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[0 O Prefacel] [1 People in business] whatever their titles are[] spend a lot of their time each day exchanging
information] calling sellers] presenting to superiorst] trading gossip with peersC] or writing and calling customers
00 O O Whenever there is an exchangel there is also the chance for misunderstanding and the transmission of
incorrect information] Miscommunication is costly to businessC] It means wasted time and money[] People who
can express themselves well are given high evaluation and praise[J This skill(I the ability to communicate effectively
(0 may bring good results in business for both the individual and the organization O O The purpose of this book
is to help people master the skill in letter writingl Writing good business letters is not very easy[] Trying to string
words together So they are clear and say what you mean is a true challengel] Writing good business letters can be
learned(] if you practice all the time until you are successfull] [1 Here we would like to thank Miss Wang
Quanquanl] Miss Wang Ning who gave US good suggestions on this book[] We are grateful to My[l Timothy
Lerne who helped US all the way in language and editing[] and[] [ also gave US some valuable suggestions on
writing the book[l FinallytD We sincerely hope this book can help you a lot in writing business letters(]
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