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Lesson 1 Elements of a Good Business Letterl. What Is a Good Business Letter?2. The Layout of a Business Letter3.
Addressing the Envelope4. Telefax and E-mailExercisesLesson 2 Promotion Communicationsl. What Is a Good
Sales Letter?2. Selling a Product3. Selling a Service4. More SamplesExercisesLesson 3 Request Lettersl. What Is an
Effective Request Letter?2. Requesting Detailed Information about an Advertised Product3. Requesting
Information about the Availability of a Product4. Requesting Information about an Advertised Serviceb.
Requesting Information about Discounts6. More SamplesExercisesLesson 4 Response Lettersl. Responding to
Requests for Detailed Information about anAdvertised Product2. Responding to Requests for Information about
an Advertised Service3. Responding to Requests for Information about the Availability of a Product or Service4.
More SamplesExercisesLesson 5 Special Request Letters1. Asking for an Appointment2. Asking for Advice3.
Asking for Free Products4. Requesting Reproduction Privileges for Commercial Use5. More
SamplesExercisesLesson 6 Responding to Special Request Letters1. Responding to a Request for an Appointment2.
Responding to a Request for Advice3. Responding to a Request for Free Products4. Responding to a Request for
Reproduction Privileges for Commercial Use5. More SamplesExercisesLesson 7 Letters From Customers to
Supplierstd 10 1. Placing an Order2. Cancelling an Order3. Thanking a Supplier for Service4. Complaining about
Unsatisfactory Service or Product5. More SamplesExercisesLesson 8 Letters form Suppliers to Customers(] |

[J Lesson 9 Letters From Customers to SuppliersC] 110 Lesson 10 Letters form Suppliers to Customerst] 11

[J Lesson 11 Collection LettersLesson 12 Interoffice LettersC] Memorandums[J Lesson 13 Employment
CommunicationsLesson 14 Business Invitations and ResponsesLesson 15 The Writing of AdvertissmentsLesson 16
Classification and Structure of Business ReportsLesson 17 Procedures of Writing a Forma Business ReportLesson
18 Business ContractsKeys to the Exercises
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