Requests
More information can be found in Everyday Letters for Busy People, pp.80-81.

Step 1:  Request specific information or action.

What, specifically, do you want or need? If it’s a bit complicated, begin with a general request – using a phrase below, and follow it with More specifically,  and a list – perhaps a bulleted list - of specific items.
· Could you please…?

· Please…/ Please send me…[*Perhaps too direct at the UN, but OK with an American reader.]
· I seem to be having some difficulty with…  (Can / Could) you assist me?

· I believe I may have discovered an error in… Could you please check…?

· Would you be willing to…?

· _____ will be visiting {place, date(s)}.  Could you arrange to have someone…?

· Would you mind…?
· I’m writing from __________ and I was wondering if you could…
Step 2:  Cover relevant background information and details.

Give all necessary information as clearly and concisely as possible. For example:
· Does the reader need to know some history of the situation?
· Why do you want the information or action?
Step 3: Provide contact information.

· If you have questions about (my request / my order), please contact me at…
· If you need any further information or have any questions about …, please contact me at…
· Please write or call to let me know if you can help (me / us).  My (phone number / email) is…
· I can be reached at…
· If need be, the best way to contact me is by…at…
· Please contact me at the phone number I’ve listed above with any questions or concerns about my request.
Step 4: Reiterate action and/or thank.


· Thank you for your assistance    , and I look forward to receiving this information.

    , and perhaps I’ll have the opportunity to…

    on this important matter.

· Thank you for 
    helping me with…

    your assistance (, and I look forward to receiving this information.)

    taking the time to answer my questions.

    your time, and I look forward to receiving more information on…

          your cooperation in this matter.  (I look forward to hearing from you by…)
· Please call me by Tuesday of next week to answer our questions.  My office number is ___________; our home number is ____________.

· Any (help / assistance / information) you can provide will be greatly appreciated.
· Thank you in advance for any (help / assistance / information) you can provide.  
· Thank you for your understanding and prompt response.
· Thank you and I look forward to…
· ( I / We) appreciate your prompt response; your help will ensure that (you receive…/ we can…)
· I’d appreciate hearing from you before…
· Please drop me a note or call me (555-5555) with answers to these questions.
REQUESTS FOR INFORMATION
Task 1:  Based on the template for requests on the previous page, would you recommend any changes to the following letter?  The template reflects modern style guidelines (e.g. advising to not begin with with ‘I am writing’), and the letter below reflects what had been perfectly acceptable writing not so long ago.
Optional challenge:  Rewrite the letter below in ‘modern style’ and submit to your teacher for feedback.

A previous letter writing model
	117 Bd. Bessieres
Paris, France 75017
                                                                                                              28 June 2001
Dear UNIS Admission Representative:
I am writing (in connection with / with regard to / regarding / concerning) the registration of my two children at UNIS for the coming school year.  As we will be transferred to New York in late August, I would like to make the necessary arrangements before we arrive, if possible.
I would be grateful to receive information regarding the academic curriculum and available school facilities.  In addition, I wish to know about admission standards, registration procedures, tuition costs, and any financial aid programmes.
My sons, ages 14 and 15, are in their second and third years at the lycée, though I am not sure of how this corresponds to your system.  Their mother tongue is French, and although they have both studied English, their knowledge is quite limited.  I would therefore be interested in knowing what means are used to integrate non-English speaking students into your school and what kind of advance preparation we might give them.
Any (help / assistance / information) you can provide will be greatly appreciated.
Yours truly,
M. Olivier Delon


 Task 2        Cloze exercise 
Complete this letter – currently in ‘old style’, but useful for practicing common expressions and prepositions.
	Dear Sir/Madam,
I am writing __________ regard __________ my upcoming visit __________ Rome for the annual conference on “Fertilizers”, __________has been scheduled for 5-11 March.
As I am not familiar __________ the city __________ Rome, I would appreciate __________ some information regarding hotel accommodation and transportation facilities __________ the airport into the city and __________ the city itself.
__________my stay will be brief, I hope to take __________of this occasion to visit some of the city and would therefore be __________ for any tourist information which might be useful in planning a small programme of sightseeing.
Any __________ which you can provide will be very much __________. I look forward __________ hearing from you __________.
Yours truly,
Anthony Viola


Task 3         Writing task 
REVIEW
1.         Write an INTRODUCTION and a CONCLUSION to a letter requesting information about an upcoming meeting in Addis Ababa.
INTRODUCTION:  
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
CONCLUSION:
 _______________________________________________________________________
________________________________________________________________________
________________________________________________________________________
2.         Write an INTRODUCTION and a CONCLUSION to a letter requesting information about charter flights to Europe.
INTRODUCTION:
 _______________________________________________________________________
________________________________________________________________________
________________________________________________________________________

________________________________________________________________________
CONCLUSION:
 _______________________________________________________________________
________________________________________________________________________

________________________________________________________________________
Task 4          Writing task (no key)
(Requests for Information)
ASSIGNMENTS:
1.         You have just learned that you are to be transferred to an African capital which you are not at all familiar with.  You have been given the name of someone from your country who has lived and worked in this city for several years.  Write a letter to this person requesting general information about living and working conditions in your future duty station.
2.         You have decided to return to school to further your education in some area, but you haven’t yet decided where you will study.  
Write a letter to a school or university expressing interest in studying there and requesting information about admission policy, programmes of study, tuition, financial aid, etc.
3.         You have decided to take your family on an extended trip to visit some parts of the U.S. that are still unknown to you.  
Write a letter to a travel agency which specializes in helping to plan low-cost family vacations.  Explain what requirements you have and request information regarding possible itineraries, transportation, accommodation, costs, etc.
*Only for routine matters.











