2.5 Writing Formal and informal
correspondence

Output (page 31, Exercise 5)

Student B

You work in the Information Systems Department at Relopharma, a
medium-sized pharmaceuticals company. Compose and send business email
1 below, using appropriate style. When you receive an email from another
student, read it, then answer it following the instructions in Exercise 2.
Continue in this way until you have written and sent four emails.

B You want your software supplier, Nakisoft, to organize training on a
new software tool for your Accounts Department as soon as possible. Write
an email to Student C at Nakisoft asking them to contact Student A in your
Accounts Department with dates for the training.

EA You have received an email from your colleague, Student A, in Accounts,
about a software problem. You think it could be a virus. Write an email to
Nakisoft explaining the problem and asking them to contact Student A
directly to resolve the problem.

EX You have received another email from Student A about an invoice. Write
an email to Student C at Nakisoft apologizing for the delay and asking them
to send you a duplicate invoice.

A You have received another email from Student A about training. Reply to
Student A explaining that there is no alternative.

6.6 Case study Phoenix

Reading and discussion (page 85, Exercise 4)

Group A - Port Katherine Planning Department
Read the email you have received and answer the questions.

BX | # INBOX | REPLY ® | FORWARD » , e

Hi,

The Mayor has just received a letter from the Residents’

1 Association about the Phoenix project. They're very unhappy

| about site A. They're concerned about the risks of large trucks

© passing close to the school, as well as the noise and dust, etc. '
-~ Asyou know, the elections are coming up soon, so we don't
want to upset these people. However, Port Katherine desperately
needs new jobs and investment, so we can't afford to lose
Phoenix. They've also promised to get involved in community
projects, although we don't know yet exactly what that means.
The Mayor would like the Planning Department to set up and
chair a meeting with the Residents’ Association and Phoenix to
talk things aver and try to find an agreement. Could you arrange
that for us? A few words about the other sites: we've invested

a lot of money in the business park, site B, but for the moment

‘2 it’s still costing us money. If Phoenix buy land on the business

- park, we'll recover part of our investment, the residents will be

~ reasonably happy, and we'll benefit from higher tax rates than on
sites A or C. There's plenty of space for expansion (more jobs!)
and there’s no access problem. We can make some concessions
on the price of the land if necessary. There are good reasons for
choosing site C, near the harbour. However, the big problem is
access. We'd have to build a new access road, which would be
very expensive.

Let me know how the meeting goes. Thanks a lot,

Duncan

Duncan Gillespie, Lord Mayor's Office, Port Katherine
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Who is the email from?

What is your role at the meeting?

Why is it important to keep the residents happy?
Why is the Phoenix project important for the town?
Which is the best site from your point of view?
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7.2 Vocabulary Business performance

Presenting (page 91, Exercise 9)
Student A

[EF Present Chanco’s stock market history using the information from the
graph, explaining causes and effects.
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3 Listen to Student B's presentation of Bastilo Corp. and complete the
graph.
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