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                                        DGE / ICA 4

Diploma in General English
In-class Writing Assignment 2
Formal Letter

You are the Head Teacher of St. Andrews College. You have invited a prominent local businessman, Charles Bigley, to give a talk to your students. This is his reply:

Dear Mr Simons,

Re: Guest speaker 

Thank you very much for your recent letter. I would be delighted to visit your college and give a talk to your students. It is always a pleasure to meet local students and share my experience and knowledge of the business world.

You mentioned that I could choose the subject of my talk. I have two suggestions for your consideration. One is “Adapting to a Changing World”, which is about how businesses must change in order to survive. The other is “There is no "I" in Team”, in which I discuss the importance of teamwork in an organisation. I would like to know which topic is more suitable for your students.

It would be helpful if you could give me some details about the facilities and equipment available to me when I give the talk, such as a projector, microphone etc. Furthermore, I require a brief profile of the audience that I will be addressing, i.e. numbers, age range, career interests and standard of English. 

Regarding my schedule, I would prefer to give the talk just before Chinese New Year or just after the Easter break. Please inform me of your preference.

Finally, in your invitation, you made no mention of a fee for giving this talk. Can you confirm whether I will receive any payment for this engagement?

I look forward to hearing from you soon.

Yours sincerely,
Charles Bigley

Reply to Mr Bigley, providing all the information he requires but refusing to give him any financial payment for the talk. You may suggest an alternative reward (e.g., token of appreciation, payment for travel expenses, etc.) for his services.

Double space your writing on the response sheets provided. Make sure you write legibly. 

Your written response will be graded using these criteria: 

· Clear organisation

· Polite tone 
· Appropriate formality

· Relevant content

· Conciseness (200-230 words)
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