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O O UNITO 1 BUSINESSO LETTERO WRITINGO O Exchange of information plays an important role in all
transactions. A greatdeal of business is conducted through exchange of information. It can be made invarious
methods either in speaking or in writing. Compared with oral communica-tion, written forms can secure more
complete understanding between the partiesconcerned and be kept permanently as a record of each transaction.
There aremany types of written communication such as letters, memos, reports, tele-grams, telexes, etc. Business
letters are the principle means used by firms tokeep in touch with their trading partners. Effective business letter
writers canhelp increase their companys sales and profits by establishing good relations withother companies. In
addition, proficiency in business letter writing may help thewriter gain more self-confidence and more success in
business.[J [ Section 100 Layout of Business LettersC] [1 When writing a business letter, you need to follow a
standardized layout.Generally speaking, a business letter should consist of the following seven princi-pal parts: the
letter-head, date, inside name and address, salutation, body of aletter, complimentary close, and signature. But
depending on the type of the let-ter, some other elements may be included such as reference No. , attention
line,subject, enclosure, carbon copy, and postscript.[] O 1. Principal PartsCJ [0 O 1 0 Letter-headd [ Letter-head
is usually placed on the top of a letter. It gives information aboutthe writers company——name, postal address,
telephone number, telegraphic andtelex addresses, fax number, website, and even the email address.
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