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Forms and Questionnaires 
You are applying for credit. Fill in the form. 
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Complete this Questionnaire and calculate your score. 
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E-mail 
 
When Thabo replies to Sylvo, he mentions the following in his email: 
• He thanks Sylvo for asking him to go with him. 
• He enjoyed the workshop and learnt a lot. 
• He would love to attend future workshops and asks Sylvo to please put his name forward. 
• He will give feedback on Thursday but asks not to be first on the agenda. 
• He is glad about the samples but will unfortunately not be in the office during lunch. He  
  will fetch them from Sylvo’s office at the end of the day.  
  Give a time. 
  Write this email in three paragraphs without using any bullets. 
  Use this address sylvo@mcwconstruction.net 
 

Case Study for Concise Communication 
 

 
1. Telephone message 
 
Mr Moses Bongwe is a regular client. He calls at 09:00 on 7 September and wants to speak 
to the manager, but Suzie explains that she is coming in at 09:30. This is what Mr Bongwe 
said: “It’s a pity that Ms Khan can’t take my call right now, Suzie, but I know that you’ll give 
her my message. I don’t know if you can remember but I came into the shop last Friday to 
have my Samsung cartridge refilled. I won’t forget it because it was 31 August – the last day 
of the month and the shop was very busy. I’m very upset because, when I wanted to print 
last night, my cartridge was empty. That’s never happened before, and I have not printed 
more than usual. I want to come in this afternoon to have it refilled again but I don’t want to 
pay the full amount. Please ask Ms Khan if it’s OK and let me know. My number is 081 109 
2018. Thanks, Suzie.” 
 
Draw a telephone message form and write down the message for Ms Khan. Your lecturer 
may choose to hand you a copy of the telephone message form in the Lecturer’s Guide. 
Remember to write down the main message only and not every word that Mr Bongwe said.  

(10) 
 



TSC-0-06-6993-2020-R00      COMMUNICATION N4           2020-07-07        Page 6  DPA/lvr 

2. Facsimile 
 
You receive a fax from Simon Blue (fax number 031 788 1452) on 15 February. He enquires 
about the price of two products and wants to know about a warranty and delivery costs. He 
asks for an urgent reply. Reply to Simon and give him the information he wants. The 
Samsung CLT – M506S Magenta toner cartridge costs R1 330 and the HP 42X black 
LaserJet 4250 print cartridge costs R5 177. Mention the 12-month full warranty and that 
orders must be above R750 to qualify for free delivery in Durban. Promote a 10% discount 
if he orders within 48 hours after receiving your fax. 
 
Draw a fax cover page and reply to the enquiry on 16 February. 

(15) 
3. Memorandum 
Ms Gloria Khan writes the following memorandum to the staff. Write a memo back to her and 
supply all the information she needs. 

(15) 
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4. Formal 3rd person invitation 
 
4.1  
Inksave is ten years old and the CEO, manager and staff want to celebrate the tenth 
anniversary by hosting a formal dinner. He asks Ms Khan to invite fifty of her most regular 
clients. Draft this formal 3rd person invitation. Invite Mr Moses Bongwe and partner to the 
dinner which will be held at the Durban Hilton Hotel, 12–14 Walnut Road, Durban, 4001. The 
date is Friday 30 May 20_ and the time is 19:30. The dress code is formal. Guests must 
reply to Suzie Jumat before 18 May.  

(10) 
 
4.2 Mr Bongwe accepts the invitation. Write a positive reply.  

(10) 
5. E-mail 
 
Read the email that Mr Jimmy Magwaza sent to all the staff of Inksave and then write Ms 
Khan’s reply. 

 
Ms Khan replies that, since the beginning of the year, the printers at the Durban branch 
have been set to print double-sided and the printers have also been set to print in black 
only. All staff members have changed the font of their computers from Arial Black to Times 
New Roman as the lighter font reduces printing costs. They use cloud sharing for staff 
notices. Write this email.  

(15) 
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Curriculum Vitae 
 
Compile your own CV as it will look at the end of the year. 
 
We should ALL have an updated CV ALL the time – you never know when an opportunity 
may arise and you need it in a hurry! You should never lie about anything in your CV. 
There have been quite a few scandals about politicians being dishonest and claiming 
qualifications that they do not have. It will be very embarrassing to have to explain why you 
were dishonest. 
 

Letter requesting a testimonial 
 
Write a letter to one of your lecturers in which you ask him/her for a testimonial. 
 

Letter of application 
 
When one of the office assistants at Travel Galore resigns, Ms Patricia Ramos advertises 
the post. You are keen to start a career in the travel and tourism industry. The 
advertisement stipulates the following: 
• Candidates should be fluent in English 
• Other languages a recommendation 
• General reception duties 
• Computer literate 
• People person 
• Experience would be an advantage but is not required 
Apply to Ms Patricia Ramos. Date your letter 12 May 20_. Mention that you are willing to 
be interviewed and that you can start immediately. Write this covering letter.  

(25) 
 

 


