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( The Different Style and the Special

Forms of Business Letters )
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THEEERLBEANEARBIN—BUE

Like personal letters and social letters, business letters
should be well~arranged and well~written, otherwise they
can not express oneself and one’ s firm to best advantage.

But business letters arc usually typed, not hand—written,
And the style of writing, forms and patterns are a bit differ-
ent from those of persenal or social ones,

As we know, people in business circles are always busy.
What they are interested in is the content of the letter itself,
not its wording. So. in writing a business letter, there is no
need to spend rauch time in finding colourful words and
using complicated and beautiful modifiers in sentences. Sim-
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ple English with brief but clear and accurate words is gener-
ally required. More often, some special terms and expres-
sions in business are used.

Of course, to write more effective business letters, there

still are some more points to bear in mind:

1) Write them clearly, logically, accurately, and
correctly;

2) Write them from the reader’ s point of view;

3) Be conversational in tone and simple in language so
that the letter is interesting to read, cordial in spirit,
sometimes witty and often imaginative <+ and al-
ways natural;

4) Whenever receiving business letters, answer them
promptly;

5) Make sure of your facts before you write:

a. Check or underline the parts of the letter that re-
quire an answer;

b. Get all the necessary data and information you
need;

c. Review any previous correspendence on file if
necessary;

6) Be always courtecus and friendly;

7) Be sincere and enthusiastic.

As for forms and patterns, we know that every well—ar-
ranged letter is made up of six essential parts. They comprise
the structure, or framework, of an English letter. Business
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