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defined the Business Letter: -: 4dladll Al J| iy i

as writing that produces the desired results in
another words the message must influence the
reader's attitudes and action.
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Oualities of letters:- -4 ) Jibe J (adbas
_A- for the letter tone. LAl ¢ ganaal —

B- for the letter structure. . Alull JS g Jsdil -

A- for the tone:- r Al f o gaira |

Tone consists of Wording your message so that it will
produce favorable action from the reader.
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Example:- -5 e

negative tone Positive tone
(it () gamins i) () e
-your claim -Your letters states
G il Ao Alay il
-we must absolutely refuse. -We are sorry, we
COIl 1O twem~,
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B- for the letter structure. . Ulw J el g cuS J-o

»

A good letter is generally designed to achieve a limited
immediate goal in a small space.
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The qualities that control the structure of business

letters are: -
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1- clarity :- s gl )

Clarity is essential to good writing , useful a letter is
clear, must be understandable, easily or simple ,plain
style , punctuation marks and a plain style .
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2- Conciseness :- - syl g ¥/ - T

Is saying every think you have to say fewest possible
words. This can be achieved by omitting unnecessary
details, unimportant ideas, and unnecessary words.

»

LS Jals Al g g Uil a8 il a3 Uia J 81 (S
)AQLJLAM\)J\SSYUJMM‘&JLJ)\AWW\& jc'éj_}x:d\

Al U Ay sl s Sall e 38 5l 5 ¢ dg 5 pal
Example:- - Jba
Enclosed herewith enclosed
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A letter may be considered complete when it presents
all the essential ideas and includes whatever details
needed to produce the response you want .
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4- Good organization:- -r Lot Bl

It is putting 1deas in their proper order and in a logical
sequence .

(¢)




Basic qualities of

effective letters

For the tone /i

)

Personalization
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For the structure o A

Ll 5 caS all

NS o s 0

Naturainess
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Good organization
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Tact

ﬁ.ﬁ:m reader's point of ) 5 Completeness
view
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ﬂ The "you" attitude ) ﬁ Clarity
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Conciseness
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Courtesy
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The main parts of the letters

1- The heading: - Oladndf
The heading printed on the letter sheet, it is consists of

the sender's name and address and any other
information about this.
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2- The date :- = ekt o r

The date line consists of the month , day and year . It
should be placed at least tow spaces below the last line
of the heading.
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3. The inside address:- e Al o pd] g - T

The inside address which consists of the name and
address of the person or the company to whom you are
writing , usually begins on the fifth lines below the
date line ,at the left margin .
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4- Thesalutation:- _» daliidy) L £

This is the greeting with which the letter begins .it 1S
typed at the left margin, a double space under the last
line of the inside address.
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5- The Body: s Ul ) a9 £ 902940 -0

The body of the business letter contains the message.
It begins two spaces below the salutation.
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The complimentary closing which 1s ;
ending of the letter, 1s 1yped a double Sjace below the
last line of the body, halfway {1 '

the line with the date.
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7- The signature - -2 g gilf N

»

The reader identifies the writer from the signature, it
must contain in sender's pen — written name and
typewritten name, business title, department and name
of company.
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Auxiliary parts of the letter
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1-Reference numbers :- ~2 Ul ) Jealiis g A 4 -
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2- Attention line :- -2 Al o) s g7 X
St sl et IS el s Al Ml 4a 5 (0 () (g) - Rage Aan Dl
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3- Subject line. Al s g Y

4- Reference initials. . Sl o¥) cdg adf ¢
5-Enclosure notation . /4 pall oLy 0

. Ol ginal) 453

0- Carbon notation. /A8LSY) ASuil] oLiiiy) N
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7- Postscript . /4l Lale /alelly ) i) Y
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1 Heading

Inside Address
Attention line

2

i The salutation

Subject line
The Body

l Reference initials
Enclosure notation
Carbon notation

;1 Postscrip

Date

The complain-

Entry close
The signature
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! Auxiligry parts of the leiterr.
transaction letters
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-Principle kinds of foreign transaction letters:-
- d"‘;_)‘l*" o‘)L‘)_\.h \:_)):\.‘QLQ-A B J.JL».‘)] A%u:‘\&.«i‘}_"i aﬁ}l‘}?\
The principle kinds of letters and documents through
which a foreign business transaction is concluded are
the following:-
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|- Enquiries:- - ladiny) )

A letter that ask for information about a product or

service.
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2- Replies to enquiries :- - bediay) de 4 ) Y

A letter of enquiry is usually replied to with a letter
giving the necessary information required.
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( Data \
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( Inside address W

Salutations \

Main parts of the
letter

Complimentary closing
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3 - Offers: - - gl X

Onn nany occasions the seller may offer his goods or
services to his regular customers and to others who
may be interested, with out waiting for an enquiry.
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4- Orders :- - ol oY) o) gl pdid] pal gl -4
A letter that ask for the supply of specific goods or
SErvices.
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5- Acknowledgement of orders:-

A letter replying to a letter of order, informing the
customer of the receipt of his order whether accepted,
delayed or rejected.
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U- Execution of orders ;- e e
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A- Packing and marking:-
Packing: - when an order is received from g buyer, the
seller prepares the goods for dispatch.
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Marking: - when packing is completed all the
containers of the goods should be marked, clearly with
the same marks so that the whole package in the same
consignment can be easily distinguished.
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B- Letter of advice of dispatch:-
the exporter send a letter to importer about the
dispatch ,it is included the order number, date of
dispatch , means of transport , amount of goods , value
of goods , other documents ( bill of Tading , invoices )
,and further details ( insurance ).
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7-The invoice :- - ead| Laild / 5 ) gildl) -V

Is a detailed list of goods purchased (sold), showing
their nature, quantity, price, and the conditions of sale
and delivery .
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[nvoices may be classified into two main types:-

I- Inland invoice: used within the country.
2- Foreign invoice: used for outside the country.
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8- Cemplaints and Adjustment:-

-Complaints: - The customer may receive the wrong
merchandise, damaged products, ----- . 1n such situation
the customer will have to write a letter in which he
makes a claim against the supplier of the product in
order that the matter may . be adjusted.
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-Adjustment: - The whiter of adjustment letter must,
under all circumstances, use patience, courtesy, and
diplomacy in his replies.
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-Methods of payment for foreign transactions:-

In foreign transactions may be made in any of the
following methods:-

1- Letter of credit (L/C).
2- Bank's transfer.
3- Bill of exchange.
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-Methods of payment in home trade :-

The following are the most common methods used mn
home trade:-

|- Cash.

2- Payment through post office.

3- Payment through the Bank.

4- Promissory notes.

5- Bill of exchange.
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- Management functions:- _e Ay ylaY) il g -

The activities that managers perform to achieve
company goals. Management consists of: -
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1- Planning. Caadassll o)
2- Organization. ' kel Y
3- Direction and leadership. . 4= sl sl ¥
4- Controlling. WY |
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