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Quiz 1
1. What is a business letter? Its parts & types.

2. Write a simple letter to your relative or friend.

3. Who writes business letters & why?

4. Write a letter to any company connecting with dealing.

5. Formatting business letters, envelopes & e-mails.

6. Write your own opinion about managers & executives.

7. Planning a Business Letter.

8. Write about planning your holiday.

9. Who am I writing this letter to & why?

10. Are there specific details I need to include?

11. Write about planning your career.

12. Organizing my points logically. Requiring a response.

13. Reasons, specific details & organization of planning business letters.

14. How many parts & types of a business letter do you know? Describe 

in detail.

15. Draw up a table showing the model letter size.

16. Make up a contract document between two companies.

17. What is called business letters in other words & what are they including?

18. Show examples of senders & recipients.

19. Note the reasons of written business letters.

20. Letter requesting information (including sample).

21. Letter sending information (including sample).

22. Price change notice (including sample).

23. Letter of invitation (including sample).

24. Planning the whole working week.

25. Point the specific details.

Quiz 2

1. Do I require a response?
2.  How can I organize my points logically?
3.  Reason of business letters. 
4. Your own opinion about the subject “Business correspondence”.

5. Specific details of business letters.
6.  Response of business letters.
7.  Organization of business letters.
8. What do you know about education system of Azerbaijan?

9.  Letter Requesting Information (including sample).
10.  Letter Sending Information (including sample).
11.  Price Change Notice (including sample).
12.  Letter of Invitation (including sample).
13.  My future plans in the way of self – development.

14.  Enquiry Letters (including sample).
15.  First Paragraph of the enquiry letters.
16.  Second Paragraph of the enquiry letters.
17.  Write any sample of business letter.

18.  Third Paragraph of the enquiry letters.
19.  Final Paragraph of the enquiry letters.
20.  Offer (including sample).
21.  Reply to offer (including sample).
22.  Order & its confirmation.
23.  Write about planning your career.
24.  Make up a contract document between two companies.
25.  Letter of invitation (including sample).
Quiz 3
26. Complaint letters.
27. Background of Complaint letters.
28.  Problem - cause and effect.
29. Solution of Complaint letters.
30. Warning (optional).
31.  Closing of Complaint letters.
32. Politeness of Complaint letters.
33.  Content of Complaint letters.
34. Reply to Complaint.
35.  Rejecting a Complaint.
36. Sample letters of Complaint.
37. Resumes, CVs and Covering Letters in English.
38. Covering letter.
39. Content of Covering letter.
40. Format of Covering letter.
41. Sample Cover Letter.

42. Your CV/Resume.
43. The CV Content.
44. The CV Format.
45. The Value of Simplicity and Clarity.
46.  The Power of Action Verbs.
47.  British and American English.
48.  CVs/Resumes for the 21st Century.
49.  Email (the structure of emails) .
50.  The Webpage.
