Letter Layout Practical



Answer the questions below and complete the practical exercise. Submit your completed work to your teacher. 

QUESTIONS

1. What is the abbreviation ref short for? (1)

2. Is a letter a means of internal or external communication? (1)

3. Explain the terms internal and external with regards to business communication. (2)

4. Looking at the attached jumbled letter (on page 2), number each section so that it is in the correct order. (12)

5. If you use the salutation Dear Mrs Jones what would the correct complimentary close be? (1)

6. What does the term open punctuation mean? (2)

7. What do we mean by fully blocked layout? (2)

8. What is an appropriate font size to be used in a letter? (1)

9. There are six P Smith’s in the school.  What would be the consequence of sending the letter to the wrong house? (3)

10. Explain why it is important to ensure accuracy of presentation and content. (3)

11. What does enc indicate at the end of a letter. (1)

PRACTICAL TASK 

The letter on the next page is all jumbled up and needs correcting.

Produce this letter using the correct letter layout. 

Print off completed work and hand in to your teacher once you have checked it.


Dear Sirs

Enc

Today’s date

FOR THE ATTENTION OF MR H A KING

Yours faithfully

HOLIDAY RESERVATION

Mrs S E James

I also enclose a cheque for the sum of £50 to cover the deposit and await your confirmation of the booking.

Please, therefore, reserve accommodation for my friend and myself for the period from 9-23 July, in accordance with the completed Booking Form, which I enclose.

My friend and I have now finally decided on Marbella, as described on page 77 of the brochure.

I have received the holiday brochure mentioned in your letter of last week, for which I thank you.

Midland Travel Agency Ltd

1016 Broad Street

BIRMINGHAM

B15 1BB
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