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- Basic Theory of Business
Letter Writing

Unit Outline

Writing business letters is one of the basic activities of being engaged in
international trade and also a very formal written' expression of the
establishment of business relations, trade negotiations, the conclusion of
business and the maintenance of business between exporter and importer.
Although with the development of science @nd fechnelogy, communication
means such as telephone, telegram, telex and fax, etc. are widely used in
international economic exchanges and trade activities, however, the  :
international business letters are still of particular importance.

In this unit, students should master the following key points:

¢ understand the functions of business letters;
¢ know the parts and layout of a business letter;

e learn the principles of business letter writing.




