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Preface
Following the completion of LiNT Focus Groups surveys and Best Practices’ examination in
the partner countries, the consortium has reached an understanding that training needs have
to be addressed and associated material has to be developed along seven modules resulting
from the distinct problem areas identified in young entrepreneurs’ literacy and numeracy
training.
Thus, the identified needs allowed for the formulation of the following training Modules:

 Module No. 1: Effective Speaking
 Module No. 2: Understanding Business Regulations
 Module No. 3: Recognizing the Main Idea (Active listening)
 Module No. 4: Financial Literacy for SMEs
 Module No. 5: Blogging is all about Literacy (Digital literacy)
 Module No. 6: Improving Writing
 Module No. 7: Computer Skills and Literacy

The material of the Module in hand will be used during the training sessions organised in
each partner country, also making use of the LiNT Learning Platform through which pilot
training participants will interact among themselves and with the programme’s trainers.
K.A.N.E. would like to acknowledge the contribution of Spiros Koutsogiannis in the
elaboration of this module.

K.A.N.E
June 2020

DECLARATION
The present module has been prepared solely for training purposes. Its text does not necessarily claim
originality, as, besides the authors’ own contribution, it is also based on material from various other sources
considered to be relevant, useful for training purposes and transferable. This is dully acknowledged in the text
in various ways. The authors however accept responsibility for any failure to fully record all such instances in
the text.
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Module Outline
Young entrepreneurs today need more than just an entrepreneurial spirit to succeed in
business. The ability to write with clarity, purpose, and impact is a vital necessity. Excellent
business writing skills allow young entrepreneurs to demonstrate the same level of courtesy
and professionalism that they would show in a face-to-face interaction. Business writing
helps you create correspondence that can help them connect more effectively with your
clients, customers, and other stakeholders. Good writing skills for entrepreneurs are just as
important for novices as they are for the established ones. To attract customers, partners,
and clients, an entrepreneur should be able to express their business plans concisely and
persuasively. Young entrepreneurs who have top-notch writing skills have the edge over their
competitors, especially because more business communication today is done through writing
compared to any other medium of communication. Entrepreneurs who can communicate
through writing flawlessly are also perceived as more credible and trustworthy.
Effective communicators tend to succeed faster than their contemporaries so young
entrepreneurs definitely need all the competitive advantages they can get. When effective
business communication skills exist, young entrepreneurs can market their brand better.
Good writing skills allow formulating ideas better and expressing more meaningfully. When
these writing skills are used to create concise, clear, and convincing ad copies or business
emails, they will be able to capture the attention of their audience better. Marketing is all
about presentation. When you’re trying to sell a product or a service, you need to be
comprehensive and informative so that the readers can understand your message within the
few seconds you have their attention.
Business writing takes many forms each suited to a specific purpose. All business writing
must be clear and concise with simple, straightforward language. Every letter, memorandum,
report, or announcement must be composed for maximum effect and to suit both the
purpose and the intended audience.
Steps to successful business writing

There are four general types of business writing. Each category has its overall goal. Based on
the objective, each of the many business documents falls within these four broad segments.
Instructional Business Writing: Instructional business writing provides the reader with the
information needed to complete a task. The task may need be accomplished immediately or
it may be for future reference. This type of document must break down a process into steps
that are understandable to the reader. The written record must account for reader’s
knowledge of the area, the scope of the task while integrating variations or potential
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problems. Examples: User manual, Technical documents such as specifications, a memo.
Informational Business Writing: Not all business writing requires action. A large volume of
writing is created for reference or record. This category can include some of the less
glamorous but still essential documents. Recording business information accurately and
consistently is important for marking progress, predicting future work, as well as complying
with legal and contractual obligations. Examples: Reports, financial documents, Minutes.
Persuasive Business Writing: When people think of business writing, they often think of the
persuasive writing category. These documents are generally associated with sales. The
persuasive writing may be direct, with focus on a specific item, or indirect, with focus on
developing the client relationship. The goal is to two-fold: to convey information and to
convince the reader that the presented information offers the best value. The text is written
to impress the reader and sway their decision. Examples: Proposals, sales email, Press
release.
Transactional Business Writing: Everyday communication falls under transactional business
writing. The majority of this writing is by email, but also includes official letters, forms, and
invoices. These documents are used to progress general operations. They are also used to
convey good and bad news, often associated with human resource processes. Examples:
emails, business notices.
The main areas covered in this module are:
 Writing a business letter
 Writing a business report
 Writing a business email
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1. Writing business letters
1.1. Skills addressed – short theoretical overview
Corresponding via letters is a large part of doing business. More than sending a message,
business letters are a way to establish rapport, clarify work expectations, and even affirm and
encourage co-workers. In this module, we will discuss the basic structure of business letters,
how to choose the most appropriate format for your business letters.
The basic structure
A formal style is recommended for most business correspondence. It shows courtesy,
professionalism, and knowledge of protocol. As a rule, use a formal style unless invited
otherwise or you have already established a relationship with the person you’re writing to.
A formal letter usually contains the following sections:









Sender’s full name and address
Addressee’s full name and address
Date the letter is sent (or assumed to fall into the hands of the receiver)
Formal Salutation e.g. “Dear + Formal Address”
A Subject Heading e.g. “Re: Job Opening for Quality Control Officer”
Letter Body
Formal Closing e.g. “Respectfully yours, Sincerely yours,”
Name and Signature of the Sender

Choosing a format
The format of your business letter depends on:
 The stage of your working relationship with the letter recipient: For clients that you
have just met, or have yet to establish a relationship with, a formal format is always
advisable.
 The seniority of the recipient: When writing to a senior member of the company, or
any individual with a high rank, go for a more formal format.
 Your letter’s privacy: You may have established greater familiarity with the person you
are corresponding to, but remember that all business letters also serve as company
record. If you are writing something that would be copy-furnished to many people,
mind your tone.
As a rule, take your cue from how the other person responds to you. If they reply in an
informal manner, then you may take it as permission to do the same.
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Tips for writing a business letter
Keep your purpose in mind when writing a business letter: There are many types of business
letters (e.g. letter of inquiry, letter of application, letter of announcement, letter of
congratulations) and each type has suggested content and formats.
Write with a positive tone: Even if the subject of your letter is unpleasant, it is important to
remain courteous and tactful. Building and sustaining goodwill is imperative in all business.
Follow standard spelling and grammar rules, even if your letter is informal: At the end of the
day, you’re still writing for business and you should never leave your professional personal
behind.
Personalize your business letter: While there is a generic template for almost every situation,
it still speaks well of you if you can make your letters targeted to your recipient.
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1.2. Training delivery guidelines
Introduction

Preparation
Implementation/
Instructions

Reflections &
Debriefing
Duration

In this unit you learn how to develop your learners’ skills in writing
formal letters. The activity can also help you expand your learners’
vocabulary.
Sample informal letter, Sample official letter, Sample business letter
For this activity, put the learners in groups and give each group at least
three different types of letters — a job application, a personal letter
and a letter of complaint. Ask them to identify which of the letters are
personal and which are official, and to mark the differences between
them. Use their feedback to discuss the format of a business letter.
Draw their attention to the particular differences in the format, such
as the date, the salutation, and the subject line and so on. To make
them more familiar with the format of official letters, give them an
activity to do in pairs. Using the sample official letters given to guide
them, have them practice in writing a letter. Give the students
information about the content of a letter they will write with a
partner. Case study: John needed to write a letter to an applicant who
did not get into the companies internship program. To start it off, he
gathered information on the candidate such as their name and
address to head the letter. He kept the tone of the letter as pleasant as
possible even though he was delivering rather unpleasant news. John
knew that it was vitally important in business to keep a pleasant
attitude and tone in all matters to help establish and up keep business
relationships. He also made sure to use correct spelling and grammar,
and to personalize the letter, so that the applicant will feel assured
that they may try once more in the future.
At the end of the activity, have the pairs exchange their draft letters
and make corrections under your supervision.
Did the students write good formal letters?
Did you complete the activity within the planned time?
Did the students enjoy the lesson?
40 minutes

Section summary points:
 Explain differences between formal and informal letters
 Mastering the writing tone
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2. writing a business report
2.1. Skills addressed – short theoretical overview
Documentation is important in business. Sometimes documentation is the only way
supervisors can monitor the company’s quality of work. At other times, documentation is the
key to spotting best and worst practices. Reports are written for a variety of reasons:









to indicate areas of concern within a company
to prove compliance with government regulations
to document progress on projects or initiatives
to gain acceptance for proposals, plans, or new projects
to outline implementation of policy or procedure
to monitor and manage company activity
to explain the details of an accident or an incident
to guide a decision-making process

In this unit, we will discuss the basic structure of reports, how to choose the right format,
and tips on writing reports.
The basic structure
Business reports are used to provide documentation - a written record - of a topic, project, or
process. The following are the basic parts of a business report:





Overview
Background/ Project Scope
Main Body
Conclusions

The main body section of the report contains all of the details of the project or topic,
including facts, methods, data, calculations, results, and interpretation. Depending on what
type of report you are writing, the conclusion section provides the final result,
recommendation, proposal, or concluding judgment of the report's authors.
Choosing a Format
As with the other business documents, such as the business letter, the format and length of
business reports vary depending on the situation. Be guided by the:
 The purpose of the report
 The seniority of your readers
Social Youth Development
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 Your readers’ technical knowledge
 The scale of the project
 Standard protocol in your company
Writing a report
The following are some tips in writing a business report.
 Keep the purpose of the report in mind when writing your report. Ask the person who
requested the reports what they are expecting to see in the report and how they plan
to use your documentation. This information can guide you in discerning what data to
include in the report.
 Stick to objective data, unless there is a section for personal opinions. Reports are
meant to be fact-based and impartial; it’s not written so that you can present the
company’s performance in the best possible light. It is only when a report is accurate
can the report be truly useful. Therefore, make sure that you double-check your
content. Watch if you have biases coming through on paper. If your opinions are
solicited, stick to give professional opinions substantiated by facts.
 Write to your audience. Know who you are writing to, and determine how best to
address this audience. Define the tone, attitude, and emphasis that are geared
towards your readers.
The motivation for writing a report may be as follows: to persuade, to give information, to
evaluate, to solve a problem. Regardless of the type or the purpose of your report, you
should follow the three basic steps of writing:

2.2. Training delivery guidelines
Introduction

Development of learners’ skills on how to make good summaries or
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Preparation
Implementation/
Instructions

reports. The activities can also help you expand your learners’
vocabulary.
Newspaper reports, Annex 2
At this level, your students need not learn the details of writing a
professional report. Practice the skills of report writing by using
newspaper reports as a model. Before you begin, bring to the class a
selection of newspaper reports. Announce that the headlines they
studied were from newspaper reports, and that they are going to learn
how to write a report. With their input, draw up a list of points to
remember while writing a report; for example, include only important
points, use passive structures where possible, keep the important
points in the correct sequence, avoid personal opinions and so on. For
the activity, divide the class into groups and give them sample
newspaper reports as a guide. Then give them a passage and ask them
to draft a short report on it. Make sure that for half of the groups, the
passage is in list form (a list of important points) (see Annex 2
Resource 1), and for the other half, the passage should be in essay
form (see Annex 2 Resource 2). The first (list) will need to be
expanded, while the second (essay) will need to be shortened. This
means that half of the groups will have an expansion activity, while
the other half will have a contraction activity. This allows you to
address both types of report writing. Once the drafts are ready, have
the groups exchange their drafts with one another, and suggest
corrections wherever necessary. Afterwards, have a class discussion on
the suggested corrections to highlight the different strategies they
needed to use while expanding information from list notes, and
contracting information from an essay format. Again, review the
techniques of writing a report that they discussed before they began
the activity.

Reflections &
Debriefing
Duration

40 minutes

Section summary points:
 Summing up strategies
 Analysing strategies
 Special attention to advanced vocabulary
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3. Writing a business email
3.1. Skills addressed – short theoretical overview
Email is a convenient and effective medium to conduct business communication. In this
module we will discuss etiquette guidelines on how to address an email message, as well as
grammar and acronyms rules in the letter body.
Addressing Your Message
When addressing an email, it’s important to know the difference among the To, Cc and Bcc
fields.
Using the ‘To’ field: The ‘To’ field is used when sending a direct message to someone. You
may send the same email to multiple addresses using the ‘To’ field. Do so when your email is
meant to be addressed directly to all recipients, as in the case of a manager directing his
team. Note though that when you use the ‘To’ field, all email addresses can be viewed by all
recipients. Put multiple addresses in the ‘To’ field only when every recipient is okay with his
or her email address being released to everyone.
Using the ‘Cc’ field: Cc stands for carbon copy. You use the ‘Cc’ field to send a copy of the
email message to people who are not meant to be the direct recipients of the message, but
still need to be kept on the loop. For instance, if a manager has ordered his secretary to send
a memo to everyone in the department, the secretary may place all the department
employees’ email address on the ‘To’ section, and the manager’s email address on the ‘Cc’
field. Note that, like the ‘To’ field, all email addresses entered in a ‘Cc’ field can be viewed by
everyone.
Using the “Bcc’ field: Bcc stands for Blind carbon copy. When you place email addresses in
‘Bcc’ field, recipients are ‘blind’ to other recipients’ email address. The use of the ‘Bcc’ field is
most appropriate if the recipients have not given permission for their email address to be
released, or if there is reason to keep the email address private. Because the ‘Bcc’ field offers
privacy that the ‘To’ and ‘Cc’ fields do not, you may use the blind carbon copy field for both
direct and indirect email messages where privacy of email addresses is needed. If you wish to
send an email to many direct recipients, but you don’t wish to disclose anyone’s email
address, just use your own email address in the ‘To’ field, and use the ‘Bcc’ field for the
recipients’ addresses.
Grammar and Acronyms
While online mediums of communication have developed its own vocabulary, it’s best to
Social Youth Development
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remember that business emails the same formality as any business letter. Here are some key
things to remember with regards to grammar and the use of acronyms in an email.
 Always follow the rules of good grammar. You may refer to English writing style guides
for these rules.
 Always use full sentences and words with proper sentence structure. Don’t use
text-speak. Example: use “The reports are due on Monday.” instead of “D reports r
due Mon”
 Proper capitalization and punctuation are a must. In email, all caps give the
impression that you’re shouting, and small caps are hard to read. Example: use “The
report should include an evaluation report.” Instead of “The report SHOULD INCLUDE
AN EVALUATIONREPORT.
 In business emails, avoid text-speak abbreviations such as BTW (by the way), IMHO
(In my honest opinion,) and LOL (laugh out loud). Avoid the use of emoticons, as well.
Hints





Be brief and get to the point of the message.
Include a subject line that gives the main idea of the message.
A friendly opening is acceptable: hello or good morning.
Avoid excessively formal language; use jargon sparingly and only when called for
within a specific industry.
 Double check the recipient list; be careful of sending an unintended reply to all.
 Proofread before sending: once gone, it’s gone
Before sending your e-mail message, check for the following:
 The date and subject of the message should be included.
 The salutation is formal, but the tone is friendly.
 There should be single spacing between sentences and double-spacing between
paragraphs.
 The message must be grammatically correct.
 The complimentary close is formal, yet friendly.
 The message is going out only to intended recipients.
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3.2. Training delivery guidelines
Introduction

The learners will develop their skills in writing business emails

Preparation

Annex 3

Implementation/
Instructions

Let the learners complete the first part of the email exercise found in
Annex 3. After that ask the learners to write two emails on separate
sheets of paper using the situation they created in the first part
(maximum length for each email is 100 words).
Email 1: Write to the person you are going to meet. What do you need
to tell them? Perhaps you need to let them know what you want to
discuss. Do you want them to arrange anything about you?
Email 2: Write an email to all your colleagues. Tell them about your
plans and ask them if they want you to bring back anything.
In the 3rd part of the exercise create pairs. Learners must exchange
email nr1 and read each other’s situation from part 1. Then they shall
discuss by asking and answering questions about their two situations.
In particular they should talk about the kind of reply their partner
expects (they will need this information in the next part).
In part 4 learners should work individually. They have to imagine that
they are the person that their partner is going to meet and write a
reply to their partners email (maximum length 100 words).
In part 5 the learners must work in the same pairs once again. They
will exchange and read the emails.

Reflections &
Debriefing
Duration

40 minutes

Section summary points:
 Reply to emails under real conditions
 Focus on formal expressions
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4. Further reading
https://www.youngupstarts.com/
https://www.instructionalsolutions.com
https://www.globaledulink.co.uk/
http://www.autoenglish.org/
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5. Assignments and exercises
Payments Attachments Complaints Orders
Apologizing
Suggestions

Exercise
a. Match the uses in the box with the phrases

Clarifications Meetings Thanks Requests
Closing Openings Congratulations

Uses
………………………………………………….We would like to offer our sincere apologies for our mistake
…………………………………………………………………………………………Please find the document
attached
There are several points we don’t quite understand
………………………………………………………………………..and there may have been a
misunderstanding
……………………………………………………..We are looking forward to your reply, Regards John Smith
…………………………………………………………………………..We were surprised and disappointed by
this
………………………………………………..We would like to congratulate you on your recent good news
Would Tuesday 26 July be convenient for you? Would it be possible
………………………………………………………………………………to postpone the meeting until next
week?
…………………………………………….We are writing to inquire about …. I am writing on behalf of
……
……………………………………………………………………………Re order no. 2020 goods has shipped today
We have not yet received payment for order no. 2020. Could you
…………………………………………………………………..please attend to this matter as soon as possible?
We would be grateful if you could send us your catalogue and
..…………………………………………………………………………………………………………………..current price
list.
..…………………………………………………………………………………….........Another option would be to
……
Social Youth Development
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.……………………………………………………….We would like to express our gratitude for all your help.

b. Use the phrase of part 1 to write an email asking for the catalogue and current price list.
(Answers: Apologizing, Attachments, Clarifications, Closing, Complaints, Congratulations, Meetings,
Openings,

Orders,

Payments,

Requests,

Social Youth Development
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6. Multiple choice test
Question 1: In which case can we use informal style in a business letter?
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

If it is a shorter letter
If we already have an established relationship with the
recipient
If the letter contains already known information
If we are writing to a person who is on a lower position
than we are
None of the above
2

Question 2: Which of the following IS NOT a necessary part of a business letter?
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

Name and Signature of the Sender
Formal Salutation
Date the letter is sent
Warm and friendly closing
None of the above
4

Question 3: Which of the following IS NOT something your letter’s format depends on?
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

The seniority of the recipient
Your letter’s privacy
The stage of your working relationship with the letter
recipient
The content of the letter
None of the above
4

Question 4: Which of the following IS NOT one of the basic parts of a business report?
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

Overview
Conclusions
Interesting details
Main body
None of the above
3

Question 5: Business reports are used for:
Social Youth Development
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Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

Providing a written record of a topic, project or process
Analysing a certain topic, project, or process
Solving the problems in certain topic, project, or
process
None of the above
All the above
1

Question 6: The format of the business report DOES NOT depend on:
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

The purpose of the report
The seniority of your readers
The scale of the project
The time available for writing the report
None of the above
4

Question 7: Which of the following IS NOT a common type of business letters?
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

Letter of requirement
Letter of inquiry
Letter of congratulations
Letter of application
None of the above
2

Question 8: When do we use the “Cc” field?
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

When we are sending a direct message to someone
When we want to send a copy to non-direct recipients
When we want the recipients to be ‘blind’ to other
recipients’ email address
The “Cc” field is usually out of usage
None of the above
2

Question 9: Which of the following statements is true?
Answer 1
Answer 2
Answer 3
Answer 4

It is perfectly important to follow the rules of good
grammar
Tiny grammar mistakes do not give a bad impression
It’s not important to make a common grammar mistake
It is okay to make a grammar mistake as long as the
email is clear
Social Youth Development
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Correct answer(s)

1

Bibliographical references
The Essential Handbook For Business Writing, 2013, Desmond A. Gilling
Effective
Writers
&
Communicators,
Training
Handbook
540346-LLP-1-2013-1-GR-LEONARDO-LNW
ORELT Open Resources for English Language Teaching, 2012, Commonwealth of Learning
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Glossary
Formal
communication
Informal
communication
Summary
Essay

Report

Note taking

Communication for official or business purposes. It often has a prescribed
format. A formal letter is an example of business or official
communication.
Familiar, casual and personal communication. An informal letter, for
example, is a way of communicating with people we are close to or
familiar with.
A brief statement that presents the main points in a concise form
A composition in prose, in which a writer discusses a topic, usually
restricted in scope, or tries to persuade the reader to accept a particular
point of view.
An account or statement describing in detail an event or situation, usually
as the result of observation, inquiry, etc., such as a scientific report or a
report on an academic event.
The process of writing down the important points from a lecture or a
written text for future reference
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Annexes
Annex 1 – Sample Business proposal
Company Overview
Linkages International is Athens fastest growing technical support company. In our three
years of service, we have provided customer assistance for 27 multinational companies, 6 of
which are in the Fortune 500 list.
Statement of the Problem
The credibility of many online industries depends on how fast and how efficiently they can
respond to telephone calls and email messages. Without an actual physical location that
customers can go to for inquiries, assistance and complaints, telephone, and email assume
the role of the company’s physical presence. The lack of a top of the line customer support
system for phone and email communication can seriously affect your business’ bottom line!
Scope of Services/ Deliverables
What? 24 hour customer assistance via telephone and email.
Who? Trained and qualified customer service representatives will answer all inquiries.
When? Set up can begin immediately. 1 year, 3 year and 5 year contracts available.
Where? All customer service personnel and equipment would be hosted by Linkages
International’s main office in Jameson Blvd.
How? The Linkages International process involves:
 Consultation: Our staff would meet with your company to determine your specific
needs and preferences.
 Staff Training: Customer representatives assigned to your company would be trained
in your company profile, product range and other technical knowledge necessary to
accomplish the job.
 Set-up: Dedicated phone and internet lines would be set up for your company.
How much? Please see attached document for our package rates.
Contact Details
Mr. John Smith
Head of Sales and Marketing, Linkages International
Panepistimiou 100, Athens
References
Mr. Jason Orange
Director, Media Corporation
Social Youth Development
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Annex 2
Resource 1
Annual Sports Day
1. Inaugural function: flag hoisting by president, speech by president, welcome address
by vice president, declaration of Games open by Chief Guest the Honourable Minister
(9:00 a.m.), Assembly Hall.
2. Announcement of Schedule by Minister of Sports. Athletes arranged around the
stadium according to sport. (9:30 a.m.), Assembly Hall.
3. First set of events: (10:00 a.m. to noon.) Athletics (100, 200 & 400 m races, pole vault,
javelin throw, high jump and long jump), Race Track.
4. Second set of events: (12 noon to 2:00 p.m.) Football, basketball and handball, Mini
Field.
5. Lunch: (1:00 p.m. onwards.) Marquee (tarpaulin tent) outside Assembly Hall.
6. Third set of events: (2:00 p.m. to 4:00 p.m.) Table tennis, badminton and chess,
Indoor Hall.
7. Prize distributions: (4:00 p.m. to 5.30 p.m.) Declaration of Games Closed by president,
announcement and distribution of prizes by Chief Guest, Assembly Hall.
Resource 2
The Annual Sports Day was inaugurated by the president in the Assembly Hall at 9:00 a.m.
today. The function began with the presidents hoisting the flag, and then gave a speech. This
was followed by a welcome address by the vice president, thanking all the guests and
athletes for gracing the occasion and participating. The Games were then declared open by
the Chief Guest — the Honourable Ministe. The inaugural function was well attended, and
ended on time. The president then invited everyone to help themselves to refreshments and
enjoy the sporting events. At 9:30 a.m., the Sports Minister announced the schedule and
agenda for the day and gave instructions to each athlete about their allotted places in the
grounds. The Sports Day had several categories of events lined up for sports lovers. All the
events were scheduled between 10:00 a.m. and 4:00 p.m., with lunch served in a central
marquee (tarpaulin tent) just outside the Assembly Hall, so that large numbers of people
could dine at the same time. The first set of events was Athletics with track and field events:
the 100, 200 and 400 metre races on the Race Track, pole vault and javelin throw on the far
end of the track, and high jump and long jump events on the inner field. These events ran
from 10:00 a.m. until noon, so that other events could be organised without delay. The days
being shorter in the winter now, the school took care to organise the games well within
daylight hours. The president organised the events in such a way that all the spectators could
watch all the events, both indoors and outdoors. Athletics was followed by team sports —
football, basketball and handball. The finals of these three sports were played between 12
noon and 2:00 p.m. in the Mini Field, and people were free to bring lunch from the marquee
and have it on the grounds on the condition of no littering. The last set of events was indoor
Social Youth Development

June 2020

LiNT Training Material – Module No. 6: “Improving Writing”

games — table tennis, badminton and chess, which were organised in the school’s Indoor
Hall. The table tennis, badminton and chess games were played one after another, from 2:00
p.m. until 4:00 p.m. The day went smoothly, with no major hiccups and just ten minutes of
extra time. The prize distribution ceremony was held right after the events were over and
lasted from 4:00 p.m. until 5.30 p.m. The Chief Guest, who had graciously stayed for the
entire day, was called upon to award the winners of the various events. In the closing
ceremony, the president first declared the Games closed, and then asked the Honourable
Minister to both announce and distribute the prizes to the winners. The ceremony was held
in the Assembly Hall so that all the coaches could proudly watch their athletes walk up to the
dais to receive their prizes. The Chief Guest then thanked the organisers, participants and
spectators for making the day a success, and admitted that he had enjoyed himself more
than he had expected. The authorities thanked the guest on behalf of everyone, and with
this, the Annual Sports Day came to an end.

Annex 3
Email Exercise
1. You are planning to go on a business trip. Write the details below:
Where are you going? ……………………………………………………………………………………………………………
What is the purpose of your trip? ………………………………………………………………………………………….
How long are you going to stay? …………………………………………………………………………………………...
Why are you going? ………………………………………………………………………………………………………………
What is your itinerary (places that you will visit)? …………………………………………………………………
Who will you meet? ………………………………………………………………………………………………………………
How well do you know them? Have you written / spoken / met before? ……………………………...
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