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PREFACE

This volume-comprises Parts 9 and 10 of the
"Workbook in Professional English."

Part 9 gives the student guidance and
practice in understanding and writing business and
official letters.

Specimens are given of the main types of
correspondence dealt with in each section.

The exercises allow for sufficient repetition
and revision of all the major language skills that
are introduced.

Part 10 familiarizes students with various
types of documents, giving or requesting information,
that arrive at offices of firms and organizations.

It also gives the student practice in structuring
information and recognizing the language of

persuasion.

Bernadette Hay.
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Section A

This is a letter of inquiry. Study it carefully. Use the

the word 1ist to help you in your reading. Later, your
teacher will read it aloud.

Y
The Polytechnic,
52, Galle Rd.,
Colpetty.

drd September, 1984,

The Sales Manager,
Samson and Sons Ltd., :
P.0. Box No. 81,

Colombo 1.

Dear Sir,

We have seen an advertisement in the '"Ceylon

Daily News'" of 16th April about your range of electrical
typewriters. A kkwl’

Please send us details of prices, terms ofsy%\

——

payment, service and guarantee.’ngrw»
I T A

\*":.,_.- =
eV Y » -

We are partlcularly interested in model X 51,

and should be obliged if you would enclose more T

information abouj/this model. S
B om0 A"’ Yours faithfully,
“i' - “L-'-"-_ I.
A.K, Silva
Director.

Letter 1




e

range - a number of goods of basically the same type.
model - a type, an example. :

1. Now answer these questions.

(a) What is the inquiry about?

(b) What does the word 'this' refer to in the last
line?

(c¢) To whom does the word 'your' refer in the third
line?

(d) Pick out two words from the letter that relate to
cash.

(e) Which word tells you that the writer 1is more
interested in model X 51 than in any other?
Underline the word.

2., Notice how you inform the Company you are writing to,
“how or where you heard about them.

Dear Sir,

We have seen an ddvertisement in the "Ceylon
Daily News'" of 16th April about your range of electrical
typewriters.

Make sentences similar to the above informing the Company
how and where you heard about them or their products.

(a) See/ brochure / digital wall clocks.
(b) Speak / your sales representative / steel office
furniture.

(c¢) Hear/ advertisement / SLBC / photocopying machines.



(d) Discuss / your agent / possibility / introducing
modern office decor.

(e) Read article / "Woman's World" / cookery classes.

brochure - a small booklet which gives details, colour
pictures ete. of a product or a range of
products.

decor ~ furnishings and decoration of a room. &
(3.) e s & 8 e 8008 88 sEE s =S e s e s e s m e L T I T I S I
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3. Notice how you express an interest in a specific item.

We are/ I am particularly interested in model x 51.

Express an interest in the following:- Read your answers.

aloud. &
P ‘)‘ ;
(a) The latest burglar alarm system.

(b) Casio PB 400 personal Computers. TG -
(c) Week-end tour to Kandy. @wd-n=*H'n‘ 3

(d) Your range of steel cabinets.

(e) Sovereign gold engagement rings.

02-8506068-0UP
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4. Notice the different ways iﬁ ﬁhich yOu.can'make a

polite request.

A. Please send us more information about model X 51.

B. Could you please send us more information about
model X 517

C. We should be obliged if you would send us more
information about model X 51.

Practise making sentences of types A, B and C for the
following:-

(a) A recent photograph. £

(b) An early reply.

(c) Samples of your furnishinébmaterial.

Notice that you 'inquire' about general information. But
you request an object or a statement.

You inquire about something. You 'request something'.



5. Study the following Tiat:

likely to inquire about and what things are you likely

to request? Write the letter [A] in the square for

What things in it are you

'inquiry' and for 'request'.

(a)

(b)

e

- (d)

(e)

(£)

(g}

(h)
(1)

(3)

an estimate

a sample

credit facilities
copies of certificates

terms of payment
30 6
e ToA 3
relevant documents

e ——,

postage rates

conditions of service
-

the venu%mfor the
Annual General Meeting

the list of names

DEEEEEAEEEE




Section B

Here is
Your te

the reply to the letter of inquiry in Section A.
acher will read it to you.

The Dir
The Pol
52, Gal
Colpett

Dear Si

inquiri

on model

Samson and Sons Ltd.,
P.0. Box No. 81,
Colombo 1.

6th September, 1984.

ector,

ytechnic, “s:‘.
le Road, _€_J
T f«.j

Electronic Typewriters }

Thank you for your letter dated 3rd September
ng about our products.

We are pleased to give you the following details:-
Payment : - Can be arranged on an instalment basis.

Service and
Guarantee :- One year free serviecing, with
. guarantee for the replacement of any
deﬁeg?ive part.

We enclose our catalogue which contains information
X 51 together with the current price list.

We look forward to receiving your order in the

near future.

Enecs. cat

Yours faithfully,

W.S. Samarakoon

Sales Manager.
alogue and price list. uaids

Lettexr 2




service = 30 e300 edds FAslpds o~
guarantee - SOBBRS eSs ansd
catalogue - a list giving descriptions and numbers of
current X s proodau:éi da 4p
enclosures’?‘?*' - any papers, documents etc. sent inside

%) = the envelope of the letter.

1. Read Letter 1 again. Below is a list of the things on
which the writer asked for more information.

Find the answers to his queries in the reply (Letter 2)
and write them in column B.

A B R
" +
(a) prices ""T{Lf{wttif&" ceemse |
(b) terms of payment .ﬁf%??f?;ﬁlli)&i“fﬁill.?*}’“
(c) service o o500 05 HEL RSN
(d) guarantee iﬁnl%.,;Q%ELw;p&:;i.;;.,;-'"
(e) details of model X 51 L Gans, Bvidascd L
2. (a) What does the word 'products' refer to in the first
sentence?
(b) What words tell you that there is more than one ~
enclosure? ! e
(c) Do you know the meaning of the word 'defective'? vt

If you don't,try to guess the meaning by yourself
and then check with your teacher.

3. The noun forms of the following verbs are to be found in
Letters1 and 2. Find them and write them next to the verbs.

advertise , ..........;hléﬁaf:.J;i;;;..., =
PEY -5 R T A

inform e T e e e U e
produce A R E e S Ess a e Nk
replace = > T o e e T UG IR R = e e e ¢

‘# ‘-.~.'Aif- ‘'

instalment basis - parts of a sum to be paid at VaxiouS“times.1| ¥-



Notice these sentences. They are different ways in which
the writer can thank the correspondent for any inquiry.

(a) Thank you for your letter of inquiry about our products.

(b) Thank you for your letter inquiring about our products.

(¢) Thank you for your letter in which you inguifed about
our products.

4. Notice this sentence which tells yourcorrespondent about
more than one enclosure.

We enclose our catalogue together with the current price
list.

Write similar sentences using the phrases underlined for
the following.- '

(a) An application form / a stamped addressed envelope.
(b) A bank circular / a questionnaire. . '

(c) A sample of our carbon paper / our price list.

(d) Copies of certificates / two testimonials.

(e) A list of names / their addresses.

£B) cecsetonsmrssssssasneassassieseeesenseesybsnaeschsis

S 8 % &% B8 A% & 8 8 88 88 AS S SSE S0 SE S ESEESsEIEISSEREEEesEEebens

(b) ouca.-o..---on-o-ono--.oo-a---co.-c--.-‘-c---o..--a--..-a.-

S 8 & 8 8 8 ® B 8 @ S8 S S8 S S S S S8 48RS NS TS ESSEESSEEEESESsSsAass A

(C) a.I.00...ll..lv.lo--allto.llt-clol-.----.--.l..ul..oooti
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\}_ (d) l..l.lll'nll.lIOUI.b.l._lt".tln--II.-t....‘..-n.....o.ltll.l
(e) -O.III..IIIC\.I-O-l‘.ll.l-lll'i-.-.....l...l-II...l....I..l..ll...I-..lo...C
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Section C

~In Part 1 of your Professional English Book you read four
types of letters and discussed them with your teacher.
This diagram shows the format of a business/official letter.

1,

2.-9 P

B
L

[1z- l




Note that it has twelve parts. These parts are found in

most business and official letters. Read the list given

below.

1. The letterhead

1

2. The date =

3. The inside -
address

4, The salutation

5. The subject -
heading

6. The body of the
letter

7. The complimentry-
close or the
subscription

8. Name of the -
person who signs

the letter

9. The title of the-
person who signs
the letter

10.- Ene. -

11, Initials of the -
person who typed
the letter and
the person who
dictated it

12. C.C. ==

the name of the organization from which
the letter is written, with its address,
telephone number etc.

e.g. 9.4.84 or 9th October, 1984.

the name and address of the person to
whom the letter is being written.

e.g. 'Dear Sir'

usually underlined
usually arranged in paragraphs.

e.g. 'Yours faithfully'

e.g. Registrar.

enclosure, (if any)

e.g. TH/RF

carbon copies (if any) with the names
of . persons who are supposed to get
them.

1. Now label the diagram of the letter on page 9 by writing
the name of each part in the appropriate section..

10



Section

1. Turn back to Letter 1 and look at the address and inside

D

address.

Do you notice the abbreviations or shortened
forms of certain words? Underline them.

the following abbreviations?

Rd.
Ltd

P.0,. Bax

No.
3rd

road

limited

post office box
number

third

2. Pair off each abbreviation in the left hand column with

its meaning given in everyday English somewhere in the

right hand

frequently

a.
b.
c.
d.
e.
£

| - R S -}

03-8506068 ~0UP

enc.
cCa
c/o
contd.
e.g.
etc.
p.S
SA.E.
Sec.
p.t.o.

ref.

c.0Jd.

column. Note them well because they occur
in business and official letters,

Lo reference

- please turn over

- stamped addressed en#elope
-+ cash on delivery

- enclosure

- post script

- care of

- continued

- for example

- carbon copies

- and others (Latin et cetera)
- secretary

Have you found

11
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Section E

Read the following letters carefully. They are all
reminders written to one and the same person.

Regent Paints Ltd.,
York Street,
Colombo 15.

20th April, 1985.

Mr. L.S. Perera,
No. 44, 10th Lane,
Borella.

Dear Sir, i

Our records revégl that we have not received
payment of our statement of accounts No. A 2015 dated
31st March.

Presuming that you have not received our
statement of accounts, we are enclosing a copy and shall
be glad to have your cheque at an early date.

Thanking you,

Yours faithfully,

G.S. Siriwardana
Manager.

Enc. Copy of statement of accounts
No. A 2015 . %

Letter 3 (1st reminder)



ReZent Paints Ltd.,
York Street,
Colombo 15.

15th May, 1984.

Mr. L.S. Perera,
No. 44, 10th Lane,
Borella.

Dear Sir,

"Payment of Statemenf of Accounts No. A 2015

We have already written two letters dated 20th
April and 2nd May reminding you to make the above payment,
and regret that we have had no reply to either of them.

As the payment is long overdue and this is
affecting our own arrangements, we request you once again
to please look into this matter and let us have your
cheque without further delay.

Yours faithfully,

G.S. Siriwardena
Manager.

Letter 4 (3rd reminder)

13
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Regent Paints Ltd.,
York Street,
Colombo 15.

30th May, 1984.
Mr. L.S. Perera,
No. 44, 10th Lane,

Borella.

Dear Sir,

Payment of Statement of Accounts No. A 2015
for Rs. 5,000/=

We reéretvery much that despite three letters on
the above sﬁbject, we have not received payment so far.
Bl o By
As we cannot afford to wait for an indefinite
period, we insist that our accounts should be settled
within 10 da&s from the date of this letter, failing which
we shall be compelled to pass on this matter to our legal

; _f-z;vcecl_
adviser. )

Yours faithfully,

G.S,. Siriwardana
Manager.

Letter 5 (final reminder)




femind - 88od 832 enuaduepss

statement of - 348 2¥md swég ardeas
accounts
presume - Bodnand eS8 m&l |
delay = gPede smugd
indefinite - qb8dds Osdadp
risk - to take a dangerous chance
insist & oded pma 533 adysds
overdue - that which has not been paid on the

due date.

1. Discuss the answers to the following questions with
your teacher. b ¥

(a) In Lettér 3 the writer provides the client with an
excusg. How does he do this, and why?

b ook F [ \ A Fer s . £ : 2, i # 2 7

‘(b) What do the words 'a copy' refer to?

(c) In Letter 4 which words at the end of the first

paragraph refer to the two letters: mentioned at
the beginning of the first paragraph.

(d) What makes Letter 4 appear more formal than Letter 3?
(e) What does the word 'above' refer to?
(£) Which word in Letter 5 is a demand for payment?

(g) Underline the words in Letter 5 that contain the
: threat of legal action.

(h) When will the writer resort to legal action?

(i) Which word tells you that the writer is not happy
- at the idea of legal action?

(j) What are the words and phrases used by the writer in
the last two letters that make them more formal
than the first? Underline them and discuss the
reasons for the varying degrees of formality with
your teacher.
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2. Read Letter 5 again and fill in the blank spaces given

below.

Date Of letter .I....IIOII.l.lll..IIl.-....I
ACCOunt NumbEr ......III..I.I.I.I..D.II.IIHOI
Amount outstanding I D tlet e PR o St Sy e
Number of reminders sent e e e e alsae e ek e

Final date of settlement I e S R PR D bl NS I R



_Section F

Take a quick look at the first paragraph of the following
letter. Which word is a clue to what the letter is about?
Check your answer with your teacher and read through the
rest. of the letter.

"Fair View,"
10th Lane,
Colpetty.

8th October, 1984, .

The Managing Director,
Spring Grove Hotel,

DpareT

Kandy.

Dear Sir A
’ §§;§#”11
I wish to complain of the unsatisfactory service

gt~

of Spring Grove Hotel. PO

gﬂw* During a recent visit there, I was subjected to

fo the insolence of one of the waiters, who suﬁigggggily

refused to disclose his name.

I attempted to get in touch with the Manageress
but this proved impossible as she was not to be seen,
and none of the staff appeared to know her whereabouts.

I was therefore compelled to leave without seeing her.

I am writing this to you in the hope that you
will take some action regarding this.

I may add that as a regular traveller I have
had considerable experience of hotels, both at home and
abroad, and never have I known of a parallel to this

= I
state of affalrs;pqwd
Yours faithfully,

S.K. Wijenaike.

Letter 6

17
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complain - o883 833 papldune QFd

‘unsatisfactory - gondeond aglolgls pora
recent = 25 sfusne
disclose - gmOGds 839 Qadiuess
attempted - godsad 51610 wud &l
whereabouts - 80n o oI s
regular - aadtg 038, Ban eco suliana
parallel = o dad @ Wmuna

If you picked out the word ‘complain' from the first' paragraph

you we
hotel

re right. This is a letter of complaint written by a
guest. Now find answers to the following questions.

You may work in pairs and discuss the answers with each

other.

is (a)

Underline all the words and phrases in Letter 6 that

suggest complaint and criticism.

(b)
(e)
(d)
(e)

L)
(g)
(h)

What is the writer's chief complaint?
Does he complain of any other matter in his letter?
Why had the writer tried to contact the Manageress?

Underline the words that suggest that the writer made
inquiries about where he might find the Manageress.

To whom does the writer refer as "a regular tra#eller?"
Which country does he refer to as '"home?"

What exactly does the writer mean by, "this state of
affairs?" which 'state of-affairs?'

2. Work in pairs and think of situations when you need to make

a written complaint in dealing with the following

institutions.

(a) Your Bank ' (d) The Railway Station
(b) The Super Harkef : (e) The Municipality
(c) The Post Office



Section G

Now read the letter that follows. It is the immediate

reply to Mr. Wijenaike's letter of complaint to the

Managing Director of Spring Grove Hotel.

Spring Grove Hotel,
Kandy.

9th October, 1984,

Mr. S.K. Wijenaike,
"Fair View,"

10th Lane,
Colpetty.

Dear Sir,

In reply to your letter of yesterday may I say
how very much I regret to hear of the annoyance caused
to you during your visit to Spring Grove Hotel.

I am of course taking up the matter with the
Manageress at once and will inform you in due course
of the outcome.

Yours faithfully,

R.D. Roberts
‘Managing Director.

Letter 7
annoyance - Bowm 08 Osnisog
in due course - ol meed & sarwd&ung S
outcome - 080 ce ofl Sargy

D4-8506068-0UP
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1. Discuss answers to the following questions.

(a) What indicates that the Managing Director has not

delayed in answering Mr. Wijenaike's letter of

complaint? - e
Uamallevy WY
(b) Do you think this is a letter of full apology? s

Give reasons for your answer.

(c) Can you find the phrases that assure Mr. Wijenaike of

an immediate investigation?

2. Read both Letters 6 and 7 and list the people who are
concerned in this matter. Give the names (where possible)
or designations,or both.

LS B O I B LI TR B T T R S N ) "% % 8 8 8 8w = ® B B B S s s E S S E ST xS A
- e L R O T T I I U N I T ) - L ) U I S I R I U TR I N R
& & 8 % 8 8 8 8 88 E BB E S S SS I E e L ® 4 ® & B 8 & E 8 =S e s e e s EEE s s s
® 4 % 8 8 5 8 E e B E e e S e EE N .. LI I IR TR IR T -5 8 8 LI T I T S T ]
& & 3 48 S S S EE P eSS S T A e RS S sEE YN - - @ ® 55 8 e w e LI R I IRC I T I ]
@ & BB 8 W E S B PSR S ST T RS EER = s 8 s 8w LR R S I T T T S T T I I S T
&% 4 " B s E Y LR I R R N T LI S R I I T SR A I T LI T O S
® B 5 B B S S BB S ES E T TS RS S s E . LI T T T TR TR TR S I R T T ST T LR

" 8 8 % B S S SRS S S E S S S ST E N e E ST EEEE A S S S E RIS S S SRS S S s e
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The following letter was sent by the Managing Director of
Spring Grove Hotel to Mr. Wijenaike a few days after his
first reply. You will find that it is a letter of apology
and explanation. Your teacher will read it to you.



Soring Grove Hotel,
Kandy.

16th October, 1984.

Mr. S.K. Wijenaike,
"Fair View,"

10th Lane,
Colpetty.

Dear Sir,

Further to my letter of 9th October, I am now
able to inform you that I have made inquiries regarding
your complaint, and deeply regret finding that you were
subjected to discourtesy, while you were a gu;st at one
of our hotels. e

ga‘l"*ﬁ‘ uumﬂ‘b"’wm

On the daté in gquestion the waiter concerned
had been under notice as the result of previous incompete-
nce, and may have been suffering from a sense of grievance.

He has left our employment since the incident
of which you complain; otherwise we would have dismissed
him immediately.

- The absence of the Manageress was regrettable,
but I have satisfied myself that special circumstances
made it unavoidable.

The Manageress asks me to convey her apologies
to you, and I mayassure you that nothing of the kind will
mar a future visit to one of our hotels.

I wish to thank you for the trouble you have
taken in lodging this complaint. The Management appreciates
any information that would help to maintain the high
standard of efficiency established in our hotels.

Yours faithfully,
R.D. Roberts

‘Managing Director . .

Letter 8

21
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Nauns

discourtes
g~ & b-'u-l%

guest

incompetence

grievance

incident

Verbs

appreciate
dismiss

mar

Adjectives
unavoidable

regrettable

W6 eMIBHD JAULTWIOS
gegon  digsshd
emlomdmd spevddew

cBapdde
Bd'(:'m, 6566 sduad

D EGH D

g BOO uTgnte
dBmedd owdds owég

gpdn odstod qif 530 exf D LTSUGES

emigudto wd salldspouns

samBmon  Ga L dgriu

Discuss answers to the following questions.

(a) Underline the words that admit that Mr. Wijenaike's
complaint is justified.

(b) In which paragraph does the writer give an explanation

of the incident?

(c) Does the writer say that the waiter was dismissed

as a result of Mr., Wijenaike's complaint?

(d) Which sentence expresses the hope that Mr. Wijenaike
would continue to visit the hotel?

(e) Find an example of each of the following,

(a) an expression of concern
(b) an opinion
(c) an excuse

(d) a message
(e) an assurance



2. Column A contains verbs. Column B contains nouns. Fill
in the blank spaces of the table given below with the
'corresponding noun or verb. The missing words are to be
found in Letters 6, 7 and 8 or the instructions that

go with them.

7-”3*'ijLr3 :

..information

jMWﬁhpﬂVhAq =

¥
employ _<L-vk{€?TMLMA-
G rvar—e_ . .assurance .
i = 3
- explain : er_,f;yefvw‘— A oo

VERBS . NOUNS . .
CL:WMﬁath;P~ . complaint .
wot: A Sk g -
wﬂ»%uzyc_ : refusal . o
anpoy . : Ll _\_r'
At e i €9 _ dismissal
inquire

23
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Section H

There are many occasions in your professional life when you
may wish to make suggestions for improvements or point out
alternatives. The writer of this letter has a suggestion
that he makes to the management. Read it carefully and

notice how he arranges the points in his letter.

The Statistics Dept.,

Institute of Marketing
Research,

Colombo 2.

The Manager,
Institute of Marketing Research,
Colombo 2.

Dear Sir,

Storage Space for Records

I have already brought to your notice the problem
of storage space for this department.

Till the new building is ready may I suggest
using the lobby next to the library. Not only is this
rarely used, it is also large enough to store the files
and documents temporarily.

The ather advantage in this proposal would be that
the present filing space could be used to provide a small
office for the new typist.

I should be glad if you would give this matter
your consideration.

Yours faithfully,

 M.K. Nalliah.

Letter 9




storage space - @dth 833 vem @b, D @@ malUd

lobby — a small hall or waiting room.
temporarily - mOmEn ecv sdanalavna
advantage - Dife Uwed

proﬁosal - euoldmd UUGooile

Discuss answers to the following questions.

(a) Pick out the words that indicate that the writer has
discussed this matter before.

(b) Which sentence contains the proposal for finding
alternative storage space?

(c) Underline the words used to persuade the Manager to
accept his suggestion.

(d) Does the writer put forward any other course of action
in the letter?

(e) What do the words '"this matter'" in the last line
fefer to?

Here are some ways in which you can begin sentences that
make suggestions. Some of these are more informal in
tone than others. Tick off those that sound more formal,
and are therefore more appropriate for official

correspondence.

(i) Don*'t you- think -we should ... et 0l —9
(11) Have you LHOBEhE OF .. .ceenesumisinse it e

. £iii) May I suggest that ...JY?;:%fff;.:l,..............

(iv) Perhaps it would be advisable t0 ... 0. e 3
€y TOU COULA TPY oivsicancnsavenbreebaner s et it nl
(vi) I think you'll have LO Tiliiiinines st rn et s e
(éii) I recommend that Sl i i ian . il oo
(viii) One possible solution would be tO ..vuereennnnnn .
(ix) How about P A RO A SR R R s o e S R NP R

(x) I'hh SUTEe YOU CAN ceaas es SRS SR S e S S il ey .
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I1f you have ticked off numbers three, four, seven and
eight, your teacher will tell you that you are correct.

3.

Some employers keep a Suggestion Book where employees
can write down suggestions for improvement and change.
These are then examined by the management committee.

Here is a page from one such book. Read the suggestions

made by some employees.

SUGGESTIONS

{dl~j 1 %AA;{ Covne dL] U 4*7a;-«l»~§ L:x
i
- C@w&bwl‘tv Ce l'e,Mce') ="

Lttt abeuk k___ngw-%%\a. Comleoin  Ofen M 5'50b~Ml

I THINE WE S HOULD IMPROVE OUR

SECuURITY SYSTEM.
”LL/LM dew't we Shart o Collecti
P ﬁmv Fhoe (hﬁf}o the Sevvices Func[?
it vse Ay ove bav#sq{m/ﬂ'ke

I Sugeest we Scyap the ngjestfon

Lcmlg deauS‘c O uy Qu&g_cghou Rve Aol Counsicleved.

———
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Did you notice that the suggestions you read were worded
rather informally?

If these employees were to write official letters to
the management they would use language that is more formal.
Rewrite the above suggestions using the expressions you
ticked off in exercise 2 page 25 .

) 5 v | ?Z"{rﬂ Somane s oy o o .._.z—m
..-...'/l.,'{\'/"--...--.‘/Jf-I..-'-.‘.--..-.‘-..-...:ﬁ:-'. .-..-.. §
¥ M} i . - e s:oc‘:‘:h‘_ - L:_fucLT’ .. . .. 'S;'L.—-'::‘.--;“—‘Qe_ ; - . e

f”ﬁ’os“"}ﬁ’-’#‘d‘fﬂm‘”*ﬂmﬁw o
-;[’z_/éc S¥o P o i |

" 8 8 8 8 5 e 58 S BEE S A sEESS " 53 B 8 8 8 8 8 s F e s S SRS E RS S8 s ES SRS seEs

.9 vz (_.e*w—..s——..«_r.».éz__,_né ‘-g/t: ﬁf = . 4

8 8 4 F S S S 0SSP S SRS S S S S S eSS eSS S S S SESSEESSSeEEs s

Ill.....I...Il.t'l.-.I.IlII..II...II..U..“.I'I‘I..I--...I

Zﬂ_/g R e ek jae ﬁr_cf i Sl

.----.......o..-IGOOQ-....--'.-tlﬂl..ll.lntlulo....u.---t.

& 9 8 8 0 % 88 S S S S S S B0 S0 ST S S SRS SFESEES eSS ES S FEE A

C);,A_ = ’J’ £ = {se«_,f{'l—-:—‘« V‘"I“LAJ[ b e LS 2 fgh_;gf

.........g,..../“

® 6 8 % 8 38 8 B ES T EE S ST S F NS 0SS S S S8 S S 0SS NS EesEesesERE0N

&4:;.3 af ootel e aﬁyﬂtyéﬁx4h—

EIE N =8 a8 2R 8 0 8 B ® S 80 S S EE OSSR S EE S e SRS ST E S S

P % 8 8 ® 8 8 8 8§ 48T S 4SS ESE S S S ESE 0SSR ESEEE RS E SRR AR

Citizen Per-r-r-r-ra has discussed a matter of public
concern with his friend Citizen Isidore. Rgpd his article
reproduced on the following page.

21
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Citizen

From CDN

Per-r-r-r-ra

OO B pPre® @ =

Solving the

problem

(of overloading)

Now this is what Citizen Isidore sug- |

gests. I will put in paraphrase form be-
cause that is easier for everyone con-
cerned, this old grumbler in particular.
The police, h& says, stop a private
coach which has been overloaded, fine
the conductor and the driver and send
them on their way. The passengers are
only illgonvcnicnced to the extent that
they are delayed for ten to fifteen mi-

" nutes,

So, passengers continue to get into
crowded coaches, even if the conductor
says there is no room for more standing
passengers. They are in such a hurry that
they do'nt care if they are nskmg their
lives.

And. after all, if the police were to stop
the vehicle the only persons to be charged
are the people operating the vcluc]e The
passengers get off scot-free.

So? What would happen, if, for inst-
ance, there was.a law making it an of-
fence for any passenger to be an excess

passcnger?

Supposing a coach was permitted to
have twenty passengers seated, and, if it
vonformed to certain standards, to have a
further eight standing passengers. Then
the 29th passenger would become liable
to a fine if the police caught that vehicle
and it was overloaded.

Old Ceetee is prepared to bet you
anything, dear reader, that this question
of overloading would stop at once.

If, of course, the conductor and the
passenger were both fined quite a sub-
stantial sum of money for having broken
the law.

Conductors would be careful to see
that they did not overload their vehicle.
Drivers would be happy because their
vehicles would be in a better condition,
and passengers would be very, very
careful to ensure that they were not
‘excess” passengers.

After all, a slice of fifty rupees off a
commuter’s hard earned wages is not
something to be sniffed at, is it?

Over to you, Cousin Herbert Weera-
singhe !

Give brief
answers to the
following
questions.

(a) What is the
Problem?

(b) Why (accord-
ing to
Citizen
Isidore)
have the
police
fdiled to
solve the
problem?

(c) What
solution
does Citizen
Is1dore

I

suggest?

) Tl Prrsp’ [3
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HOMework_
Bay 1

Read the following letter. The letter in section A was an
inquiry on a matter of business. This is a formal letter of
inquiry on an official subject.

No. 18, Beach Road,
Dehiwala.

15th September, 1984.

The Registrar,
Open University,
Nawala,
Nugegoda.

Dear Sir,

I understand that the Open University conducts
courses for school leavers. I am interested in following
a course in English.

Please send me details of the courses available.
I would like to know when they begin and how long they )
last. "

I would also be grateful for information about
fees and college facilities.

I look forward to hearing from you.

" Yours faithfully,

M.L. Seneviratne.

Letter 10

F.
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1-

Notice these sentences.

A, I am interested in following a course in English.

B. I wish to follow a course in English.

Sentence A expresses general interest. But sentence B

indicates a stronger intention. Make sentences similar

to A and B for the following.

(a) Open an account at your bank.

A- ® & 8 8 8 % e % e e e e E . @ 8 8 B A S S SRS NS S NS e e s

B| " & & & ® & & & % & " & 8 4 & & 8 & B = a ® & & & 2 F & % 8 B " & 8 S & 8 8 s s A B S S "R R
(b) Modernize our data processing system.

A. ----------- T AR NSNS PSS S s SEEE SRS,

Bc e e R R R R O O I e e T T T T T i T S S A L R T S S I

<(c) Instal new electrical fittings in our offices.

A. L e R R R R T e e I N T T T T S i S S (R S S S

B- I."..dIll....II-.ltt.IlI.Il-ll“‘.l.‘..‘It ------ L O B A
(d) Visit your garment factory in Seeduwa.

A. LI T I ® 8PN S SRS A S eSS S E SR SRS PSR e RS

B- 5 905 0034850500099 90080 EEEEESESS SN RS ESEEN e

(e) Accommodate more tourists in your beach cabanas. -\

A. LI S A R B I L I I I T T T T T T N

Bo LR S L T O B I I R TR SR I R RN R N R SR T T R T T T T S

(f) Organize an office party.

A- LRt L R R R RN N e N T T R R T T NN R R

-B. # 8 8 @ & ®» = & @ .....-.‘.........‘.'-.'"'..'.‘-..'...'....---"
(g) Enter the '"Charming Grandfather''contest.

Aa ------ -.'.-Il-Illl...ll--ll.l..IIII'IhII..c-.-‘--..l..

Bo II....l..l.._...ll-..-I...l.l-..I‘l.l....'."..l_,’.l'.llll




A (h) Order 500 metres of Lootex Fabrics. '

A. .lo.tln--a...-ooa--|t.--‘a.o-t-a-lo..--all-aooto.

B. ucnllﬂl.it...l.l..lill.uob-p -------- L B A I LI |

- (1) Learn Karate in six lessons.

Ao ll'lI.l.....-Il!l\l..l‘l..lll.l...I'.IO!I...I.III..

B. a.o--3o---pc--.o--;oo'--vocuo----a..o---qoo...ollo-

(j) Get into the "Guiness Book of Records."

An ll.0-lll.l.l.bllll‘.llll.l.'.l.-.l.-.....-.lll.-.

B. c.nlt!.l--.l.lnn-.ol-.....b.t---.la---t--.t---atloo

Notice the last sentence of Letter 10, You will find
that replies to letters of inquiry or request often
finish with a sentence like this.

I look forward to hearing from you.
Yours faithfully.

Conclude letters in the same way for the following:-

(a) Attend / the annual dinner.

-;Il--a.ooocoo--.l.l-.t-to-.---..lo-..--..---.ottoio-

(b) Meet / the new Chairman of our Corporation.

|a.o.ll--Il.l:u‘al...tlaool--.---.lo-..a---n-.---ao.o

(c) See / you at the airport next Monday.

l-.l.l‘nt....C.-IlI.lli.ll‘ll.ll.llllll-l.'..!.ll.l.l

(d) Read / your article in next Sunday's papers.

l...ll.l..I.ICI.'I..I..I.!.I‘UIIIIl....l‘.....-.ll..l

(e) Hear / more about the planned exhibition.

.--lal..-noo-.t.--...l--vlcono-l-...occ.o..o----.on.o

31



3. Write a letter of inquiry based on the pattern given

below.

Dear | Sir,
Madam,
Sirs,

! I should like order
I wish to buy
I want . purchase
some batik wall hangings. Would you please
Could | kindly
send me your latest designs and further information

catalogue’
samples

your prices.

I look

forward to

as soon as possible.
in the near future.
1. in due course.

32

about
full details of
particulars of

| hearing from you
receiving your reply

Yours faithfully,



" Homework .
- _Day 2

1. In Section A page 5 you did an exercise to differentiate
between inquiries and requests. Now notice the following
sentences.

A. Thank you for your letter inquiring about our Saving
Schemes.

B. Thank you for your letter requesting a copy of our
monthly magazine.

Make sentences similar to the above thanking you correspondent
for an inguiry or request using the items in Section A

Exercise 5 (page 5). - =

(a) t..-.-ooto..--ol--l.--o.la--o.nboo..ac..----‘!l-..-.lcoul-.-

S 8 8 9 0 8 8888 S8 S EE S eSS TSNS E SRS e E SRS E PSSR e

-

® 8 & 9 6 & 8 8 88 S S WS EE SN SRS S E SRS S SN RSO EE DS eSS R RS EEE R

)l i ok st e e e e e Tl R R L e e

8 & 0 8@ 8 S8 S F A NS S E RS SEE T ES RS S EE S A S S S ST e eSO R

[ % L AR P S R SO el LS R L S N L e e R O

LB N O R B R T N I O T R R R R R R O T R R I R T T R R N R T R T I T T R N A Y

e e e D S e S P I e I e e s

8 B 480 R eSS e R R R RS S S e S A SR DS eSS AR E S S S0 RS SRS

® % 8 4 8 % B S B S S S S SRS S SRS S S B E S A AS S S EE S ST SRS RSN AS

(g) I.‘-l“Il.‘tll.....I.l.l.ll.l.lll.ll...li....ll.l.lll.lltl

LI R R I IR I BRI I I R S I T T T I R R I I I R R R S R T B IR R

(] ) QPSRRI T e L R S D N B e R S N B G L 8

% B 4 8 8 8D B B eSS S A S S S E S SRS A S S S S SRS S A S S A S S s E e e




(i) B e & 8 8 8,80 8 8 8 ST W T S ASS SN EESS ST AN ETEEEEEEEN AT

® % & B 5 8 B B S S S S S S TS S ESEEE S E SN sSssASEr e

(j) .'.I.l...O.I.I.lI._I'-.Il.ll.l.I.l..ll.l..l.l.l...I....I..I.I.

& 8 8 8 8 8 8 5B B S 8 S 58S S S S SN LSS TIPS E SRR EE s

2. Look at Letter 10 on page 29

(a) What general information is the writer inquiring
about?

(b) What does he request?




3. Here are some news items and advertisements.
and find out the information given.

Read them

What further details
would you write for,in each case, if you were interested

e (2) BTSN | (3) Mahapola
e mam oevi | SpOrts festival

BRESULTS ARE OUT A Sports Gala including

WHY IDLE AT Cycle Races for old and
Lend HOME? young, Od Crocks Rally.
Trade Pageant, Motorcade
U“:&'{nﬁ{m of floats, Musical Fiesta on
A Wheels, will be part of the
LEARN day’s programme organized
GERMAN! by the Galle Sports Com-

Hand — Ab the : mittee as a finale for the ‘B4

GERMAN CULTURAL 100th ‘Mahapola Celebra-

tions which ends at Elpitiya
LOMOITOW.

This colourful Motor-
cade and the Cycle Races
which will start from Galle
will be witnessed by a very
large crowd. -Mr. Lalith
Athulathmudali, Minister

INSTITUTE
89, Gregory's Boad,
Colombo 7.

And a
Home

1§
Let a student from another cul-

Courses start on
25th Feb.,
Enrolments on now!
Mondays — Fridays

6/1, Bethesda Place,
Colombo 5.

Telephone: 587970

(L)

4. Choose any one of these

and write a letter inquiring

about something and/or
requesting something.

(From C.D.N.)

Uiu=uwuB06.~0UP

between 15-25 to win the
envious title ‘Smart Young
Miss 985",

The very tempting offer
comes from Fair Foods
who will sponsor the con-
test together with the Ob-
server and CTB. The con-
test will be part of an
entertainment-packed
programme ‘Family Fiesta’
scheduled to take place
every Saturday at Fair
Foods.

Smart misses who do not
want to miss this fantastic
opportunity of participat-
ing and winning lovely pr-
izes can write into Fair
Foods, 424, Union Place,
Colombo 2.

Or present themselves at
the ‘Family Fiesta’ any
Saturday evening, for se-
lection.

“Family Fiesta” includes

talent contests in vocals,

instrumentals, dancing and
any other form of enter-
tainment, fashion designer
contests, pop stars, enter-
tainers, prizes and surprises
and will provide music for

9, . — 1.00 pan. i ity, will
ture understand you and your g g g’;‘:‘h“;'g;‘;‘;rsgej:s’l“zn‘:}‘w
life better, 3.00 p.m. — 5.00 pm-. concluding day of the
i : Mahapola celebrations.
Invite an AFS scholar into your =
home. , (%) Smart Young
Contact: =

M INTERNATIONAL/ Miss 1985 _
INTERCULTURAL A fabulous chance dancing which will be tel-
PROGRAMS awaits a smarl woman

evised for a special prog-
ramme that will be telecast
weekly.

The Observer next Wed-
nesday will begin carrying
photographs of the contes-
tants together with a
Reader’s voting coupon
which will enable you'to
make your weekly choice
and win a prize that will
enable you and your family
to have a delicious meal at
Fair Foods.

Fifteen semi-finalists
from among the weekly
winners of the contest will
be picked at glittering
shows every three months
of the year, who will finally
vie for the crown at a grand

ﬁgale at the end of the 5

year.
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Homework

Day 3

1. The following letter has been written by a young
Secretary new to her job. She has made six mistakes.
Can you find them?

Samson and Sons Ltd.,
P.O. Box No. 81,
Colombo 1.

10 March 1984.
The Polytechnic,

No. 53, Galle Rd
Colpetty.

Dear Sir,

Thank you for your order No. K408 for Model
X51 electrical typewriters.

The goods will be delivered to you tomorrow.

We enclose our invoice and look forward to
receiving further orders from you in the future.

Yours faithfully,

" P.8. Samson.,

AF/PS
C.C. Despatch Dept.




2, Here are five more common abbreviations that you should

know. ' Find their meanings with the help of your

dictionary.
(a) R.S.V.P.
(b) N.B. s NI BN e NI RS
(c) i.e.
(d) viz. ......:.............................
(e) alc RV - ©. 5 -7 V2 AT S

Look at Section D Exercise 1 on page 11 . You have
noted the abbreviations in the addresses. Now here are
more abbreviations you will find in addresses. Study
them.

Mr. - Mister (never written in full)
Mrs. - Mistress (never written in full)
Dr. - Doctor

C/o. - Care of

dept.- Department s

Co. -~ Company

Inc. - Incorporated €
Bros.- Brothers =
Bldg.- Building

Ave. - Avenue

3. Read this address:

Ismail Brothers Limited, ;'
Number 60A, Tropicana Building
Main Street,
Pettah.
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Here is the same address written with abbreviations. Can
you find them? Check the answers with the list above and

the abbreviations in Section D.

Make special note of the punctuation. When a line ends
with an abbreviation, the comma is placed after the
full-stop—in this way (Ltd.,)

Ismail Bros. Ltd.,
No. 60A, Tropicana Bldg.,
Main St.,
Pettah.




Homewocrk

Da 4 //!\.
1 rb{‘
G

Notice these expressions drawing a client's attention
to an overdue statement of accounts. Some of these are
appropriate for a first letter of reminder. Others

are more appropriate for later reminders. Study the
expressions according to their appropriateness and

write 'lst', '2nd' or 'final' within the brackets.

(a) We refer to the statement of accounts we sent you
Tt MONEB (o cannns sbrns saiona)d

(b) This is merely a friendly reminder of our statement
of accounts No 2015 (.....L3 . .......)

(c) We must remind you again of ouﬂwstatement of
accounts No 2015 (......%?f%.mﬁ..)

(d) We have received no replies to our last three

letters. (.......%:f%ﬁ.....)

(e) We wrote to you on the 3rd August regarding our
account No. 2015 (...u. Qundeu....)

(f) We are sure you have not paid the balance due to us
through some oversight Cotirindy )

(g) We regret that you have not replied our last letter
reminding you of our statement of accounts

N
| F I N S S

(h) We regret that our repeated applications for the
settlement of our long overdue statement of accounts
have been ignored by you (......ﬁf??f......)

39
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Notice these phrases from the reminders on pages 12,13 & 14,

at an early date
without further delay
within ten days from the date of this letter.

Here are some others that will help you to write letters
of this type.

by return post as soon as possible

at once at your earliest convenience
immediately within the next few days

Use the above expressions to make sentences regarding:-

(a) the information you require.

(b) last months sales report.

(c) the arrears of rent.

(d) the books ordered two months ago.
(e) our long overdue balance.

(b) 5 8 8 8 8 5 8 B S S8 B S S E SRS S S SN ET RN ARSI EE TSm0
| [ S S -1 N st R oy L el Bt S WSS e S S T
(d) ® 4% 5 8 " 8 8 e s s E e ..I.tl.l..l.llll.':...'.ll!.ltl.lll.

(e) R LR

Look at these different ways of giving a warning. Read
them aloud.
be compelled to take legal action.

instruect our solicitors to take
We shall necessary steps.

be forced to resort to legal proceedings.

have to place the matter in the
hands of our lawyers.




v

3=

You have not received the books you ordered ten days ago.
Neither has the bookshop acknowledged your letter
enclosing a money order for Rs. 385/=., Write a suitable
first letter on the outline given below.

a. Refer to the date of your letter placing the order and
the names of the books ordered.

b. Mention the number of the money order.

c. State that the books are urgently needed.
d. Express your hope that the books would be sent without
further delay.

Compose a final letter of reminder to a tenant, demanding
arrears of rent for the past three months.

Use the words and phrases you have learnt in Section E
to help you.

41




Homework
: Daz'S

1. Here are some words from the homework exercises you have
done so far. Use your dictionary to find their meanings
and put them into your STM box. Remember to check your
answers with your teacher next week.

modernize rglﬁmdvéryé'
data processing system
instal ,gg,qjg-
burglar alarm
acco@ﬁdate Dhnnis
contest Ouicg

cabana Swmall oab—y Pt
originals

arrears 'ﬁﬂgn“f

overdue K ugwiﬂﬁ“”y

. range S
terms ﬁﬁﬁ%fﬁyr
conditions
copies
list
current
Statement
samples
postage
instalment
Fill in the blanks of the following phrases with suitable
words from those listed above.



(a) Some ;fi@frﬂJ?§.. of the product.
(b) A . Sskate oo accounts.

(c) The .. AGrers... of payment.

(d) On an..*::"."%‘!"‘.“’.“."."ba?js.

(e) The .&#k¥.... price list.

(f) A zigff§7ﬁf?7. of computers.

(g) The thé;ﬁyf%vgi of certificates.
Ry A caiainiesas «.. Of names.

(i) The .P&Sf??qfi. rates.

(j) The s.-se.0e44. Of service.

3. Here is a verse that lays down some useful rules in
letter-writing. Read it out loud. It is also easy to

memorize.

When you

Write to a man of business
Purely on matters of business,
Briefly state your business
For courtes ays in business.
LmﬁuwN”] OB ol PRy :
Then go about your business,

Leaving the other man to carry on his business.

The rules laid down in the verse are simple. They can
be stated in three words: clarity, conciseness and

courtesy.

Clarity - means clearness

Conciseness - means short and to the point
Courtesy - means politeness

43
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4, You have read 10 specimen letters so far. It is
important to notice the courteous tone in these letters.

Polite words and phrases copntribute to such a tone.

Now go back to the letters and pick out sentences

containing polite expressions.

5. Now read the following letters A and B. Which is easier
to understand?

A.
Dear S8ir,

We beg to acknowledge receipt of your letter
of 3rd instant inquiring about men's shoe styles.

Enclosed herewith are the particulars of
same. Trusting to be favoured with your esteemed
order,

We remain,
Yours faithfully,

B.
Dear Sir,

Thankyou for your letter of 3rd May inquiring
about men's shoe styles.

We enclose the particulars you wanted and look
forward to receiving your order.

: ‘5“{\”.“ I

Yours faithfully,

44



If you found it difficult to understand letter A, it
is because of the writer's use of old fashioned and
overpolite language. Look at some of the phrases he
has used.

We beg to acknowledge receipt ...
Enclosed herewith ... =
particulars of same ...

trusting to be favoured ...

your esteemed order ...

we remain ...

Now pick out and underline the words that replace the
above phrases in Letter B. Notice that the writer of
Letter B has expressed himself clearly and kept a formal
tone while preserving politeness. Refer pages 21-23 of
‘Part 3 of your 'Workbook in Professional Englisﬁ and
revise the use of the Passive Voice in making a piece

of writing formal and official.

45
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Homework

__Dag 1

Letter 6 was a complaint about discourtesy. Here is another
letter of complaint on a different matter. Read it and
find out what it is about.

No. 5, High Street,

Panadura.

19.9.84.

The Manager,
The Wonder Pet Shop,
Colombo 4.

Dear Sir,

This is regarding the talking parrot you sent me
two weeks ago. I regret very much to say that, contrary
to your advertisement, its vocabulary consists of two

words only:-
"Hi Sweetheart."
This is followed by a piercing whistle and rowdy

laughter.

As a middle-aged bachelor residing alone, I am
beginning to be embarassed by the black locks cast at me

by female passers-by.

I must therefore insist that you remoﬁe this
bird at once and replace it with a pair of goldfish.

Yours faithfully,

A5, Silva.

Letter 11




contrary to - 080640 © agdunygas

vocabulary -  Dd&@md AELE AN |

piercing - o2 383 9» anogig tndgd s
rowdy‘ - Gmond, gdcd SEpL

bachelor - ¢Bhon 838cux Uigdw& s

embarass - %00 od 838 wvadgplud

black looks - addong aBod ccite Camud untea
passers-by - o8 oaf oedy oy 56 oa eaend SLLMGGamd

1. Most letters of complaint that concern goods ordered can
be grouped under the following headings.

(1) delay

(2) wrong goods

(3) not enough goods
(4) inferior quality
(5) damaged goods

To which category do you think Letter 11 belongs?
Give reasons for your answer.

2. The sentences that follow are from different types of
letters of complaint. Read them carefully. Then select
the appropriate category to which each belongs from
the 1ist above and write it within brackets.

(a) We ordered two hundred ball point pens. Only one
hundred have arrived. (esnvsonnsninces it

(b) The book 1 ordered was delivered yesterday. Two
pages are migsing. (.....csscnvvinaas)

(¢c) I paid my subscription for the "Executive  Digest"
a month ago. I have still not received the magazine.

Caedmnmas man ssine st 5

(d) I bought some blue jeaus from your shop. They split
down the middle the first time I wore them.

R vt s vsas i > e s)
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(e) I ordered a copy of "Tales of the Incredible." You
have sent me, instead a book titled "Famous Pelitical
BpeechoB.” (cossennosonovsrssanig)

Study these two sentences. Notice that sentence A is
more strongly worded. Sentence B is milder in tone

because of the use of the word 'unfortunately.'

A. The two cases of Fanta I ordered arrived this morning.
I regret very much to say that twenty bottles were

cracked.

B. The two cases of Fanta I ordered arrived this morning.
Unfortunately two bottles were cracked.

Rewrite the sentences in Exercise 2 page 47 using the word
'unfortunately' to express a mild complaint. The word
begins the second sentence in each case.

CB) s ssvessnis o donesssomans saasieeniog he emmn e entess
5y eI e SRC MNP RS < SR S SR S Ly S
CE P oo s ccissnabra s snssasEnemb s e sareessyesasiserseves
Tl R o pry P R - S A e G g e Y]

T T e NS P S S N s RO R s b e S

The writer of a letter of complaint expects the recipient
to put_tbe matter right by taking some ﬁétion or making
some adjustment. Look at these sentences from Letter 6
and Letter 11. '




Letter 6 - I am writing this to you in the hope that
you will take some action.

Letter 11 - I must insist that you remove this bird at
once and replace it with a pair of goldfish.

Notice that the writer of Letter 11 specifies the desired
adjustment - i.e. replacement.

Look at the sentences expressing different types.of complaint
on page 47 . Now compose five sentences demanding appropriate
action or adjustment in each-case. Make the demands specific.
Use phrases such as 'immediately' 'at once' ete. .

AT T T R e et L s s Sl s
T e e R e s R SRR e o e
(c) EErivo ik was S e a S s e s Sh s S R R D e e s
Lo war s s e e e e e e e e

B s s e T s R S G PR B P o s e o

5. About an year ago Mr. A.K. Silva bought an electronic
typewriter - model X 51. The machine has now developed
faults, and the buyer has failed to obtain satisfactory
servicing as promised. Write a letter of complaint on
the following outline. Select appropriate phrases from
those you have learnt and practised.

a. Complain that the machine is unsatisfactory.

b. Detail faults. (The parts of a typewriter named in .
Part 1, page 28 of you Workbook will be useful here.)

¢, Complain about servicing-rtechnicians had come to
repair the machine on two occasions but it had broken

 down again each time.




d. Request them to remove this typewriter and replace it
with another.

e. Express urgency.

~ f. End your letter with a strong request to do this.
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Homework

_Day 2

1. Notice how these sentences express regret.

A. We regret very much that we have not been able to
deliver the goods on the due date.

B. We are very sorry that we could not deliver the goods
on the due date.

Make sentences similar to the above for the following
causes of complaint.

a. The notice of the meeting was delayed.

b. You were kept waiting at the Head Office.

c. One parcel contained the wrong books.

d. The trip had to be cancelled without sufficient notice.

e. There was an ‘error in your Bank Statement.

I e T S S e L e

e g e B s e e s Be et sseses s EsEE IR SsEEsEARAasaaRsssaen

(b) .l...lllll'.."l.l...l-.l...-.-lIII'..llll......_l.l..".
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2. Make as many sentences as you can from the following

table.

We apologize

Please accept our

sincere apologies fir

We offer our
apologies

the inconvenience caused to
you by our error.

the confusion caused by the
delivery of the wrong item.

the loss caused by careless
handling of the machine.

the anxiety caused by the
delayed telegram.

the embarassment caused by
the mispronounced name.

3. Read the complaint given below and the statements (a)
and (b) that follow. Do you notice that the statement
(a) merely rephrases the complaint, while statement (b)

provides a reason?

When writing explanations you must make sure that your

supporting statements provide reasons.

Example : Complaint

Thére was a shortage of goods.

(a) Ten copies of the "Concise Oxford Dictionary"

were missing.

(b) The wrong parcel was sent to you by

mistake.

In the following exercise tick off]éélthe statement
(a) or (b) that gives a reason for each of the general

complaints.




The goods were damaged.

(a) Two dozen glasses were broken.
(b) There has been rough handling in transit.

Theré was a delay in the delivery of goods.

(a) The railway workers went on strike.

(b) We could not deliver the goods on the due date.

You did not keep the appointment.

(a) My car broke down on the way.

(b) I could not meet you yesterday.

Your letter was full of mistakes.

(a) There were a number of clerical errors.

W e R

(b) Our regular Secretary was away on sick leave.

Work at the factory was held up.

(a) There was a shortage of raw material. .[:]

(b) Very little work was done during the past week.

Now join statements (a) and (b) to make a single
sentence, using the word because. Remember that in each
case the statement you have ticked off must come last.

Example: Ten copies of the 'Concise Oxford Dictionary'
were missing because the wrong parcel was sent
to you by mistaks.

(a) .....l..'l.‘l..'ll.‘.t..--.IlII..I....l.....‘l..‘.‘.!......l.

® P B & & 8 E S S S S L S0 S E SRS SRS E NSRS S S TS EE S

(b) ..-.III..IIIOIl......l-...0...l..Il..l..i-..'..‘.l-..-....‘......
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1. Here are some useful phrases found in Letters 6,7 and 8.
Read these letters again and underline the phrases. Then
study carefully the way they are used in the letters in
which they occur.

subjected to the insolence

get into touch with

further to my letter

the date in question

the waiter concerned

under notice

suffering from a sense of gqﬁevancgékﬁ) —
convey her apologies

lodge this complaint

maintain high standards .

2. Use each of the above phrases in meaningful sentences of
your own. Remember to check with your teacher.

3. Notice how you assure someone that similar mistakes will
not happen again.

A. We assure you that we will speed up delivery in
future.

B. We shall ensure that our goods are delivered on

—

time in future.
e
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Read off as many sentences as you can from the tables

given below.

g "

We assure you

We give you our
assurance

You can rest assured
el

—
nyo Ve

We shall ensure
We shall make sure

We shall take care

that

there will be no cause for
complaint in the future.

the matter will be invest-

igated at once.

such an incident will not
occur again.

your letters will receive
prompt attention.

our goods are packed with
the greatest care

the books are replaced
immediately.

Fhe documents are safely
filed.

khe officer concerned is

| reprimanded. ftled “f

S Fems
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This is a reply to the letter of complaint outlined in
Exercise 5 page 49.

' Complete the letter by selecting appropriate phrases from

the ones listed below.

we ﬁill ensure within the week
developed faults failed to repair
replace it regret very much
thank you very sorry

working order look into the matter.

Dear Sir,

2 -
Ve ..fiéfff....?:i....... for your letter of 12th
May. We are .....JJ@%&} .ST70Y. that the electronic o

typewriter bought from our firm has ...Cﬁﬁ}#&&aﬁ$€#.....,;*“0”1-

We cannot uﬁ%ﬁ;stani%EEjLéﬂii_technicians could

have ... B ......T: < the machine satisfactorily
tZ) A asol, S A= ”Jk;ﬁﬁ;r

and we asSure you that we will S e s viheicei e BE

once.

Arrangements are being made to remove the
typewriter and to .24 {%T?ﬁ.ffé..... with a new machine

g [P
(_/'f/\._/
Weo .o X ..:{.:Efing the inconvenience this
has caused you and .....................V{ﬁat the new =
AL Cz\/‘pf}..a

machine will be kept in excellent ....f?f... S T s e

during the guaranteed period.

Yours faithfully,
'
51
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Homework

Day 4
e B
Sita and Gamini are colleagues. Two weeks ago they were
D LIOREATS
moved to an office some distance away from the main building.

Read this conversation that took place between them.

Gamini : Hello Sita, Wha;'s wrong? You don't look very
cheerful.

Sita : It's this office, Gamini. For one thing, we're
so far away from everyone else. For another, the
whole place is so drab and dull.

Gamini : You're right. But what can we do about it?

Sita : Well, I can think of a number of ways of making
the place more pleasant.

Gamini : Come on then ... out with them.

Sita : Right. Well, first of all the walls need a fresh
coat of paint.

Gamini : Fine. How about pink? It would brighten up the
place. We might also get some pretty curtains.

Sita : Why not? And would'nt it be a good idea to buy
some pot plants for the verandah?

Gamini : Splendid! that will change the whole atmosphere
and give an out-door effect.

Sita : I feel they could serve yet another purpose. Our
office is an open-plan one. Don't you think the
plants could be used as attractive partitions
between sections?

Gamini : That's an idea .... Look, why don't you discuss
this with some of the others?

Sita . : We'll do better than that. Let's form a committee
and write a letter to the management putting
forward our ideas.

Gamini : Good. I'm sure .the others would like it.

Come on,



1. List the suggestions made by Gamini and Sita to improve

their new office. _ /
love . phe wlhs /dﬂ;xﬁw{
519 /4/6‘/"‘“‘2 S\_(,M\_.c_— ‘ﬂ'\/\/ %/‘

Il.f;éfﬁﬁﬁ}«f—fé%féfﬁfﬁﬁfﬁfff}f«@wfﬁ.ﬁﬁffﬁfﬁﬁfﬁﬁfﬁffff/?’??m”""’
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l--.l.nnnol.lu-.QOQI.ttnlo.--.ta-o-lla-.llooloocoullooun

Sita uses the words "drab" and "dull" to describe their
office. These are words with u unpleasant associations.

That is - when you hear or read such words the 1deas
you form are not pleasant ones.

But as the conversation proceeds, both Gamini and Sita
use a lot of words with pleasant associations. Try and .

find such words and phrases and underline them. Do not
forget to check with your teacher next week.

Imagine that Sita and Gamini have succeeded in forming
a committee. They have been appointed joint secretaries.
Write a formal letter to the Management, putting
forward a scheme for improving conditions in their
office and its surroundings. Remember that words with
"pleasant associations" will persuade the Management

to accept some of their ideas. Therefore use such
words.

Read Citizen Per-r-r-ra's article on page 28 again.

Now imagine you are Citizen Isidore and write a formal
letter to the authorities concerned putting forward your
Suggestion. Give the subject heading.

The opening words of each paragraph have been provided
for your guidance. '

59
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Dear Sir,

i
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I wish to bring to your notice ........

Auf daile
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This problem has remained unsolved so far because
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Yours faithfully,

C.

Isidore.



Homework

iDay §

1 .Rearrange the nouns in column B so that each is against the

verb that commonly goes with it in column A.

(a)
(b)
(c)
(d)
(e)
(£)
(g)
(h)
(i
£33

2.Do you remember the verse on page

to
to
to
to
to
to
to
to
to
to

Column A

1OdEe .i:ssavissamine e
offer ivecenceccoionsuni
PlACE .ccvesscarcssassas
delTIVeY . ¢ v soevion v v
settle sescncccenscnccns
conduet ..soessssnecnssi
recommend ......cs0enc00
contact ..coscresavannan
regret ...c.acecccccansee

cause LR A T I R I B B B AR ]

'Column B

an account &

an order

a person 43,

a complaint (292
emb%{assment "j

a mistake 4

an apology L

an inquiry 4

the goods o~

a course of action 3/

43 which recommended

the basic rules of Clarity, Conciseness and Courtesy in

official correspondence?

You may be surprised to hear that

there is nothing new in these rules. ' Similar rules were

laid down for the Egyptian Civil Service some thousands

of years ago. Here they are:

Be courteous and tactful as well as honest and

dili . BB o Ene -

All your doings are publicly known,and must

therefore

Be beyond complaint or criticism. Be absolutely

impartial.’ 0O} JL\31 =

Always give a reason for refusing a plea;

complainants

Like a kindly hearing even more than a successful
Plea. Preserve dlgn;xy but avoid inspiring fear.
Be an artlst‘}n words, tﬁat you may be strong,

For the tongue is a sword.

g r\Er"']
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Now try to translate the passage you have read into
Sinhala or Tamil. The word lists in Part 9 will also

contain some of the words.

You have done some exercises on the use of clear and
courteous language in correspondence. (Refer pages 44 & 45
Exs. 4 and 5 ). It is equally important to practise

conciseness.

Here is a letter, brief and to the point,written in that
other age by a Minister of Finance to a Senior Civil
Servant. As you can see, he has certainly kept to the
rules of his time.

Appolonius to Zeno, greetings. You did right to send
the chickpeas* to Memphis.Farewell.

Such extreme brevity may not be possible in modern times.
But there are ways in which you can avoid making a
letter unnecessarily long.

Read the following letter (A) and notice the number of
words the writer has used.

A. The committee has examined the question for several
weeks. We feel that the best thing to do would be
for all of us to get together and send a joint letter
to the Highways Department asking them to instal a
traffic light at the intersection;

(45 words)

Now read this amended version and count the number of
words the writer of letter B uses to say the same
thing.

B. The committee recommended that we write to the
Highways Department requesting a traffic light at

the intersection. ey
Loads s WOrds)
*Chickpeas - a kind of grain.



Notice that Letter A is too long because of four reasons.

(a) The writer includes facts that can be taken for

granted. e.g. '"The committee ........... several weeks.'

(b) He uses a number of words where one would be enough.
e.g. "We feel that the best thing to do ...... ."
"asking them to instal ......... "

(c) He repeats himself - e.g. "for all of us to get together."
"as well as'" "joint."

(d) His second sentence is far too long.

4. Read the following passage carefully. Then rewrite it
. in as few words as you can without leaving out essentials.
Q{H Indicate the number of words you have used.

I regret that the Survey Officer who is responsible
for the preliminary investigation as to the possibility of
installing aa%éfaﬁﬁone at the address quoted by the applicant,
has reported that owing to a shortage of a spare pair of
wires necessary to connect your house with the exchange,
it is a technical impossibility to instal a telephone for
you.

i (60 words)

@ﬂ_ Cant @'"& S;,;f;j,a U& <\’r d p /y[{”_; ;g* /wﬂ o7
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Section A

Firms and organizations sometimes use letters to bring their
product or some event or proposal to public attention. Such
letters are known as "Circulars." A circular is intended

to be read by a large number of people. It is, therefore,
either duplicated or printed. Its purpose is to gain

custom, to give information or to make an appeal.

Here is a circular to customers informing them of the
change to new premises. Read it and discuss answers to the
questions that follow.

11th October, 1984.

Expo-Textiles Ltd.

Dear Sir/Madam,

We have much pleasure in informing you that as from 1st
March our new address will be:

47, Clock Tower Rd.,
Colombo 1.

The change of address was made necessary because our
present premises are now inadequate to cope with the growing
demand for our products. Our new premises are larger and
more convenient in every way, and will enable us to handle
many new products and also to effect quicker deliveries.

Our Managers will be very pleased to welcome you and to
show you round the premises.

We wish to take this opportunity to thank you for your
support in the past and look forward to being of even greater
service to you in the future.

Yours faithfully,



premises - 6d gas m 30 438 QDS sl Ldad
inadequate - (ga:d}sr.sﬁ) GIMOIGED , Cunguwdp

1.

(a) Notice the particular order in which the writer has

(b)

arranged the information, so that it would be easily
understood by the reader. The way he has structured
his information can be seen better if we list the
points in the order in which the writer presents
them in the circular.

(a) Announcement of the removal to new premises.
(b) New address.

(c) Reasons' for the change.

(d) Invitation to visit the premises.

(e) Expression of appreciation for past support.
(f) Assurance of continued service.

The main purpose of the letter is to inform customers
of the change of business premises. But while

giving information the writer also seeks to promote
sales. How does he do this? Discuss the question
with your teacher.

You have to write a circular for your company on
"Insurance for the Farmer." It will be distributed to
Members of the Farming Community. The major points you
should cover are given in column A. Rewrite them in
column B in the order in which you would introduce

them in your circular.

Column A Column B
fire insurance ) (e T e e el S
life insurance i L e e e A i e R R

where to write for further L

crop insurance e e T o S 0 S R

LA L B L L R A T T O I O R

information



3.

why farm insurance 2 D RSN e

when to insure R S 0 AT o e S
windstorm insurance RS A R R <
types of insurance s A
benefits D D et s e 5 e e
liability (obligation) (- EERE R Sl el S ety SR

The circular below is a sales letter. Such letters are
often thrown aside by the recipients. It is very
important therefore, that they be carefully worded. 1In
particular, the first few words should seek to attract

and hold the reader's attention so that he is persuaded
to read further.

Your teacher will read the first paragraph aloud. Listen
to it carefully before reading the rest of the letter.
Then answer the following question: What do you think
the writer is talking about? ]

Now read the rest of the letter.

15th October,1984,

Dear Sir,

Is she less attractive than when you first knew
her? Does her voice sound less musical? Are her joints
beginning to creak?

We all realize, of course, that a car does
,deteriorate, no matter how carefully it has been looked

“after. When your car begins to need too many of those

little extra repairs it is time to consider a change.

At present we have a large stock of new Hilton
Group cars in our showroom: cosy two-seaters, roomy
family saloons, luxury-class limousines. You simply make

your choice, and we will take your old car in part exchange.

L A I ]



Hire purchase can easily be arranged, giving you two years
to pay, during which time you can enjoy the luxurious

comfort of a new car.

Come along and look around! Our sales
representative will be pleased to demonstrate these
wounderful cars to you. They will help and advise you,
without any obligation to purchase.

Our showroom is open daily from 9.30 a.m. to

5 p.m. - Saturday included.

Why not come TODAY and see the full range of new

models in the colour of your choice?

Yours faithfully,

musical - 883, 530 8o gascundp

joints - md'a,gdbﬁ wlpdad

creak - ®3¢ »pand, B3 B3 M sis8(&°¢)
attractive - 89 qcodm o safdduna
deteriorate - pPcod 838 @ CuMsLALES

cosy - s o Qsmsilunna
luxurious comfort - @m ©dd s&a0uns asg
demonstrate - codyd 539 dmdguad

Discuss answers to the following questions.

(a) What is the writer trying to sell?

(b) By making the first lines unusual and interesting the
writer persuades you to read further. Notice the ways
in which he does this. Examine each one carefully.

i. He succeeds in making the reader feel puzzled.
ii. He uses humour.

iii. He asks questions instead of making statements.



(c) Next, the writer wishes to interest you in his range
of cars. He does this by making use of specially
chosen adjectives. TFind these adjectives and write
them next to the words given below.

i R S SRR T R R S Hilton Group Cars
O T Ll L Lo R R R two-seaters

BoA o e e e e e T e family saloons

# N AR R S B e e e e limousines

(d) The writer then offers two main inducements. to make
you consider buying a new car. What are they?

(e) By the time you reach the end of the letter you feel
that buying a brand new car is not such a difficult
matter after all. How does the writer persuade you
to think in this way?

(i) He uses words that mean "not at all difficult".
Can you find them?

(ii) He offers free guidance. Underline the
sentence in which he does this.

(iii) He reassures you that you are free to buy or not
as you please. How does he do this?

(f) What word catches your attention in the 1last paragraph
and why?

(g) Pick out the following from the circular.

£5) A question

(ii) An expression of opinion
(iii) An invitation

(iv) An assurance

(v) A suggestion

(vi) A sentence that gives factual information




Section B

The word 'Memorandum' means "Something to be remembered."
When the material to be remembered is brief, the shortened

form 'Memo' is used.

In Part 9 of your Workbook you read a variety of
business and official letters. Such letters are used to

communicate with persons outside the organization.

Memos, on the other hand, are used to convey written
information within the organization - ie. within different

departments or branches of the some organization.

Because the messages are short memos are quite
frequently written or typed on small sheets of paper. In
many offices pads of specially prepared memo forms are
used.

Study the letter and the memo given on the next page
carefully.



(a) Letter.

LANKA INDUSTRIAL ENTERPRISES LTD.

38, MAIN STREET, PETTAH.

Our ref: Accounts Dept.,

Your ref: 6th May, 1984,

The Assistant Commissioner,
Dept. of Inland Revenue,
Colombo 1.

Dear Sir,

PAYE-TAX FORMS

Please be good enough to send me two sets of tax
forms for use in the Wages Department.

Thank you.
Yours faithfully,
S.M. Chelliah
(Chief Accountant)
(b) Memo.
MEMO
To: All employees Subject : Holidays

From: General Manager Date: 4/5

If you want a particular fortnight for your annual
holiday you can let me know in writing by next Friday.
Please note that holiday arrangements have to suit the
firm as well as the staff.

11-8506068-0UP




Now read the following list and place a tick . 17 4

particular feature is present and a cross 1 $t:d5
absent.

Letter Memo

|

(a) Name and address of the Company

/1l

(b) Reference

(c) Date

L

(d) Inside address

(e) Subject

IENIE

(£f) Salutation

B!

(g) Subscription

| [-

(h) Writer's signature

(i) Writer's full name

|

(j) Designation of the writer

(3 o e s e e [

These are some of the differences you should have noticed.

1. There is no letterhead in the memo because it is an
internal document and it is unnessary to refer to the
title of the organization.

2. Although there is no reference number indicated in this
memo, a reference number may be indicated in other
memos that may have to be filed.

3. Both salutation and subscription are omitted.

4, This memo bears no signature, but memos can sometimes
be signed or initialled.



The features you noted would show yvou that a memo is a much
less formal document than a letter. Therefore its use in

general correspondence would suggest a lack of courtesy.

2. Read the following and in each case state whether the
situation calls for a letter or a memo. As the Chief

Accountant of your Company you need to write:

(a) To the Accountant of another firm about a business
matter. (icdivuiie cnesss)

(b) To the Sales Manager of your Company about some
despatch forms. (...... I e

{c) To your assistant asking him to check on a particular
BEEDURT . oy sseensens)

(d) To the Bank providing certain details they had
vagquestedni (o coviea o sinmaie s )

(e) To your Secretary telling her that you have gone to
the head office and asking her to reply a particular
letter. (.oeeevenvanens)

3..Study the following memo:

MEMO ' 4 =, S

[ APl = | = e

From : Manager, Travel Dept. Subject: Itinerary /+"| | =
TD = MI‘. D. Soysa, 15th_27th Oct . 2
Date: 7th Sept., 1984.

Departure : Colombo International Airport - Monday -
7th October 16.35

Flight No,: MK 5092
Arrival : Singapore 19.45 local time.

Notes : Letter dated 1st September from
Mr. Ahamed Nizam, Assistant Manager,
Singapore Exports Ltd., P.0O. Box 315,
Singapore. Mr. Nizam has offered to meet
you at the airport. Please write to
Mr. Nizam without delay. 9

o

e T R TR R -
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Now complete the following letter.

P.O. Box 826,
Colombo,
Sri Lanka.

7th September, 1984.

i 7
(WA |
.I'I.C.!lII.I..I..III.[IOI"

1
I o 2 o
LU T B T T T T T R I T Y " e sy

0onIJ--I--.-ooolo-'-..----.,

L R I T S S S Y

Dear

-'a--o-."-."aa't--nvt.ou«,

iy A 2 ;'f
ViBlt to 000700 s 16th to &l iosiicics

-

Thankyou feor your letter of i...ivessaes

LR ]

and for your kind offer to meet me at ...... S

My flight number is ....
will leave

The plane

L B On ® 5 & s 2 B0 e at

LI I B A B R A

and arrive in -eie hie AL local

time.

I look forward to meeting you.

Your faithfully1

LI I R O R R R I T R N TR ]

Deputy Manager.

" e e sy



Telephone messages form a part of the types of communication
that offices deal with., A busy Secretary or a Telephone
Operator may take down a telephone message in the form

of a hasty note. Readthis telephone conversation between

a Secretary and another employee of the firm, that took
piace at 10 a.m.

Sec. :Hello! IDC Ltd., the Secretary speaking.

Mr. S.:Could I speak to the Assistant Manager, please?

Sec :I'm sorry. Mr. Attanayake is at a meeting.

Mr. S.:When will he be back at the office?

Sec :I'm afraid I can't tell you the exact time. But
you could leave a message. May I know who's
calling, please?

Mr. S.:Sarath Samarasinghe.

Sec. :From where are you calling Mr. Samarasinghe?

Mr. S.:From the ‘head office. The conference at Kandy may
have to be postponed. Will you please tell
Mr. Attanayake to ring me as soon as he gets back?

Sec. :Anything else?

Mr. S.:No, that's all. Thankyou and goodbye.

Sec. :Goodbye.

Here is the message that the secretary wrote down. Fill

in the blanks with -the correct information.

TELEPHONE MESSAGES

To: Mr. Attanayake Date: 18.7.84

| R MR RSO 5.7 = - [ R S
gbout - the = v i at T e s L e 1 7Y
wants you-to ring himback at4he . - —. . ... .




Section C

Forms and Questionnaires are two useful methods of obtaining
information because they are time - saving.

In Part 4 of your 'Workbook in Professional English'
you were shown how to complete a job application form
correctly. Part 10 will make you familiar with the

compiling of forms and questionnaires.

If these two methods of seeking information from
others are to be effective, they must be designed in such
a way that the recipient will be able to (a) understand
them readily and (b) complete them easily.

What is the difference between a form and a

questionnaire?

The ferm seeks specific information that enables the
person sending it out to take some action or to make a

decision.

For example, a job - application form, when completed, helps
the prospective employer:

(a) to decide if the candidate meets the requirements to
enable him/her to be considered for the post.

(b) to transfer to the organization's records all relevant

information.

1. Here is another kind of form. It is an order form for goods
from a mail-order catalogue. Study it carefully, and
note how it enables the supplief: (a) to prepare for
despatch goods required by the purchaser; (b) to prepare
any documents relevant to the transaction.




HOME SUPPLIERS LTD.,
86, KANTONG,
SINGAPORE.

Will you please send the following goods described in
‘your catalogue for 19852?

Catalogue Description Number | Price Total
number required cost

Total

Plus postage
(See page 3 of catalogue)

Total

amount

Method of payment

Iscnclose Bank Draft Doy cdvessveresscn TOEE cines
SIgnature $5.C cohovs s hnmas

Date SR e L ML T

Name S e I =l e

B R S e e e R e i A

LR T I S I S L S Y

13




14

Notice the factors that have been considered when compiling

the above form. They relate to all forms. Discuss answers

to the following questions..

(a)
(b)

(c)

(d)

(e)

(£)

What information is required?

If the customer had quoted the wrong number, what would
enable the supplier to re-check?

What information will aid the preparation of
a. the invoice b. the labels?

Are headings/instructions for recording answers easy to
follow?

Has enough space been given to enable information to be

written down?

Do you notice a difference in lay-out between this
form and others you have seen such as the application

form in Part 4 of your Workbook in Professional English?

Look at the form on the next page. A few headings are
given but most of the headings have been omitted. Read
the information on the right and try to work out a heading
for each number. Then check with your teacher.



é5"

[ N §

% i S
BUREAU OF OVERSEAS EMPLOYMENT

(Write your answersin BLOCK CAPITALS)

gleces AT NS L ... ..... SIRIWARDANE

gbns st T e e e b aenns sy ¢ MABY SUSHILA

Bboo oo AT . BN BIRTY...  17tn AUGUST, 1958
Gloecvnen B . STATED, .., MARRIED

Bdone in BT AR O T ey SR TANKAN

64-. FASSPORT NUMBER, . ... ....... B 315268

+. .DATE AND PLACE OF ISSUE.,... 21st MAY 1979, SRI LANKA.
gt - APDREST.(PRWATE).... 82, Church Rd.,

=5 % * * = = 3 % & & & @

/DR A

_ MATARA.
94— . MleRy. .. RLACe. .. AA2D...  p.0. BOX 561, FORT,
COLOMBO.
TELEPHONE NUMBER —i

_....ID%%Sfﬂ%nﬁé%ﬁf!ivlf....... PRIVATE SECRETARY

... AFALE . ..., CROWN ELECTRICALS LTD.,
satbas s wenet y sowss s . 38y STATION BD.,
COLOMBO 10.

The”questionnaire seeks more general information than the

form. Questionnaires may be sent by the Government, local

authorities,
individuals.

companigs, societies, clubs or even private
They are frequently used in surveys for

statistical purposes.

12-8506068-0UP
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Here is a questionnaire sent by a company that has
decided to ask its staff for certain information. Study
it carefully. Don't answer the questionnaire. But look
at the way it has been constructed.

WORLDWAY TRAVELS LTD.

TO: All employees of the Company
From: The Director
Date: 15th December, 1984.

Re-examination of Hours of Work

Following: suggestions made to the Personnel Officer and
myself, the management are considering a change in the
Company's hours of work. It would be very helpful if
you would complete and return this questionnaire to me
as soon as possible. It is not necessary to sign your
name at the end.

1. How do you travel to work? - by train <
Please tick the method used. - by bus &
- by taxi

- by private car
or motor cyele -

- by cycle
— on foot
2. If you travel by train give the time.
(a) When you leave in the morning Nea s aaaE B e e e

b)) When you-arrive at Fort Station ....ccoessesssssiss

(c) When the train before yours A8 5 o e = R . v
arrives
(d) When the train after yours WIS G I e S

arrives




3.

10.

If you travel by bus state

(a) how long the journey takes .......Fe.Tieeusss

(b) how frequent are the
4 Envay VR /gﬁ”\r
buses on your route i & el } ........

If you travel by any other method than bus or train are
there any special traffic problems that affect the time
of your arrival at work?

I e0, Tist them briefly ....

----- B8 e 8 s P e s s s .

R R I I e I I I R T B O O I N B T O B L O LR R T S S R N R A
]

" e = Esww # s 2 8 888 e 0 e aw A N A L B R A I A N L I A R

"% % 8 B B e e sE e a8 % n = mEseuEs PRI R T T T I I T L R )

Would it help if you were to start work (a) earlier
or (b) later? Please indicate which ......

Would it help if you were to finish work (a) earlier or
(b) later? Please indicate which

Would you like to do your shopping before coming to
work? YES/NO

Would -you like to leave earlier to do your shopping?
YES/NO

Have you any problem that would be made easier by a

variation in working hours? YES /NO

I1f so, please state briefly what the problem is.

A B @ s e e a8 as B veassE esEansESsE NS eSS eEs S SseE A sEEase L
@ & & W B S &8 S 889 8880 e s Esss e ® % % B B OB S B B S R S S 8 E S S S S S sESEsEEs

S e s e s E AR S R SR ERE R N ESS eSS Es eSS

S 8 § 8 8 8BS A S SN S EASRAEASFEIESEEssE s LR I B B R B R

If you have any comments to make about the present system
of working hours, .or if you can suggest any possible changes,
please write them below.

B Tl i o SO S o i g e Uy e e e o S e S e R RN S rE S S O S S S B B B R

II.I.I.I‘--Q..I. llllllll - ® & & & & & & & & &8 8 8 8w & & &5 & & & & & 8 " 8 = - " " 8 8 5 s 8

-.llIlI.ll.I.l......lI--.O'.I.D....llld.l.‘.-l.-t..l.....!.
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Now

(a)
(b)
(c)

(d)

(e)

()

(g)

answer the following questions.

What is the purpose of the questionnaire? {D

To W e e e Ao 4 o s fwur

What information is wanted? 83 Font s
_w&flut:-

Are the questions relevant to the information being

sought? Vet

Are answers of the YES/NO type asked for? If so, is
this indicated in the question?

Tick the questions that require narrative or descriptive

answers.

Has enough space been provided for replies to these

questions?

Do you think the information is confidential? Why?

No_ Yot VS PO § s wndz dewi ?%P\V o-tateag



4. Firms often send customers questionnaires about goods
purchased from them. This is one such questionnaire.
Study it carefully and discuss answers to the gquestions
given below.

MIX-EASE PRODUCTS

Dear Sir/Madam,

Congratulations on acquiring your new Mix-ease
blender - 1985 model.

We are sure that you will have many years of
valuable service from it and that your family and friends
will enjoy the exciting new dishes that you will be
offering them.

We would be very pleased if you would complete the
following questionnaire which will help us in our future
planning. When you have completed it, all you have to
do is to fold it as indicated and post it.

Questionnaire

1. How did you hear about the Mix-ease blender?

television

- advertisement in (1) a newspaper

LI

IV NEME  ussiis 5 wueriis sl Peean
(2) a magazine

FEVEe NHNe ook vswwiE s Seeeis 5 e

- Through our leaflet campaign in :j
your area

- from a friend :]

- by recommendation from a dealer :]
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- in any other way [:]
(Give brief details) . cauwasseviesss

@ 8 % s 8 % S B BB B E S S S S SR
@ 3 % 8 8 3 8 TR B B S S EEES S FE SN LD

B e e 88 s m s s e S RS EEE Y SE N ES SR

2. Have you ever used a blender before? YES/NO
If so, please state MAKS ;s i ais v v i
3. Have you ever used any Mix-ease
products before? YES/NO
If so, name product sescssmees sveess s
4. Would you like to know the ways in
which your Mix-ease blender can make
your life more exciting? YES/NO
5. If so, may we send you our new 1985
Recipe Leaflet? YES/No
If the answer to question 5 was YES, please give
your name @ % B 8 B 8 5 4 W 8 B & " B SR R S S B BB E S S F S B eSS L B
your address ...ceeiss B R R s o e P
(a) How does the writer encourage the purchaser to
complete the questionaire?
(b) Pick out the words in the introduction that make the
customer feel she had made a wise bargain.
(c) Which question would enabYe the firm to assess the

success of its own advertising compaign? How would
this be possible?




(d) What is the purpose of Question 2?

(e) Through which question does the writer check on the
firm's reputation?

(f) Question 5 has been disigned to enable the purchaser
to send her name and address. She will get a free

leaflet. What, in your opinion, will the firm gain?

21
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Section D

Telegrams help you to send messages very rapidly from

one person or organization to another.

Under what circumstances would you send a telegram

rather than a letter? When the message is urgent and

the recipient is not on the telephone, a telegram may

have to be sent instead of a letter.

However, in a telegram each word costs money; the

more words used, the higher the cost. Here are some

points that will help you to keep your telegraphic

message short but clear.

(1)

(2)

(3)

The writing: The message should always be written
in BLOCK CAPITALS on the special form provided by
the post office.

Write your full name in block capitals in the

space provided below. ot

The name of the receiver : The surname is usually

enough. Give other names only if the surname alone
might cause confusion.

The address of the receiver: Should be kept to a

minimum. Look at this name and address. How would
you write them in a telegram? Use the space below.

Mr. Percy Selverajah,
No. 81, "Lotus Lodge,"
High Street,

Matalé-




Now check whether you have omitted the following.

(a)
(b)
(c)
(d)

4'

The title "Mr.'
The first name
The abbreviation 'No.'!

The name of the house '"Lotus Lodge."

The sender: Give just enough information to enable the

receiver to identify you.

The message: In a telegram many words normally required

when writing grammatically correct sentences are omitted

if they are not essential. Study the following example.
Message in full:

I have arrived safely. I arrived at 7.25 this
evening. The hotel is pleasant and comfortable.

Nihal. (18 words)

Telegram ¢

ARRIVED SAFELY 1925 GOQD HOTEL NIHAL_]

(6 words)

Notice that the message has been reduced to one-third of

its former length.

(i) Read the following message and write the number of
words within brackets.

The goods have been sent today and
you may expect delivery tomorrow.

(...l ....words)

Now rewrite the message in telegram form and write down
the number of words you have used. Remember to use

block capitals.

13-8506068-0UP
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Note that there is no salutation or complimentary close in
a telegram.

If you have used more than six words check with your teacher.
(ii) Can you reduce this message of eight words to a two-word
telegram?

Please accept my sincere congratulations on your
;‘___—.__ — _— - =]

success. (8 words)

(2 words)

6. Punctuation: A general rule is that punctuation marks

should be omitted where possible, but used (a) if the
message is too long and (b) if a punctuation mark is
necessary to avoid misunderstanding. Remember that each
punctuation mark will count as a word, and will, therefore,
be charged for as a word. l

In a telegram a fullstop (.) is indicated by the
word 'STOP.'

e.g: I have understood. Everything is in order.
The telegram would read like this:

I HAVE UNDERSTOOD STOP.EVERYTHING IN ORDER

24



Rewrite the following message as it would appear On a

telegram.

‘Urgent require new exhaust unit. Fly to Katunayake
will collect.

fL{fﬂpvt'
o) U

a
7y \Clarity: A telegram must not be ambiguous That is -

it must not have more than one meaning. Remember that
too great an economy in the use of words can also lead
to misunderstanding. There-is, for example, an important
difference between

a. NO PRICE TOO HIGH

and
b. NO STOP PRICE TOO HIGH

Telegram (a) could be interpreted to mean that you should
go ahead and buy the goods however high the price may
be. (ie. no price is too high.)

Telegram (b) clearly instructs you not to buy the goods
and gives the reason - that the price is too high.

Telegram (b) is unambiguous because of the insertion
of the word STOP between NO and PRICE.

What is wrong with the following message? Discuss
with your teacher and write the alternative interpretations
below. Then rewrite the message using the word STOP to

prevent ambiguity.

. GOODS DELAYED ,PLEASE NOTIFY . AGENT, WILL ADVISE

25



26

a. ..'.l..lt.llotinlIQIDQIOODUIIIIlIl.ll.tt-l.‘ll.nI..l.l
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ii. At the same time, the unnecessary use of the word
STOP can be equally misleading. Here is an example.

HAVE NO EXPLANATION CAUSE OF DAMAGE STOP INVESTIGATION

This can have either of the following meanings.
(a) I cannot explain the cause of damage. I am investigating.
(b) There is no explanation for the cause of damage.

Therefore, stop investigating.

Rewrite the message in the space below, so that it conveys
the meaning in sentence (a) only.

Courtesy: Economy should not be achieved at the expense of
courtesy. Can you use the words 'REGRET' and 'PLEASE"!
respectively, to make the following telegraphic messages

more courteous in tone?

B UNABLE CONTACT MANAGER

b. NEED Rs. 5000/= SEND BEFORE 8th JUNE
.a'-

b.




Section E

If you want to announce something in your place of work,

one way is to put up a notice on a noticeboard. Notices
can also be displayed on walls and doors. They can be
placed at entrances or exits. Wherever they are displayed,
the principle is the same - they must be noticed.

To be effective notices must be attractively displayed
and eye—catching. They should be briefly worded and easy
to read.

1. Study the two notices given below. Which catches your
eye immediately and why? Discuss reasons.

A.
HOLIDAY NOTICE
CEYLON OILS AND FATS CORPORATION, SEEDUWA.
THIS IS TO INFORM THE GENERAL PUBLIC THAT OUR FACTORY
OFFICE AT SEEDUWA AND ALL OUR SALES DEPOTS WILL BE
CLOSED FOR BUSINESS ON GOOD FRIDAY, 5TH APRIL 1985.
CHAIRMAN,
B.

CEYLON OILS & FATS CORPORATION,
SEEDUWA

HOLIDAY NOTICE

THIS IS TO INFORM THE GENERAL PUBLIC THAT
OUR FACTORY OFFICE AT SEEDUWA AND ALL OUR
SALES DEPOTS WILL BE CLOSED FOR BUSINESS
ON GOOD FRIDAY 5TH APRIL, 1985.

CHAIRMAN,

(adapted from CDN)
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Why is notice B more likely to attract attention than

notice A? Did you note the following features of notice A ?
(a) It consists of a mass of closely typed words.
(b) The information is run on from line to line.

(¢) Most of the letters are of the same type face and

size.

(d) There is no special lay-out.

Now compare these to the features of notice B.

(a) A variety of type faces and sizes.
(b) Attention paid to line-spacing.

(¢) A special layout.

The design of a notice depends on its contents as
well as its purpose. The purpose of a notice may be (a) to
give warning (b) to convey instructions (c) to give
information (d) to evoke an emotional response Or (e)

a combination of the above.

2. Study the following notices and write below each the

purpose for which you think the notice was intended.

SAVE ENERGY
SWITCH IT
OFF




WOMAN LIVING ALONE
IN A COLD, WET ROOM,

EVERY DAY MATTERS TO OLD
PEOPLE IN NEED. EVERY CENT
YOU GIVE WILL HELP TO

FIND COMFORTABLE ACCOMODATION
FOR THE OLD AND LONELY

SEND YOUR DONATIONS

TO:
THE TREASURER,

"HELP THE AGED"
COLOMBO 4.

& & &4 &4 8 & N W e Ea e E s I N I N I R I I e e A N LI A Y LR L Y

TAKE CARE!

THIEVES LIKE THIS CAR - PARK

PROTECT YOUR PROPERTY -
LOCK YOUR CAR.

NOTICE
USE OF STATIONERY

ALL members of staff are asked to observe the
following rules for the use of stationery.

1. The Company's stationery is not to be used for
private purposes.

2. Do not use memo pads for rough notes.

3. When typing letters make only one copy unless a
special request is made for more.

® 5 8 8 8 8 B 8 B S E SN SN A SSRGS S S A SN ES S SN S S S B e
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MUNICIPAL COUNCIL
ELECTIONS

5th December, 1984.

The Polling Booth for the SOUTH WARD will be
open from 8 a.m. to 8 p.m. at the Government
Schou], PARK ROAD, GALLE.

RETURNING OFFICER
SOUTH WARD.

------------ ® % & 4 % % 4 A8 S S B S8 S A IS EESES G A e s E s e s oA

Every notice must seek to evoke some response from the
reader - usually some action to be taken. Discuss

the kind of active response hoped for from the readers
of each of the above notices. '

Read the news item and notice given below.

(A) News Item

A large number of entries are expected for the
Vesak Lantern Display and competition which is being
organized by the Colombo Jaycees in connection with
the Golden Jubilee of the International Buddhist
Magazine 'Vesak Sirisara.' Prizes to the value of
Rs. 75,000 are being offered for this competition
open to all citizens of Sri Lanka.

The Vesak Lanterns (singles or in
clusters) should not exceed seven feet in height,
according to the organizers.




A well known panel of judges will judge the lanterns
on the first day, but the results would be announced on
the second day of the exhibitjon.

Entries close on 23rd April and more details of the

competition will be available from Colombo Jaycees, 108/10
Wijerama Mawatha, Colombo 7.

(adapted from CDN)

VESAK LANTERN COMPETITION

Organized by Colombo Jaycees
in association with The

Silumina and Dinamina.

Spoasors: Singer (Sri Lanka Ltd.)

- At

,gT Open to all Sri Lankans

CONDITIONS -

(1) The Vesak lanterns (single or clusters)
should not exceed seven feet in height.

(2) The lighting effects for the lanterns
would be at the contestant's expense.

DRIZES - 1st Prize ~ A gold medal and a Singer

6 cft. Refrigerator.

2nd Prize - A silver medal and a Singer
14" colour TV cet.

3rd Prize - A silver medal and a Singer
1288 sewing machine.

CLOSING DATE - Entries close on 23rd April, 1985.

Colombo Jaycees,
108/10, Wijerama Mawatha,
Colombo 7.

14-850buu8-0Up
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A. Now read the news item again and underline the information

not found in the notice.
B. Discuss

(a) Why are the details you underlined not included in
the notice?

(b) Does the absence of such information affect the

purpose of the notice?

(c) Would the inclusion of these details have affected

the clarity and conciseness of the message?

There are many different ways in which information can be
structured. Two ways in which material can be arranged are
according to a. an ascending order of importanceb. a

descending order of importance.

The first is used largely as a literary device to make
sure that the reader goes on reading with mounting
interest.

The reader of a notice, however, would want to know at
the beginning what the notice is all about,and whether it’s
worth reading through to the end. Therefore the message
would be more effective if the material is organized according
to principle (b).

4, Given below is a list of items of information to be
included in a notice regarding a seminar. Read through
the list carefully and number the items according to the
order in which they would appear on the notice;

a. Venue. Oracn a]»._al‘*"a O

b. Designation of person delivering the Keynote Address.
c. The name of the Institute organizing the seminar.

d. Address of the person to be contacted.

e. Name of sponsor.
f. Date.



. The name of the person to be contacted.
. The name of the person delivering the Keynote Address.
. Time. :

The subject of the seminar.

33



Homework

Day 1

1. The following sentences are from a circular sent by the

Secretary of the Association of Personal Aides to the

members explaining the need for increasing the annual

subscription. They are not in the correct order.

Rearrange the sentences and write them in the form of

a circular in the space provided below. Divide your

work into paragraphs.

(1)

2.

(2)

(3)

(4)

£5)

(6)

34

As you will see by reference to the enclosed accounts,
there is now a deficit of Rs. 5000/=.

\ P T |

They trust they will réceive your support in putting
this proposal into effect.

During the financial year ended 31st May, 1984 your
committee have been concerﬁga_by the rapid increase
in expenses necessary for carrying out the work of
the Association.

With this object in view, they propose to recommend
at the forthcoming general meeting, that the annual
subscription of members shall be increased from

Rs. 15/= to Rs. 25/=.

Therefore the committee consider that steps must be
taken to place the Association on a'sound financial

" ] 4 : 7
basis. =

Although the strictest economy has been practised
the income has not been sufficient to meet the
expenditure.

Yours faithfully,

Secretary.
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2.

Your company specializes in the manufacture of attractively
decorated plastic table cloths. It is thought that there

may be a potential market for these in the hotel industry.

Here are a number of words that could be used in a
circular to be sent to various hotels. Read them and fit
them into the columns given below.

apple-green, large, stainproof, inexpensive, light-pink,
square, small, washable, rectangular, long-lasting,

- A
circular, extra-large, chocolate-brown, a bargain, discount.

Column A Column B Column C

(words on the (words on the subject (Words on the

subject of colour) of size and shape) subject of
economy)

a8 8 8 a8t s ss s s s s ¥ e & & 5 5B S 8 W 8RN 5 m® % e 80 88 e e E s
a8 e 5 d e s B BER SRR @ " s & 5 8B 8 % P eSSt @ s " 8 % 858 RE e
5 m m S S 8 S e S EE S eas B8 B 8 R S S S S EE SR " 8 & 8 B % F B S S EE SN
& @ 8 5 9 88 B EESEEE N I L L U B B RN R A R : " & 8 8 8 s 8 s B EES

TR R e B B R R = e B " e 8 8BS e s Ese S % B E E s e 8 e E s

Now compose a circular using some of the words in the
columns above to point out the colourful attraction, and the
variety offered by these products. Do not forget to

mention how economical it would be to buy them.

Read the following circular sent by the Municipal
Commissioner to the citizens of a tewn. The letters
A - E stand for sections that have been omitted.



Citizens,

Parakrama Park

It has been brought to the notice of the Municipal
Council that visitors to the Parakrama Park are in the
habit of picking flowers (A.) In addition walls and wooden
garden seats are being defaced (B.)

Despite special dustbins provided for the purpose,
litter is carelessly left behind (C.) This causes a great
deal of unnecessary trouble (D.)

The council wish to point out to ratepayers that
it is in their own interests to keep the park clean and
pleasant at all times (E.)

By order

Municipial Commissioner. -

Nowmatch the sections (i) - (v) with the sections omitted
from the circular above.

(i) to busy park attendants and gardeners.

(ii)and uprooting plants.

(dii)since it is a place of relaxation to many of the townsfolk
and their families.

(iv)by people carving their names and initials on them.

(v) on the grass and flowerbeds.
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Homework
Day 2

1. A new Sports Club has been opened for the members of
Travel Lanka Limited, but the employees are uncertain as to
to the details. Here is one employee, Arjuna Senarath,
who has approached the Personnel Manager Mr. Wickramanayake
for information. Read their conversation given below.

Senerath : I'm glad I met you this morning, Sir.
I've been waiting to find out.more about the
new sports club.

Mr. W. : Well Mr. Senarath, go ahead. What exactly
do you want to know?

Senerath : First of all, how do we go about joining the
club?

Mr. W. : That's easy. All that you've got to do is to
fill an application form for membership.

Senerath : Is membership limited to a section of the
employees?

Mr. W. : Of course not. Membership is open to all
employees of the company.

Senerath : Can you tell me what the membership fee is?

Mr. W, : Oh yes, Rs. 5/= per month.

Senerath : That's very reasonable. And what does the
club offer to members?

Mr. W. : At present there are billiards and table -
tennis facilities within the club premises.
We are now laying out the tennis and
badminton courts. There is also a canteen
where eats and drinks are sold at cost.

Senerath : That's fine, and what kind of activities do

you think the club will arrange for us?



VY oW,

During the year the club will plan social
evenings and outings. Eventually, we hope to

make arrangements to hold tournament matches
in various sports. \&* : {x)

Senerath : I wonder whether it would be possible to hire
the club premises for private functions.

Mr. W. s We'ﬁe thought of that. But, of course, only
club members will be able to do that - at a
nominal charge. Then, there's another advantage

Senerath : What's that, Sir?

Mr. W. - We've made arrangements with certain local shops
to give discounts to the members who produce
their membership cards.

. Senerath : Thankyou for telling me all this, Sir. Many of
us are interested in joining the sports club.

Mr. W. : Yes, that's why I will be sending a circular to

: all employees within the next few days, giving
them all these details.

Senerath : Oh, that'll be fine. We'll look forward to it.

2. Now draft the circular that the Personnel Manager
Mr. Wickramanayake has promised to send round to the
employees. Here is an outline to guide you.

(1) Membership and membership fees.

(2) Sports and social facilities available to members.
(3) Club activities.

(4) Membership pri&ileges.

(5) Procedure for joining the club.

3. As a secretary of a youth club prepare a circular for
distribution to all households in your area giving details
of your proposed Jumble sale. Your object is to
persuade people_ (a) to come to the sale, 39

15-8506068-0UP
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(b) to search out odds and ends they no longer want, for

your club to sell.

Make it clear when your collectors will come round for
these items and how they are to be identified.

Read the following circular to customers and find answers
to the questions given below,

Mohidieen Kitchen Fittings Ltd.

23rd June, 1984,

Dear Madam,

Have you noticed how small your kitchen
seems?

Even if you are lucky enough to work in a
reasonable kitchen area, can you really say that you
have room to move freely? There are those chairs that
get in your way, the sharp corners that dig into your
ribs as you pass, the cupboard doors left dangerously
open. Minor irritants perhaps, but sufficient to make
you long for a iﬁféér;kitchen.

Yet, you have the answer without moving house.
Even the tiniest kitchen can be made tolerable by careful
planning. Mohidieen Kitchen Fittings Ltd. @Give you
ample ggoragg with the maximum freedom of mo&ement,
simplykﬁytﬁﬁﬁing full use of the wall space and enabling
you to reach those high, normally inaccessible cupboard
areas. There are no ladders necessary, instead, a
system of self-lowering shelﬁes, quick and simple to

operate, takes the stretching out 0of storing.



We do not pretend that our kitchen units are
cheap, but the ingenious metal framework used in their
construction enables a kitchen to be equipped in several
stages, and according to the family budget. We plan
your kitchen for you without charge, and you order the
units when you require them.

The enclosed catalogue will give you a general
idea of the design of our fittings; the planning is an
individual service in which we treat each kitchen
according to its size and shape.

We welcome any inquiries. Just detach the reply
card and post it to us so that we may have the pleasure
of helping you.

Yours faithfully,

(a) According to the writer a small kitchen is

inconvenient in many ways. List them below.

) f
"

'.l.\_l_l"‘I.Ilb.-I'.-lIIll.l-l-iIIl.llIl.Ilt.I'...lll.lll.-ll'l
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(b) Does the writer offer a larger kitchen?

(¢) What are the advantages of buying Mohidheen Kitchen
Fittings?

(d) Read paragraphs two and three again and underline the
adjectives used by the writer.
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(e)

(1)

In circulars that promote sales the writer often uses a
number of words with the same sound to attract the

reader's attention.
E.g. "a system of self-lowering shelves.."

i. What is the sound that is repeated in the above words?

ii. Can you find another such examﬁle in paragraph two?

Compare this circular with the one on page 3 . What
points of similarity do you find?



Homework
el S AR RS

Day 3
1. A circular is often used to request donations of cash,

clothing or other commodltles. Here are two letters.
Both are from the same organlzatlon and deal with the
same subject. Read both.

Circular 1
Dear Sir/Madam,

Famine Relief

As you are no doubt aware there are millions of
hungry people in the world today-many of them children.

The aim of the organization for Famine Relief is
to find food and clothing for the suffering human
beings who need them.

But to carry out this work effectively our
organization needs funds. You will not miss a rupee or
two, but it could feed a starving child elsewhere.

Clothes in good condition are also very welcome.

‘We also need the services of young people who
would be willing to work in underdeveloped countries.

Please send your donations to the address given

below.

Yours faithfully,
famine - 08 uesid
funds ' = oen siglud
starving - o6 2354 5 3 ulgal didsad
underdeveloped - £33 300530 g@ 0 algs 5
donations -  o3oBr00 SEQ&TaL
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Circular 2

Dear Sir/Madam,

Help OFR Fight Famine

Hunger is not pretty ........ a little girl eating one
meal every two days - perhaps not so often; a little boy,
four years old, weighing only 16 pounds.

A1l right. So you have heard it 2ll many times before.
But have you even thought of it in terms of human beings,
instead of statistics? It seems very far away and not
very likely to happen to you, perhaps. But if it did, would
you not wish someone would spare a little food for you and
your family? '

Perhaps, then, you would l1ike to donate a small amount

to help others through the Organization for Famine Relief. Five

rupees is of 1little value here today; but in a famine
stricken country your kind donation would help to buy a
nourishing meal for a child.

Money is not all that is needed in this cause, however,
Clothes in good condition will be appreciated.

We also . need the services of young men and women
willing to assist in anderdeveloped countries. Many young
people go abroad every year and have effected great
improvements in these areas.

Please send your donations to the address given below.
You will be rewarded by the deep sense of pleasure that
comes from giving.

Yours faithfully,

hunger - QD88 wa
statistics _ pan Sdads ydel akipd



Discuss answers to the following.

a.

Both circulars request three things. What are they? [
1

(a) n-..o.ocola--c.u--onct..n-lq-noo.-.u--.---n---qo.: e
(b) .--.n-.-.cn..o---no--n.o---.--;-.a-.-olao---.o--an

(e s il i e e e e s S e

The exercises on pages4y5gave you some practice in

‘rTecognizing persuasive language. In order to get a

response, persuasive people appeal not only to the

mind and reason but also to the feéiings of others.

Arguments that relate to reason are rational. Those
that relate to feelings are emotional.

Here is an example from the above circulars. Which of
the two statements given below appeals to reason and which
appeals to the reader's feelings?

a. ...... there are millions of hungry people in the
world today.

b. But have you ever thought of it in terms of human
beings, instead of statistics?

Find other examples of words and phrases having an
emotional appeal in the circulars you have read so far.

Look at the following pairs of statements. 1In each pair
indicate which statement is rational and which has

emotional appeal ,

i. (a) Money buys some of the necessities of life.
(b) There is nothing in the world that money cannot
buy.

ii. (a) Home 1is not a home without a pet of some kind.

(b) Many people like to rear some kind of pet.
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“iii.

(a)
A -"“(;))
ive. a)
(b)
v. (a)
(b)

(s
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Tourists enjoy the sun and the beaches surrounding

our island.

You can swim, or just lie in the sun on our
glistening white beaches.

The cleverly shaped handle of this razor-sharp
carving knife is carved out of rosewocod.

This carving knife has a sharpened steel blade and
a rosewood handle.

Our staff will serve you with their old-world
charm and courtesy.

We have an efficient and courteous staff.

. Prepare a circular for Decorfurn Ltd. Remind customers

that they are an old established firm. Point out that
their ideas are new.

Their particular selling points are:

a. Fibre glass chair frames - light and strong.

b. Upholstery with plastic foam filling.

c. Tailormade covers that can be removed and replaced

by a different set to change the colour scheme.

d. Covers - pre-shrunk, can be dry-cleaned.

e. Range of furnishing fabrics.

Give the address of the firm's showrooms and the days

and times when they are open.

Draft a circular inviting orchid - growers to participate

in an exhibition and sale of plants.



Homework
Day 4

1. Memo A has to be filed for future reference. Memo B
does not need to be filed, but may be thrown away once
the instruction is carried out. Study both memos and

list the differences in the space provided on the next
page.

MEMO
To: Section Heads of Date: 12th March, 1984.
the Accounts and Ref: S/Adm.
Sales Branches.

(Copy to: General Manager, Kegalle)
From: The Chief Accountant.

Invoice Serial Numbers

The Company has opened a branch at Kegalle. The
serial numbers of all invoices issued by the Kegalle
branch will be prefixed by the code letter K.

e.g. K/SR 1836

Serial numbers of invoices issued here at the

[Head office will continue to have no prefix.

MEMO
Date: 4/9
11,00 a.m.

To: Priyani
From: Mr. Ratnayake.

I have been called away suddenly to meet the
Managing Director at the head office. Will you please
phone my wife and let her know that I shall not be
home till late this evening?

S.R.

16-8506068-0UP
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Longer memos (titled Memorandum - plural Memoranda)

are needed to give more detailed information or
recommendations. In Part 7 of your 'Workbook in
Professional Englisﬁ you studied Report-writing. In
general, the method of compiling a report applies
equally to the writing of a Memorandum. But a
Memorandum is submitted when details are required
without the formality of-a report. Remember that it is
an internal communication like the brief memos you

have read.

The Waterworks Company has decided to introduce an
anti - influenza vaccination service for its staff and
is keen to see the scheme accepted as a means of

reducing staff absenteeism during the rainy season.

The Personnel Mana%er has to compose a Memorandum
to be sent to all staff informing them of the new scheme,
and what they should do if they wish to take advantage
of it. He jotted down points as they arose at the

meeting. Here are his rough notes. Read them carefully.



Anyone wishing to have anti—flu’vaccination see me
by 4th June.

Scheme to be introduced on 18th June.

Staff unable to see doctor at company

- must make own arrangements with his Secretary.

Note - Over 1000 working hours lost in last years f1u'

epidemic.

Dr, W.M. Cooray to visit Company Offices each
Friday - 11.30 - 12,30 a.m.

Scheme free.

Staff not compelled to take vaccine.

Vaccination - No guarantee - but cuts down risk.

Further information - from me.
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Here is the final draft of the memorandum. Fill in the blank
spaces with the help of the rough notes.

MEMORANDUM
TO: cosssssvssscsane Date: 1.6.84.
FROM: s e 8 e 4B EE e Ref: RM),SFI\

Anti—influen2giVaccination

a“‘""’_. 3

Last year the Company lost an estimated .........
working hours during the £1u' epidemic.

We have decided this year to offer B deT) .. the
opportunity to take part inm a .............. vaccination
scheme, commencing on ............ . Although there
can be no guarante€es, ................ does reduce the risk

of infection.
z

Dr. TOm, e ewss Wikl wigit the offices Ufor
vaccinations) each Friday from IR, | 0570 DO - R
a.m.

If you would 1like to have the gl (RSN vaccination,
please see me by ....¥2 .V b eee... to make

arrangements.

If the hours mentioned are inconvenient you may
make your own ./<Ji.is.....<.. by contacting Dr. ........

: < o tizr Lo v
---hc‘—:q.-hfnncis .la..o-:\-l(.;so..-ill-'a"__.l .

‘l = 3 ('.\ "..\
If you would like more ...¥: P ....i... please

CONLACE: « vasman swees smess s 25 SOOR a8 possible.




3. June Caldera is Private Secretary to the General Manager

of a firm. She arrived at office one morning to find
a memo from her boss. Having read it, she carried out
his instructions. Here are the things she attended to:

(a). At 10.00 a.m. she went to the Reception Room and met
Mr. Ramanathan-a Sales Representative.

(b) She explained that the General Manager was unable
to meet him.

(c) She listened to what Mr. Ramanathan had to say about
his products.

(d) She asked some questions to make sure that the
products would be useful to the firm.

(e) She found out the exact cost.

(f) She accepted some brochures and left them on the
' G.M.'s desk.

Now compose the memo as the General Manager would have
written it to his secretary Miss. Caldera.

Your employer wishes to modernize the office. Submit a
memorandum showing how this can be achieved with the

minimum of capital expenditure.
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Homework
Day 5

1. This is a telephone conversation between the Telephone

Operator and a caller - Eileen Fonseka. Read it carefully.

Tel. Op. : Hello!

E. F. : Hello! Can I speak to Miss. Leela Alwis please?
Tel. Op. : I'm sorry. Miss. Alwis is not in just now.
E. F. : Oh! could I leave a message then?

Tel. Op. : Of course. I1'll write it down. Who's calling
please?

E: F. : Miss. Fonseka. Eileen Fonseka.

Tel. Op. : And the message? ‘

E. B, : It's about the Art Exhibition. Please tell her
to be at the Lionel Wendt by 5 p.m.

Tel. Op. : Anything else?

E. F. : Yes, this is very important. Tell her not to

buy the tickets because I have already bought
them. 1'11 be looking out for her at the

entrance.
Tel. Op. : Is that all?
E. P. : Yes, that's all. Thankyou very much.

Tel. Op. : I'!1ll see that Miss. Alwis gets your message.
Goodbye.

Give brief answers to the following questions.

(a) Why couldn't Eileen speak to her friend?

® % % ® % & & ® 8 5 8 % B S W S S W S S S S S SN SN ES ST ESESNE S

(b) Where does Eileen want to meet Leela?

" 8 8 % 8 8 88 S S S S 8 S S B S S EEEE eSS PSS D T T I I I O

(c) At what time must Leela meet her?

B 4 B B e S S B E S E S S S S S S ST TSR RS Se e E e

(d) What are they planning to do?

(e) What has Eileen bought?

® % 8 5 % 88 S B S S PSS N EE S S EEE RSSO0



2. The Telephone Operator made some rough notes while she
.. was talking to Eileen. Here they are:

L+ egall = 10 a.ms
Mess. to L. A. fr. Eileen Fonseka

- be at Lionel Wendt for Art Exb.
- 5 p.m.

- V. imp.

- Don't buy tks.

- EF has bt them.

- will meet at ent.

If you look at the notes carefully, you will find that the
Telephone Operator has (a) missed out some words and
(b) made others shorter.

t )
In Part 9 of your Workbook in Professional English
you became familiar with certain standard abbreviations
such as Ltd. for Limited and a.m. for in the morning.

The'shortened forms in the above note, however, are
personal ones used by the Telephone Operator. But with
your knowledge of the telephone conversation it is not
difficult to guess the meaning of these abbreviations.

e.g. Mess. - Message.

Here are the others. Write the complete words next to

each.

T call e e i DT SEE PR e e e
frl L B B B B A A I A N N N N TN R LR B
exb_' L B B O A A N N I N NN E R R - " 8 @
V. & 8 B B8 B A SRR S SR e e
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3. Now look at the complete message that the Telephone
Operator wrote for Leela Alwis.

Telephone Message

To: Miss. Leela Alwis. - Date:

Time:

There was a telephone call this morning from
Miss. Eileen Fonseka. She said the message was very
important. She asked you not to buy the tickets for
the Art Exhibition because she had already bought
them. She wants you to be at the Lionel Wendt by
5 p.m. She will meet you at the entrance.

Notice that she has put in all the words that were
missing in the notes. Underline all the words in the
complete message that are not to be found in the notes.

4. Here is a hastily written note. Read it and look for the
abbreviations of the words listed on the next page.

Comm. meeting - Fri. 3 p.m. in Board rm -
re Sp. meet. Pl come ready to make some suggs.
If poss. give me a call this eve.

MI
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in the o LN B B B OO I R I R B O R
evening

5. Now write out the message in full. Put in all the
missing words and change the abbreviations into
complete words.

17-8506068-0UP
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Homework

Day 1

1.

Here are some situations where people are asked to give
information about themselves in writing. Indicate in
each case whether the information is given by completing
(a) a form or (b) a questionnaire.

(3) Applying for & passport {eeevid 33 viiinion)
(b) Joining a club ( .....'CUICOW
(c¢) Describing your hobbies Wi o wmme

(d) Asking for library membershlp {oea ............)

(e) Finding out about a housewife's spending habits
(...Ci@pwﬁf?ﬁﬁ??T*T

(f) Getting opinions on television programmes.

(g) Ordering goods on a hire purchase basis (... Tﬁ??f%4%)

(h) Collecting data on reading habits (.....[0.20 05

(i) Sending a money order (......%ﬁri{?fiffé#t

(j) Gathering information about long life (.

Turn to page 15 and look at the headings you wrote in
the blank spaces. Do you notice that official headings

are different from expressions used when speaking to
someone? Look at the two columns given on the next
page. Column A contains spoken forms. Match each of
them with the appropriate official heading found
somewhere in column B.



Column . A

E: How-old are RelP st cmbss s
2., Where were you born? ...........

9. -WhAL KInd of WOk ciiseavesesss
do you do?

4, What country dO YyOU ..eveeevosens
belong to?

D How tall 8Te "YOUT .ceisesesesnos

6. How are you going Sinene e
to pay for these goods?

7. Where will this cheque .........
be cashed

8. Why did you leave you .........
last job?

9. When was this passport ..esesems
given to you?

10:In what 1anguage sssssssissscas
did you'do your

L]

studies

Column B

Method of payment
Height

Payable at

Date of issue

Medium of Education

Reasons for leaving

Age

Place of birth

Nature of employment

Nationality

3. Here is a form that has been completed. Notice that

the applicant has followed certain instructions in

completing the form. These instructions have been
left out in the form. You will find them listed in
jumbled order below the form. Note the applicants

responses carefully and write the appropriate
instructions in the space provided within brackets.

57



58

" APPLICATION TO BE ILL

This form must be submitted at least 21 days before the
date on which you wish illness to commence.

1. Name: HARoLD LARZYBONES

@J\

( ) ) s L . i v - ) L
L e T T T R

2 Mrs. Miss. 2

S B e SRR SR S SR S e )

'

3. Department: Pess cunel :De..'::ccrfl,u_q_.,\,(-
4. Position held: Healh  OFficev

5. Nature of Illness: coﬁ;h, coTﬁ, fed@g, back pain,
stomach ache, any other(sg) X!

)

TR PSR, S RO € 1201, T ey

6. Date on which you wish illness to commence: ’ f*#*‘g

1988
7. Consent of husband/wife: L.JLhu 'Pc'rwutscou Ol ‘*C.u.q__d 7

8. Have you ever applied to suffer from this illness
before YES NO Qi\

K 5w wwints Bawwminig aiesiee’s Wasnsie 4 st s 55)

9. If so, give date:

10. Do you wish illness to be siight /severe/crippling/

j fatel ?

(l-a----0.---n-lba..-n--..---oo--c)

(Applicants wishing to suffer a fatal illness should
indicate at the foot of this form whether they wish
to be represented at the funeral/cremation)

11. Do you wish to suffer this illness at h3$e/hospita1!
private nursing home/abroad? &,

A e dn e NS N 9 e e A e e s bies ss )

12. Do you wish this illness to be of 'a COHt&glOU? nature?
n‘\, L

Lovioia o somominia waiavemon Kas e RSN N SR g )

YES

4




13. If so, indicate approximate number of people you wish

one person [:]

two-three persons ..[]

more than three

persons

to infect.

14. Do you wish anyone to be informed of your illness? ( )

)'?le&sz von iont reo BO'S-S)-’L(
He ey N\uvre o Te Peory .

(.oooQo..u--..-nb...a.--oovo-

15. Duration of illness.
(.-ll!.l!n.l..ll.llln..lll.ll) C&_‘ dc‘—‘a‘&)

I theundersigned, declare that to the best of my knowledge
the answers given above are true and accurate.

Signed: H{W P Date: 2_‘6-‘-‘ r’eﬁwc,{-.; 1983

Applicants are reminded that all applications will be
considered on merit and more than three applications per
aunum will be considered excessive. Under NO CIRCUMSTANCES
will any employee be permitted more than ONE fatal illness.

a. Tick as appropriate 7
b. Place a tick ~—  1in the box  / v

—

¢. Give number in words and figures.,”
d. Place a cross "x".J/

e. Use BLOCK CAPITALS

f. Underline

g. Please specify./

h. Please circle v~

i. Write 'Yes' or 'No' in box

J. Delete as appropriate /
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4., Here is a rough draft of a questionnaire sent by the

post office .to subscribers who have registered telegraphic

addresses. Read the points given below and construct
the questionnaire that would be sent to the subscribers

using a suitable format.

Find out whether international calls are made through
the operator.
I1f YES, how often - more than once a day, twice a week,

once a week, once a month or less frequently.

Find out whether there are frequent delays - if so, how
long a wait - 1less than 15 minutes, 15-30 minutes,

between 1-2 hours-longer.

What time (or times) of day calls are usually made by
the operator - 1 a.m. to - 6 a.m. = 6 a.m. = 12 noon
etc.

To which geographical area most of the international
calls are made - Asia, Middle East, Africa, Europe,
America, Australia.

Inquire about any complaints 'and/or suggestions that
the recipient may wish to make.



- Homework
' Daz 2
1. Given below is part of a questionnaire designed to collect

sales information from retailers in the stationery
business. Study it.

Please put an 'x' in the appropriate box.

1. Do you sell any of these products?
(Please mark each product you sell)

D writing pads

telephone message
pads

memo pads
carbon paper

photo-copying paper

2. How many writing pads do Less than 200

you sell each year?

200 - 300
300 - 400
400 - 500

T I o

more than 500

3. How many telephone Less than 200

message pads do you

sell each year? 200 - 300

300 - 400

B2, A

61
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Notice that the indications on the
to record the answers easily. Now
questionnaire sent by an airline.

the right and make the appropriate
Remember to provide for answers of

left help the recipient
read the following
Study the questions on
indications on the left;
the YES/NO type.

Please tick the appropriate box.

1. Do you use the scheduled airline

service between Colombo and London ?

2, If 'YES', how often do you use it?

3. Do you travel first class or
economy class?

4, Are your journeys for business

or for holidays?

5. Do you find the present
time-table convenient?

6. If 'No' please suggest alternative

departure times from Colombo

7. Is London your final destination?

8. If not, what other countries do

you visit? .




2. You have been asked to design a questionnaire on teenage

fashions. Here is a list of questions. Some of them

are relevant to the information sought, others

are not. Read through the list and delete those questions
that you consider irrelevant. Remember to check with

your teacher.

(a)
(b)
(c)
(d)
(e)
(£)

(g)
(h)
(i)
(3
(k)

€1)
(m)

(n)

(o)

What do you like for evening-wear-dresses or saris?
How old are you? lmf T

Who is your favourite author?

Is your hair short, long or of medium length?

Do you smoke? X

Do you i. sew your own clothes ii. get them tailored :
iii. buy read-made clothes?

Have you been abroad?

Are you interested in drama?

Who is your favourite fashion model in Sri Lanka?
Can you speak, read and write English?

Indicate your preference in skirt lengths by
circling your anser i. Maxi ii. Midi iii.Mini.
Is your complexion fair, dark or tan?

What is your favourite colour?

Where did you receive your education? Indicate with
a tick (i) A goverment school (ii) A Private School.

Do you 1like embroiderig clothes? YES/NO.
(#%ﬂﬁiﬂﬂﬂ )
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3 €Compile a short questionnaire on the outline given below.
Remember that the recipients should be able to a. understand
the question clearly and b. record the answers easily.

A Questionnaire to be sent to

Student Apprentices

a. Introduction name of student

name of school or college attended

place of apprenticeship

where it is

b. The work place - number of workers (non-students)
— number of workers (student apprentices)
- kind(s) of work done by student
apprentices
- what x student does

c. The day's work - when work begins
- times of break
— when work finishes
- total number of working hours per
week
.
d. Salary - whether student apprentices are paid
if so, how much x student receives



Homework

Day 3

1. Rewrite the messages in the following telegrams in complete

sentences.

(a)

(b)

Xec)

(d)
(e)

(£)

(g)
(h)
(i)

(3)

REGRET NOT HEARD FROM YOU ANXIOUS KNOW POSITION CAR
INSURANCE

BE PRESENT INTERVIEW 30TH WEDNESDAY 10 A.M. BRING
CERTIFICATES

VISA READY BE PREPARED MEDICAL AND DEPARTURE SHORT
NOTICE

DUE STRIKE CONSIGNMENT D34 DELAYED

STAR HOTELS INSIST FIVE PERCENT DISCOUNT OR NO DEAL
PLEASE INSTRUCT

ESSENTIAL IBRAHIM ARRIVE COLOMBO 14TH APRIL PLEASE
TELEX FLIGHT DETAILS

MEET REPRESENTATIVE ARRIVING QUANTAS 431 WEDNESDAY:
QUOTATION C/412 ACCEPTED DESPATCH GOODS

TRANSPORT RUPEES 2500/= PLEASE SEND CHEQUE LETTER
FOLLOWS

VALUABLE ORDER RECEIVED STOP MEET ME FORT
STATION NOON TUESDAY

‘65
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2. Rewrite the following in the form of telegrams. Remember

3.

to use BLOCK CAPITALS throughout.

Note The use of full stops in the complete message does
not necessarily mean that you must use the word STOP in
the ‘telegram.

(a) We have received your order number 318 and will
confirm this in writing.

II...Il'I.'.ll..l.-llt-..lll.‘.lcIt.'.-l!...t.ll..tl.l

(b) Don't do anything at all until I arrive. I will get
to Colombo at 1415 tomorrow, Saturday.

(c) We require 200 extra copies of Motomag. Send the
copies as soon as possible. Air-mail is the quickest

form of transport for these magazines.

l-Ill.l.'IIl.h‘.I-‘lI..tl-l‘.;.‘-Il.bl;E;’r";};)..’F ’.l..'.
(d) Two cases containing crockery were completely

destroved. We don't know why, yet, but we shall inform
you as soon as we know. In the meantime please send
replacements for case numbers 4 and 5 immediately.

(e) Unfortunately we cannot supply you with the goods you
ordered in your order no. 2265, as stocks are now
depleted. But we will be able to supply you in April.

Read the description of the situations given below carefully,
and draft telegrams to suit each situation.

(a) You are unable to keep an appointment you have made for
Friday,5th March at 10.30 a.m. You have to change
it to Thursday,4th March at 9.30 a.m.

..ll--..tl.lllllIIl.l.t.I.Iol.t-l.l.lt‘.l.l-.l-ll.l.lll

(b) There are floods in Kurunegala. So Mr. Suppiah must
postpone his visit to Colombo. He will write to
Mr. Samarakoon and send details as soon as possible.
In the meantime he sends Mr. Samarakoon a telegram.

-.-t----;-.lt.-oa---.cob-----a..--.----...oo..---o--.--
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(c) You have got an unexpected opportunity to visit your
company's branch office at Nuwara Eliya. You can
meet the Sales Manager on 7th January and wish to

find out a time convenient to him.

(d) You have booked a room in a hotel for four nights
‘beginning Wednesday, 14th May. You would like to come
on Tuesday, 13th May instead and stay five nights.

T g O R 0 00 B N g S AU U R S e % " 8@ N [ Thy e Eepe e

(e) Mr. Lokuge has ordered some motor spare parts from
your firm. You are sending them immediately. He
can expect them by 3rd August. A letter from you
will follow.

-lo--l..---..n-l.o-ll--.aa-.-o--to.---t--nat-..l.-cn-o

Read the memo giving flight details on page 9 Section
B and compose a telegram based on the letter.

Read the following telephone conversation.

A. : Good Morning. 1Is that the Sales Department of

Flower Garments? =
B. : Yes. Miss Rahim speaking.
A. : Good morning Miss. Rahim. This is Mrs. Abeykoon.
I'm ringing about the order I placed on 9th April.
B. : Could you give me the delivery number ,please?
A. : Just a minute - Yes, it's 5211.

B. : That was the order for ready-made garments, wasn't
it? What can I do for you, Mrs. Abeykoon?

~A. : There has been some mistake. We received the

blouses but not the shirts.



B. : I'm very sorry, the stockroom probably made a

mistake.

A. : Well, I'm afraid we need them within the next few

days. How soon can we have them?

B. : 'We'll send them to you by the 15th of April,
SOorry you were inconvenienced.

A. : Goodbye.

Goodbye.

Instead of telephoning, Mrs. Abeykoon sent a teiegram.

Compose two telegrams. (a) Mrs. Abeykoon's and (b) Miss.

Rahim's in reply.

(a)

(b)

I'm
WA
2 w}:/?:)
" "f’ o
{,__j\o“ %
-
7=y
(tL/ < b ?
Ly
- f i
'\;JJ -l:‘{ *} c-'L K?
{ ¢
W\ s
i
'
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Homework
Day 4

1. Draft a notice based on the following circular.

St. Andrews College 0ld Boy's Association

Once again the invitation is given to all past pupils
to attend the Annual Dirner/Dance which will take place

on Friday, November 6th from 8 p.m. to 2. a.m.

We are very fortunate in being able to obtain the
Blue Room of the Grand Hotel, Colombo.
6\,0'“3)

Three choices of menu are available. Those who

intend to be present are asked to indicate their choice

of menu on the attached slip.

During the evening two bands will be in attendance -

the Supremes and the Gondoliers.

If you wish to accept this invitation, will you
please complete the slip and return it to the Secretary,

not later than Wednesday, October 20th. &

Celicut o
5
"2

% Following the practice of previous years, each J
member will be allowed to bring onel guest. :\{
P . :j h; 'f . < 3
s : % ~ N ¢
= } J §. KalupanaJ ! j S o
- v l e
F T \ E ‘2}?“ ecretary. ' S| \U &’
‘(-‘-’.\.. 2 ll \ — = ﬁ " )
{ $ = 2 .
) g : b - \
L IR B
j._ ) | 1 ¢ g Lf,,\_g x
Y - " - g R VR 3 %
% - R R S R S J e
4 = \) Al Y S . =y
T AR S L S é
< { & P 8 -1 Qi ﬁ
‘ 3 s s \ F ;
S o R B B o S R



2. Read through the following points in a poster competition,

They are not in proper order.

al

i.
j.
k.

ml

n.

Oa

Trees and scenic beauty.\

Group A - school children below 18 years of age.

Group B - entries should be submitted on or before the
closing date.

Group B - cash awards of Rs. 3000/= Rs. 2000/= and

Rs. 1000/= for the 1st, 2nd and 3rd prizes respectively.
Air pollution and its effects. > P

Poéters §ﬁgifJbe drawn on paper size 60-50 cms.

Group B - over 18 years of age.

Group A - entries should be submitted through the
school Principal before the closing date.

Posters shall be in colour.

The importance of clean beaches. ? !

Group A - cash awards of Rs. 2000/=, Rs. 1500/= and
Rs. 1000/= for the 1st, 2nd and 3rd prizes respectively.(@""|
A contestant is eligible to submit more than one
poster,

The closing date for entries is 19th April, 1985.
Certificates : will also be awarded to the five best
entries from each District.

The name, address and district of contestant should

be clearly indicated on the reverse of each poster.

Now re-arrange the above points in sections under the

headings given below.

A'

Themes of Posters

OI..I-.‘..lll.l..llt.'IIOI."I.Ill.l..-II.I.l.l...l-.I.lI.
WA e e R, &SRR R AR S SR AR R e e s i
.llll.l.lII.I..ll.lllb.l..lllbll.lDI-...IIIOOOIIOIOI...
l..I‘III.llill..llC.lll.l....l-l-Illlll.-..l..-.l.'..l‘-

S S 208N AP EES ST TSPt A SN EA eI R EEPSEEE S
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B. Grouping of Contestants

.O.I!.I.ll..l...t-..IIII..l.'....llll..l..l.t--..l'.'...-
e R R N N N T N R R R N T
TRAR PSR ALY SRS FEEEAE SR AR B R R e e
-.----n.|lot....ll.-ton...-Ioaln-o-...l.lot...on-q--l.ll

C. Conditions

L B R B O O I I I O T S S S S S,

O...ll-II.I..-I-.IlllIl.DI...III.I.....l.-l.!l.l.l!.'I_I.

D. Closing Dates

SRR BRSNS NN S E NI SRS ISEE AT T B ANl s AR AR SAENSEEREEBERSES
R N N N N R R R R s LA B R B A T O I Y
L L e e I e I I T I S T T T S ey .i..l....l-l....-.-l.
n-.--.li..--..l.-0-.n-tc--lo-a-.---‘ao--u-o..-.-.l..o--.l

-nco--o-.n.u-..clo..--oo.a-.'lla-n'..----onltonnlnlnnl.l-

E. Prizes

ln..l..-tI.l..llDU...ll-.llI-l.l.ll.lllll.ll.ltlll.ll...

-ll.II.._...-.'tII-lllIl.I!Illl.-.‘l-lI.II.lIIIl.I.I.ll.-
L]

-a--c--a-tcvottto.-.ti---nvo.--n.o.b-n.at.--.to-ln-..-l.

..ou--.u-----.olltl-n.la.oo.b----nat---cno.-.oolit.t..olo

oc.ol----loo-----o'a.-n"t.-'|n--.-lcn-.otll--uln.-ulol.c

. Your company has its typewriters serviced every year. The

technician 1§ due to\arrlve on Thursday,18th September to

carry out routlngrgerv1c1ng. As his secretary you have
2 i sk

been asked by the Manager to write a notice to be put up

on the office notice board, reminding staff using

typewriters to report any defects to Miss. L. de Silva

ﬁelliahead of the technician's visit.



Draft a notice that you think will produce the desired effect
Keep it brief and remember the subject heading.

4. What information is needed on a Notice of Meeting? List
the items of information in the order in which they would
appear on a notice.

"8 9 8 EI AR FS A SRR E SRS g sSSP S E SRS S
LR B B B B B B B B N B B B B DR BN DR B I R B B B B B R B R B B B B B R B R B I B B R
i g
a8 PR R R RS E R R E R AR E TSRS RS A SRR
-
® 8 ® ¥ 9 U S S E S E ST A RO RSP NS S EE S S ERE eSS S RS0 R e
L B O I R B R I B B B R B R R IR U B B R B B B B B B R BN B B B B B B R B
LI S I R O B T O R R IR I I R R T ORI I T R R R I R I R I B R R B A
5 B P P B PSSR E R RS SRS SRRSO R DS eSS TS LSS E RS SEN A s
" S PP E S SN RS SN S BE S S S S PSS S S SSE S SIS

® 8 8 9 F 8 e S B E eSS ES S EPE SR ST ST SSRGS

& 4 F 8 % B S S PSS B S S S S S EE TSRS E SRS E S E S S S eSS
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Homework

Day 5

1. Read the news item that follows. Then pick out the
relevant information to fill in the blanks of the notice

on page 76.

a. News item

The Miss. Sri Lanka 1985 contest promises to be
a rewarding experience for all contestants. High.up
on the list of awards is the fabulous Rs. 25,000/=
cash award for the winner. Thesﬁiﬁqé£”3111 also be
presented with her complete wardrobe, and receive
US § 150 for her travel expenses to participate at
the Miss. Asia and Pacific Quest to be held in

/3

Los Angeles, *1””4

Mrs. Rosy Senanayake - Mrs. Woman of the World
won this contest in 1981. She now presents Mrs. Sri Lanka
1985.

In addition to the crowning of Miss. Sri Lanka
there will be other exciting contests where prizes will
be awarded. These are the selection of Miss. Personality
and Miss. Photogenic. There will also be an award for
the Best National Costume.

Fifteen finalists will be selected for the final
night which will be on 27th April, at the BMICH.

The hosts for the night are Yolande Abeyweera
and Rlchard de Zoysa.

& The show is sponsored by the Maharajah Organization
&ndﬂ%@esented in association with the Observer. The
proceeds of the show are in aid of the Prithipura Home
for the disabled.



Details of tickets will be announced in the next
issue of the Sunday Observer

(adapted from CDN)

i

iy

75



76

SPONSORS

MISS SRI LANKA 1985
FOR

TO BE HELD IN
LOS ANGELES

PRESENTED BY

MRS. WOMAN OF THE WORLD

IN AID OF
?‘ ; J.ll_\":-fv\'y 5-" ('L\;‘ i"‘;'\‘—.i;_: -e 88 09:{. - I?“E—':«ic:—;lia:f&-z-d- .'. -
BATURDAY s oveni sovosss .
7 P.M
AT
R dhes .t ¥
FABULOUS PRIZES FOR ALL THE AWARDS FOR 5
FINALISTS INCLUDING A RS. ’.Ef“?.Pfrf?:rr?f;.?flg
.. 25,002, ./= CASH PRIZE ..ﬂclarz..e;}rz.éTffr:.<;H
FOR THE ...0V.Sniv&.... siled) u"’“& P z““’ﬁ i C

" " JOIN THE GLAMOUR AND THE EXCITEMENT

OF AN'INTERNATIONAL BEAUTY PAGEANT s s&vo' -5 )
PRESENTED IN ASSOCIATION WITH
-‘:"}%-a o{_o Ja(‘u""';'- LR 'fs.&? .Q‘;:.A:_F--U.Ym

(adapted from CDN)




2. Choose the correct verb from the list below to complete this

fire notice. Remember that in the negative you write

Y00 BOE s weeen i i
call sound
close stop
leave switch
put use
return ring

IN CASE OF FIRE

1 S the alarm.
2. If possible -Pwl/ out the fire yourself.
3. LA2% foam not water near electrical appliances.
4. If you can't put the fire out, Celi the fire
brigade.
5. ~i~y 21213,
WHEN YOU HEAR THE FIRE ALARM
6. Q\Nf}oL off electrical appliances.
2l G&UWA’ all doors and windows.
8. Ebammﬂ- the building quietly by the nearest exit.
95 g&fﬂ DY  not S}v? to collect your belongings
10. )2  not ffiii&vz@i to the building urntil the

firemen says you may.

YOUR NEAREST EXIT: FIRE ESCAPE NEXT TO ROOM 36,

g
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3. Here is part of a notice on Office Security. Complete

by writing in column B the section that corresponds to
the section in column A. Select appropriate sentences

from the list given below the notice.

A B

it

OFFICE SECURITY

8 points to remember.

1. Never leave your

handbag on your desk -

2. Always keep money
in a safe place -

3. Be careful with keys =

4, Close windows when
you are out -

5. Challenge unknown persons
in the building -

6. Don't leave a visitor
alone in your office -

1% Don't-give strangers

confidential information -

8. Watch out for pettyq.r\
theft within the office

DON'T MAKE IT EASY FOR

i

THIEVES




(a) -

(b) -
(c) -
(d) -
(e) -
(f) -
(g) -
(h) -

use the telephone to find out if someone can see é
him.

a thief needs only two minutes to get in. 4
report any pilfering to the Security Manager. v
take it with you or lock it away. D

even if they do seem important. ¥

at night put cash in a locked drawer.

don't leave spare ones lying around. =

that stranger may be a thief. ¢

4. Your 'Workbook in Professional English' has made you

familiar with many of the methods of internal and

. external communication used in institutions and

organizations.

Quiz.

Do it and find out how you fare.

20-85060688-0UP

Given on the next page is a communications
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COMMUNICATIONS QUIZ

Choose the besthmethod of communication

each problem (on the left)

(1)

(2)

(3)

(4)

(3)

(6)

(7)

(8)

(9)

Your company has developed
a new product and you want
to tell all your customers
about it.

You want to talk briefly
to someone on the 10th floor.

You want to tell everyone
about the Office Party.

You urgently need to
contact a firm abroad.

You are unable to find a
colleague to tell him that
you cannot have lunch with
him at the canteen.

You urgently need to contact
someone in another town who
hasn't got a telephone.

You wish to make a survey?yhﬂ

of the spending habits of
people of a particular
income group.

ibu have 1nvest1gated an
dent and %ish to
%Jyour findings.

"qfirm is planqing an
advertlsing campalgnlﬂ*‘
and you wish®to make a

number of recommendations
- |

(a)

(b)

(e)

(d)

(e)

(f)

(g)

(h)

(i)

(on the right) for

Send a telegram. D

Write a memo.
Give him/her an
interview.

Send a circular. ©

Use a questionnaire.(?\

=

Put up a notice on the
notice board. - é)

Submit a memorandum.GD

Write a letter.

Write a note.



(10)

(11)

(12)

You want to talk to

someone who has applied

. for a job with your

company,

You wish to invite
someone to be guest

speaker at a meeting.

You want to remind all
staff members that
company documents
should be read and
passed on to the

next person on the
list.

(j) Make a telephone call, /
L

(k) Write a report.

(1) Send a telex message. (ED

i:il'['

b

~

81



PRINTED AT THE OPEN UNIVERSITY PRESE ©

W



	1 (1)
	1 (2)
	1 (3)
	1 (4)
	1 (5)
	1 (6)
	1 (7)
	1 (8)
	1 (9)
	1 (10)
	1 (11)
	1 (12)
	1 (13)
	1 (14)
	1 (15)
	1 (16)
	1 (17)
	1 (18)
	1 (19)
	1 (20)
	1 (21)
	1 (22)
	1 (23)
	1 (24)
	1 (25)
	1 (26)
	1 (27)
	1 (28)
	1 (29)
	1 (30)
	1 (31)
	1 (32)
	1 (33)
	1 (34)
	1 (35)
	1 (36)
	1 (37)
	1 (38)
	1 (39)
	1 (40)
	1 (41)
	1 (42)
	1 (43)
	1 (44)
	1 (45)
	1 (46)
	1 (47)
	1 (48)
	1 (49)
	1 (50)
	1 (51)
	1 (52)
	1 (53)
	1 (54)
	1 (55)
	1 (56)
	1 (57)
	1 (58)
	1 (59)
	1 (60)
	1 (61)
	1 (62)
	1 (63)
	1 (64)
	1 (65)
	1 (66)
	1 (67)
	1 (68)
	1 (69)
	1 (70)
	1 (71)
	1 (72)
	1 (73)
	1 (74)
	1 (75)
	1 (76)
	1 (77)
	1 (78)
	1 (79)
	1 (80)
	1 (81)
	1 (82)
	1 (83)
	1 (84)
	1 (85)
	1 (86)
	1 (87)
	1 (88)
	1 (89)
	1 (90)
	1 (91)
	1 (92)
	1 (93)
	1 (94)
	1 (95)
	1 (96)
	1 (97)
	1 (98)
	1 (99)
	1 (100)
	1 (101)
	1 (102)
	1 (103)
	1 (104)
	1 (105)
	1 (106)
	1 (107)
	1 (108)
	1 (109)
	1 (110)
	1 (111)
	1 (112)
	1 (113)
	1 (114)
	1 (115)
	1 (116)
	1 (117)
	1 (118)
	1 (119)
	1 (120)
	1 (121)
	1 (122)
	1 (123)
	1 (124)
	1 (125)
	1 (126)
	1 (127)
	1 (128)
	1 (129)
	1 (130)
	1 (131)
	1 (132)
	1 (133)
	1 (134)
	1 (135)
	1 (136)
	1 (137)
	1 (138)
	1 (139)
	1 (140)
	1 (141)
	1 (142)
	1 (143)
	1 (144)
	1 (145)
	1 (146)
	1 (147)
	1 (148)
	1 (149)
	1 (150)
	1 (151)
	1 (152)
	1 (153)
	1 (154)
	1 (155)
	1 (156)

