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1. What is a business letter?

2. Parts of a business letters. 
3. Make up sentences:

to test the pumps; to introduce the latest model; to sign the contract;
to improve the language; to discuss the terms of delivery. 

4. Types of business letters.
5. Model letter and its size.
6. Complete the sentence:

This plant manufactures different models of pumps. It is the best  … of pumps.
7. Business letters in English.

8. Who writes business letters?
9. Fill in prepositions:

Exhibitions pave the way…the consolidations…friendship…countries and nations. They are usually held … the motto: — progress … economic cooperation. 
10.  Why write Business Letters?
11.  Formatting Business Letters. 
12.  Use the right preposition:

They put ... this problem at the meeting. 

13.  Business Letter Formats. 
14.  Webpage.
15.  Use the correct tense form:

(to begin) with the early 60s, international expositions (to begin) to take new forms, (to try) to emphasize technological progress and other aspects of life. 

16.  Write your own opinion about managers & executives.

17.  Formatting Envelopes for Business Letters.
18.  Use the right preposition:

As there was no any transport … the bus stop they went … there way … foot. 

19.  Formatting Business Email.
20.  Who am I writing this letter to?
21.  Use correct pronouns:
…   asks me if   …   house over there is   …   .
22.  Why am I writing this letter?
23.  Planning a Business Letter.
24. Use correct modal verbs:

…   we carry the T.V. downstairs? – No, you   …   .
25.  Do I require a response?
26.  How can I organize my points logically?
27.  Use the right preposition:

Exhibitions pave the way…the consolidations…friendship…countries and nations. They are usually held … the motto: — progress … economic cooperation. 

28.  Are there specific details I need to include?
29.  Reason. 
30. Write synonyms of the given words:

1. dismiss – …………… 2. manage – …………… 3. negotiates – …………… 4. ties – …………… 5. backhander – …………… 
31. Specific details.
32.  Response.
33.  Fill in the right preposition:

The guarantee period which the company offered to their computers was 12 months ... the date ... putting them ... operation.
34.  Organization.
35.  Letter Requesting Information.
36.  Use the right preposition:

Everybody knows T.V. is a very good way ... entertainment. But people begin to depend too much ... it; they don't often go ... and they speak ... each other less. 
37.  Letter Sending Information.
38.  CVs/Resumes for the 21st Century.
39.  Use correct modal verb:
You   …   swim, but you   …   be in the water for a long time.
40.  Price Change Notice.
41.  Letter of Invitation.
42. Fill in the right preposition:

The guarantee period which the company offered to their computers was 12 months ... the date ... putting them ... operation.
43. Enquiry Letters.
44.  Third Paragraph of the enquiry letters.
45. Use correct tense form:
… you (to plan) anything for a New Year? We (not to go) anywhere, the traffic too heavy. 
46.  Final Paragraph of the enquiry letters.
47.  Offer.

48.  Make up sentences:
a) in the morning, is, my sister, at 8, at school, always.

b) go out, you, do, usually, after lunch?

c) in the evening, reads, usually, the manager, cables.

d) write, on, at school, don’t, the desk!

e) your father, watch, at 9, T.V., seldom, does?
49.  Solution.
50.  Warning (optional).
51.  Use correct tense form:
… you (to plan) anything for a New Year? We (not to go) anywhere, the traffic too heavy. 

52.  Closing.
53.  Covering letter.
54.  Use the correct equivalent of the modal verb:

Either you or your son (to do) it.
55.  First Paragraph of the enquiry letters.
56.  Second Paragraph of the enquiry letters.
57.  Use compound:

. . .   phoned you half an hour ago. I asked him to phone you at 2 o’clock.
58.  Your CV/Resume.
59.  The Value of Simplicity and Clarity.
60.  Use the correct equivalent of the modal verb:

Either you or your son (to do) it.
61.  The Power of Action Verbs.
62.  Replay to Offer.
63.  Use the right preposition:

Everybody knows T.V. is a very good way ... entertainment. But people begin to depend too much ... it; they don't often go ... and they speak ... each other less. 
64.  Order and its confirmation.
65.  Complaint.
66.  Give synonyms of the words:

a) straight – ………………….. 

b) contracts – ………………… 

c) apron – ………………….… 

d) diligent – ……………..…… 

e) went on – ……………..…… 

67.  British and American English.
68.  Background.
69.  Use the correct tense form:
When they (to arrive) in Moscow, the rain (to stop) but a strong wind (to blow).
70.  Problem - cause and effect.
71.  Rejecting a Complaint.
72.  Write antonyms of the given words:

a) cruel – …………………………….… 

b) different – …………………..………. 

c) severe – ………………….….………. 

d) to destroy – ………………….……… 

e) was set free – …………………..…… 
73. Email.
74.  Resumes, CVs and Covering Letters in English.
75.  Make up sentences:
a) in the morning, is, my sister, at 8, at school, always.

b) go out, you, do, usually, after lunch?

c) in the evening, reads, usually, the manager, cables.

d) write, on, at school, don’t, the desk!

e) your father, watch, at 9, T.V., seldom, does?
