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Unit One Business Letter Writing An Introduction1[] 1[0 Essentials of Business Letter-writing1[] 2[1 The Structure
of Business Letters1[] 3 The Layout of Business Letters1[] 4 Characteristics of Business Letter-writing1[] 5
Envelope Addressingd O 0O O O O 0O O O O O O O Unit Two Establishing Business Relations2[] 101 Channels
to Know Potential Customers2[] 2 Letters of Status Inquiry and Reply2[] 3 Letters of Establishing Business
Relations Letters——First Inquiry2] 4 WritingaReplyLeaerD O O 0D 0 000000000000 O0O0O
O O Unit Three Enqulries Quotations Offers and Counter Offers3[] 1 Letters about Enquiries3[ 2 Letters about
Quotations and Offers3[] 3 Letters about Counter-offer and DecliningOrders0 O 0 00000 OO OOOO
0000000 O Unit Four Conclusion of Business4[ 100 Letters about Acceptance4 ] 201 Letters about Sales
Confirmationand Contractsl 0 0 0 00 0O 000000 OOODODO OO O Unit Five Terms of
Payment5[] 1 Letters about[] Discussing Terms Of Payment5[] 2 Letters about Usual Terms of Payment] [0 [ [J
O000000000000000ODOOUnitSix Letter of Credit6d 100 Letters about Discussing the
Issuance of L] C60J 2 Letters about Amending the L/C60 3 Lettets about Extendingthe LO CO O OO O OO
0000000000000 DODO Unit Seven Packing and Shipment70 1 Letters about Packing70] 2 Letters
about Discussing Terms of ShipmentD O D D000 000D O0OO0OODO DO OO O O Unit Eight
Insutance80 107 Letters about Discussing Terms of Insurance8(] 2 Letters about Effecting Insurancel] O [0 O O
O000000000000D0ODODO DO UnitNine Agency9 1 Steps of Writing Letters Of Agency9] 2
Sample Letters of Discussing Agency andlJ Reply9] 3 Agency Agreement] D 0 D D000 000D O0OO
00000 DO O Unit Ten Complaints and Claims100 10 Letters about Complaints10[] 2 Letters about Claims
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[0 O A large part of international business is conducted by means of correspondencel] therefore it is of the utmost
importance for students to learn how to write good business letters that present ideas interestingly and clearly to
enable readers to understand with the least possible effort.[] [1 It is a fact that beginners often feel it difficult to
express their ideas effectively in English. The main reason is that English is not their mother tongue; Furthermore[d
as business correspondence always closely relates to particular business in the field of international tradesC] which
requires specialized knowledge and flexibility to handle such correspondence.[] [0 However[ the ability to write
good business letters can be cultivated through constant study and practice. An old saying has it that with time and
patience the leaf of mulberry becomes satin. So whenever you get an opportunity] practice writing in terms of
various business situationsC] and then make amendments to the letters written until you find they meet your
intended objectives. If you repeatedly do it in this way and exert your best efforts to polish your English writing at
all timesJ you will naturally improve your writing skills. By the time you are out of the schoolJ you will be ina
position to work successfully.(J O In this unit] we will learn the basic structure of business letters. In the coursel]
besides using words in the word lists given by the teacher[d the students are encouraged to use their own
dictionaries or Internet search engine to find English words for the exercises or other subjects not in the textbook [
in order to gain the ability to write letters for establishing good business relations.
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