Sales Letter Notification of New Products

1. Definition

A sales letter notification of new products is one of the ways that companies promote and announce a new addition to their business range. The notification letter is similar to an advertisement and can be aimed to catch the attention of new customers and established clients. 
1.1 Intent of the New Product Sales Letter
The main intent of the new product sales letter is of course to make customers aware of a new addition to the already established range of products. This could be a brand new addition or an upgraded product line. The new product notification should highlight the benefits of the new product to the target audience; new customers and established clients. The letter should be sharp, concise and enthusiastic about the new business product.
1.2 Preparation and Researching the New Business Product
This type of letter cannot be written without thoroughly researching the product. The writer will usually be a copy writing expert or a writer who can make a product capture the reader’s interest in a short amount of space. There is no need to over elaborate when describing the product, especially if there is an accompanying sales product brochure. The description should be succinct and certain product details can be highlighted using bulletin points.
1.3 Highlighting the Benefits of the New Product
One of the major selling aspects of the new product will be to highlight the product’s benefits to the customer: 

· This can also mean highlighting how the product will be more cost and time efficient to the customer 

· It could also highlight how it can be specifically implemented into another company’s workplace 

· It could also be an upgraded product that is actually less expensive than the original 
1.4 Content on Investment Opportunities 
Another sales highlight could be to mention the investment opportunities to be had by purchasing the new product. This could come in the form of explaining that the product will pay for itself through cost savings within a set period of time. Think as the customer would and the reasons why they would actually buy this product instead of a competitors, even if this product is higher priced. Describe a unique selling point, something that makes this product different from similar products on the market. 
1.5 Setting out the Sales Letter for New Products
Short and snappy descriptive paragraphs should be used throughout. The writer wants to capture the reader’s attention but not assault them with infinite product details. A few bullet points with bold lettering can be used to highlight the benefits of the new product. If possible an email link can be added to the sales letter to a website with more product detail. A bold product description can also be added at the beginning of the letter that will describe the product in one line. 

2. Sales Letter Notification of New Products-Sample
EUROPEAN BOOKS LTD

20 St John’s Road

London SW11 2QS ENGLAND

Tel: 0171 2169191  Fax: 0171 2163333

May 24th 200-

LA LIBRAIRIE INTERNATIONALE 

24 Place Castellane 

13006 Marseille 

FRANCE

 Customer

We have great pleasure in sending you a brochure about a new series of three textbooks ‘FLUENT ENGLISH’ which provide interesting, challenging and provocative reading and discussion material for students learning English at an upper-intermediate or advanced level.

Inside the brochure, you will find a reply coupon to be completed and returned to European Books in London by June 30th. We will send you a specimen copy giving you a chance to examine ‘FLUENT ENGLISH’ in more detail.

If you have any queries concerning this new publication, please do not hesitate to contact us at the above address.

Yours sincerely

Peter Jones 

Marketing Manager

Enc 1 brochure


[image: image1.emf]Order Letter     1. Wha t Is an Order L etter?   Order letters are very important in any business. Wr iting Order letters are both a  s cience and  an  a rt. There are obviously many different ways to write Order letters, but  the ideal approach   depends on condition and  situation.   Selecting the best words is very important in writing an effective Order letter .  Any error or  incompleteness may mean further corresponding ,  shipping delays ,  complicated billing ,   repacking and loss of business .   An order letter need not be pr ece ded by an inquiry or offer.   Information received from  catalogue and advertisement also helps people an d parties in placing and sale.   Hence it has  great importance.   Proper care should be taken in drafting of the order to ensure efficient  handling and to eli minate all doubts resulting in loss of time and possibly of the market.     The desire d facts are :   1. Details about what you are ordering or reserving.   2. Directions for shipment.   3. Manner of payments.   In both order and reservation messages, the main idea  is   in the first paragraph we are  re serving or ordering something.   Our explanatory paragraphs give whatev er details the order  requires -  about quantity, colour, style, size, price, payment, lo cation, shipment data, place ;  plus any specific instr uctions our rea der might need.   The last paragraph invites prompt  shipment and dated action, if desired.     2. Placing an O rder - Sample     INTERCONTINENT   59800 Lille  —  FRANCE   Tel: 0320667713 Fax: 03206611 21        Our ref Order no. 201 - 31     9 January 200 -     Mr. B Smith   Sales Manage r   British Crockery   17 Brackford Street   Leeds 91H 704   ENGLAND     Dear Mr. Smith    



[image: image2.emf]Letter of Thanks.  Letter of Condolence       1. Letter of Thanks    There are numerous situations in day - to - day business that can warrant a thank you letter.  Some typical situations include: appreciation for special consideration extended by another  organization , thanking a speaker for a presentation at a board meeting, customer appreciation  letters thanking customers for their patronage, thanks to employees for exceptional service or  performance, thanks to an individual or organization for a customer referral, a ppreciation to  volunteer service workers for their personal contributions to a public service campaign, etc.   As with business situations, there are many instances in day - to - day life that can warrant a  formal thank you letter. Examples of typical personal t hank you letter situations include: a  follow - up thanks after a job interview or offer, thanks to a company or institution in  appreciation for exceptional customer service received, letter to friends and/or neighbors for  their support during a difficult per iod, letters for wedding gifts, thanks to a service club or  agency for support given to family members, social occasion thank you letters for a wide  variety of social situations, etc.   A thank you letter should be written as a standard  business letter  or  pe rsonal letter , and should  not normally exceed one page. Personal thank you letters can be hand - written in cases in  which the addressee is a friend, acquaintance or relative.   Thank you letters are also sometimes referred to as  letters of gratitude . These ty pes of thank  you letters are usually written as formal business letters.   Sample :                                                                                                             5 avenue Manceau                                                                                                                     49300 Cholet                                                                                                                         FRANCE   8 May 200 -     Dear Mr. Howard,   We want you to know that we a re very pleased with the quality of service your company  provides. We sincerely appreciate your responsiveness and the way you conduct business.  We have recommended your company to others because of our satisfaction with your  service. We look forward to do ing business with you for years to come.   Best Regards,   Ann Laval   Managing Director    



[image: image3.emf]Letter of A pplication     1. What  Is  Job Application  Letter ? - When applying for employment by mail a job  application letter must accompany your resume. Often times an employer may be flooded by  perhaps a stack of a hundred or more resumes on any given day. In  such situations, getting an  interview can represent a major break - through for the job applicant. The job application letter  you write can and should be used to substitute for that all - important interview that you may  not otherwise get, regardless of your q ualifica tions.     Job application letters are often aimed at two different audiences: the technical people with  whom you will be working and the business - oriented people who handle staffing, payroll,  promotions, and human resources management. These two audi ences have different needs  and different values.    2.  Format       It should be one page long and neatly typed (or word - processed) on the same paper  used for the résumé.       Address your letter to a specific person       Use a formal, dignified serif - type font in 10, 11 , or 12 points.       Center your letter on the page.       Spellcheck and proofread a letter before you send it.    Keep a copy for yourself to help you remember what you told them about yourself. If it's  good enough to get you an interview, you may want to use it ag ain with a different employer.   3. Structure of Job Application Letter :   3.1  Introduction :   This is the most important part of the letter. You have just a few seconds to make a strong  positive impression on your reader. Choose each word with extreme care.    Te ll who y ou are and why you are writing .   If you are responding to an ad, tell the reader where you saw it -- they may have run different  ads in different places.    If you learned of a job opening from a friend or colleague, mention this contact in your letter.   If you are not responding to a specific job opening, explain what you have to offer the  employer.    3.2  Body :   Tie your training and experience to what the employer is looking for. Show what you have to  offer the employer.    Read ads carefully to find out wh at the employer is looking for. When you are applying  for an advertised position, your letter must respond directly to the points covered in the 



 EMBED Word.Document.8 \s [image: image4.emf]Curriculum Vitae       1.   Definition     A curriculum vit ae is a written description of  y our work experience, educational background, and  skills.  It is also  called a CV, or simply a vitae  and  it is more detailed than a resume  . A curriculum  vitae is also used by s o meone looking for a job .   2.  The Differences between a Resume and a CV   There are several differences between a curriculum vitae and a resume. A curriculum vitae is a  longer (up to two or more pages), more detailed synopsis of your background and skills. A  CV  includes a summary of your educational and academic backgrounds as well as teaching and  research experience, publications, presentations, awards, honors, affiliations and other details. As  with a resume, you may need different versions of a CV for diffe rent types of positions.    Like a resume, a curriculum vitae should include your name, contact information, education, skills  and experience. In addition to the basics, a CV includes research and teaching experience,  publications, grants and fellowships, pr ofessional associations and licenses, awards and other  information relevant to the position you are applying for. Start by making a list of all your  background information, then organize it into categories. Make sure you include dates on all the  publicatio ns you include.    3.   What to Include :   Basic Information     - Your name as you want to be referred to professionally (Jon Baker, Jonathon Edward Baker, Jon  E. Baker)    - Current address and phone number with area code (where you can be reached now!)    - Your e - mail  and web - page if you have one   -  It is not necessary to include other personal information such as Social Security Number or  Marital Status   Objective   Including an objective in this type of resume is optional. Career objective should answer this question,  "W hat do I want to do?"    Some example objectives are:    - Acceptance to graduate program in Physics   - Research position in biochemical laboratory    Educational Background  (for each degree conferring institution)    - Institution    - City, Country  



[image: image5.emf]Cover Letter     1. How to write a Cover Letter?   To be effective, your cover letter should follow the basic format of a typical business letter  and should address three general issues :   1. First Paragraph  -  Why you are writing    2. Middle Paragraphs  -  What you  have to offer    3. Concluding Paragraph  -  How you will follow - up      2.  Why You Are Writing   In some cases, you may have been referred to a potential employer by a friend or  acquaintance. Be sure to mention this mutual contact, by name, up front since it is li kely to  encourage your reader to keep reading!    If you are writing in response to a job posting, indicate wh ere you learned of the position  and  the title of the position. More importantly, express your enthusiasm and the likely match  between your credentia ls and the position's qualifications.    If you are writing a prospecting letter -  a letter in which you inquire about possible job  openings  -  state your specific job objective. Since this type of letter is unsolicited, it is even  more important to capture th e reader’s attention.    If you are writing a networking letter  to approach an individual  inform ation, make your  request clear.     3.  What You Have To Offer   In responding to an advertisement, refer specifically to the qualifications listed and illustrate  how y our particular abilities and experiences relate to the position for which you are applying.  In a prospecting letter express your potential to fulfill the employer's needs rather than focus  on what the employer can offer you. You can do this by giving evide nce that you have  researched the organization thoroughly and that you possess skills used within that  organization .   Emphasize your achievements and problem - solving skills. Show how your education and  work skills are transferable, and thus relevant, to the  posit ion for which you are applying.     4. How You Will Follow Up   Close by reiterating your interest in the job and letting the employer know how they can reach  you and include your phone number and/or email address. Or bid directly for the job  interview or  informational interview and indicate that you will follow - up with a telephone call  to set up an appointment at a mutually convenient time. Be sure to make the call within the  time frame indicated.    In some instances, an employer may explicitly prohibit pho ne calls or you may be responding  to a “blind want - ad” which precludes you from this follow - up. Unless this is the case, make  your best effort to reach the organization. At the very least, you should confirm that your  materials were received and that your  application is complete .   If you are applying from outside the employer’s geographic area you may want to indicate if  you’ll be in town during a certain time frame (this makes it easier for the emplo yer to agree to  meet with you).     5. Cover Letter -  Sample    



[image: image6.emf]Letter of Reference     1. Letter   of   Reference   At some point in your career, it's likely that you'll request a letter of reference or recommendation  from someone of importance, or it's possible that you may be asked to write a letter of reference or  recommend ation for someone else.    It can be a difficult letter to write and it's important that the person wr iting the letter  is qualified to  make such a recommendation. It should be someone who has firsthand knowledge of the applicant's  professional history and ac complishments, such as a close colleague, employer, immediate  supervisor, advisor, professor, client, etc.    The person making the recommendation also needs to be familiar with the applicant's skills,  capabilities, experience, contributions and performance,  with specific examples to which he or she  can refer, where possible.   If you've been requested to write a letter of recommendation for another, and you feel both  comfortable and qualified to do so, request that the candidate provide you with a copy of his  or  her resume, and a list of important qualifications  (relevant to the positions being targeted). Have  him or her provide you with specific achievements, and a list of any (relevant) professional  associations for which he or she is a member. Even a close c olleague may be surprised to learn all  that a candidate has accomplished or contributed to an organization.    If you're requesting a letter of reference or recommendation be written on your behalf, be sure to  supply your reference with this same necessary m aterial.   One of the most important things to remember when creating a letter of recommendation is that it  may be kept on file for future reference.  Therefore, the letter needs to be factual (honest) and  should omit any negative comments or weaknesses.   2.   C onstruction  of  a  Reference  Letter or a Letter of Recommendation :   Salutation - If you are writing a personal letter of reference, include a salutation (Dear Mr. Marina,  Dear Ms. Templeton, etc.). If you are writing a general letter, say "To Whom it May Concer n" or  simply don't include a salutation.    Paragraph 1 - The first paragraph of the reference letter template explains your connection to the  person you are recommending, including how you know them, and why you are qualified to write a  reference letter to re commend employment or graduate   school.    Paragraph 2 - The second paragraph of the reference letter template contains specific information on  the person you are writing about, including why they are qualified, what they can contribute, and why  you are providi ng a reference letter. If necessary, use more than one paragraph to provide details.    Paragraph 3 - When writing a specific letter referring a candidate for a particular job opening, the  reference letter template will include information on how the person's  skills match the position they  are applying for. Ask for a copy of the job posting and a copy of the person's resume so you can  target your reference letter accordingly.     



[image: image7.emf]Letter of Inquiry       1. What should be includ ed in a letter of inquiry ?   In recent years, letters of inquiry have become an important part of the fundraising process.  Many foundations now prefer that funding requests be submitted first in letter format  inste ad of a full proposal. Others are using preliminary letters of inquiry to determine if  they have an interest in a project before accepting a full proposal. In either instance, it is  important to recognize that a well - written letter of inquiry is crucial to  securing funding for  your project. An effective letter of inquiry is often more difficult to write than a full  proposal. The letter of inquiry should be brief — no more than three pages — and must be a  succinct but thorough presentation of the need or problem  you have identified, the proposed  solution, and your organization's qualifications for implementing that solution. The letter of  inquiry should be addressed to the appropriate contact person at a foundation or to its CEO  and should be sent by regular mail .    Not unlike a grant proposal, the letter of inquiry should include: an introduction, a  description of your organization, a statement of need, your methodology, a brief discussion  of other funding sources, and a final summary.    The  introduction serves as  the executive summary for the letter of inquiry and includes the  name of your organization, the amount needed or requested, and a description of the  project. The qualifications of project staff, a brief description of evaluative methodology,  and a timetabl e are also included here. This should not exceed one paragraph.    The organization description  should be concise and focus on the ability of your  organization to meet the stated need. Provide a very brief history and description of your  current programs whi le demonstrating a direct connection between what is currently being  done and what you wish to accomplish with the requested funding. You will flesh this  section out in greater detail if you are invited to submit a full proposal.    The statement of need  is  an essential element of the letter of inquiry and must convince  the reader that there is an important need that can be met by your project. The statement of  need includes: a description of the target population and geographical area, appropriate  statistica l data in abbreviated form, and several concrete examples.    The methodology  should be appropriate to your statement of need and present a clear,  logical, and achievable solution to the stated need. Describe the project briefly, including  major activities,  names and titles of key project staff, and your desired objectives. As with  the organization description, this will be presented in far greater detail in a full proposal.    Other funding sources  being approached for support of this project should be listed  in a  brief sentence or paragraph.    The final summary  restates the intent of the project, affirms your readiness to answer  further questions, and thanks the potential funder for its consideration.    2. Letter of Inquiry -  Sample   Cuisine 3000   5 avenue Manceau   49300 Cholet  —  FRANCE   Tel.: 02 41 38 75 20  Fax: 02 41 38 75 19    



[image: image8.emf]Business Cards     1. Business cards   They   are  cards   bearing business  information   about a  company  or  individual . They are shared  during formal introductions as a convenience and a memory aid. A business card typically  includes the giver's name,  company  affiliation (usually with a  logo ) and contact information  such as  street addresses ,  telephone number (s),  fax  number,  e - mail  addresses and  website . It  can also include  telex ,  bank account   and tax  code . Traditionally many cards were simple  black text on white stock; today a professional business  card will sometimes include one or  more aspects of striking visual design.   When you are looking for ways to promote a better image for your business or yourself in  your chosen profession, don’t overlook the merits of a simple two inch by three and a half  inch piece of paper. Although the business card is small in size it can have a major impact  on the impression you give those you meet. Due to its small size and first impression type of  impact, it is very important to have the right information on your bus iness card.    The business name and your name are one of the first things you want to consider. You first  need to determine how to place your name and the business name. Usually, the business  name is more boldly presented than the person's name, but this ma y vary depending on the  person's profession. Where a sales representative for a company will need the business name  displayed more prominently, a writer or other type of artist will usually want to bring their  name more into the limelight or focal point of  the business card.    The focal point of the business card is usually either the center of the card or an area that has  bigger print or a design. The focal point is where you want to include your most important  information such as the business name or your  name or your company logo. A logo can  provide a means of creating a more professional impression for your business.    Designs and pictures can often draw your attention. If your business has a special logo, it  can often be used in as a focal point to draw y our attention to the card. Logos should be  simple enough to not distract from the rest of the card but not so simple that they will bore  you to death. The goal here is to get the person’s attention and keep it long enough for them  to see what you have to o ffer.    It may be necessary to list the type of services or products that you offer, especially if your  business name doesn’t adequately describe it. For instance, if your business name is ABC  Services Inc. and you sell printing, you would want to add a cla rifying statement such as a  slogan or the types of printing your company handles. You don’t want to add every single  type of service that you do, but basically just give a general type of service or a catchy  slogan that will give the receiver of the busine ss card an idea of what you do. If it is too  difficult to understand, they will be less likely to call on you.    Contact information is very important. If a prospective client or customer can’t reach you  due to erroneous information, they may not try very h ard to track you down. The purpose of  including as much correct contact information as possible on your business card is to give   
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Letter of Reference

1. Letter of Reference

At some point in your career, it's likely that you'll request a letter of reference or recommendation from someone of importance, or it's possible that you may be asked to write a letter of reference or recommendation for someone else. 

It can be a difficult letter to write and it's important that the person writing the letter is qualified to make such a recommendation. It should be someone who has firsthand knowledge of the applicant's professional history and accomplishments, such as a close colleague, employer, immediate supervisor, advisor, professor, client, etc. 

The person making the recommendation also needs to be familiar with the applicant's skills, capabilities, experience, contributions and performance, with specific examples to which he or she can refer, where possible.

If you've been requested to write a letter of recommendation for another, and you feel both comfortable and qualified to do so, request that the candidate provide you with a copy of his or her resume, and a list of important qualifications (relevant to the positions being targeted). Have him or her provide you with specific achievements, and a list of any (relevant) professional associations for which he or she is a member. Even a close colleague may be surprised to learn all that a candidate has accomplished or contributed to an organization. 

If you're requesting a letter of reference or recommendation be written on your behalf, be sure to supply your reference with this same necessary material.

One of the most important things to remember when creating a letter of recommendation is that it may be kept on file for future reference. Therefore, the letter needs to be factual (honest) and should omit any negative comments or weaknesses.

2. Construction of a Reference Letter or a Letter of Recommendation:

Salutation-If you are writing a personal letter of reference, include a salutation (Dear Mr. Marina, Dear Ms. Templeton, etc.). If you are writing a general letter, say "To Whom it May Concern" or simply don't include a salutation. 


Paragraph 1-The first paragraph of the reference letter template explains your connection to the person you are recommending, including how you know them, and why you are qualified to write a reference letter to recommend employment or graduate school. 


Paragraph 2-The second paragraph of the reference letter template contains specific information on the person you are writing about, including why they are qualified, what they can contribute, and why you are providing a reference letter. If necessary, use more than one paragraph to provide details. 


Paragraph 3-When writing a specific letter referring a candidate for a particular job opening, the reference letter template will include information on how the person's skills match the position they are applying for. Ask for a copy of the job posting and a copy of the person's resume so you can target your reference letter accordingly. 


Summary-This section of the reference letter template contains a brief summary of why are you are recommending the person. State that you "highly recommend" the person or you "recommend without reservation" or something similar. 


Conclusion-The concluding paragraph of the reference letter template contains an offer to provide more information. Include a phone number within the paragraph, include the phone number and email address in the return address section of your letter, or in your signature. 


Sincerely, 


Writer Name
Title

3. Letter of Reference - Sample


Prospective Employer:


I have known Tracy Graduate through her work experience with our firm during the past summer, when she served as an Auditor Intern in our New York office.


Tracy became immediately involved in the annual audit of Zephyr Megalithic, conducting much of the accounting research required for the audit. In addition to gathering the financial information, Tracy was instrumental in the development of the final certification report. Tracy also participated in several other smaller audits, including her instrumental role in the quarterly audit of Alpha Bank, where she developed several Excel macros to audit the inputs. She later further developed these macros for use in future audits, which we have integrated into our Auditors Toolkit.


Tracy has shown the kind of initiative which is necessary to be successful over the long-term in the public accounting field. She has excellent forensic accounting skills, yet remains focused on the overall needs of the client. I believe she will be a strong Auditor and has an excellent future in the public accounting field. She is a conscientious worker and has an excellent work ethic. We would gladly have hired Tracy upon graduation if she were open to working in the New York City area.


I recommend Tracy to you without reservation. If you have any further questions with regard to her background or qualifications, please do not hesitate to call me.


Sincerely,


Terry Thompson


Terry Thompson

Partner-in-Charge
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Business Cards


1. Business cards


They are cards bearing business information about a company or individual. They are shared during formal introductions as a convenience and a memory aid. A business card typically includes the giver's name, company affiliation (usually with a logo) and contact information such as street addresses, telephone number(s), fax number, e-mail addresses and website. It can also include telex, bank account and tax code. Traditionally many cards were simple black text on white stock; today a professional business card will sometimes include one or more aspects of striking visual design.


		When you are looking for ways to promote a better image for your business or yourself in your chosen profession, don’t overlook the merits of a simple two inch by three and a half inch piece of paper. Although the business card is small in size it can have a major impact on the impression you give those you meet. Due to its small size and first impression type of impact, it is very important to have the right information on your business card. 


The business name and your name are one of the first things you want to consider. You first need to determine how to place your name and the business name. Usually, the business name is more boldly presented than the person's name, but this may vary depending on the person's profession. Where a sales representative for a company will need the business name displayed more prominently, a writer or other type of artist will usually want to bring their name more into the limelight or focal point of the business card. 


The focal point of the business card is usually either the center of the card or an area that has bigger print or a design. The focal point is where you want to include your most important information such as the business name or your name or your company logo. A logo can provide a means of creating a more professional impression for your business. 


Designs and pictures can often draw your attention. If your business has a special logo, it can often be used in as a focal point to draw your attention to the card. Logos should be simple enough to not distract from the rest of the card but not so simple that they will bore you to death. The goal here is to get the person’s attention and keep it long enough for them to see what you have to offer. 


It may be necessary to list the type of services or products that you offer, especially if your business name doesn’t adequately describe it. For instance, if your business name is ABC Services Inc. and you sell printing, you would want to add a clarifying statement such as a slogan or the types of printing your company handles. You don’t want to add every single type of service that you do, but basically just give a general type of service or a catchy slogan that will give the receiver of the business card an idea of what you do. If it is too difficult to understand, they will be less likely to call on you. 


Contact information is very important. If a prospective client or customer can’t reach you due to erroneous information, they may not try very hard to track you down. The purpose of including as much correct contact information as possible on your business card is to give the customer or client an easy way of reaching you. 


An office number and possibly a beeper or answering service number would be sufficient in most situations. You want to provide them with a couple of easy ways to either reach you personally or have a way to leave a message for you. Often the client or customer will want to deal with you directly, but this information can be given out on an as needed basis. 


An address is also very important. An address gives the client or customer another way of contacting you. Although in this day and age of instant e-mails and cell phones, some clients or customers may still need to mail something to you. The address also gives you an impression of stability. If you have an address, they usually consider that you are in this for more than a quick sale and are trying to actively have your business grow. 


Web page urls and e-mail addresses are other possibilities of information to include on your business card. With the rapid pace of the world today, more people are getting online and even conducting more business online. Providing information on how to contact you both online and off-line is important to show both flexibility and ease of contact. 


The business card is a tool. Make it work for you by taking a close look at the information on your card. Does it provide the information necessary to reach you in a relatively easy and timely fashion? Is it easy to understand what you do or sell? If a total stranger walked up and handed you the card, would it hold your interest long enough for you to read it before throwing it in the trash? Ask yourself these questions about your business card design. If your business card isn’t providing your clients or customers with the correct information or the right impression, maybe it is time to take a look at updating your business cards.

2. Business card-Sample

Gary F. Beck 
Beck & Associates 
PO Box 0000
Houston , TX USA 00000
(713) 651-6908 
Email: garybeck @ focaltech.com
Education, MS Geology Purdue University 1982. 25 years Exploration and Production experience, with over 20 years world-wide open hole, LWD, and cased hole formation evaluation in a multi-disciplinary environment. Areas of expertise include logging program design, formation evaluation, formation pressure and sampling, coring, core analysis and pore pressure prediction. Extensive experience in multiple log analysis software packages.
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Letter of Inquiry

1. What should be included in a letter of inquiry?


In recent years, letters of inquiry have become an important part of the fundraising process. Many foundations now prefer that funding requests be submitted first in letter format instead of a full proposal. Others are using preliminary letters of inquiry to determine if they have an interest in a project before accepting a full proposal. In either instance, it is important to recognize that a well-written letter of inquiry is crucial to securing funding for your project. An effective letter of inquiry is often more difficult to write than a full proposal. The letter of inquiry should be brief—no more than three pages—and must be a succinct but thorough presentation of the need or problem you have identified, the proposed solution, and your organization's qualifications for implementing that solution. The letter of inquiry should be addressed to the appropriate contact person at a foundation or to its CEO and should be sent by regular mail. 


Not unlike a grant proposal, the letter of inquiry should include: an introduction, a description of your organization, a statement of need, your methodology, a brief discussion of other funding sources, and a final summary. 


The introduction serves as the executive summary for the letter of inquiry and includes the name of your organization, the amount needed or requested, and a description of the project. The qualifications of project staff, a brief description of evaluative methodology, and a timetable are also included here. This should not exceed one paragraph. 


The organization description should be concise and focus on the ability of your organization to meet the stated need. Provide a very brief history and description of your current programs while demonstrating a direct connection between what is currently being done and what you wish to accomplish with the requested funding. You will flesh this section out in greater detail if you are invited to submit a full proposal. 


The statement of need is an essential element of the letter of inquiry and must convince the reader that there is an important need that can be met by your project. The statement of need includes: a description of the target population and geographical area, appropriate statistical data in abbreviated form, and several concrete examples. 


The methodology should be appropriate to your statement of need and present a clear, logical, and achievable solution to the stated need. Describe the project briefly, including major activities, names and titles of key project staff, and your desired objectives. As with the organization description, this will be presented in far greater detail in a full proposal. 


Other funding sources being approached for support of this project should be listed in a brief sentence or paragraph. 


The final summary restates the intent of the project, affirms your readiness to answer further questions, and thanks the potential funder for its consideration. 


2. Letter of Inquiry- Sample

Cuisine 3000


5 avenue Manceau


49300 Cholet — FRANCE


Tel.: 02 41 38 75 20  Fax: 02 41 38 75 19


Ref: DB/2/03 February 3rd 200-


B & B Appliances


54 Church Street


Burton-upon-Trent DEI 5 OLB


GREAT BRITAIN


Dear Sirs,


We saw a demonstration of your latest electronic dishwasher, B&B 2000, at the Foire de Paris last week. We were particularly interested in this product and might possibly also be interested in other electronic equipment which you manufacture.


Indeed, we specialize in importing state-of-the-art household electrical appliances and selling them to luxury kitchen designers throughout France.


We would be grateful if you would send us your catalogue with full technical specifications. Please state your best export prices, terms of payment and earliest date for overseas delivery. Do you provide an after-sales service and spare parts?


We look forward to hearing from you soon.


Yours faithfully


D Bailly 


Sales Director
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Curriculum Vitae

1. Definition

A curriculum vitae is a written description of your work experience, educational background, and skills. It is also called a CV, or simply a vitae and it is more detailed than a resume .A curriculum vitae is also used by someone looking for a job.

2. The Differences between a Resume and a CV

There are several differences between a curriculum vitae and a resume. A curriculum vitae is a longer (up to two or more pages), more detailed synopsis of your background and skills. A CV includes a summary of your educational and academic backgrounds as well as teaching and research experience, publications, presentations, awards, honors, affiliations and other details. As with a resume, you may need different versions of a CV for different types of positions. 


Like a resume, a curriculum vitae should include your name, contact information, education, skills and experience. In addition to the basics, a CV includes research and teaching experience, publications, grants and fellowships, professional associations and licenses, awards and other information relevant to the position you are applying for. Start by making a list of all your background information, then organize it into categories. Make sure you include dates on all the publications you include. 


3. What to Include:

Basic Information 

-Your name as you want to be referred to professionally (Jon Baker, Jonathon Edward Baker, Jon E. Baker) 

-Current address and phone number with area code (where you can be reached now!) 

-Your e-mail and web-page if you have one

- It is not necessary to include other personal information such as Social Security Number or Marital Status

Objective

Including an objective in this type of resume is optional. Career objective should answer this question, "What do I want to do?" 

Some example objectives are: 

-Acceptance to graduate program in Physics

-Research position in biochemical laboratory 

Educational Background (for each degree conferring institution) 

-Institution 

-City, Country

-Dates attended or graduation date 

-Degree or certification obtained 

-GPA (if proud of it) 

-Major/minor/emphasis area 

-Relevant coursework 

-Specialized instruction 

Experience

This part may include several sections such as work experience, volunteer experience (internships, community service, student teaching), campus leadership and any other area in which you may have significant experience, such as computer knowledge. 

Briefly describe for each position: 

-Title, dates, organization name, location 

-Responsibilities 

-Use action words and verbs in active form to describe situations and achievements 

-Include scope of responsibilities 

-Concretely outline any outstanding results

Honors/Activities/Leadership/Special Skills

Front load these with those most important or most pertinent to your objective. You may want to use specific headings such as professional organizations, computer skills, and leadership positions. Include any honors, scholarships or recognition awards that you've received. If you were actively involved in any clubs, teams or committees while in college, those may be included also. The key to this section is keep it brief. If you feel you need more detail, use the guidelines for Experience and make it a complete section. 

Interests

List some your interest which show you as an interesting and well-rounded person.

4. Curriculum Vitae- Sample

CURRICULUM VITAE


Name


Pierre JACQUET


Sex Male


Address 

26 rue du Chateau 38000





Grenoble, FRANCE


Telephone 

04 76 55 67 89


Marital status 
Single               


Nationality

French


Date of birth 

16th May 1974       


Age


25


 Education and training



1994 — 1995 Oxford Polytechnic, Oxford



1990 — 1993 IUT J.J.Rousseau, Paris



1985 — 1990 Lycee Victor Hugo, Paris


Qualifications



1996 Certificate in Communications.



1994 DUT Public Relations and Communications.



1991 Baccalaureat option B: Economics, History, Maths, Geography, French,



         English, Italian.


Placement



1985 Two-month placement, marketing research department. Galeries Dupont, Paris. 
Assisted in preparing surveys and reports.


Additional information


Languages
French:  mother tongue




English: written, spoken and read fluently




Italian: written, spoken and read


 Employment



1989-91 Sales Executive, Propriete Pour Tous, Cannes, working on the research and 
development of a new clientele4.



1987-89 Senior Clerk, International Banking Services Ltd. Assisted in the setting 
up 
of a new customer credit service.


 Interests/Activities



Music (piano playing), cinema, theatre, reading, chess, tennis. Treasurer of amateur 
theatrical group.


Referees


Mr Georges Rebord, Town Councillor, 50 rue de la Pitie, 38000 Grenoble-France


Mr T Sparkes, Senior Lecturer, Oxford Polytechnic, Oxford OXA 7FZ-
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Cover Letter

1. How to write a Cover Letter?


To be effective, your cover letter should follow the basic format of a typical business letter and should address three general issues:


1. First Paragraph - Why you are writing 

2. Middle Paragraphs - What you have to offer 

3. Concluding Paragraph - How you will follow-up 

2. Why You Are Writing

In some cases, you may have been referred to a potential employer by a friend or acquaintance. Be sure to mention this mutual contact, by name, up front since it is likely to encourage your reader to keep reading! 

If you are writing in response to a job posting, indicate where you learned of the position and the title of the position. More importantly, express your enthusiasm and the likely match between your credentials and the position's qualifications. 

If you are writing a prospecting letter- a letter in which you inquire about possible job openings - state your specific job objective. Since this type of letter is unsolicited, it is even more important to capture the reader’s attention. 

If you are writing a networking letter to approach an individual information, make your request clear.


3. What You Have To Offer

In responding to an advertisement, refer specifically to the qualifications listed and illustrate how your particular abilities and experiences relate to the position for which you are applying. In a prospecting letter express your potential to fulfill the employer's needs rather than focus on what the employer can offer you. You can do this by giving evidence that you have researched the organization thoroughly and that you possess skills used within that organization.


Emphasize your achievements and problem-solving skills. Show how your education and work skills are transferable, and thus relevant, to the position for which you are applying.


4. How You Will Follow Up


Close by reiterating your interest in the job and letting the employer know how they can reach you and include your phone number and/or email address. Or bid directly for the job interview or informational interview and indicate that you will follow-up with a telephone call to set up an appointment at a mutually convenient time. Be sure to make the call within the time frame indicated. 

In some instances, an employer may explicitly prohibit phone calls or you may be responding to a “blind want-ad” which precludes you from this follow-up. Unless this is the case, make your best effort to reach the organization. At the very least, you should confirm that your materials were received and that your application is complete.


If you are applying from outside the employer’s geographic area you may want to indicate if you’ll be in town during a certain time frame (this makes it easier for the employer to agree to meet with you).


5. Cover Letter- Sample


April 14, 2006 


Mr. William Jackson
Employment Manager
Acme Pharmaceutical Corporation
13764 Jefferson Parkway
Roanoke, VA 24019
jackson@acmepharmaceutical.com 


Dear Mr. Jackson:


From your company's web site I learned about your need for a sales representative for the Virginia, Maryland, and North Carolina areas. I am very interested in this position with Acme Pharmaceuticals, and believe that my education and employment background are appropriate for the position.


While working toward my master’s degree, I was employed as a sales representative with a small dairy foods firm.  I increased my sales volume and profit margin appreciably while at Farmer’s Foods, and I would like to repeat that success in the pharmaceutical industry.  I have a strong academic background in biology and marketing, and think that I could apply my combination of knowledge and experience to the health industry. I will complete my master's degree in marketing in mid-May and will be available to begin employment in early June.


Enclosed is a copy of my resume, which more fully details my qualifications for the position.


I look forward to talking with you regarding sales opportunities with Acme Pharmaceuticals. Within the next week I will contact you to confirm that you received my email and resume and to answer any questions you may have.


Thank you for your consideration.


Sincerely,
Lynn A. Johnson
5542 Hunt Club Lane, #1
Blacksburg, VA 24060
(540) 555-8082
lajohnson@vt.edu 
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Letter of Application

1. What Is Job Application Letter?-When applying for employment by mail a job application letter must accompany your resume. Often times an employer may be flooded by perhaps a stack of a hundred or more resumes on any given day. In such situations, getting an interview can represent a major break-through for the job applicant. The job application letter you write can and should be used to substitute for that all-important interview that you may not otherwise get, regardless of your qualifications.

		Job application letters are often aimed at two different audiences: the technical people with whom you will be working and the business-oriented people who handle staffing, payroll, promotions, and human resources management. These two audiences have different needs and different values. 


2. Format 


· It should be one page long and neatly typed (or word-processed) on the same paper used for the résumé. 


· Address your letter to a specific person 

· Use a formal, dignified serif-type font in 10, 11, or 12 points. 


· Center your letter on the page. 


· Spellcheck and proofread a letter before you send it. 


Keep a copy for yourself to help you remember what you told them about yourself. If it's good enough to get you an interview, you may want to use it again with a different employer.

3. Structure of Job Application Letter:

3.1 Introduction:

This is the most important part of the letter. You have just a few seconds to make a strong positive impression on your reader. Choose each word with extreme care. 


Tell who you are and why you are writing.


If you are responding to an ad, tell the reader where you saw it--they may have run different ads in different places. 


If you learned of a job opening from a friend or colleague, mention this contact in your letter.

If you are not responding to a specific job opening, explain what you have to offer the employer. 


3.2 Body:

Tie your training and experience to what the employer is looking for. Show what you have to offer the employer. 


Read ads carefully to find out what the employer is looking for. When you are applying for an advertised position, your letter must respond directly to the points covered in the ad.

If an ad describes "the ideal candidate," your letter must show how you fit that description. 

If the ad lists skills or experiences applicants should have, your letter must explain how you fit the bill. 

You may find ads that seem to promote the benefits of working for the organization more than they advertise job openings. Your response should show how well you would fit into that organizational culture. 


If possible, get a copy of the job description used by the employer--you can ask for one when you call to find out the name of the person in Human Resources to whom you should address your letter. 


Don't assume that your reader knows all the abbreviations and acronyms that you know. Unless these are everyday terms, define them in your letter. 


Don't lie. Explain what you know and assure the reader that you are a fast learner who is capable of quickly filling any gaps in your knowledge. 


In addition to the specific skills you bring to a job, keep in mind that employers also consider other characteristics. Their idea of a good worker may be someone who is: 


· Careful; thorough, but fast 


· Dedicated; loyal to the organization 


· Team player; gets along well with others 


· Willing to go along with organizational culture 


· Problem solver 


· Easy to train 


· Stays calm in crisis situations 


· Skilled at communicating ideas to others 


· Doesn't need a lot of close supervision; can work independently 


· Persistent; sticks with it; sees things through to completion 


· Shows Leadership potential 


Technical people sometimes forget to mention non-technical experiences which may be valuable. Include any experiences you may have had dealing with the public, handling money or working with a budget, serving on teams or committees, holding elective office, writing, or training others. 


If an organization you have worked for adopted a particular management philosophy, such as participative management or total quality management, you may want to mention that in your letter. 


Be concise. Be clear. Every word counts. 


3.3 Conclusion 


Always conclude by asking the reader to do something. 


-State specifically what you hope your reader will do: set up an interview, send you an application form, etc. Be careful not to sound too demanding or insistent. 


-Let your reader know where you can be reached. 


-End with a goodwill statement: 


I look forward to hearing from you. 


Thank you for your consideration. 


Please feel free to contact me if you have any questions about my qualifications or training. 

4. Job Application -Sample

26 rue du Chateau


38000 Grenoble FRANCE


Tel: 04 76556234


9 January 2000


Mr A Brown


Personnel Manager


Halman Stead and Hughes


345 Fulham Road


London SW6 5RX-UK


 Dear Sir


The position of Assistant Marketing Manager advertised on 8 January in “The International Morning Post“ is exactly the kind of opportunity that I have been waiting for.


After getting my diploma in Public Relations and Communications, I obtained my first post in the leading French estate agencies group ‘Proprietes Pour Tous’, where I have worked for the past three years.


I am eager to move into an international firm where I would have wider scope for my abilities and qualifications. My English is fluent and I am keen to use it professionally.


Nothing would interest me more than being involved in a new department and participating in its expansion. I am an ambitious and hard-working person so the long hours and high rewards are exactly what I am looking for.


I am available for interview at 48 hours’ notice and can provide references from the firms where I have had work experience.


Yours faithfully


PIERRE JACQUET


Enc Curriculum vitae
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Letter of Thanks. Letter of Condolence

1. Letter of Thanks 


There are numerous situations in day-to-day business that can warrant a thank you letter. Some typical situations include: appreciation for special consideration extended by another organization, thanking a speaker for a presentation at a board meeting, customer appreciation letters thanking customers for their patronage, thanks to employees for exceptional service or performance, thanks to an individual or organization for a customer referral, appreciation to volunteer service workers for their personal contributions to a public service campaign, etc.


As with business situations, there are many instances in day-to-day life that can warrant a formal thank you letter. Examples of typical personal thank you letter situations include: a follow-up thanks after a job interview or offer, thanks to a company or institution in appreciation for exceptional customer service received, letter to friends and/or neighbors for their support during a difficult period, letters for wedding gifts, thanks to a service club or agency for support given to family members, social occasion thank you letters for a wide variety of social situations, etc.


A thank you letter should be written as a standard business letter or personal letter, and should not normally exceed one page. Personal thank you letters can be hand-written in cases in which the addressee is a friend, acquaintance or relative.


Thank you letters are also sometimes referred to as letters of gratitude. These types of thank you letters are usually written as formal business letters.


Sample:


                                                                                                        5 avenue Manceau


                                                                                                                 49300 Cholet


                                                                                                                      FRANCE


8 May 200-


Dear Mr. Howard,


We want you to know that we are very pleased with the quality of service your company provides. We sincerely appreciate your responsiveness and the way you conduct business. We have recommended your company to others because of our satisfaction with your service. We look forward to doing business with you for years to come.

Best Regards,


Ann Laval


Managing Director


2. Letter of Condolence

Letter of sympathy, or condolence, should be written and sent promptly. A good guideline is within the first two weeks following the loss. Handwrite the letter on stationary rather than typing and printing from a computer. If you want to use a store-bought card, write a personal note on stationary and tuck it inside the card. 


Write the letter in your own voice, meaning the way you would normally speak to the person. There is no reason to get too fancy and try to come up with a poem or verse unless that is how you normally speak (which could be weird) or unless you’re a writer by profession. 


There are seven main components you may want to include in your letter: 


-Acknowledge the loss and refer to the deceased by name. 


-Express your sympathy. 


-Note any special qualities of the deceased that come to mind. 


-Include your favorite memory of the deceased. 


-Remind the bereaved of their personal strengths or special qualities. 


-Offer help, but make sure it is a specific offer. 


-End the letter with a thoughtful word, a hope, a wish, or expression of sympathy e.g. "You are in my thoughts" or “Wishing you God’s peace.” Closing such as „Sincerely,” „love,” or „fondly,” isn’t quite as personal.


Sample:

Laval et Fils


27 rue Sainte-Catherine


89100 Sens FRANCE


Tel.: 03 86 12 34 91     Fax: 03 86 12 34 62


7 May 200-


Mr Pickering


Managing Director


Simmering Associates Ltd


156 Tamay Road


Keynsham BS5 T90


ENGLAND


Dear Mr Pickering


 We were deeply shocked to hear of the death of your brother in such tragic circumstances. What a terrible loss and ordeal for his wife and children!


 Your bereavement is double since it is both personal and professional. George was an invaluable asset for your firm — competent, kindly, generous and such good company. He never failed to charm and impress us. A connoisseur of French cuisine, he and I clinched many a deal over a Tournedos Bearnaise and a bottle of Saumur Champigny.


 We shall miss him and his regular visits to our office. Please accept our heartfelt sympathy.


 Do not hesitate to call upon us if you think we can be of any help.


Yours sincerely


Alain Ronde


Marketing Manager



_1308634269.doc
Order Letter


1. What Is an Order Letter?

Order letters are very important in any business. Writing Order letters are both a science and an art. There are obviously many different ways to write Order letters, but the ideal approach depends on condition and situation.


Selecting the best words is very important in writing an effective Order letter. Any error or incompleteness may mean further corresponding, shipping delays, complicated billing, repacking and loss of business.

An order letter need not be preceded by an inquiry or offer. Information received from catalogue and advertisement also helps people and parties in placing and sale. Hence it has great importance. Proper care should be taken in drafting of the order to ensure efficient handling and to eliminate all doubts resulting in loss of time and possibly of the market. 

The desired facts are:

1. Details about what you are ordering or reserving.

2. Directions for shipment.

3. Manner of payments.

In both order and reservation messages, the main idea is in the first paragraph we are reserving or ordering something. Our explanatory paragraphs give whatever details the order requires- about quantity, colour, style, size, price, payment, location, shipment data, place; plus any specific instructions our reader might need. The last paragraph invites prompt shipment and dated action, if desired.

2. Placing an Order-Sample

INTERCONTINENT


59800 Lille — FRANCE


Tel: 0320667713 Fax: 03206611 21


 Our ref Order no. 201-31


9 January 200-


Mr. B Smith


Sales Manager


British Crockery


17 Brackford Street


Leeds 91H 704


ENGLAND


Dear Mr. Smith


 We are placing an order for


100 brown earthenware teapots



cat. no. 14E-212 — $3.50 each 

 $350


500 dessert plates design Windsmoor



cat. no. 18F-321 — $l..00 each
 
 $500 


250 cups and saucers design Lakeside



cat. no. 10L-213 — $1..75 each 

 $437.50 


Total cost CIF Le Havre 



$1287.50


 Our account will be settled by international banker’s draft through the Northland Bank,


11 Rodney Street, London W1.


As usual, the goods will be packed in shockproof wooden boxes and shipped to Le Havre.


 Since we must have this merchandise for the annual fair, please confirm that you will deliver by 1 March at the latest.


Yours sincerely


3. Acknowledgement of Receipt of Order- Sample


FAMOUS PRODUCTS


50 Gracechurch Street


Oxford OX 1 1 NB ENGLAND


Tel: (0) 1865 202356  Fax: (0) 1865 204123


E-mail: fam pro@omlp.co.uk


14 December 200-


Mr. Jacques Brun 


Purchasing Manager 


J. DURAND S.A. 


107 rue Chanzy 


38000 Grenoble 


FRANCE


Dear Mr. Brun


We thank you for your order no. 21345 of 12 December. These articles are already selling very well in Denmark and Holland.


All the items are in stock and will be duly dispatched according to your packing instructions and well within your time limit. Please find enclosed our invoice no. 34567 amounting to $7,543. Our terms of payment are net against 3 months’ draft or 2½ % discount for payment within 30 days.


We trust these arrangements are to your liking and we look forward to doing further business with you.


Yours sincerely


Sylvia Owens


Sales Manager



