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In this unit you are going to learn about

« writing business documents

Lesson 1 - Business Documents

ég‘i Warm-Up

‘ Note down a few business documents that you know.

°
ﬁ Activity 1

In response to her e-mail with the accounting firm, Mrs Jacobson received an out of office auto-reply below. Read the
message. Say what you think.

To... | Mrs Jacobson

Ce.. |

subject | Out-of office Auto Reply

I will be unable to delete all the emails you send me until | return from holiday (18th of January).
Please be patient, and your mail will be deleted in the order in which it was received.

Here are some more funny automated e-mail responses:

Thank you for your message. Just to make you aware, | am currently ignoring your email as | do not get paid enough to
respond to your enquiry.

Thank you for your email. Please kinaly note that | will not be able to reply to it promptly. In fact, | might not have the
time to reply ti it at all.




o
M Activity 2

. Here are some different types of business documents. Match them.

Katz Meow Cattery
Sales Contract

On the Date of: ____ . Katz Meow (Hereafter referred to as the Seller or Breeder) agrees t
sell to: , (Hereafter referred to as the Buyer) with the understanding that the
kitten(s) is/are not to be used for breeding purposes. The Kitten must be castrated or spayed before 6 months of
age. Upon receipt of a licensed veterinarians written certificate documenting the veterinarians name and phone
number showing that the altering operations has been performed, the above kitten’s registration application will
be sent to the buyer. If altering certification has not been received by (Date:) , the
undersigned Buyer agrees that the Breeder has the right to reclaim the above kitten without refund of the
purchase price. Reasonable legal fees incurred in so doing will be paid for by the Buyer.

Buyers Address:

City: State: Zip:

Phone #:

The Seller and Buyer have agreed upon the price of § for the cat described below;
Color: Sex:
Breed: Traditional Siamese or Classic Siamese
Registering Organization: 4CA (American Cat Association) or TCA (Traditional Cat Association)
or other

Born on this Date:

Sold as Breeder: Yes No (circle one)

T'he Seller is transferring the Cat/Kitten to the Buyer in good faith as a healthy and well cared for animal. The
Buyer is encouraged to have the CavKitten checked out by a Veterinarian of the Buyer’s own preference within|
a period of 72 hours. If within this 72 hour period the Kitten is deemed by the Buyer to be sick, the Buyer must
have written documentation from his/her veterinarian before the Cat/Kitten will be returned to the
Seller/Breeder for a full refund. After this period, the Seller makes no guarantees as to the health or suitability
of the Cat/Kitten with the following exception: If, at any time prior to the Cat’s first (1s) Birthday, the Cat
should develop an undisputedly hereditary defect, (must have written documentation from a veterinarian

PROJECT

Article Writing

Web Design

Graphic Design

exceptior

will be ¢

on
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precluding the Cat’s ability to be reasonably suited as a pet), the Seller/Breeder will provide a repl

cat.

AT NO TIME WILL THE SELLER A€

RESPONSIBILITY FOR ANY VETERINARY BILLS INCURRED BY THE BUVER

Kittens when introduced into new surroundings are sometimes strange and are inclined
inactivity. Kittens may also develop under stress, conjunctivitis, upper respiratory ailmi
Kittens may refuse food to which they may or may not be accustomed. Afier becoming|
environment they will readily accept you as their new master as well as the food you of]
using bottled water for 1 week and mixing gradually with your local tap water. Your cal
the Cat/Kitten in overcoming the shyness to their new environment.
AT NO TIME WILL MONEY BE RETURNED TO THE BUYER AFTER THE 3-DAY ACCEPT)
This Agreement is made for mutual benefit to protect you as well as oursclves.

Signature (Buyer): Signature (Seller): To:
From:

Contract Date: Date:
RE:

MEMO

Mayor Jeri Muoio

Commissioner Kimberly Mitchell, District 3
August 13, 2012
The Related Group Project

City Commission|

I believe our efforts towards finding the proper profile for the proposed TRG project on
North Flagler are finally showing positive signs of reaching a resolution that will become
the catalyst for a broad consensus amongst all the stakeholders.

By requesting The Related Group allow Rybovich Marina to take a more active role in the
long term planning of the Flagler corridor and in particular, how The Related project
would fit in to a long term plan, we are in a sense, establishing a starting point and
hopefully a road map of where we as a City are trying to go.

1 also believe the connectivity between the North Flagler corridor, the Northwood business
district and the Broadway corridor should and must be part of the "vision." And for that,
we need the neighborhoods to also take a more active role, sooner rather than later.

To that end, I have asked both Rybovich and Related to initiate a series of meetings with
the affected north end neighborhoods as an integral part of the dialogue.

My hope is that with the private sector resources coupled with the grassroots involvement
from the residents and businesses, a long term vision and plan can emerge that could then
be brought to the City for regulatory oversight, scrutiny and input.

Additionally, [ would like to work with City staff to look at ways to include parking along
Broadway to generate a much greater level of interest for prospective and likely
businesses. We touched on this briefly at our CRA update two weeks ago.

T am suggesting the current application for density waiver on behalf of The Related Group
be continued until such time that all the stakeholders are prepared to present to the Mayor
and the Commission the results of their work product. I have had this discussion with
representatives of TRG and they have agreed.
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NORTH CAROLINA GEOSPATIAL AND TECHNOLOGY MANAGEMENT OFFICE

MEETING AGENDA

October 28, 2009
10:00 AM to 4:00 PM

Integrated Hazard Risk Management
(IHRM) Advisory Committee Meeting #3

Date & Time:

John Dorman Location: Embassy Suites Hotel
Tanglewood Pineherst Room
201 Harrison Oaks Boulevard

Cary, North Carolina 27513

IHRM FFY2009 Q4 Accomplishments
and
Definitions of Risk
Description
Welcome and Introductions

«  Advisory Committee Introductions
+  Meeting Purpose / Goals

John Dorman | GTM 10:00
10:15 am

Definitions of Risk David Key | ESP 10:15 -

10:40 am

Hazard Probability
= Progress Update
+  Comparison/demonstration of gold-, silver-,
bronze-level flood hazard products
Comparison/demonstration of gold-, silver-,
bronze-level other hazard products
Advisory Committee Feedback

10:40 -
Richard Fogleman | AECOM 11:10 am

Ben Pope | AECOM

Break (11:10 — 11:30 am)

11:30 -

Vulnerabilities
. 12:00 pm

Review progress of statewide building footprint
dataset

Discuss methods for establishing key building
attributes

Advisory Committee Feedback

Hope Morgan | GTM
Supported by:
ESP

AECOM

Lunch (12:00 — 1:00 pm)

Vulnerabilities (continued)
+  Review examples of CIKR sector reports
«  Advisory Committee Feedback

Hope Morgan | GTM 1:00 —

1:30 pm

Risk Assessment
+  Discuss Economic Modeling Approach
*  Discuss Consequences Methodology
o Advisory Committee Feedback

Stephanie Dunham | Dewberry
Shane Parson | URS
Ellison Wright | URS

Ben Pope

Break (2:30 — 2:50 pm)

CI/KR Interdependency Modeling H. Scott Matthews | Camegie

Mellon University

SCHAFFERT MFG. CO. INC. ORDER FORM

phone : 800-382-2607 - fax: 308-364-2410 - emall: info@schaffert.com
(make coples. of this order form, fill it out and fax it for hassle free service)

Your Shipping Information Your Billing Information

C C

Name, Name.

Street Street

City City.

State. State.

Signature. Phone

Date of Order. Fax

P.O. #

Quantity Ordering Description/Color

Royal Patron
.] O HRH The Princess Royal
motor neurone disease

association

David Niven House
10-15 Notre Dame Mews
Northampton NN1 2BG
Tel 01604 250505

Fax 01604 624726

enquiries@mndassociatio
www.mndassociation.org

MND Connect 08457 626

Mrs Caryl Reading
Seaton Grange
Grange Lane
Seaton

OAKHAM
Leicestershire
LE15 9HT

NOTE: PAYMENT MUST BE MADE PRIOR TO THE ORDER BEING SHIPPED.

Method of Payment (circle one): Visa / MC / Discover / Check / COD - add $9

Name on Card:

Credit Card N

Shipping Method: [ | Customer Pickup [ UP.S Tracking #:

feame day shinning will annie in ail ardars niared before 9 am central time!)

7 June 2012

Dear Caryl,

We have recently received your kind donation of £2,400.00, which was raised by holding a fine
wine, food and jaz evening. Thank you for your generosity and support; it is greatly
appreciated.

We rely on donations from supporters like you to continue our work. The funds you have
raised will help us to improve life for people living with MND today and fund research to find a
cure for tomorrow.

If you would like to support us further by doing another event for us, do let us know as we
would be delighted to offer you our support. You may like to consider supporting us during our
new awareness campaign in June, ‘A Month for Optimism’, when we are asking our
supporters to help us raise £250,000 to fund support where it is most urgently needed. If you
enjoy baking, why not hold a ‘Bake MND History' event, or maybe you have your own
fundraising ideas. Either way we have a fundraising pack to help you. (Please see enclosed
leaflet for details.)

Once again thank you for your donation. As you can see you are helping us to continue the
fight against MND and with your continued support it is a fight that we can win.

Yours sil ely

l

Kris Blirrows
Supporter Care

P.S. | have enclosed a copy of our events diary for you. Please pass on to your friends, family
or colleagues in case they too would also like to take up a challenge or organise an event of
some kind.
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UNITED NATIONS
INTERNATIONAL NARCOTICS

CONTROL BOARD

Vignna Intemational Cantre, P.O. Bax 500, A-1400 Vienna, Austria
Tm +43-1-28060, Telefax; +43-1-28080-5867 / 5368, Tokc 138812 uno 3

E-Mall: sacrataraiginch.ony_Internct Address: it/ inch.ong/
To: Mr. Lousberg, Chief

NATIONS UNIES
ORGANE INTERNATIONAL DE
CONTROLE DES STUPEFIANTS

Telefax

17 January 2001

INCB-PSY 10/01
14111 NET

Address: Inspectorate for Health Care Ref.:
Ministry of Public Heaith Flie:

Den Haag = The Netherlands
00031 -70~-340 7169

Herbert Schaepe, Secretary %\{
International Narcotics Control Board
International :6n|rol of the §

No. of Pages:

Dear Mr. Lousberg,

| would like to refer to your facsimile of 20 Decamber 2000 conceming
the-trad'tional use of controlled substancas, In particular the use of a
preparation called “ayahuasca® by religious groups in the Netherlands.

The above mentioned lssua was consuited by the INCB Sacretariat with
the Scientific Section and the Legal Advisory Section of the United National
Intemnational Drug Centrol Programme (UNDCP). It is our understanding that
“ayahuasca” Is the common name for a liquid praparation (d-mcﬂnn) for aral
use prepared from plants indigenous to the A 1 basin of South America,
essentially the stem bark of different species of a }ung[e vine (Banisteriopsis
sp.) and the tryptamine-rich plant Psychatria viridis. According to the scientific
literature, ayahuasca commonly contains a number of psychoactive alkaloids,
including DMT which is a substance included in Schedule | of the 1971
Convention on Psychotropic Substances.

Profmax Business Solutions Pvi.Ltd.
Address: 118 Incorme Tax Housing S ocisty, Kanpur, Up, India, 208024, 0512-2584412, 09336271338, YWeb: www. prof|
E-Mail- contact@Profmax com

Purchase/ Sales Report
01/Apr/2006 to 01/Aug/2006 17/

Date Particulars Vou No.  Vou Name Form
Name

No plants (natural materials) containing DMT are at present controlied
under the 1971 Convention on Psychotropic Substances. Consequently,
preparations (e.g. decoctions) made of these plants, including ayahuasca are
not under international control and, therefors, not subject to any of the articles
of the 1971 Convention.

FormMNo. State  Stock  Inwards  Outwards Rate O
oty. aty.

0174pr 200 Besu &.Co 6 Purchase Bengal  Mother  25Fc 6000 15000
6 Board

01440200 Basu & Co & Purchase Bengal Mouse 30Fc 200 GO0
3

01/Apr200 Ms 1 Sales Bengal CPU
3 Sheetal
Works

0174011200 Mis Bengal
6 Shestal
Warks

UZMQI’FZDD Akash Sales Bengal
Enterpiise

‘Yours sincerely,

N

02/épr7200 Acsh Sales Bengal
Enterprise

01Meyi20 Manizh
08 Agencies

£3000.00

Purchase Bengal

géﬂﬂaﬂﬂ‘ Manish Purchese Bengal 55000.00

Agencies

01/Mend20 b Purchase Bengal 500 250000
06

anish
Agencies
0120 b
06

anich Purchase Bengal 4000 11200000
Agencies

01/Meyf20 Besu & Co Sales Bengal 000
06 Board

01/Mey20 Basu & Co Sales Bengal 4000
06

01/Meyi20 Basu & Co Sales Bengal 6000
06

0220 KVJ
06 Inotech
PuLid

Purchase Bihar 5500 22000.00
Board

02/Men20 KV.J Purchase C D-Rom 3000 00
06 Infotech

PuLid
02Meni20 KV J
06 Infotech

PulLid

02/Menf20 KV J Ups
06 Infotech
Pulid

02/Mey20 Zenith
06 Comm!els

Purchase Printer B400.00

300000

Rajasthan Speaker 2000.00

0220 Zenith Purchase Rajasthen  Colour 13000 00
06

Computers Monitor
PvlLid

02/Men20 Delmie Purchase Bengal CPLU 15600.00
06

Computers

02/Meni20 Delmie
06

Purchase Bengal  Herd Disk
Computers

16400.00

02/Menf20 Dalmie Purchase Bengal Colour 19500 00
06

Computers Monitor

01/04n/200 Manich Sales Bengal  Hard Disk
5 Agencies

Bengal  Speaker

@

LOMA LINDA UNIVERSITY
BEHAVIORAL MEDICINE CENTER

In This Issue

A New Gateway Drug?
.
Heroin Use Among Teens
On The Rise
.
At a Glance
.

Farmily Connection
Couples in Recovery from
Aleohalism
.

Critical Things You Should

Know About Spiritual and
Ermotional Pain

We want to hear
from you

To inspire cur readers and recognize
your accomplishments, we would like
to feature your story in one of our
upcoming newsletters, Please send us
a personal acticle or poemn depicting
your sxperience with addiction and for
alecholizm to:

Attn: Elaine Covazo.

Staying with

A New Gateway Drug?

When asked what is the typical
drug used in the United States,
many might reply marijuana
or cocaine. Marijuana has
long been labeled a “gateway
drug,” meaning that it isa
link to much more dangerous
illegal substances such as
cocaine. However; an alarming
trend has been noted lately
— particularly among teens

in which heroin is the fiest
substance used as a gateway
drug. The Narional Institute
of Health has noted that heroin abuse is
linked to crime, violence, HIV/AIDS,
tuberculosis, bacterial infections, vein
collapse, hepatitis, abscesses, arthritis,
distuptions in one’s family, school, and
work environments, and prenatal effects.
Hercin also has a high risk for overdose,
often with fatal results, Michael Botticelli,
director of the Massachusetts Bureau of
Substance Abuse Services, noted that
herain no longer has the stigma it once
had and, as such, it is often a teenager’s
first choice. The rise of heroin's presence
in high schools hasbeen felr across the
country. As recently as March 2007,
police arrested two teens who were selling
heroin in a Redlands high school. This is
not a problem purely in urban centers —
it has also infilerared che suburbs.

Heroin's increasing use as a first substance

is being noticed in the media aswell.

US News & World Report released an

article in December 2008 regarding this

problem among teens and 20-somethings.

A spokeswoman for the National Drug

* telligence Center noted an increasing
weat of prescription opiates, which are

PUBL)p

in the same drug dlassification as heroin,
The 2007 National Survey on Drug Usd
and Health's results showed that of peop|
ages 12 and older; 38 million reported
using heroin at least one time, 366,000
in the past year, and 153,000 in the past
month. 106,000 had used heroin for the
first time in the past 12 months. Ofthos
who were first-time users in 2007, the
average age was 21.8 years-old, though
these persons had an age range of 12 to 4|
with a fair number of students reporting
heroin was “fairly easy” ot “very easy” to
obtain. These numbers reflect the recent]
discovery of hervin’s presence in bocal
schools.

1s there hope for those abusing or
addicted to heroin? Simply stated, yes,
there is. Fortunately, treacment program;
for drug abuse and dependence—such
as the Chemical Dependency Program
at the Behavioral Medicine Center—are
available for those seeking help, Many
have found Narcotics Anonymous to be
highly beneficial in conjunction with che
care provided at the BMC, People can ak

continued on page 3




°
ki Activity 3 - Letters and Emails

Do you know how many people in the world use emails every day to transfer data? Find out by doing some online
research.

’ What are the most important rules to follow whilist writing an email? Discuss and decide.

SALUTATIONS

Formal Informal
Dear Sir/Madam Hi Haruto
Dear Mrs Emerson Hello Natalie

FUTURE NEGOTIATIONS

Formal Informal

I/We look forward to hearing from you.
seeing you there.
meeting you next month.
hearing from you soon.

CLOSINGS

Formal Informal
Best regards Best
Take care
Warm regards
Your faithfully All the best
Kind regards Cheers for now




[ )
9“; Activity 4

Read the article below about the importance of email etiquette. Then match the sub-headings (A-D) with the paragraphs.
Write the correct letter in the spaces.

Email etiquette goes a long way A

Badly written messages may be costing your business, says Monica Seeley. _
A. Properly Format Your Emai

In this age of 24/7 communications, speed is vital, but so too is the quality B. Keep It Short And Get To The Point
of your message. When you read an email, does the salutation, length, _
spelling use of capitals (caps) or sign-off ever annoy you? Yes? Then you C. Gatch Your Audience
will understand that poor email etiquette may be costing your business. | D. Write Accurate Subject Lines

{ ¥
1) Just as the way you dress presents an image to the people _g
who judge you, so the same happens with email. It has been estimated that you
have less than five seconds before your email recipient forms a picture of you and how serious you are about doing
business. In that time, the recipient will either like your proposal, or lose interest.

2) Start with your subject line. It’s like the impression you create walking into a room.

3) A recent survey showed that 63 per cent of business people say that no greeting looks sloppy(6zensiz)
and unprofessional. Opening with the recipient’s name or “Dear” are regarded as the most professional. A salutation such
as “Hi” and “Hello” comes third... Check that you use the correct name: automatic spellcheckers can changethem if you're
not careful.

4) Content is so important. Write your message in simple language. Just as the design of your clothes says it
all, so should the content of your email. Structure it and spell-check it. A note below saying you sent it from a mobile device
is no excuse for sloppiness(6zensizlik).

9) Spelling mistakes and poor grammar are seen as bad by almost everyone. For length, think in fives:

five sentences, five questions, five paragraphs. This is the optimum for an email, after which most recipients will close

an email and move on.

Adapted from: http://www.ft.com/cms/s/0/b9820bb4-991e-11e1-9a37-00144feabdc0.html#axzz2WipYxf8

° o
SeP Activity 5

‘ Look at the different kinds of letters below (1-7).

1. Offering Assistance 2. Gonfirmation 3. Request 4. Response to a request
5. Reference 6. Accepting terms 7. Refusing terms

‘ Now read these parts of different letters (a-g). Match the phrases with the letter types above (1-7).
a) | would be very grateful if you could send e) If we can be of assistance, please
me more information about ... don’t hesitate to contact me
b) I am writing with reference to ... f) We are in agreement with your offer. —

c) I'd like to confirm what we talked g) Thank you for your offer. But | regret

about last Monday ... that these conditions are not acceptable
tous.

d) I'm writing to let you know that ...

N 38




o
'“ Activity 6
‘ Read the letter below.

Wivenhoe Road Co4 3SQ
Colchester Jefferson Limited
13 May 2015
1) Mrs Anderson
2) for your 3) 4) you send us the
details of the products in our contract? Our office is situated next to the post office in Wivenhoe Road.
9) a map showing you how to find our office. Please 6)
the time of arrival of your plane. 7) to hearing from you 8)
9
A. Stojan
a) Now decide what kind of letter this is. (Use the list in Activity 5)
b) Complete the above letter. Use these phrases:
% Could you % enquiry % Thank you % let us know % soon
% Dear | am looking forward to % Best regards % Please find enclosed

¢) Find a copy of a similar kind of letter online.
®
9,-.‘; Activity 7
. Is it acceptable to make spelling mistakes in formal emails? Yes/No. Why?
1

2

. 3
Qé Activity 8

Below is a set of jumbled sentences from an email sent by a high school student.
Put them in the correct order. One has been done for you.

Could you also tell me how many hours of lessons there are per week?

| would like to know whether your school offers courses specifically
for high school students aged 16-18.

\ I am writing to get some information about your English for Finance course
in the summer. | am a high school student studying to become an accountant.

Finally, | was wondering if any extra-curricular activities such as lectures or
trips are offered at your university. If so, are these included in the price,
or at an additional cost?

| would prefer to stay in a single room with shared kitchen and
self-catering facilities.

i @ .
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ﬁ‘,é Activity 9

You've received an email from a business partner, Mt Mathias Summer from Mat-Rix Limited in Scotland.
He wants to confirm a meeting with you but you won’t be able to attend. So write a reply.

Pi»gote\

meeting on
3rd June

reason for meeting:

Tax-relatedé

$ flight to Istanbul
has been cancelled

To.. |

Ce.., |

Send

Subject |




@
Qp‘i Activity 10 -

‘ Answer the questions below.

1. Do you like inserting emoticons, capital leters, etc in your emails? Yes/No
2. What types of emoticons do you use most frequently in your emails?
Draw them here.

3. Why do you like/not like using them?
Because

‘ Look at the ten @MO 1CONE below. Then match them with their meanings.

suprised

kiss
angry

evil
E— angel

shouting ___ romantic




‘ Now draw and write the keyboard equivalent for each emoticon.

Example:@ > ) or )

1 > 6. >
2 > 7 >
3 > 8 >
4 > 9 >
5. >

o
‘¥ Mini-Project

d. Search for more interesting/funny emoticons on the Internet. Make a list of them and their meanings.
Show them to vour class in the next unit.

ILTAK DEPT. j GET THESE

- CASUM. FRIDAY TAY

olSucoMED) WOy S|gejeny sYbiy

£B6SLUBYI Q] y2ieag [ ISy |eulbuo @

WO A3

i
7]

02°420]SUCOMED) WOy B|qejeny s1ybiy

0EZLUSA :Ql UdIess

"Your account is overdrawn, but I'm going tc?
cash your check anyway because you have

a nice face."
= @




;"i Activity 11

‘ Tick one column for each of the following (1-10). See Info Box below.

ABBREVIATION ABBREVIATION ABBREVIATION ACRONYM
(part of word) (of 2 words) (of more than 2 words)

. B4N ] [] []
. OMG

]

. DIY

. min.

. CULSER

. ICT

. CV

[]
[]
[]
[]
[]
[]
[]
[]
[]

I O A Y N O I I R O
I O A Y N O I I R O
I O A Y N O I I R O

An acronym is an abbreviation formed from the combination of the first letter of each word.
e.g. NATO - North Atlantic Treaty Organization
i.e. We say "Naytow" not "N-A-T-0"

. What do the following abbrevations/acronyms mean?

( UNICEF:
( WHO:

< AIDS:

UFO:

< UNESCO:
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