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100 Layouts & Components of BE Letters[] 1.1 Laying Out Business English Letters(] 1.2 Understanding the
Essential & Optional Components of BE Letters[] 1.3 Addressing an Envelope 201 Asking to Establish Business
Relations& Replies] 2.1 Experience & Practicel] 2.2 Communicating & Writing SkillsC] 2.3 Writers' Workshop :
The Process of Writing3[ Credit Enquiries & RepliesC] 3.1 Experience & Practice[] 3.2 Communicating &
Writing SkillsCI 3.3 Writers" Workshop: Businesslike Poise & Formal Style4[] Enquiries & Replies(] 4.1
Experience & Practice[] 4.2 Communicating & Writing SkillstI 4.3 Writers' Workshop: Opening & Closing a
Letter5[0 Quotations, Offers & Counter-offersC] 5.1 Experience & Practice[] 5.2 Communicating & Writing Skills
(1 5.3 Writers' Workshop : Proposition vs Counter- proposition (1 )60 Orders & Replies[] 6.1 Experience &
Practice[] 6.2 Communicating & Writing SkillsC] 6.3 Writers' Workshop: Textual Development of Letters (2)7

[J Payment & Replies[] 7.1 Experience & Practicel] 7.2 Communicating & Writing Skills(] 7.3 Writers'
Workshop: Textual Development of Letters (3)8[] Shipment & Replies] 8.1 Experience & Practice[] 8.2
Communicating & Writing Skills[J 8.3 Writers' Workshop: Principles for BE Writing9[1 Packing & Repliest] 9.1
Experience & Practice] 9.2 Communicating & Writing Skills(] 9.3 Writers'Workshop: Concreteness vs
Abstractness100 Insurance & Replies[] 10.1 Experience & Practice[] 10.2 Communicating & Writing Skills

(1 10.3 Writers' Workshop: Quialities of Effective Sentence Writing11[] Claims & Adjustments] 11.1 Experience
& Practicel] 11.2 Communicating & Writing SkillstJ 11.3 Writers' Workshop: Create an Appropriate Tonel2

0J AgencyU 12.1 Experience & Practicel] 12.2 Communicating & Writing SkillsC] 12.3 Writers' Workshop:
Conciseness & Simplicity13 Social Letters14 Memorandums15 Business ReportsAppendixesReferences
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[0 O Of all these channelsC] communication in writing is the means most commonlyused for setting up business
relations. But how can you obtain all the necessaryinformation about a new client when you are going to write a
letter to establishbusiness relations[]

Maybe you can seek the help of many sources such asperiodicalsC] advertisements in newspapersC] market
investigations] self-introductionby merchants themselves] etc.(J [ Points to rememberd [ After obtaining the
desired names and addresses of the firms from any of theabove channels or sourcesl] you may start sending letters
to the parties concerned.Generally speaking this type of letter should start by telling the addressee thefollowing.
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