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Unit1 Fundamentals of Business
Letter Writing
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Lead-in

In the business community today, the importance of good communication skills is even
more stressed, as it is essential that employees can use the tools of the evolving information
technology to communicate clearly, accurately and effectively. Business communication is
concerned with the successful exchange of messages that support the goal of buying and selling
goods or other services. Business communication can be used in inquiring, ordering, negotiation,
selling, marketing, complaining, etc.. In international trade, most of the negqtiation and contracts
are signed through business letters. A Business letter is legal. It is very important for both the form
and the content.

So it is of very importance for students of business communication to master the skills of
reading and writing a good business letter that presents ideas interestingly and clearly to enable

readers to understand with least possible effort.
1. Principles of Business Letter Writing

A good business letter can play an important role in trade, increase friendship and obtain
complete understanding between the parties involved. Business letter writing is one of the
necessary business activities. Broadly speaking, the functions of a business letter may be said to
be (1) to ask for or to convey information, (2) to make or to accept an offer, (3) to deal with
matters concerning negotiation of business. In addition, there are letters with no other purpose

than to remind the recipient of the sender’s existence.
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Letter-writing does not differ from any other form of creative writing. Good English is one of
the important bases of good business letters. What you write should be free from grammatical
blemishes, and also free from the slightest possibility of being misunderstood. There are certain
essential qualities of business letters, which can be summed up in the Six Cs, as (1) Clearness,
(2) Conciseness, (3) Courtesy, (4) Consideration, (5) Correctness, (6) Completeness.

(1) Clearness

First of all, make sure that your letter is so clear that it cannot be misunderstood. An
ambiguous point in a letter will cause trouble to both sides, and further exchange of letters for
explanation will become inevitable and time-wasting. Next, when you are sure about what you
want to say, say it in plain, simple words. Good, straightforward, simple English 1s necessary for
business letters.

(2) Conciseness

Clearness and conciseness often go hand-in-hand and the elimination of wordy business

jargon can help to make a letter clearer and at the same time more concise.

A concise letter is not necessarily a short one. Sometimes, a letter dealing perhaps with a
multiplicity of matters cannot avoid being long. If conciseness conflicts with courtesy, make a
little sacrifice of conciseness. Generally speaking, you will gain clearness and conciseness by
writing short sentences rather than long ones.

A letter can be made clearer, easier to read and more attractive to look at by careful
paragraphing. A paragraph for each point is a good rule.

(3) Courtesy A

It should hardly be necessary to stress the importance of courtesy in your correspondence.
One of the most important things is promptness, which will please your customer who dislikes
waiting for days before he gets a reply to his letter.

It is nearly alwa'ys wrong to doubt a statement made in good faith by the other side and even
worse to contradict it. Differences are bound to occur in business, but with diplomacy and tact
they can be overcome and settled without ill will on either side.

(4) Consideration

Consideration is an important rule of good business writing. The letters you send out must



