
Itineraries, Letters, Note-takingUnit 4

Look at the above pictures. Have you seen these before?
Discuss with your friends in pair or in groups, then report to class.



Introduction

A person who works in an organization or any business 
sectors must employ various abilities in reading business 
documents; for examples, an itinerary, note-taking on the 
telephone or in the meeting and letters in various types. 
Here are definitions of the key words used in this unit.

 Itinerary?
 Note-taking?
 A letter?



Start with the following Itinerary of travelling to OSAKA–KYOTO.



Letters



Announcements



New Business Location



Note-taking Forms



• Use the following words in the box to complete these sentences.

Exercise



Q & A
Time
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