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Chapter 1 Business Letter Writing1[J 1 Introduction1d 2 The Principles ofEffective Business Writing1[] 3 The
Style and Tone ofBusiness Letter Writing1[] 4 Good-news Letters and Bad-news Letters\Vocabulary &
NotesExercisesChapter 2 Business LeRem[] Faxes and E[1 mails2[1] 1 Introduction2[] 2 Formats ofBusiness Letters
and Envelope Addressing2[] 3 The Common Components ofa Business Letter2[] 4 Busmess Faxes and
E-mailsVocabulary & NotesExercisesChapter 3 Establishing Business Relations3[] 1 Introduction3[] 2 Specimen
Letters3C] 3 Writing Guidelines3[] 4 Language FocusVocabulary & NotesExerciseChapter 4 Enquiries and
Replies4d 1 Introduction4d 2 Specimen Letters4d 3 Writing Guidelines4[] 4 Language FocusVocabulary &
NotesExercisesChapter 5 Offers and Counter-offers5] 1 Introduction50 2 Specimen Letters5[] 3 Writing
Guidelines50] 4 Language FocusVocabulary & NotesExercisesChapter 6 Sales Promotion and Follow-ups6] 1
Introduction6] 2 Specimen Letters6] 3 Writing Guidelines” 60 4 Language FocusVocabulary &
NotesExercisesChapter 7 Orders and AcknOwlegements7[] 1 Introduction7(] 2 Specimen Letters7[] 3 Writing
Guidelines70 4 Language FocusVocabulary & NotesExercisesChapter 8 Terms of Payment(1)8L] 1 Introduction8
[ 2 Specimen Letters8J 3 Writing Guidelines8[] 4 Language FocusVocabulary & NotesExercisesChapter 9 Terms
of Payment(11)90J 1 Introduction——9[J 2 Specimen Letters9] 3 Writing Guidelines9[] 4 Language
FocusVocabulary & NotesExercisesChapter 10 Packing and Marking100] 1 Introduction100] 2 Specimen
LetterslO 3 Writing Guidelines100J 4 Language FocusVocabulary & NotesExercisesChapter 11 Shipment110] 1
Introduction11] 2 Specimen Letters11] 3 Writing Guidelines11[] 4 Language FocusVocabulary &
NotesExercisesChapter 12 Cargo Transport Insurancel2[] 1 Introduction12[] 2 Specimen Letters12[1 3 Writing
Guidelines12[] 4 Language FocusVocabulary & NotesExercisesChapter 13 Complaints and Adjustments13[] 1
Introduction13[] 2 Specimen Letters13[0 3 Writing Guidelines13[] 4 Language FocusVocabulary &
NotesExercisesKey to ExercisesReferences
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[0 O 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 islacking, the reader will have to ask you for
clarification, which means that you will have towrite another letter. It will not only waste time, energy and money,
but also damage the imageof your company. In order to verify the completeness of what you write, five "Ws"

[0 who, what, where,when and why[dJ and one "h" O how[] should be considered. For example, if you write a
letter oforder, you should make it clear who wants to order, what is wanted, when and where thegoods are to be
delivered and how payment will be made. If you have some specialrequirements, you should explain the reason.
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