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Unit 1 Language Features and Layout of a Business LetterUnit 2 Seeking New Clients and Establishing Business
RelationsUnit 3 Enquiries, Offers and Counter-offersUnit 4 AcceptanceUnit5 Packing and ShipmentUnit 6
InsuranceUnit 7 Terms of PaymentUnit 8 Claims and SettlementAPPENDIX [J Test For Integrated Skills (1 -7
)JAPPENDIX O Terms of International Economics and TradeJ O [0 O 0 [
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0 O 1. Clarityd [0 Above alll] a business letter must be clear and easily understood. If your letter isambiguous(]
it might bring trouble to yourself as well as to your reader. While presenting anideal] you need to follow a clear
logic. To avoid ambiguity and confusionl] you should usesimple and accurate words[] short and simple
sentences where appropriate.[] [J 2. Concisenesst] [1 To be concise is to express a message completely in as few
words as possible. Inbusiness correspondenceld this means increased effectiveness and decreased cost.
Wordyexpressions and redundancies are the major blunders to overcome. O 3. Courtesy[] [1 The principle of
courtesy requires one to be thoughtful and polite in writing a businessletter. If you put yourself in the readers shoes
[0 considering his or her needsl] problems andemotionsC] your letter will most probably be appreciated.
NormallyD punctuality is stressed asan important aspect of courtesy in business correspondence. A prompt letter
is always morevalued than a delayed one.[] [0 4. CompletenessC] [ Like any other letter[] a good business letter
should be complete[] providing all theinformation and data necessary for a specific issue. If any necessary piece of
information islackingd the reader will have to write another letter. It will not only waste time[J energy andmoney
(0 but also damage the image of vour comoanv.
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