Business Writing Practice
Part 1: Choose the best sentence for a formal business letter.
1. Opening

A. I am applying for the position of Business English teacher.

B. I need a new job.

C. I saw the advertisement for a Business English teacher in the August 18 edition of Teacher’s Weekly Magazine and would like to apply for the position.

2. Focus

A. My work experience matches your requirements. I have worked as an international negotiator for Toyota and have taught English to high school students for the past five years.

B. I have the skills required for the position. I have a score of 650 on the TOEIC Test and Eiken level 2 certification.

C. Even though my English isn’t very good and I have never taught English, I am a quick learner.

3. Action

A. I’ll be at home next week if you want to contact me.

B. I will call you sometime next week to schedule an interview for the position.

C. I will be in touch on Tuesday morning to schedule a meeting to discuss the position with you.

4. Closing

A. I look forward to meeting you next week.

B. Looks good, right?

C. I will be the best Business English teacher you have ever seen.
Part 2: Decide which part of the business letter the to put the sentences into (opening, focus, action, closing).
_____ The party will be held on Saturday, September 26, 2009.

_____ We would like to hold the annual commercial high school teacher’s dinner 

party at your restaurant.

_____ 50 members will attend the party.

_____ We look forward to holding our party at your fine restaurant.

_____ My name is Masumi Koto and I am in charge of organizing the annual 

commercial high school teacher’s dinner party.

_____ Please confirm our reservation by September 12, 2009.

_____ We would like a combination of vegetarian and non-vegetarian dishes.

Part 3: Use words from the box to complete the sentences.

	Concerned         Inform         Discuss       Pay         In reference to       Requested    Notes        Convenient        Suggest


A. I would like to _______________________ the details of our party.

B. Would Tuesday morning at 10:00 a.m. at your office be ______________________for a meeting?
C. All teachers are _____________________ to attend the tea on Friday afternoon.
D. We’re a little _____________________ about the report you gave us last week.

E. According to my _________________________, the final grade reports were due on July 21st. 

F. I am writing ______________________________ the shipment of English textbooks which we received today.

G. I’m sorry to ____________________________ you that the textbook Better Business Writing is out of print. I _______________________ that you order Business Writing for Everyone instead. 

H. We will _____________________________ by international money order as soon as the shipment is received. 
Part 3: Use words from the box to complete the sentences.

	Concerned         Inform         Discuss       Pay         In reference to       Requested    Notes        Convenient        Suggest


I. I’d like to discuss the details of our party.

J. Would Tuesday morning at 10:00 a.m. at your office be convenient for a meeting?
K. All teachers are requested to attend the tea on Friday afternoon.

L. We’re a little concerned about the report you gave us last week.

M. According to my notes, the final grade reports were due on July 21st. 

N. I am writing in reference to the shipment of English textbooks which we received today.

O. I’m sorry to inform you that the textbook Better Business Writing is out of print. I suggest that you order Business Writing for Everyone instead. 

P. We will pay y international money order as soon as the shipment is received. 
