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[0 O or other services. There are many forms being used in communication. It includes letters, telegrams, telexes,
cables and electronic correspondence But it is clearly seen that business letter is still the main carrier of business
communication. So it is the very important for students of business communication to master the skills of reading
and writing a good business letter that presents ideas clearly to enable readers to understand with the least possible
effort.CJ OO 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. Only
when the letter which conveys the message is faultless can it be an effective business letter. So the following essential
principles must be paid more attention to if you want to write an appropriate business letter.[] (I 1.1Principles of
Business Letter Writing( [0 The most effective business letter should be easy to read and easy to understand. They
must be friendly and courteous. We should keep the point in mind that business letters play an important role in
the development of goodwill and friendly trade relationship. Generally speaking, we need to apply some specific
writing principles while writing a business letter. They are: consideration, completeness, correctness, concreteness,
conciseness, clarity and courtesy.
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