	
English in the Workplace



	What to study






Where to find it

	

	Format of business letters …………………………………………

Format of business memos ………………………………………

Selection and organization of relevant information  ..….………


Use of correct and appropriate language ……………………….

Making requests and replying to complaints……………………

For writing practice in small groups with a teacher,

come to the CILL and join SAP or for one-to-one consultations, book a WAP session.
	Company to Company (Business Writing shelf, Early Intermediate) P. 3-12

Business Writing for Hong Kong (Business Writing shelf, Intermediate)  

  Pages 3-19 

Business Writing for Hong Kong (Business Writing shelf, Intermediate) 

  Pages 20-23

Business Writing for Hong Kong (Business Writing shelf, Intermediate) 

  Pages 63-4

Business Writing for Hong Kong (Business Writing shelf, Intermediate) 

  Pages 27-62, 253-254

Writing for Business (Business Writing shelf, Intermediate) 

  Pages 8-11, 53-7, 69-71

Writing on the Job  (Business Writing shelf, Intermediate) Pages11-18

Electronic Business Letter Writer (Computer program) Go to: Main menu >   

  Writing > Letter writing > Example business letters

Letter writer (Computer program) Go to: Main menu > Writing > Letter writing > Clarity Letter Writer        

	Don't forget:

· Answers are at the back of the books or in the Teacher’s Book

· Try using the self-correction sheet (in the Activity Sheets drawers)

· A teacher can help you correct your work or find more material
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