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. The functions of a business letter are (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;
(4) to remind the recipient of the sender’s existence.

2. Good Ehglish is one of the important base of good business letters,

. The three C’s are (1) Clearness, (2) Conciseness, (3) Courtesy.

4, If a letter is ambiguous, it will cause trouble to both sides, and further exchange of

letters for explanation will become inevitable, thus time will be lost. To avoid ambi-

guity, it is essential to make sure that your letter is so clear that it cannot be mis-
understood.

. No. We use simple words in our letters. Good, straightforward, simple English is

what is needed for business letters.

. No. A concise letter is not necessarily a short one.

7. If a letter is ruthlessly concise, it will give the recipient an impression that the writer

10.

1.

12.

13.

14.

15.

16.
17.

lr

is careless or impolite.

. If conciseness conflicts with courtesy, then I will make a little sacrifice of conciseness.

. By careful paragraphing a letter can be made clearer, easier to read and more at-

tractive to look at.

Promptness means punctuality. In other words, it is a matter of courtesy to answer
letters promptly.

With diplomacy and tact differences can be overcome and settled without ill-will on
either side.

No. It is always wrong to criticize or to contradict a statement made by the other
side without knowing whether it is in good faith or not.

The semi-indented style and the blocked style.

A business letter usually consists of seven principal parts.

Before writing the letter we must first of all consider what we want to say, and then
say it in plain, simple words.

Messrs. J.B, Peterson & Co.

Messrs. Jardine, Matheson & Co., Ltd.

754 Craneigh Street

London S.E. 37

England

Mr, Smith wrote to Mr. Wang that he had received Mr. Wang’s order.



W W N

. We have received your order No. 60 dated 22nd March, for which we thank vou.

We have ordered the goods and will receive them in two weeks.
We shall appreciate it if you will send us your catalogue by return mail.

We thank you for your letter of 14th April. We shall appreciate your writing us
soon.
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