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[0 O Leam the background knowledge of several commonly-used social lettersC] [ Understand the appropriate
usage of different social letters(1 [1 Remember several steps in writing a social letter(] [ Learn the terms and useful
expressions in different kinds of social lettersC] [1 Besides the business letters we have discussed in the former
chaptersd in international business(] there are some letters which do not discuss business affairs directly but are
necessary inmaintaining a good business relationship. These letters are called social letters or goodwill letters] and
they are intended to build a positive relationship between business partners. There are manykinds of social letters(]
including thank-you letter(] congratulation letter and invitation letter and so on.[d [0 Social letters mostly express
personal feelingsC] however(] they should follow a certain kind offormat and style of a business letter. A social
letter should be brief(] clear and sincere. The purposeof the letter should be stated clearly at the beginning of the
letter. It should also be sincere in tone.Besides[] this kind of letter should be written and sent without delay. Not
only because they areeasier to write when the situation is fresh in your mind[J but also because a prompt response
to theevent also means more to the recipient.C] [ There are four "s" to keep in mind when writing a social letter[
that ist] selflessC] specific sincereand short. Selflessness ensures that you focus on the receiver.
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