| read your Request for Proposal for the BIG Red Widgets Rollout Campaign thoroughly and
with great interest. We always welcome the opportunity 1) .....cccooeeveviviiiieecceceeie, in excit-
ing projects, and appreciate your invitation to bid for this important campaign.

However, after 2) ..o the parameters stated in the RFP document, | feel
that our agency is not a good fit for this project. Here are my reasons:

1. Your RFP 3) o that Makework database software is a key element
in preparing and 4) ... this project. We do not presently have exper-
tise with this software, and have not found a reliable strategic partner with whom we
would feel comfortable partnering 5) ......ccccccveivviveviiiiciiiiecens this capability.

2. Our estimate of the budget required to deliver the quality results you expect, and we pre-
fer to deliver, ranges between $S0000.00 and $0000.00 — substantially higher than your

3. Prior commitments would greatly 7) ....cccoooeoveiiiiiiiieiceeee, our ability to meet your
crucial timing issues, since critical agency staff are already assigned elsewhere, as are sev-
eral important subcontractors and one key print vendor.

We therefore regretfully decline 8) ..o a proposal. As always, | am avail-
able as a ‘sounding board’ if you need to bounce some ideas around. In fact, | found the cam-
paign issues stated in the RFP so intriguing that 1 9) .....cccovviviieveieieceee e, our account team
together for some brainstorming. We developed two very good strategies that | would like to
discuss with you, if you feel my perspective on the project might help you to award the pro-
ject to the correct contractor. When | call you Thursday morning for our weekly project up-
date, perhaps we can set up a meeting to review these ideas.

Again, thank you for 10) .....ccoeevevivieciieeceeeeens us to bid on BIG Red Widgets. Please feel
free to call, or email me at doug@bcreativeinc.com if you have some time before Thursday.

Best regards,
Douglas R. Goodthinker

B-Creative, Inc.
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Charles,

| read your Request for Proposal for the BIG Red Widgets Rollout Campaign thoroughly and
with great interest. We always welcome the opportunity to participate in exciting projects,
and appreciate your invitation 1) .....cccccevveieiiveceicce e,

However, after reviewing the parameters stated in the RFP document, | feel that our agency
2) e Here are my reasons:
1. Your RFP specifies that Makework database software is a key element in preparing and
delivering this project. We do not presently have expertise with this software, and have
not found a reliable strategic partner with whom we would feel comfortable

2. Our estimate of the budget required to deliver the quality results you expect, and we pre-
fer to deliver, ranges between $0000.00 and $0000.00 - substantially

3. Prior commitments would greatly impede our ability to meet your crucial timing issues,
since  critical agency staff are already assigned elsewhere, as are

We therefore regretfully decline to submit a proposal. As always, | am available as a ‘sounding
board’ if you need 6) .......cccceevevieeeeeeeeveenenen. Infact, | found the campaign issues stated in
the RFP so intriguing that | called our account team together for some brainstorming. We de-
veloped two very good strategies that | would like to discuss with you, if you feel my perspec-
tive on the project might help you 7) .o, When | call you Thursday
morning for our weekly project update, perhaps we can set up a meeting
8) et

Again, thank you for inviting us to bid on BIG Red Widgets. Please feel free to call, or email me
at doug@bcreativeinc.com if you have some time before Thursday.

Best regards,
Douglas R. Goodthinker

B-Creative, Inc.

A. is not a good fit for this project

B. higher than your stated budget

C. to review these ideas

D. to bounce some ideas around

E. to bid for this important campaign

F. to award the project to the correct contractor

G. partnering to provide this capability

H. several important subcontractors and one key print vendor
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Charles,

| read your Request for Proposal for the BIG Red Widgets Rollout Campaign thoroughly and
with great interest. We always 1) ..ccocooveeeviiieiicececee, to participate in exciting projects,
and appreciate your invitation to bid for this important campaign.

However, after reviewing the parameters stated in 2) ....ccccooeeieieiieieccceee. , | feel that our
agency is not a good fit for this project. Here are my reasons:

1. Your RFP specifies that Makework database software is 3) ....ccccooeevivieiiiicecece, in
preparing and delivering this project. We do not presently have expertise with this soft-
ware, and have not found a 4) .o, with whom we would feel com-

fortable partnering to provide this capability.

2. Our estimate of the budget required to deliver 5) ....ccocoocovieieivececeeieee. you expect,
and we prefer to deliver, ranges between $0000.00 and $0000.00 -
B) et your stated budget.

3.  Prior commitments would greatly impede our ability to meet vyour
7) e, , since critical agency staff are already assigned elsewhere, as
are several important subcontractors and one key print vendor.

We therefore 8) ....ocveveveveieceeeen, to submit a proposal. As always, | am available as a
‘sounding board’ if you need to bounce some ideas around. In fact, | found the campaign is-
sues stated in the RFP so intriguing that | called our account team together
) . We developed two very good strategies that | would like to dis-
cuss with you, if you feel my perspective on the project might help you to award the project
to the correct contractor. When | call you Thursday morning for our weekly project update,
perhaps we can set up a meeting to review these ideas.

Again, thank you for inviting us 10) ....c.cccccovvveiviiciieeeee. BIG Red Widgets. Please feel free
to call, or email me at doug@bcreativeinc.com if you have some time before Thursday.

Best regards,
Douglas R. Goodthinker

B-Creative, Inc.

V. WRITING ASSIGNMENT

With your partner exchange letters of invitation you wrote as a task for one of the previous
lessons. Write a letter of refuse to your partner’s letters of invitation.



THANK YOU LETTER

l. Format

Sender’s name

House number, street address
Place (city or town)

Area code

Telephone (optional)

Email address (optional)

Date

Receiver’s name

(Title and

Company if necessary)

House number, street address
Place (city or town)

Area code

Salutation
Subject (optional)

Introductory paragraph. Thank the person for taking the time out of his/her busy schedule to
meet with you or for acceptance of the offer. Include the reasons why you appreciate the ad-
vice or service (assistance) provided.

Body paragraph(s). Say how the receiver’s assistance, experience, knowledge and valuable
guidance or service will definitely help or have already helped you to make successful plan-
ning, to go through competitions or to improve the situation. Mention the information or
contacts that the person gave you, and how you hope to apply provided information to your
situation. If the advice (information, contacts, experience, knowledge, guidance, service) was
applied to a certain situation that you have since remedied, mention this in the letter and
outline how it helped you.

Concluding paragraph. Mention once again how grateful you are that the person took the
time to provide help or service to you and say that you greatly appreciate his generosity.
Mention again that it meant a lot to you.

Valediction

(signature)

Sender’s typed name
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Il. SAMPLE 1
1. Read the letter. Make sure that you understand the meaning of all words

Edward Robinson
Teacher

Middleton High School
7 Arthur Road

New York,

NY 10021

7 February, 2016

Mrs Barbara Nelson
Manager

Greenfly Corp., Inc.

1010 Harley Avenue
New York,

NY 10021

Dear Mrs Nelson

| am extremely happy to see that you have accepted our offer for delivering a seminar about
career management and new avenues for career in our school. | appreciate your acceptance
of this offer and taking time from your busy schedule. | will meet you on Monday, 12 Febru-
ary, 9.30 a.m. at your office to discuss program details.

It will be an important seminar for the students who are going to find different career paths
after their education. As of now, you are working in a renowned organization on the man-
ager's position. Hence, your experience and knowledge will definitely help the students in
successful planning of their career. Our students are excited to learn lessons from you before
they start their professional life where they will have to go through many competitions. Your
valuable guidance will definitely help them to become successful in these situations.

| am sure that we will be able to arrange all the facilities to make this seminar successful. We
will try to encourage more students to participate in this seminar, and make this program a
remarkable event for both of us.

Again, thanks to you for accepting the invitation. Please feel free to call me if you want addi-
tional information about the program.

Sincerely,

Edward Robinson

Teacher
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2. Read the letter again and answer the questions

1. What does Edward Robinson thank Barbara Nelson for? ...

3. In the letter find English equivalents to the following Russian words and phrases

1) UPE3BBBIYAMHO, KPAMHE . ..oiviieeeeeceee ettt et eae e ;
2) MPUHUMATD MPEATOMKEHMIE ...t e ettt et e et e et e e e eae e et e eaeeeaeeenaeeaeeas ;
3) MPOBOMMTD CEMUHAD ...vvieuteetee ettt et e et e et et e et e et e e te e et e et e et e e e ae e et e e teeeaeeetseeteeeaeeeaseeseeeaeeenseenneans ;
4) yNPaBAEHNE KAPBEPHDBIM POCTOM.....veieueieueeeeteeeeeeee e et eeee e et e et e e e et e e e e e eae e e e e eaeeeaee e e eaeeenees ;
5) HOBbIE MEPCIEKTUBDI B KAPDBEPE .. .ecvieieeeeeeeeeteeeee et e etee et et ea et e et e e e e eaeeeaeeenaeeeaeeeaeeenaeeaeaan ;
B) MIIOTHBIN TPAMMK 1eeeviiieie ettt ettt ettt e e et e et ettt e e e et e et e et e e eae e et e e e e eaeeeaseeteeeaeeeaseenseans ;
7) HA TEKYLLMIM MOMEHT L..vveiiteetee ettt ettt ettt e et e et et e e st e e st e e ts e e st e e sbe e aeeeaseesseesaeesaseeseesaeeenseensean ;
8) MBBECTHDBIM 1.cvvtee ettt ettt e et e e et e e et e e et e e ettt e e ettt e e ette e et e e enteeeeate e et e e eteeeenreeenes ;
O) CTRIOBATEIIBHO ..ttt ettt ettt ettt ettt et e ettt e et e ettt e ettt eeat e e ettt eett e e eat e e e ettt e et e e ettt e e eraeeeanes ;
10) AENATb Y.=/1. C BOOAYLUEBIIEHUEM ....oveeeereeeieeeeeeeeeeeeteeeeaeeeeeaee e et e e eaeeeaeeeeaeeeenaeeeiaeeeeteeeenreeainnens ;
11) NpoiTK Yepes NUCMbITAHUA (MPEOAONETb KOHKYPEHLIMIO) ....ecireeeeeeee e e eeee e eennns ;
12) LLEHHBIE YKABAHMA 1vviitiiitie ettt ettt ettt e e et e e e e et e et e et e e eae e e et e e te e eateeateeeteeeaeeenaeeeteeeaee e ;
13) 3a4eMCTBOBATb BCE PECYPChI, CO3AAT BCE YC/MOBUA c.veevvrevieeeieeiieeireeiveeeiteenteeveesaee e eaeesaee e ;
14) NOOLUPATD CTYEHTOB . ..cvieiuteetteette ettt et e et e et e e et e et e et e e ete e et e e e e eaeeesteeteeeteeeateeteeeaseenseesaeeease e ;
15) YUHACTBOBATD B CEMUHADE ....c.vvievietteeeie et e eaeeete e et e et et e e et e et e et e e eae e et e et e e eta e et e e eteeeaaeeraeeeaeeeaeeens ;
16) BHAMEHATENIBHOE CODDBITUE .. .veiievieeeeeie ettt ettt e et e et e e et e et eeetaeeeteeeenreeainrens ;
17) MPUHUMATD MPUTTIALUEHME ...ttt ettt e et e et e e et e et e e eteeeaeeeaaeeeaeeeaee e ;
18) LONOMHUTENBHAA MHOOPMALIMA ....oevieeeie ettt ettt et e et e e ete e e e eeaeeeaeeeaee e ;



58 Thank You Letter

4. Put the sentences in the body of the letter in the correct order

A. Sincerely,
Edward Robinson
Teacher

B. I am extremely happy to see that you have accepted our offer for delivering a semi-
nar about career management and new avenues for career in our school. | appreci-
ate your acceptance of this offer and taking time from your busy schedule. | will
meet you on Monday, 12 February, 9.30 a.m. at your office to discuss program de-
tails.

C. Edward Robinson
Teacher
Middleton High School
7 Arthur Road
New York,
NY 10021

D. I am sure that we will be able to arrange all the facilities to make this seminar suc-
cessful. We will try to encourage more students to participate in this seminar, and
make this program a remarkable event for both of us.

E. Mrs Barbara Nelson
Manager
Greenfly Corp., Inc.
1010 Harley Avenue
New York,
NY 10021

F. Dear Mrs Nelson

G. It will be an important seminar for the students who are going to find different ca-
reer paths after their education. As of now, you are working in a renowned organi-
zation on the manager's position. Hence, your experience and knowledge will defi-
nitely help the students in successful planning of their career. Our students are
excited to learn lessons from you before they start their professional life where they
will have to go through many competitions. Your valuable guidance will definitely
help them to become successful in these situations.

H. 7 February, 2016

[. Again, thanks to you for accepting the invitation. Please feel free to call me if you
want additional information about the program.
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5. Complete the letter with the appropriate word from the box

schedule renowned additional guidance encourage

avenues facilities definitely extremely manager's

Dear Mrs Nelson

lam 1) i, NAPPY to see that you have accepted our offer for delivering
a seminar about career management and NEW 2) ....ccocvvvevieeeeieiieceeeeercee, for career in our
school. | appreciate your acceptance of this offer and taking time from vyour busy
3) e . I will meet you on Monday, 12 February, 9.30 a.m. at your office

to discuss program details.

It will be an important seminar for the students who are going to find different career paths
after their education. As of now, you are working in @ 4) ...cccccoeeeeeeeveeeieieece e, organization
on the 5) e, position. Hence, your experience and knowledge will
6) covieirireeie e, NEIP the students in successful planning of their career. Our stu-
dents are excited to learn lessons from you before they start their professional life where
they will have to go through many competitions. Your valuable 7) ..o will
definitely help them to become successful in these situations.

| am sure that we will be able to arrange all the 8) ... to make this semi-
nar successful. We will try t0 9) ...oooovovevivieeieeie e more students to participate in this
seminar, and make this program a remarkable event for both of us.

Again, thanks to you for accepting the invitation. Please feel free to call me if you want

K0 ) U information about the program.

Sincerely,

Edward Robinson

Teacher
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6. Complete the letter with the correct form of a verb from the box

help accept arrange accept feel

discuss learn work take become

Dear Mrs Nelson

| am extremely happy to see that you 1) ..ccccoeveviiviiiviciciieciieiias our offer for delivering a
seminar about career management and new avenues for career in our school. | appreciate
your acceptance of this offer and 2) ......ccccooveieiiiiiicee, time from your busy schedule. |
will meet you on Monday, 12 February, 9.30 a.m. at your office 3) ...ccceevevveiiiciiie e
program details.

It will be an important seminar for the students who are going to find different career paths

after their education. As of Now, YOU 4) ..o in a renowned organization
on the manager's position. Hence, your  experience and knowledge
1) ISR definitely .o the students in successful plan-
ning of their career. Our students are excited 6) .......cccceevviveeceeevcciere. lessons from you be-

fore they start their professional life where they will have to go through many competitions.
Your valuable guidance will definitely help them 7) .o, successful in
these situations.

| am sure that we will be able 8) ..o, all the facilities to make this seminar
successful. We will try to encourage more students to participate in this seminar, and make
this program a remarkable event for both of us.

Again, thanks to you for 9) . the invitation. Please
10) i, free to call me if you want additional information about the pro-
gram.

Sincerely,

Edward Robinson

Teacher
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Mrs Nelson

| am extremely happy to see that you have accepted our offer for delivering a seminar about
career management and New avenues 1) ....cccceieeeierireeeieeineenas . | appreciate your ac-
ceptance of this offer and taking time 2) ......cccccooeeieevieiiee e . I will meet you on Monday,
12 February, 9.30 a.m. at your office 3) ...ccovevevivieiecieie e )

It will be an important seminar for the students who are going to find different career paths
after their education. As of now, you are working in a renowned organization

A) oo . Hence, your experience and knowledge will definitely help the
StUdents 5) oo . Our students are excited to learn lessons from you be-
fore they start their professional life where they will have to 6) ..o . Your

valuable guidance will definitely help them to become successful in these situations.

| am sure that we will be able to arrange all the facilities 7) ..o . We will
try to encourage more students to participate in this seminar, and make this program a re-
markable event for both of us.

Again, thanks to you for accepting the invitation. Please feel free to call me if you want
8) e .

Sincerely,
Edward Robinson

Teacher

A. go through many competitions

B. on the manager's position

C. in successful planning of their career

D. from your busy schedule

E. to make this seminar successful

F. for career in our school

G. additional information about the program
H. to discuss program details
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Mrs Nelson
| am extremely happy to see that you have accepted our offer for 1) ...cocoeeiiiiiiiieicicce,
about career management and NEW 2) ..cccccveviiviceviieece s in our school. | appreciate

your acceptance of this offer and taking time from your busy schedule. | will meet you on
Monday, 12 February, 9.30 a.m. at your office to 3) ..cccovvveviieccceeee e, )

It will be an important seminar for the students who are going to find

A) oo after their education. As of now, you are working in
D) e on the manager's position. Hence, your experience and
knowledge will definitely help the students 6) ......ccocoveieiceececiccne, of their career. Our
students are excited to learn lessons from you before they 7) oo life
where they will have to go through many competitions. Your 8) .......ccccooveiviiveieviiienine. will

definitely help them to become successful in these situations.

| am sure that we will be able to arrange all the facilities to make this seminar successful. We
WIll try 10 9) v to participate in this seminar, and make this program a
remarkable event for both of us.

Again, thanks to you for 10) .....ccceeeviiicieeceeee e, . Please feel free to call me if you want
additional information about the program.
Sincerely,

Edward Robinson

Teacher
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I1l. INSTRUCTION

Before reading the text discuss the following questions with your partner. Then read the text
and compare your answers with the information from the text.
1. Do you think thank-you letters are still important? Why or why not? .......ccccoviiiiiiiiiiiin,

Thank-You Letter

Since we were children, we have known that some situations require an expression of appre-
ciation. When someone makes time to meet you, voluntarily helps you in any field of life or
provides you with great service, they generally deserve a sincere thank-you for their valuable
time, efforts or services.

Unfortunately people are often concerned more about complaining rater than complement-
ing. Of course we sometimes experience bad services. But when we do get excellent services
and our needs are handled kindly and carefully we must acknowledge the efforts of the per-
son and the business too. It is appropriate to send a letter of appreciation to such people.

In simple words, a thank-you note or appreciation letter can be an excellent way to show your
gratitude for someone’s unforgettable efforts or grants.

The thank-you letter should include specific information on the situation and the help provid-
ed, expressing knowledge of the value of the assistance and effort of the receiver. Real grati-
tude isn’t just saying thanks, it’s recognizing the importance of the help received and relaying
this properly.

It’s also important to ensure the thank-you letter follows proper formatting and structure. As
with any formal letter use three paragraphs: an introduction, body and conclusion.

In the first lines of your letter appreciate the individual, who helped you with your needs.
Then move on to the overview of the situation exploring the details more, and let the individ-
ual know that you were impressed with his/her services. Close the letter on a positive note by
wishing the company or the individual continued success.

One should use simple and easy to understand language when writing an appreciation let-
ter and keep the letter clear, precise and concise.

You could address your letter of appreciation either directly to the person who gave you the
service or extended the support or to Manager under his supervision this person works or
even to the CEO of the company. All of them will be delighted about the appreciation.

Whether you are a businessman or a layman, your sincere appreciation of other people will
mount your good repute in the eyes of others as well as will show your good manners.
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IV. SAMPLE 2
1. Read the letter. Make sure that you understand the meaning of all words

Peter Tetlow

49 N Hidden View Circle
The Woodlands,

Texas 77381

February 23, 2017

Philip Forthright
Customer manager
Anthony & Sylvan Pools
Doylestown
Pennsylvania

PA 15436

Dear Philip

We wanted to write and thank you for all the advice and service you gave to us before and
during the construction of our pool. It looks terrific and we can’t wait for the weather to
warm up so we can start using it.

The Inspector came and did his final inspection today, and was happy with everything. He
commented on what a good job Anthony & Sylvan had done, and how good the finished pool
looks.

All the construction crews, including the scheduling department and accounts department
have been great. | have never seen the construction workers clean up as well as your guys.
They even swept along the street. You couldn’t even tell that diggers, gunite or cement had
been anywhere in the vicinity. They did an awesome job.

We also wanted to thank you personally for guiding us through the initial stages. Never having
built or even owned a pool before, we bombarded you with numerous questions. You even
kept in contact with us whilst you were out of town on vacation. Now that’s what we call ser-
vice.

We shall be posting a very positive review on the web and hope that it brings in lots of work.
We will, of course, recommend you to anyone who is looking to have a pool constructed. If
you ever wish to show potential clients our pool, you are more than welcome.

Thank you again.

Regards, Peter and Lesley Tetlow
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2. Read the letter again and answer the questions
1. What do Peter and Lesley Tetlow thank Philip fOr? .......ccooviiiiiiiiiiee e

3. In the letter find English equivalents to the following Russian words and phrases

1) CTPOUTENBCTBO BACCEMHA c.vivviiviviiieieete ettt ettt ettt ettt ettt ettt et ettt et ene e ers e ene s ;

) ;
2) BBITIALETD 3AMEUATEITBHO .vviiuvievie et et e et e ettt e et e te e te e et e et e e e ae e et e e teeeae e et e e eaeeeaseeaseeeseeenseeaseans ;
3) OMKMUOATD MOTEIUTEHMSA coveeeeeeee et et et e ettt ettt e et e e e e et e et e e e e e e e e e eaeeeneeenaeeaeen ;
4) OKOHYATE/TBHAN TPOBEPKA ..cvvvivrieeteeitte ettt eeteeetteeteeeteeeteeeteeeteeetteeateeetseeaseeteeetseeaseeseesaeeenseeseeaaeas ;
5) KOMMEHTUPOBATD UTO . cuveiuviiiuieeeteeiteeetteete e et e eteeete e et e et e eaeeeaeeeaseeteeeteeeaseeseeeaeeeaseeseeeaeeenseenaeans ;
B) MNTAHOBBIM OTZLE T ...ttt ettt e e et e et e e e et e e e e e e e e e eneeenaeanaean ;
7) BYXTANMTEPMIA o.vteeeteeeee ettt ettt et ettt e e e ettt e et e et e et e e te e et e et e e te e ets e e ateeeaeeeateeteeeaeeeareennean ;
8) MPUBOANTD B MOPALOK ©.vveeeveeiete et eeteeette et e et e et e eteeette et e eteeete e et e e teeeaseeaseeteeeaeeeaseeseesaeeenseenseans ;
NI o] 1 =1 = T TR PR ;
F0) LLBMEHT ettt ettt ettt ettt ettt ettt ettt et ;
11) BOMINBM, TIO COCECTBY .vreuvrienrieatieeeteeeteeete e et e eteeeteeete e et e e eae e e et e eateeeaeeeateeteeeaeeeateeeteeeaeeenseeeaeeease e ;
12) VAMBUTENBHEA PADOTA ..oviiiiiiee ettt ettt e et e e et ett e e et e e et e e eaeeeenreas ;
13) HA HBUGABHOM CTAAMM vttt ettt ettt ettt ettt e ettt ettt e ettt e st e s etaeeeeaaeas ;
14) HAaNPABAAIOWIMMN, YKABBIBAKOLIMIM ..ceveeerieeeeere ettt ettt eae e ese e ;
15) LOHNUMATD BOTIPOCAMMY ....evvieevieivie et ettt eteeete et et e et e et e e e e e sse et e esseesseeetseenseeseesaseenseeneeense e ;
16) MOMAAEPIKUBATD CBABD.....eviiiuiieeteeitie ettt eete e ettt ete e et e et e eteeete e et e eteeeaeeeateeteeetteerteeeteeeaeeesseesaeeease e ;
17) MONOMKMUTEITBHDBIN OT3BIB .vveeeeveeeiereeeeereeeetteeeteeeeeeeeeeteeeeettee ettt e e erseeeetteseateeerteeeerseseteeesnteessnneeennrens ;
18) MUNOCTU TIPOCUM...c.vvee e ceeee et e ettt e ettt e e e et e et e e et e e e etae e et e e eateeeerteeeteeeenteeeenaeeenreeens
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4. Put the sentences in the body of the letter in the correct order
A. The Inspector came and did his final inspection today, and was happy with every-
thing. He commented on what a good job Anthony & Sylvan had done, and how
good the finished pool looks.

B. Peter Tetlow
49 N Hidden View Circle
The Woodlands,

Texas 77381

C. February 23, 2017

D. We shall be posting a very positive review on the web and hope that it brings in lots
of work. We will, of course, recommend you to anyone who is looking to have a
pool constructed. If you ever wish to show potential clients our pool, you are more
than welcome.

E. We wanted to write and thank you for all the advice and service you gave to us be-
fore and during the construction of our pool. It looks terrific and we can’t wait for
the weather to warm up so we can start using it.

F. We also wanted to thank you personally for guiding us through the initial stages.
Never having built or even owned a pool before, we bombarded you with numerous
guestions. You even kept in contact with us whilst you were out of town on vaca-
tion. Now that’s what we call service.

G. Thank you again.

Peter and Lesley Tetlow

H. All the construction crews, including the scheduling department and accounts de-
partment have been great. | have never seen the construction workers clean up as
well as your guys. They even swept along the street. You couldn’t even tell that dig-
gers, gunite or cement had been anywhere in the vicinity. They did an awesome job.

|. Dear Philip,
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5. Complete the letter with the appropriate word from the box

crews inspection contact scheduling terrific

vicinity awesome service numerous web
Dear Philip,
We wanted to write and thank you for all the advice and 1) .......ccovevieiviieireiiierie e, you gave
to us before and during the construction of our pool. It 100kS 2) ...c.cccvevieieiieiiieeeee and

we can’t wait for the weather to warm up so we can start using it.

The Inspector came and did his final 3) ..o today, and was happy with
everything. He commented on what a good job Anthony & Sylvan had done, and how good
the finished pool looks.

All the construction crews, including the 5) ..o, department and accounts
department have been great. | have never seen the construction workers clean up as well as
your guys. They even swept along the street. You couldn’t even tell that diggers, gunite or
cement had been anywhere in the 6) .. . They did an
7) ceeeieeiie e eeens JODL

We also wanted to thank you personally for guiding us through the initial stages. Never having
built or even owned a pool before, we bombarded you with 8) ......c.ccccvevivveiiiiicieie ques-
tions. You even kept in 9) ..o with us whilst you were out of town on va-
cation. Now that’s what we call service.

We shall be posting a very positive review on the 10) .....cccccceevievviieceeeeerneen, and hope that
it brings in lots of work. We will, of course, recommend you to anyone who is looking to have
a pool constructed. If you ever wish to show potential clients our pool, you are more than
welcome.

Thank you again.

Regards, Peter and Lesley Tetlow
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6. Complete the letter with the correct form of a verb from the box

warm up do post guide look

do see include give bombard

Dear Philip,

We wanted to write and thank you for all the advice and service you
1) e to us before and during the construction of our pool. It
2) e, terrific  and we cant wait for the weather
3) so we can start using it.

The Inspector came and 4) c.ocooeeeeeeeceeeceeeeeeeee his final inspection today, and was happy
with everything. He commented on what a good job Anthony & Sylvan
D) e , and how good the finished pool looks.

All the construction Crews, 6) .....ccoceveveveeeeeveeieiiece e the scheduling department and ac-
counts  department have been great. | 7). never

.. the construction workers clean up as well as your guys. They even
swept anng the street. You couldn’t even tell that diggers, gunite or cement had been any-
where in the vicinity. They did an awesome job.

We also wanted to thank you personally for 8) ..o, us through the initial
stages. Never having built or even owned a pool before, we 9) ....c.cccoovveiviiiiicccee. you
with numerous questions. You even kept in contact with us whilst you were out of town on
vacation. Now that’s what we call service.

We 10) o a very positive review on the web and hope that it brings in
lots of work. We will, of course, recommend you to anyone who is looking to have a pool con-
structed. If you ever wish to show potential clients our pool, you are more than welcome.

Thank you again.

Regards, Peter and Lesley Tetlow



V. Sample 2 69

7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Philip,

We wanted to write and thank you for all the advice and service you gave to us before and
1) e . It looks terrific and we can’t wait for the weather to warm up so
WE CAN 2) oo .

The Inspector came and did his final inspection today, and was happy with everything. He
commented on what a good job Anthony & Sylvan had done, and 3) .......ccccooeviieiiieecccee. .

All the construction crews, including the scheduling department and accounts department

A) oo . | have never seen the construction workers clean up
D) e . They even swept along the street. You couldn’t even tell that
diggers, gunite or cement had been anywhere 6) ........cccccovevevieiiieecccne, . They did an awe-
some job.

We also wanted to thank you personally for guiding us 7) .cccccoeiviiieieciciiiece s . Never

having built or even owned a pool before, we bombarded you with numerous questions. You
even kept in contact with us whilst you were out of town on vacation. Now that’s what we call
service.

We shall be posting a very positive review on the web and hope that it brings in lots of work.
We will, of course, recommend you to anyone who is 100king 8) .......ccccevevivieeiecccieierne. Cf
you ever wish to show potential clients our pool, you are more than welcome.

Thank you again.
Regards, Peter and Lesley Tetlow

A. have been great

B. start using it

C. as well as your guys

D. through the initial stages

E. during the construction of our pool
F. to have a pool constructed

G. in the vicinity

H. how good the finished pool looks



70 Thank You Letter

8. Complete the letter with the most appropriate word or phrase. Use not more than three words to fill
in each gap. Articles and prepositions are counted as separate words.

Dear Philip,

We wanted to write and thank you for all the 1) ..o you gave to us be-
fore and during the construction of our pool. It looks terrific and we can’t wait
2) e to warm up so we can start using it.

The Inspector came and did 3) ..o today, and was happy with every-
thing. He commented on what 4) .....cccooooeeivececicecei Anthony & Sylvan had done, and
how good the finished pool looks.

All 5) ooeveeveicieeveeeeveeeieievenene., including the scheduling department and accounts depart-
ment have been great. | have never seen the construction workers clean up as well as your
guys. They even sWept 6) ...cocoveecvevieeceeeceeee . You couldn’t even tell that diggers, gunite

or cement had been anywhere in the vicinity. They did an awesome job.

We also wanted to thank you personally 7) ....cccooevviviiceiivcceiee. through the initial stages.
Never having built or even owned a pool before, we bombarded you with numerous ques-
tions. You even kept in contact with us whilst you were 8) .........ccccceeeviviieiviiecees on vaca-
tion. Now that’s what we call service.

We shall be posting a very positive review 9) .......cccccoeevevevieieriieceeea and hope that it brings
in lots of work. We will, of course, recommend you to anyone who is looking to have a pool
constructed. If you ever wish to 10) ....c.cccooeviieeceiecieiee. our pool, you are more than
welcome.

Thank you again.

Regards, Peter and Lesley Tetlow
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V. TO THANK OR NOT TO THANK?

1. Before reading the text discuss the following questions. Then read the text and compare your
answers with the information in the text.

1. What do you think customers do more often: complaint or praise? Why?

2. What benefit can businesses derive from thank you letters they receive?

3. Is the tradition of writing thank you letters old-fashioned?

We all love being thanked. It’s amazing how far a simple ‘thank you’ can go: feeling genuinely
appreciated lifts people up.

Unfortunately we’re not fluent in the language of positive emotions and customers tend to
complain more than to praise. Maybe it’s simply in human nature to dwell on the negative.
Research shows that news of bad customer service or product reaches more than twice as
many ears as praise for a good service experience.

It probably has to do with our expectations. We expect people to do their job correctly there-
fore we usually don't praise them for doing so. On the other hand if something doesn't go the
way we expect it, we tend to complain about it.

A work well done is of real pleasure, not only for the customer but also for the company or
persons who have done the job. It is a good idea for both customers and companies to ex-
change thank-you letters. This type of letter helps maintain a positive rapport between a
business and its customers. Customers show their gratitude for a job well done. On the other
hand sending thank-you letters to customers is a good way to express how much the compa-
ny values them.

At first sight thank-you letters (both sent to clients and received form them) are more im-
portant for businesses than for customers. Customer appreciation letters is a great way to
foster strong relationships and keep people coming back. Letters written by customers in
their turn may be used as referrals. Customers seem to win nothing from expressing appreci-
ation. However, psychologists say that positive energy is contagious and both composing and
receiving a thank-you letter will brighten just about anyone's day. Sending thank-you letters is
not only a good way to make people feel appreciated for their deeds, it also makes the sender
look good.

The value of thank-you letters lies in more than just tradition. Nowadays it is an economic-
bound concept. There is even a new phrase coined by Gary Vaynerchuk ‘The Thank-You
Economy,” laying emphasis to relationships between customers and businesses and stressing
the importance of minding our manners in this very old-fashioned way — saying THANK YOU.
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VI. SAMPLE 3
1. Read the letter. Make sure that you understand the meaning of all words

May 4, 2012

Mr Guy Young

President and CEO

Uniworld boutique river cruise collection
17323 Ventura Blvd.

Encino, CA 91316

Dear Mr Young:
I’'m very upset with Uniworld.

A few years ago | wrote a book called How to Complain for Fun and Profit, a consumer guide
to writing effective complaint letters. It's been quite successful; more than 20,000 copies
have been sold. And obviously, | benefit from every sale.

So companies like yours, that seem to do everything perfectly, really frustrate me!

My wife Nancy and | just returned from a cruise up the Danube on the river Beatrice (April 22 —
April 29), plus the three-day Prague extension. We rate the past two weeks the best vacation
of our lives — and we’re very experienced travelers. And our opinion isn’t unique. Every pas-
senger we met along the way shared our views, repeatedly saying "We love the crew’, ‘The
ship is beautiful’, ‘Captain Tom is the most charming man in the world’, “‘We love the excur-
sions’, ‘The service never stops’, ‘The smiles never stop’, ‘Christine, the Cruise Director, is
smart, lovely and always helpful...” The raves went on and on. And they continued in Prague,
where Jana made sure every guest had a wonderful experience there as well.

So it’s clear that Uniworld guests are not going to buy my book! It’s almost unfair.

So | have one request: Please do not share your service secrets with your competitors. | need
their customers to buy my book!

I've enclosed a copy of How to Complain for you... just for fun.

Thank you for a wonderful experience. We look forward to travelling with Uniworld again
soon.

Sincerely,

Martin
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2. Read the letter again and answer the questions
1. What does CEO STaNA fOr? ... e

3. In the letter find English equivalents to the following Russian words and phrases

1) ObIT PACCTPOEHHDBIM . ..ecuvtetieeetiestte ettt esteeetteesseeteesaseesseesseesaeeesseesseestseesseesseessseesseessaessseesseeseesnseenns ;
2) TIPMIDBIIID 1ottt ettt ettt ettt et e et ettt ettt et et e et e et e et e et et e e eteeetaeeaeaa ;
3) PYKOBOACTBO [/1A MOTPEOUTEIA c.eviieiieeie ettt ettt ettt ettt e ettt e et e e e e eaeeeaaeenaeeas ;
4) TIONIYHATD BBITOLY - ...evveeeeeete et e ettt e ettt e e et et e et e et e et e e e e e e eae e et e e e e eaeeenaeenaeeenees ;
5) NAEANBHO, B COBEPLUEHCTBE ....uveeuvieitieeeteeteeetteetteeteeetteeateeteeeteeetteeteeeteeeaseeteeeaseeaseeseeeseeeaseeseans ;
6) PA30YAPOBbIBATD, PACCTPAMBATD .veeveeiereeteeette ettt eteeetteetteete e et e et e eteeeteeetseeteeeaeeeaseeseeeseeeaseanseans ;
7) TPV AONONHUTENBHBIX AHA B TTDAIE . .eiiuiiiiiieiiie ettt ettt ettt seesaaeenaeenaeen ;
8) OLLEHMBATD veetvvte ettt ettt ettt e e et e ettt e ettt e ettt e e et e ettt bt e ettt et e et e ettt et e e ;
9) PABAEATE TOUKY BPEHM ..oeuviiieieeeeeeitee ettt e et e et et e et e et e et e e e te e et e e eteeeaeeeateeteeeaeeeaseeteeeaeeenseeaeans ;
10) HEOZHOKPATHO TOBOPUTD ..eecuvveeeereeeetteeeettee ettt e e etaeeeetteeeeaeeeeaeeeerteeeeateeeaeeeenaeeeenteeaiateeenteeeereeeenrens ;

11) OUYAPOBATEIBHBIN UBJTOBEK ...veuvieieieeeieectteeate et e et ett et e et e e et e et e e teeett e et e e eteeeaeeeraeeeteeeaae e ;
12) BOCTOPMHKEHHDBIE OT3BIBDI..vveeiuvieeeereeeeereeeitteeeeeeeeeeeeetreeaeateseaeeeenreeeetesaiaeesereeeesseeaiaressteeseseeeerrens ;
13) HECTIPABEAJIUBBIN, HEUECTHDIM ...vveiiviie et et ettt eat et e e et e e et e et e et eeenteeeenreeennens ;
L) MIPOCBOA ..ottt e et ;
15) LENTUTBCA CEKPETAMM . eetee ettt ettt et et e et e e te e e et e et e et e eateeaeeetaeesbeeteesaeeenseeaeeense e ;
16) KOHKYPEHTDI ... vveeieteee ettt ettt ete e ettt et e e et e e et e e ettt e e eateeeeateeeaaeeeenaeeeeraeeeteeeseteeeenreeanrens ;
L7) KITBHTDBL vttt ettt ettt ettt et e ettt e ettt e et e e ettt e ettt e ettt e et e e ettt e e aaeas ;
18) MPUNMATATD KOTIMHD .. uviiutieiie ettt ettt ettt et e ettt e et e e et e e st e et e e as e e abeeteesaeeenseeseeeaae e ;
1) UYAECHDBIM OTIBIT 1. vviiuteete ettt et ettt ettt ettt e et e et e e eat e e abeete e ae e e st e e steeetseeabeeteeeaseenseesseeeaee e ;
20) C HETEPMEHMEM OMKUIATD .vvevveeereeeeeeeeteeetee et e atteeeteeeate et e e eteeeae e et e e eteeeaeeeteeeteeeaeeeteeeaeeeaseeeaeeeaeeans s
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4. Put the sentences in the body of the letter in the correct order
A. May 4, 2012

B. Mr Guy Young
President and CEO
Uniworld boutique river cruise collection
17323 Ventura Blvd.
Encino, CA 91316

C. Sincerely,
Martin

D. Dear Mr Young:

E. So | have one request: Please do not share your service secrets with your competi-
tors. | need their customers to buy my book!

F. So companies like yours, that seem to do everything perfectly, really frustrate me!
G. So it’s clear that Uniworld guests are not going to buy my book! It's almost unfair.

H. A few years ago | wrote a book called How to Complain for Fun and Profit, a con-
sumer guide to writing effective complaint letters. It’s been quite successful; more
than 20,000 copies have been sold. And obviously, | benefit from every sale.

l. I've enclosed a copy of How to Complain for you... just for fun.

J. My wife Nancy and | just returned from a cruise up the Danube on the river Beatrice
(April 22 — April 29), plus the three-day Prague extension. We rate the past two
weeks the best vacation of our lives — and we’re very experienced travelers. And our
opinion isn’t unique. Every passenger we met along the way shared our views, re-
peatedly saying ‘We love the crew’, ‘The ship is beautiful’, ‘Captain Tom is the most
charming man in the world’, ‘We love the excursions’, ‘The service never stops’,
‘The smiles never stop’, ‘Christine, the Cruise Director, is smart, lovely and always
helpful...” The raves went on and on. And they continued in Prague, where Jana
made sure every guest had a wonderful experience there as well.

K. I'm very upset with Uniworld.

L. Thank you for a wonderful experience. We look forward to travelling with Uniworld
again soon.
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5. Complete the letter with the appropriate word from the box

obviously extension successful competitors along

service consumer request unique cruise

Dear Mr Young:
I’'m very upset with Uniworld.

A few vyears ago | wrote a book called How to Complain for Fun and Profit, a

1) coeiieeeiiieeeeeeeeee.. gUIDE to wiriting effective complaint letters. It’s been quite
2) evieiiiiiieieieieieieeieeeee, more than 20,000 copies have been sold. And
3) e , | benefit from every sale.

So companies like yours, that seem to do everything perfectly, really frustrate me!

My wife Nancy and | just returned from a 4) ....ccccoooiviiiiceceeceee, up the Danube on the
river Beatrice (April 22 — April 29), plus the three-day Prague 5) .....cccccoveeveeveievcicieeece, . We
rate the past two weeks the best vacation of our lives —and we’re very experienced travelers.
And our 0pinNioN SNt 6) ceeeeeie e . Every passenger we met
7) ceeeieieiie e s, the way shared our views, repeatedly saying ‘We love the crew’,
‘The ship is beautiful’, ‘Captain Tom is the most charming man in the world’, ‘We love the ex-
cursions’, ‘The 8) ....ccccecevevveveveeieeceeeeenne.. Never stops’, ‘The smiles never stop’, ‘Christine,

the Cruise Director, is smart, lovely and always helpful...” The raves went on and on. And they
continued in Prague, where Jana made sure every guest had a wonderful experience there as
well.

So it’s clear that Uniworld guests are not going to buy my book! It’s almost unfair.

So lhave one 9) .....c.eeeeeiveeeeeeeeeveennnn. - Please do not share your service secrets with your
10) i . I need their customers to buy my book!

I've enclosed a copy of How to Complain for you... just for fun.

Thank you for a wonderful experience. We look forward to travelling with Uniworld again
soon.

Sincerely,
Martin
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6. Complete the letter with the correct form of a verb from the box

do return go on say not share

stop write meet enclose sell

Dear Mr Young:

I’'m very upset with Uniworld.

Afew years ago | 1) v, a book called How to Complain for Fun and Prof-
it, a consumer guide to writing effective complaint letters. It's been quite successful; more
than 20,000 COPIES 2) w.vevevvereereciiieieriie e . And obviously, | benefit from every sale.

So companies like yours, that seem 3) ..o, everything perfectly, really

frustrate mel!

My wife Nancy and 1 just 4) ..o from a cruise up the Danube on the river
Beatrice (April 22 — April 29), plus the three-day Prague extension. We rate the past two
weeks the best vacation of our lives — and we’re very experienced travelers. And our opinion
isn’t unique. Every passenger We 5) ....ccccovvvvieieviveeesseerene along the way shared our views,
repeatedly 6) ....ccoeveeveveeiiice e, ‘We love the crew’, ‘The ship is beautiful’, ‘Captain
Tom is the most charming man in the world’, ‘We love the excursions’, ‘The service never
7Y e ', ‘The smiles never stop’, ‘Christine, the Cruise Director, is smart,
lovely and always helpful...” The raves 8) .......ccccoovveveieeiecceeieene, and on. And they continued
in Prague, where Jana made sure every guest had a wonderful experience there as well.

So it’s clear that Uniworld guests are not going to buy my book! It’s almost unfair.

So | have one request: Please 9) ..cccoevveeeeeeeeceeeee e your service secrets with your com-
petitors. | need their customers to buy my book!

[20) e a copy of How to Complain for you... just for fun.

Thank you for a wonderful experience. We look forward to travelling with Uniworld again
soon.

Sincerely,
Martin
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7. Choose the best phrase (A — H) to fill each of the gaps (1 — 8).

Dear Mr Young:
I’'m very upset with Uniworld.

A few years ago | wrote a book called How to Complain for Fun and Profit, a consumer guide
tO WHItING 1) coeeeeeeeeeeeeeeeee e . It’s been quite successful; more than 20,000 copies
have been sold. And obviously, | benefit 2) ... .

So companies like yours, that seem to do everything perfectly, 3) ....ccccoooevveiieiiiiceceee

My wife Nancy and | just returned from a cruise up the Danube on the river Beatrice (April 22
—April 29), PlUS 4) cooeeeeeee e . We rate the past two weeks the best vacation of
our lives —and We're 5) ..o . And our opinion isn’t unique. Every passen-
ger we met along the way shared our views, repeatedly saying ‘We love the crew’, ‘The ship is
beautiful’, ‘Captain Tom is the most charming man in the world’, ‘We love the excursions’,
‘The service never stops’, ‘The smiles never stop’, ‘Christine, the Cruise Director, is
B) ceeeeeeeeeeeieeee e eeeeeereeieeieeeeee. .. The raves went on and on. And they continued in Prague,
where Jana made sure every guest had a wonderful experience there as well.

So it’s clear that Uniworld guests are Not 80INE 7) w.vcvevveeeececceieeceee e, I'lt’s almost unfair.

So | have one request: Please do not share your service secrets with your competitors. | need
their customers to buy my book!

I've enclosed a copy of How to Complain for you... 8) .....cccoecuvcuevueveiecieeerenen,

Thank you for a wonderful experience. We look forward to travelling with Uniworld again
soon.

Sincerely,
Martin

A. the three-day Prague extension
B. really frustrate me!

C. just for fun

D. smart, lovely and always helpful
E. effective complaint letters

F. to buy my book

G. from every sale

H. very experienced travelers
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8. Complete the letter with the most appropriate word or phrase. Use not more than three
words to fill in each gap. Articles and prepositions are counted as separate words.

Dear Mr Young:
I’'m very upset with Uniworld.

A few years ago | wrote a book called How to Complain for 1) ........cccceveeeeeeveeevecennnne. a con-
sumer guide to writing effective complaint letters. 1t's 2) ....cccovviveviicicccieiecene. ; more than
20,000 copies have been sold. And obviously, | benefit from every sale.

So companies like yours, that seem to do 3) ....coocooeveiieieiee e, , really frustrate me!

My wife Nancy and | just returned from a cruise up the Danube on the river Beatrice (April 22
— April 29), plus the three-day Prague extension. We rate the past two weeks
A oo of our lives — and we’re very experienced travellers. And our opin-
ion isn’t unique. Every passenger we met along the way 5) ....ccccocoveviieieececiccieree. , repeat-

7 o

edly saying “We love the crew”, “The ship is beautifu

|”, “Captain Tom is the most charming

” o o o

man in the world”, “We love the excursions”, “The service never stops”, “The smiles never
Stop” o"
and on. And they continued in Prague, where Jana 6) ......cccocoveveivecvececcciennnne. every guest

had a wonderful experience there as well.

Christine, the Cruise Director, is smart, lovely and always helpful...” The raves went on

So it’s clear that Uniworld guests are not going to buy my book! It’s almost unfair.

So | have one request: Please do not share 7) ..o, with your competitors.
Ineed 8) e, to buy my book!

I've enclosed a copy of How to Complain ... for you... just for fun.

Thank you for 9) ..o, . We look forward to 10) ..cccccevvevviveieeiieeeeeeeeeeen
again soon.

Sincerely,

Martin

VII. WRITING ASSIGNMENT
Write a thank-you letter turning this “not a letter of complaint” into appreciation.
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