
Business Letters: Using Appropriate Tone

1 Audio 2.6: Listen to a conversation between a parent and a teacher and discuss the 
following questions.

1. What is the parent concerned about?

2. Why is she concerned?

3. What does she want the teacher to do?

4. What is the teacher’s response to the parent’s complaint?

5. Which adjective best describes the tone of the conversation?

amicable confrontational cordial

2 Imagine you are the parent. A month has passed since you spoke to the teacher and there has been
no change in the class. Write a note to the principal requesting a meeting to discuss the situation. 

Your note should be a few sentences long and should: 

• state your request 

• suggest a possible day and time for the meeting

3 Audio 2.7: Now listen to a conversation between the parent and the principal during a meeting.
Answer the following questions.

1. What does the principal say he will do?

2. What action does the parent want the principal to take?

3. Does the principal agree to the request? If not, why not?

4 Now imagine that it has been three weeks since your meeting with the principal and nothing has
changed. Write a letter to the principal telling him that if your son is not moved out of Mr. Green’s
French class immediately, you will move him to another school.

Your letter should be one to two paragraphs long and should:

• restate the problem and what you have done to resolve it so far (e.g., met with the teacher, spoke
to the principal, etc.)

• state what you would like done about the problem

• state the facts clearly and concisely

• be written with the appropriate tone for the situation
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