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Unit 1 Fundamentals of Writing English Business LettersUnit 2 Establishing Business RelationsUnit 3 Enquiries
and RepliesUnit 4 Quotations and OffersUnit 5 Orders, Acceptances and RejectionsUnit 6 Sales Confirmation
and Purchase ContractUnit 7 Terms of PaymentUnit 8 Transport and InsuranceUnit 9 Complaint, Claim and
SettlementUnit 10 Electronic Commerce and E-mailUnit 11 AgencyUnit 12 Letter of Intent, Agreements and
ContractsUnit 13 Invitation for Bids, Bidding, Notice of Award and Advertisements
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(0 OO Clearnessl] O You should make sure that the message conveys what you wish to say and isnot liable to any
misunderstanding. Avoid vague and ambiguous expressions.[] [1 In order to achieve clearness] you‘ d better
use well-constructed sentences andparagraphs as well as straightforward and simple English.[0] 00 [0 Concisenss[]
[ Clearness and conciseness often go hand in hand in business correspondence.Conciseness needs to include any
information that is to the point[] but to leave outthose statements that don’ t bear on the subject. In other
words[] the true sense ofconciseness lies in that you say everything that must be said but do not wasteyour reader
‘ stime in words or phrases that can be spared. Say things briefly butcompletely without sacrificing clearness or
courtesy. To achieve conciseness ofyour letter writing(] [ try to keep your Statements short[] [1 avoid
unnecessarywordiness or repetition] and eliminate excessive details.[] [1 Paragraphing carefully can make a
business letter clearer(] easier to read and moreattractive. It is a good rule to confine each paragraph to only one
point or topic.[] 00 00 Courtesy] O Courtesy in letter writing refers to employing good human relation skills.
ItcOnsistsC] not in using polite phrasesC] suchas*® your esteemed order” [ “ your kindenquiry” [J butin
demonstrating your consideration for your correspondent. Treatthe reader with respect and friendliness and
sincerityl] and be tactfull] thoughtfuland appreciative.lJ O Try to avoid irritating[] offensive or belittling
statements.[J You’ d betteranswer letters promptly[J] for punctuality will please your recipient who hateswaiting
for days before he obtains a reply to his letter. Sometimest] discrepancymay occur in businessC] but with
diplomacy and tact it can be overcome and settledwithout ill will on either side. Never show your anger in a
business letter.[] J And you must also adopt the right tone. Before you begin to write[J thinkcarefully about the
way in which you want to influence your customer.] Askyourselfl] “ What do | write this letter for[]

" [0 and then express yoursel[T faccordingly] being persuasivel] apologeticC] firm and so on. The right tone
mayarouse good willCl warmth and interest in your reader.
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