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Preface to the first edition

Few business transactions are carried through successfully without
correspondence at some point. Er'lquiries must be answered, quotations
given, orders placed, complaints dealt with, transport and insurance
arranged and accounts settled. Letters must be written to customers,
salesmen, agents, suppliers, bankers, shipowners and many others; they
cover every conceivable phgse of business activity. They are the firm’s
silent salesmen and, often enough, represeht its only contact with the
outside world. Hence the need to create a good impression, not only of
the writer’s firm, but also of the writer himself as an éfficient person
eager to be of service.

In the pages that follow are to be found over five hundred specimen
letters dealing with a comprehensive rahge of transactions of the kind
handled in business every day. They are represented, not as models to be
copied, for no two Business'situations are ever quite alike, but rather as
examples written in the modern English style tq illustrate the accépted
principles of good business writing. ‘

Every business letter is written to a purpose; each has its own
special aim, and one of the features of this book is its use of explanation
to show how the various letters set out to achieve their aims. Ba_sic legal
pﬁnciples relevant to different types of transaction are also touched upon,
but only where there is a need to clarify legal relationships. Where the
book is used in class, the let_te:s provide material fo; teachers who may
wish to enlarge on these matters and the exercises the means for students
to apply in practice what they have been taught.

The many letters included are written in the straightforward and
meaningful style of the modern age and should be of special help to the
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overseas user, and especially to students in schools and colleges where
commercial correspondence is taught either as a general business

accomplishment or as a preparation for the various examinations.
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Preface to the fourth edition

When it was decided to revise this book three main areas were given
attention—the overall struciure, the content and the generalﬁ appearance.
From studying the original structure of chapters, it was decided to split
them into units, with each unit comprising letters which could be
specifically grouped- : ) ; '

The result was four main units. Unit 1 Techniques of Business
Letter Writing deals with the general theory of writing letters, their
composition and display. Unit 2 Routine Business Letters deals with
business letters and documents involved in evéryday business
transactions, with the final chapter in this unit showing a typical businesé
transaction from beginning to end. Unit 3 Special Business Letters
contains letters on various topics which most businesses will have to send
at some time or other: goodwill, circular, vsale‘s, personnel and travel.
Finally, Unit 4 Classified Business Letters is devoted to more specific
business dealings: agencies, international trade, banking, transport and
insurance. :

In revising the structure, it was also decided to place all assignments
in a seperate Appendix rather than including them at the end of relevant
chapters as previously. At the same time assignments have been included
from major examining bodies, thus taking away the previous emphasis on
free — writing tasks and placing it on realistic assignments involving
students in studying a .given situation and planning and composing
suitable letters. '

After the initial restructuring came the difficult decision of which
letters to retain and which could be omitted. While trying to retain the
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comprehensive range of model letters which made previous editions so
useful, 1 had to be fairly selective in cutting out letters which I felt were
repetitive or unnecessary.

As far as content is concerned, the language and terminology had to
be ‘amended throughout in order to bring the model letters up to date.
The. emphasis today is firmly on brevity and conciseness while retaining
cou;'fes,y and professionalism without overformality.

With speed being essential in business transactions toda&, many
communications take place by telephone, telex or, more so, by fax.
Many of the model letters shown, therefore, could easily be used as fax
messages.

(It has to be stressed that all the models are presented as examples

“of well = structured letters written in modern English. No two business
situations are ever identical, so they are not models to be copied
wholesale. ) |

The publishers have, in turn, made this edition more attractive by
improving its overall appearance. The text and the models are now
presented in a format ‘which should result in easier referernce and
increased usability.

In updating this book, I received considerable assistance, often at
short notice, from the following people who provided their advice and
expertise in helping to revise areas of specialism: Mr Terry Richards,
Head of International Trade at Leeds Chamber of Commerce
(International Trade and Transport), Mr Dennis Metcalfe, Parson Cross
College, Sheffield ( Insurance) and Mr Don Parrish (Bankmg) I am
very grateful for all their help.

Thanks also to Pitman Examinations Institute and the London
Chamber of Commerce and Industry for their kind permission to
reproduce some of their previous examination questions.

Finally, I must thank the publishers for giving me the opportunity
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to revise a book by an author for whom I have always held a great deal of
respect, and which must have initally involved him in a mammoth
research task. I hope 1 have succeeded in bringing this edition into the

Nineties, and, most importantly, that Mr Gartside would have approved

of the changes.

1991 . ‘Shirley Taylor

8 UK
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