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4. previous order

2. Introducing 1. oneself

2. nature of business
3. company
4, product

5. interest
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3. Making an enquiry about (erms, conditions quotations of products
or Specifying terms, conditions of products

1. description
2. minimum quantity of order
3. terms of payment (sight draft, bank draft, telegraphic transfer, Letter of credit)
4. terms of sales (prices : F.O.B., CIF)
5. terms of delivery (amount of time for delivering from the date of payment)
6. transportation (air freight or sea freight)
7. quotation validity

4. Making a request | for
1. catalog
2. sample

3. sample label

4, price list

5. brochure

6. certificates by product listing
7. relevant tecnology

8. technical specifications

5. | Expressing hope l for

1. profitable business relationship

2. response, reply

6. l Expressing thanks I
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tentative roles data input
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sample letter

relevant situations
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\ o /
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select II § by
p | [
System ' ; 1!
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> >
support :si I‘Sl
v Io!
(optional) :N: 1=
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[ [
________________________________ N S R o &
Ao ¥ 1]

n ¥ a o w
LLNunuumﬁauLmemﬂﬂmﬂmmmmﬁmmw ...to make a man; body, soul and spirit
k]
are needed in the creation : in the same way, to enable an advanced commercial student to write and
respond to a business letter in English, forms, functions, notions, transactional discourse and the

k1l
procedures involved in the course design cannot be separated.
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1

Business Letter Type | Banks L‘X‘)OI‘t—I.mpOI‘t bi.llcSA Transl?ort'fxtlon Hotels Average Rank Order
Conpanies Organisations | Organisations frequency
sales letters 8 1.5 2 12,5 10 6.8 2
enquiries 1 4 4 S 3.5 5.5 1
quotations and offers | 22.5 4 3 17.5 10 11.4 10
changing in 25 26.5 28 17.5 26.5 24.7 22
business letters
counter offers 11 13.5 7 12.5 22 13.2 11
orders 22.5 1.5 7 17.5 3.5 9.2 5
acknowledgement of 16.5 4 6 8.5 15.5 10.1 7
torders
refusal of orders 28 9 14 22.5 22 19.1 17
claims 5.5 9 12 8.5 15.5 10.1 7
acknowledgement of 3.5 6 16 12.5 15.5 10.7 9
payments
complaints 19.5 22 23 25.5 26.5 23.3 21
adjustment letters 3.5 22 20 17.5 26.5 17.9 15
credit requests 16.5 15.5 21 12.5 22 17.5 14
grant of credit 18 25 24 22.5 22 22.3 19
refusal of 27 28 27 27.5 22 26.3 24
credit
letters of 11 11.5 8.5 5 1 7.4 3
; recommendation
anplications 19.5 20 22 27.5 10 19.8 18
confirming 22.5 22 17 17.5 15.5 18.9 16
employment
rejecting 26 24 25 22.5 26.5 24.8 23
applications
letters of 7 13.5 10.5 8.5 7 9.3 6
anpointment
letters of 11 9 13 1.5 7 8.3 4
invitation
replies to 5.5 18 18 8.5 15.5 11.4 10
invitations
thanks 2 7 5 1.5 3.5 5.5 1
goodwill letters 15 18 19 17.5 15.5 17 13
congratulations 9 18 15 3 7 10.4 8
introductions 14 15.5 10.5 22.5 15.5 15.6 12
condolences 22.5 26.5 26 25.5 15.5 23.2 20
seasonal wishes 13 11.5 5.5 5 3.5 3.3 4
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