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O0000O0O0O0D00000000ODO Chapter I Introduction to English Business Letter Writing[l

[ Learning Aims[ [ Business letters are mostly correspondence among business organizations or between such
organizations and individuals. They mainly account for the majority of all business documents. Business letters are
of crucial importance in the conduct of business activities. Writing a proper business letter is an elementary skill of a
businessman. It will cause some problems in business if a businessman cant finish an effective business letter. In this
chapter] we would focus on the structure and layout of the English business letter. Students should follow the
basic principles of the English business letter writing 0 know how to arrange the composed parts of a business
letter and how to finish agood businessletter. 1 0 0 0 0 0D 0000000000 DOOOOOOODOO0O
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