RESPOND TO
05 WRITTEN REQUEST (2)

I. EXAM FOCUS

® ASKING QUESTION

Sample question

! Directions: Read the e-mail. '
|

| From: update@dailyjobseeker.com

| Tor Anna Billings

| Subject:  Daily Jobseeker update
Sent: Mzrch 14, 20

Dear Daily Jobseeker subscriber,

Here is the most recent job opening:

Marleyhome Inc. is looking for an experienced accountant to fill a vacancy in its Accounting
| Department. The company needs someone with an accounting degree and at least three years
of experience, Contact Raiph Kramer, r_kramer@marleyhome.com.

Directions: Respond to the e-mail as if you are interested in applying for the position. Make ONE
statement about your professional background and TWO requests for information about the job.

\write your response here)

Sample response

Dear Mr. Kramer,

| understand that you want to hire someone to work in your Accounting Department. | have
worked as an accountant at the Hiram Company for five years. Could you please send me a
job application? Also, | would like to know when the job will begin. Thank you very much for
your help.

Sincerely,

Mary Clark
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— @ LANGUAGE DEVELOPMENT

1. Choose the correct answer to complete the following sentences.

1. cieinieenens. IS imperative when conducting business.

A. Flexible B. Punctuality C. Job application D. Punctual

i JOB e reiacioi TR ) is always written in an official style.

A. application B. applying C. productivity D. copy of material

3. Our plans need to be ..............c....... @nough to cater for the needs of everyone.

A. address B. flexibility C. penalty D. flexible

4, We offer a free ..vviiviinns service for the first twelve months after purchase.

A. after - sales B. before-sale C. middle-sale D. initial-sale

5. According to the ................, the wires should be the other way round.

A. installation B. manual C. notice D. copy of materials

6. Mr. Jones has bought a new printer but he wants to ............ Gt the case for a slightly
larger one.

A. exchange B. address C. recommend D. change

7. The customer can 88t @ ... vievueenesisansinns in case they stay at the hotel.

A. penalty B. recommendation C. discount D. beverages and snacks
8. Can your store help me withthe .......c.ol?

A. installation B. install C. installed D. installing

Exercise 2. Match the words with its definition.

1. Address a. a punishment for breaking a law, rule or contract

2. Manager b. department in charge of any other activities associated with the

Executive Committee 's activities , including financing and office work

3. General c. a booklet or book, usually accompanying an appliance, device,
affairs computer game or vehicle, which contains written guidelines informing

how to use it

4. Notice d. to think about a problem or a situation and decide how you are going
to deal with it

5. Penalty e. a person who is in charge of running a business

6. Discount f. the fact of happening or doing something at the agreed or correct time

and not being late

e,
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7. Product g. to see or hear somebody/something; to become aware of

manual somebody/something

8. Punctuality h. an amount of money that is taken off the usual cost of something

Il. PRACTICE

Exercise 1. Read the e-mail and complete the suitable response in the blank.

Email 1.
From: Wendy Tyler

To: Pedro Valdez

Subject: Your new laptop

Sent: Today, 4:15 P.M.

Dear-Mr. Valdez,
My name is Wendy Tyler and | am in charge of our after-sales service. | hope you're happy
with your new Lin-klater SX5 Notebook. If you have any questions about the computer,

please let me know right away.

Kind regards,
Wendy Tyler

(1) C6 th& d6i vé may dugc khdng?
(2) Vui ldng gidri thidéu cho t6i mdt cdi mdy in dugec khéng?

| have two questions I'd like to ask you.

HEtN s R R s R R s e e

------------------------------------------------------------------------------------------------------------------------------------------------------------
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E-mail 2
From: Mark Rose, Conference Manager, Spencerville Hatel

To: Hari Meliola, Sales Manager, For-tech
Subject: Confirmation
Sent: June 18, 10:47 A.M.

| am writing to confirm your registration for the Sales Managers' Conference at The
Spencerville Hotel on Friday, June 22. | look forward to seeing you at the event. Should you
have any questions relating to travel, accommodation or the conference agenda, please

contact me at any time.

Sincerely,

Mark Rose

(1) Thirc uBng va mén an nhe dwgrec phyc vy mién phi phai khéng?
(2) N&u & lai khach san clia quy vi thi ching tdi c6 dwgc gidm gid khdng?

| would like to ask you two questions about the information you gave me.

To start with,

.............................................................................................................................................................
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E-mail 3
From: Pierre Flause,

Flause Family Appliances
To: Sandra Beddington
Re: New PO-GX Turbo
Sent:  July 23, 10:20 A.M.,

Dear Ms. Beddington
Thank you for shopping at Flause Family Appliances. We're sure you're gaing to love your
new PO-GX Turbo washing machine! If you have any questions related to the product,

please feel free to get in touch with me.

Sincerely,

Pierre Flause

(1) N&u gap khé khan khi |8p d&t san phdm thi c6 dugc gitip d& khéng?
(2) N&u thigu cudn hudng dan sir dung thi cong ty cé thé gilri cho tdi khéng?

Actually, | do have some questions about the product.

For one thing,

------------------------------------------------------------------------------------------------------------------------------------------------------------

............................................................................................................................................................

E-mail 4
From: Derek Walker, Sales Representative, printing Express

To: Gina Pollock, Administrative Assistant, YK Accounting Executives
Subject: Your call

Sent: August 20, 8:05 A.M.

Dear Ms. Pollock,
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| understand you tried to call me on Friday afternoon last week. Sorry, I've only just received
the message. If you have any printing work you need done, please email me right away with

your requests.

Sincerely,

Derek Walker

(1) Gri ching t8i vai ban bao cdo danh cho cudc hop ban gidm déc sap tdi.
(2) Giri cho ching téi mot trang t& rei danh cho khach hang.
We'd like to make two requests for printing work.

T S AT EER om0 A A B e

............................................................................................................................................................

Exercise 2. Writing e-mail
From: Jenny Bierre, Marketing Manager, HyperCom

To: Mailing list
Subject: Great Off-Peak Plan!!
Sent: August 14, 12:22 PM.

Dear HyperCom customers,

HyperCom is offering an amazing new cell phone plan. The Off-Peak Plan is just $15 a
month. Users can receive unlimited calling time outside normal business hours. This deal
can't be beaten! Please contact us right away if you have any questions about this great

offer.

Yours faithfully,
Jenny Bierre

Marketing Manager, HyperCom

(Directions)

Respond to the email as if you are a customer. In your email, make THREE questions.

e,
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Brainstorm
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