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Chapter 1 General Principles of Business Letter Writingdd O O 0O O O 00 0O O O O 1 Completeness [0 [0 [0 1.1
Provide All Necessary Information 0 O 0 O O O O O [0 1.2 Answer All Questions Asked D O O O O O 0O O

[ 1.3 Give Something Extra When Desirable (1 [0 [0 00 00 0 O O O 2 Conciseness [1 [1 [J 2.1 Eliminate Wordy
Expressions[] [0 [0 00 0 O O 2.2 Include Only Relevant Material 0 0 00 0 O O O O 2.3 Avoid Unnecessary
Repetition 0 O O O O O O O 3 Consideration O [0 [0 3.1 Focus on "You" in Positive Situationsd O O O O O
[0 "0 "3.2 Depersonalize in Sensitive Situationst O O O O O O O 3.3 Show Reader Benefitdd 00 0 0 0 O O 3.4
Emphasize Positive Facts [0 [0 00 00 O O O 4 Concreteness [ [ [ 4.1 Use Specific Facts and FiguresCl 0 00 O O
0000 O4.2Put Action in Your Verbs O 0 00 [0 [0 4.3 Choose Vivid, Image-Building Wordsl [0 [0 [0 [

O 00O 05 Clarity O O O 5.1 Choose Precise, Concrete and FamiliarWordsO O 0 OO0 0000000 O5.2
Construct Effective Sentences and Paragraphst] O 0 [0 00 0O 00 00 O O 6 Courtesy [ [ [J 6.1 Be Sincerely Tactful
and Appreciative 0 00 0 0 O 0O O O O 6.2 Use Expressions that Show Respect 0 0 O O 0 O O O 0 6.3 Choose
Non-Discriminatory Expressions] [0 [0 0 00 00 0 O O 7 Correctness O [ [J 7.1 Use the Right Level of Language
0000000 7.2 UseRight Figures, Factsand Words D OO0 00O OO 0O OO O O 7.3 Maintain
Acceptable Writing Mechanicst O [0 00 O O O O O Exercisesl] O Chapter 2 The Layout Format of the Business
Letterd O O O O O 1 Full Block Style 0 0 O O 0 2 Modified Block Styled 0 O [0 [0 3 Indented Style 0 O O O
0 O O 4 General Points about Business Letter Layout (1 [1 [0 [0 [0 [0 [0 00 5 The Layout Styleof Fax 0 O O O [0 6
The Layout Style of Business Email [0 [0 O OO O O O Exercises [J [J Chapter 3 The Components of a Business
Letter(] 0 OO OO0 O O 1 The Letterhead] [1 2 Date Line (I [0 3 The Inside Address[] [ [1 [1 4 The Salutation [J
(15 The Body O [0 6 The Complimentary Close [1 [ [ [0 7 The Signature [ [ 8 The Attention Line O [0 [0 [

00 O O 9 Subject Line O O 10 Enclosure Notation [ [0 11 Copy Notation[d [ 12 The Reference Initials (I [ [

[0 13 Mailing and Classification Notations [J [ [0 [0 [0 [0 14 Postscript [ "P.S." "PS" 0 [ O 15 The Next Page
Notation O O O O 16 Envelopes [0 [0 17 Interoffice Memoranda O O [ Exercises [J [0 Chapter 4 The Practical
Approach of Business Document Writingldl 0 O 0 OO0 O 0O O O O 1Five Planning Steps O O O OO 0O O O
0 O O 1.1 Identify Your Purposed [0 [0 [0 1.2 Analyze Your Audienced [0 [0 [0 1.3 Choose Your Ideas] (1 [

[0 1.4 Collect Your Datald [0 [0 [0 1.5 Organize Your Message [1 0 O O 2 Direct and Indirect Writing
Approaches 0 0 0 0O 0O 0O 0O O O 2.1 The Direct Approach O O [ 2.2 The Indirect Approach [0 [0 [ 3 Business
Writing Pyramid [0 00 [0 0 "[O O O "Exercises [ [ Chapter 5 Writing Informative Business Messagest] [1 [1 (1 [
0 O O O 1 Writing Positive and Neutral Messages [0 [0 [0 00 00 00 0 O O O 1.1 Formal Invitation Letters [1 [J 1.2
Announcement Letters [J [J [J [J 1.3 Transmittal Letters(] [ [J [ 2 Writing Negative Messages 0 0 [0 O 0 [0

0 2.1 Refusing Credit 0 O O O O O O O 2.2 Declining Invitations and Requests for Favors O 0 0 0 O 00 2.3
Negative Reply to an Invitation O O [ [J 2.4 Unfavorable Unsolicited Messagest] [0 O O O O O O [ Exercises
O O Chapter 6 Writing Persuasive Business Messages(] U U [0 [0 O OO O O 1 Requests for Products or Services[]
000000 2Complaints [ [0 3 Requests for Settlement of Payment [ [ [J 4 Solicited Sales Letters (1 [1 [
O O O 5 Unsolicited Sales Letters[] O O O O O Exercises [J [1 Chapter 7 Enquiries and Offerst] 0 0 0 0 1
Enquiries O [0 2 Unsolicited Offers [J [0 O O 3 Solicited Offers [J [0 O O [J 4 Counter Offers [J [ Useful
Sentences [ O O [J Exercises [1 J Chapter 8 Orders and Acknowledgementst] [J [0 00 O 1 Orders 0 O 2
Acceptance of Orders [J [0 [0 [0 3 Acceptance of Orders with Changes(] [0 [0 00 O O O O 4 Suggesting Order
Substitutest] [0 [0 O [0 O O O 5 Rejection of Orders [ O O [0 Useful Sentences O [ O O Exercises [1 [ Chapter
9 Transport[] O 1 Enquiry to Charter a Ship O [0 [0 2 Reply [0 [0 [0 0 3 Shipping Instructions [ [0 [0 [1 4
Shipping Advice O O O O 5 Urging Immediate Shipment [0 [0 0 0 O O Useful Sentences [ [0 O O Exercises [
[0 Chapter 10 Insuranced O 1 Urging to Insured] O O [0 2 Enquiry for Insurancel] [0 [0 00 3 Reply to Enquiry[]
0 O O 4 Confirmation O [0 Useful Sentences O O O O Exercises [ [ Chapter 11 Paymentd [ 1 A Request for
Payment by L/C 0O 0O 0O 0O O O O 2 ARequest for Opening L/CO O O O O O O 3 The Bank Agreement to
OpenL/CO OO OO O OO O4 A Notice to the Seller [0 [ O O 5 A Request for Amending L/C O O 0O 0O O

0 O 6 Presentation of Documents by the Seller 0 OO OO OO O 00 7 A Refusal by the Bank [0 [0 [J [ 8 A Request for
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Payment by the Seller 0 0 O 0O O O O 0 9 A Request for Payment by the Bank [0 [0 0 O 00 O O [0 Useful
Sentences [J O O [J Exercises [1 O Chapter 12 Claims and Adjustmentst] O OJ 00 O 1 A Claim about Short
Weight [0 [0 00 00 2 Reply to Claim O 0 O O OO 3 A Claim about Quality [7 [0 [0 [0 [0 O 4 A Rejection of Claim
000000 O Useful Sentences O [0 [ [0 Exercises 0 O Chapter 13 Tenders [ [ 1 An Invitation for
Tenderd [0 [0 O 2 Letter of the Bid [1 Bid Form[J [0 O [0 3 Power of Attorney [ [ [ 4 Bank's Reference Letter
0000 0O O O 5 Reference Letter from the Bidder's Clients 0 00 0 O O O O O 6 Qualification Statement of the
Bidder 0 0 OO 0O OO O 7BidBond O O O O O 8 Performance Bond [ [0 O [J 9 Bid Clarification Letter [ [
0 O O O O 10 Writing an RFP RFPO [0 11 Writing a professional RFPO [0 RFPO [0 12 Common Elements of an
RFP RFPO O O O O 13 The RFP Cover Letter RFPCI [0 0 14 The RFP Letter of Intent 0 0O RFPC 00 O O 15 The
No-Bid Letter OO OO 00 00 [0 [0 16 The Contract Award Letter (1 [1 [0 [0 [ 17 The RFP Disqualification Letter [ [
O RFPO O O O O O 18 The RFP Rejection Letter O OO O O O [0 Useful Sentencest 0 O [ Exercises [

[J Chapter 14 Agencyl] [ 1 Agency or Dealership Requests [J [J [J [0 O [0 [0 O 2 An Acceptance of Application
0 O O O 3 A Rejection of Application [ [ O 0 Useful Sentences [ [1 [ [ Exercises [J [J Reading Materials:
Distributorship Agreement [ O [J [0 Chapter 15 Consignment and Exhibition SalesC] [0 O O [0 1 A Request for
Goods on Consignment [ [0 [ 00 O O 2 An Acceptance [J [0 [0 [0 3 A Request for Goods on Exhibition Sales [J
0 0O O O O 4 Acceptance of Proposall] [ [ O Useful Sentences U [0 [0 O Exercises U [J Chapter 16 Barter
Compensation and Processing Traded O OO [0 0 O O 0O O 1 A Proposal for Barter Trade D O O O O O 2A
Reply to the Proposal [0 O O [0 00 O 3 A Proposal for Compensation TradeJ [0 O 0 [0 [0 4 AReply to
Compensation Trade [0 [0 00 0 O O O O 5 A Proposal for Processing Trade[] [ 00 00 0 O [0 6 AReply to
Processing Trade Proposall] O O O 00 0 O O O O Useful Sentences O [ O O Exercises O [ Chapter 17 Setting
up Sino-Foreign Joint VentureD O [0 [0 OO O 0O O 1 Letter of Intent for a Joint VentureD O O [0 OO O [0 2 About
Investment Environment [ O [0 [0 [0 3 Registration of a Joint Ventured O O O O [0 4 Application Letter for
Registration of a Joint Venture 0 0O O O O O O 0O O Useful Sentences [0 [0 [0 [ Exercises O [ Chapter 18 Other
Business Documents] [J O [0 [0 [0 1 Confirming the Verbal Agreementl] O O 0O O O O O O 2 Apology Letter
0 O O 3 Meeting Appointment Letter(] [J [0 [0 4 Congratulations [J [0 [0 5 Invitation [ O [0 6 Notice [0 [0 7
Promotional Letter(] O O [0 8 Thanks Letter(] [0 [0 0 9 Welcome Letter [J [0 [0 [J 10 Resume and Its Cover
Letter] 0 O O O 11 Recommendation Letter(] 00 [ 12 To Whom It May Concern Letterd O O 0 0 O O

[J Useful Sentencesd O O O Exercises 000 O 0O0OODOODODO0O ODO00OOOOOOOODOOOO
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