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Chapter 1 The Introduction to Business Letter
Learning Objective

1.1 The Structure of a Business Letter
1.2 Styles of Layout

1.3 Envelope

Chapter 2 Establishing Business Relations
Learning Objective

Casel

Case 2

Case 3

Chapter 3 Enquiry, Offer and Counter-offer
Learning Objective

Case 1l

Case 2

Case 3

Case 4

Chapter 4 Enquires of and Amendment to L/C
Learning Objective

Case 1l

Case 2

Case 3

Case 4

Chapter 5 Ways of Communication
Learning Objective

Case 1

Case 2

Case 3

Chapter 6 Sales Promotion

Learning Objective

Case 1

Case 2

Case 3

Chapter 7 Terms of Payment
Learning Objective

Casel

Case 2

Case 3

Chapter 8 Packing

Learning Objective

Case 1

Case 2

Case 3

Chapter 9 Insurance

Learning Objective

Case 1

Page 3



000 0O, tushu007.com
<OQO00d0O0mn>>

Case 2

Case 3

Chapter 10 Shipment

Chapter 11 Claims &amp; Settlements

Appendix 1 Key to the Exercises

Appendix 2 Business English Correspondence Common Template
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[0 O Generally[I the inside name and address should include some or all part of the following (I the receiver's
name and title] company namel] street address[] city[] state/ provincell postcode and country. It appears on
the left margin and usually starts two to four lines below the last line of the letterhead.[] [0 (I 400 Attention Line[]
[0 The attention line is used to name the specific individual whom the letter is address to. It is usually placed
between the inside address and the salutation or within the inside address and centered over the body of a letter in
the indented style.[] [0 [0 500 SalutationJ [ Two lines below the inside name and address of a letter is the
salutation. The customary formal greeting in a business letter is" Dear Sir" or "Dear Madam" used for addressing
one person] and "Dear Sirs"[] "Dear Mesdames" or "Gentlemen" for addressing two or more people. If the
receiver is known to the writer personally[] a warmer greeting such as "Dear Mr. Smith" is preferred.[] [0 [0 [
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