L esson 14

Business Correspondence

In our day to-day life we exchange our ideas, thoughts and other information with our
friends, relatives and other people. Sometimeswe directly talk to them and sometimes
we also write letters to them. In letters we express our feelings in a few words, we
may ask for any information or we may write about a complaint in connection with
our problems. Similarly businessmen aso exchange ideas, information by writing
letters. They communicate business information to customers, suppliers and others
and at the sametime receive avariety of letters from them. In thislesson let us know
about different types of letters used in the process of business transactions.

14.1 Objectives

After studying thislesson, youwill ableto:
e dtatethemeaning of Business Correspondence;
e explain theimportance of Business Correspondence;
e describe the essential qualities of agood business letter;
e identify the various parts of a business letter; and
e recognize the different types of letters used in business.

14.2 Meaning of Business Correspondence

Communication through exchange of letters is known as correspondence. We
communicate our feelings, thoughts etc. to our friends and relatives through letters
that may be called personal correspondence. A Businessman also writes and receives
letters in his day to-day transactions, which may be called business correspondence.
Business correspondence or business letter is awritten communication between two
parties. Businessmen may write letters to supplier of goods and also receive letters
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fromthesuppliers. Customersmay writelettersto businessmen seeking information about
availability of goods, price, qudity, sampleetc. or place order for purchase of goods. Thus,
business|ettersmay be defined asamediaor meansthrough which views are expressed
andideasor informationiscommunicated inwriting in the process of businessactivities.

14.3 Importance of Business Correspondence

Now-a-days business operations are not restricted to any locality, state or nation. Today
production takes place in one area but consumption takes place everywhere. Sincethe
businessmen aswell ascustomersliveinfar off placesthey don’t have sufficient timeto
contact each other personally. Thus, there arisesthe need for writing | etters. In the past the
Stuationwasnot 0. Business|etterswerenot essentiad in olden days. But now theimportance
of |ettershasincreased because of vast expansion of business, increasein demand aswell
assupply of goods. Let uslearn about theimportance of business|etters.

i)  Hepinmaintaining proper relationship

Now-a-daysbus nessactivitiesare not confined to any oneareaor locality. Thebusinessmen
aswell ascustomersare scattered throughout the country. Thus, thereisaneed to maintain
proper relationship among them by using gppropriate meansof communication. Herebusiness
letters play an important role. The customers can writelettersto the businessman seeking
information about productsand businessmen a so supply variousinformation to customers.
Thishelpsthemto carry on businesson nationa and international basis.

i) Inexpensiveand convenient mode

Though thereare other modes of communication liketelephone, telex, fax, etc. but business
information can be provided and obtained economically and conveniently through letters.

i) Createand maintain goodwill

Sometimes business|ettersare written to create and enhance goodwill. Businessmen at
times send | ettersto enquire about complaints and suggestions of their customers. They
also send lettersto inform the customers about the avail ability of anew product, clearance
sdeetc. All thisresultsin cordid relationswith the customers, which enhancesthe goodwill
of thebusiness.

iv) Serves as evidence

We cannot expect atrader to memoriseall factsand figuresin aconversation that normally
takes place among businessmen. Through letters, he can keep arecord of al facts. Thus,
letters can serve asevidencein case of dispute between two parties.

v) Helpinexpansion of business

Businessrequiresinformation regarding competing products, prevailing prices, promotion,
market activities, etc. If thetrader hasto runfrom placeto placeto get information, hewill
endup doing nothing. Itwill smply resultinlossof time. But through business|etters, hecan
make all enquiriesabout the products and the markets. He can a so receive ordersfrom
different countriesand, thusenhance sales.
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Intext Questions 14.1

. Fllintheblankswith suitablewords.

i.  Businesslettersserveasalan........c.ccccocvveevrnenee incase of disputeinbusiness
transactions.

. 1S i, for the businessmen to remember all facts without
correspondence.

iii. Businesslettersbuild ................... for a businessman.

iv. Businesslettersarewrittento........ccco....... information.

v. Businessletteristhemost .......ccooc....... mode of communication.

[1. Given below are certain statements. Write ‘T’ against true statements and ‘F
against false statements.

i. Letter isaform of written communication.

ii.  Through business|etter personal contact can be maintained between buyer
and seller.

iii. Business letters lead to decline the goodwill of the firm.
iv. Letter isaconvenient and economic mode of communication.

v. Businessletters do not help in removing misunderstanding between buyer
and seller.

14.4 Essential Qualities of a Good Business L etter

A letter should serve the purpose for which it is written. If a businessman writes a
letter to the supplier for purchase of goods, the letter should contain all the relevant
information relating to the product, mode of payment, packaging, transportation of
goods, etc. clearly and specifically. Otherwise, therewill be confusion that may cause
delay in getting the goods. Again the quality of paper used in theletter, itssize, colour
etc. also need specia attention, because it creats a positive impression in the mind of
the recelver. We may classify the qualities of agood business |etter as:

a  Inner Qualities; and
b. Outer Qualities

a) Inner Qualities- Theinner qualities of agood business|etter refer to the quality
of language, its presentation, etc. Thesefacilitate quick processing of the request
and that leads to prompt action. Let us discuss the various inner qualities of a
good business letter.

(i) Simplicity - Simple and easy language should be used for writing business
letters. Difficult wordsshould be gtrictly avoided, asone cannot expect thereader
torefer tothedictionary every timewhilereading | etter.

(i) Clarity - Thelanguage should be clear, so that thereceivewill understand the
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b)

(ii)

i)

)

(vi)

(vii)

message immediately, easily and correctly. Ambiguous language creates
confusion. Theletter will servethe purposeif thereceiver understandsitin
thesame manner inwhichitisintended by the sender.

Accuracy - Thestatementswrittenin theletter should be accurateto, the best of
thesender’ sknowledge. Accuracy demandsthat thereareno errorsintheusage
of language- ingrammar, spellings, punctuationsetc. An accurateletter isaways
appreciated.

Completeness- A completeletter isonethat providesall necessary information
totheusers. For example, while sending an order we should mentionthedesirable
features of thegoods, i.e., their quality, shape, colour, design, quantity, date of
delivery, mode of transportation, etc.

Relevance - Theletter should contain only essential information. Irrelevant
information should not be mentioned while sending any business
correspondence.

Courtesy - Courtesy winsthe heart of thereader. In business|etters, courtesy
can be shown/expressed by using wordslike please, thank you, etc.

Neatness- A neat letter isalwaysimpressive. A letter either handwritten or
typed, should be neat and attractivein appearance. Overwriting and cuttings
should be avoided.

Outer Qualities - The outer qualities of a good business letter refers to the
appearance of theletter. It includesthe quality of paper used, colour of the paper,
size of the paper etc. Good quality paper gives a favourable impression in the
mind of the reader. It also helps in documenting the letters properly. Let us
discuss the various outer qualities of a good business |etter.

0)

(i)

(iii)

(iv)

)

Quiality of paper - The paper used should bein accordance with the economic
status of the firm. Now-a-daysthe cost of the paper isvery high. Therefore,
good paper should be used for original copy and ordinary paper may be
used for duplicate copy.

Colour of the Paper - It is better to use different coloursfor different types
of letters, so that the receiver will identify the letters quickly and prompt
action can be taken.

Size of the paper - Standard size paper (A4) should be used while writing
business letters. The size of the paper should be in accordance with the
envelopes available in the market.

Folding of letter- Theletter should be folded properly and uniformly. Care
should be taken to give minimum folds to the letter so that it will fit the
size of the envelope. If window envelope is used then folding should be
donein such away that the address of thereceiver isclearly visible through
the transparent part of the envel ope.

Envelope- Thesizeand quality of the envel opea so need specid attention. The
szeof theletter shouldfit thesizeof theletters. The businessfirmsusedifferent
typesof envelopesi.e., ordinary envel ope, window envel ope, laminated envelope
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etc. Inwindow envelopethereisno need to write the address of thereceiver
separately onthe envelope. Itisclearly visiblethrough the transparent part on
theface of the envel ope, which may be called aswindow. Inlaminated envelope
athin plastic sheet or clothis pasted on theinner sidethat givesextraprotection
tolettersfrom being damaged during transit.

Intext Questions 14.2

Fill in the blankswith suitablewords.

)

Apart from ordinary envelopes, we may also use or

envel opesfor sending business|etters.

To make aletter courteous, words like and should be
used.

Business|etter should contain only information.

Accuracy demands no error in the usage of
Businesslettersshould beawaysneat and in appearance.

Matchthefollowing.

a)

b)

c)

d)

Thereceiver understandsthe message i) Relevance
in the same way as intended by the sender

There should be no errorsin the usage ii)  Courtesy
of language in business |etter.

Relevant information should be iii)  Accuracy
provided in business letter

Words of anger should iv) Clarity
not be used in any business |etters.

14.5 Partsof a Business L etter

We have discussed above the qualities of a good business letter. The quality will be
maintained if wegive proper attention to each and every part of theletter. Let usnow learn
about thedifferent partsof abusinessletter.

Theessentia partsof abusiness|etter areasfollows:

1.

Heading - The heading of abusiness|etter usualy containsthe nameand postal address
of thebusiness, E-mail address, Web-site address, Telephone Number, Fax Number,
TradeMark or logo of thebusiness (if any)

Date- Thedateisnormally written on theright hand side corner after theheading as
the day, month and years. Some examples are 28" Feb., 2003 or Feb. 28, 2003.

Reference- It indicates|etter number and the department fromwheretheletter isbeing
sent and theyear. It helpsinfuturereference. Thisreferencenumber isgivenonthe
left hand corner after the heading. For example, we can write reference number as
AB/FADept./2003/27.

ONO s WDNPE

9

Different partsof a
business letter-

10. Enclosures
11. Copy Circulation
12. Post Script

Heading

Date

Reference

Inside Address
Subject
Salutation

Body of the letter
Complimentary
close

Signature
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Inside address- Thisincludesthe nameand full address of the person or thefirmto
whomtheletter isto besent. Thisiswritten ontheleft hand side of the sheet below the
reference number. Letters should be addressed to the responsible head e.g., the
Secretary, the Principal, the Chairman, the Manager etc. Example:

M/SBharat Fans The Chief Manager,

Bharat Complex State Bank of India
Hyderabad Industrial Complex Utkal University Campus
Hyderabad Bhubaneswar,

Andhra Pradesh - 500032 Orissa- 751007

Subject - Itisastatement in brief, that indicatesthe matter to which theletter rel ates.
It attractsthe attention of thereceiver immediately and hel pshim to know quickly
what theletter isabout. For example,

Subject: Your order No. C317/8 dated 12" March 2003.

Subject: Enquiry about Samsungtelevision

Subject: Firelnsurance policy

Salutation - Thisisplaced below theinsdeaddress. 1tisusudly followed by acomma
(,)- Variousformsof sautation are;

Sir/Madam: For officia and formal correspondence
Dear Sr/Madam: For addressinganindividua
Dear SirdDear Madam:  For addressing afirm or company.

Body of theletter- Thiscomesafter salutation. Thisisthemain part of theletter and it
containsthe actual message of thesender. Itisdivided into three parts.

(@ Openingpart- Itistheintroductory part of theletter. Inthispart, attention of the
reader should be drawn to the previous correspondence, if any. For example-
with referenceto your letter no. 326 dated. 12" March 2003, | would liketo
draw your attention towardsthe new brand of television.

(b) Mainpart- Thispart usualy containsthe subject matter of theletter. 1t should
be preciseand written in clear words.

(9 Concluding Part - It contains a statement the of sender’ sintentions, hopesor
expectations concerning the next step to be taken. Further, the sender should
awayslook forward to getting apositiveresponse. At theend, termslike Thanking
you, With regards, With warm regards may be used.

Complimentary close - It ismerely apolite way of ending aletter. It must bein
accordancewith the salutation. For example:

Sdutation Complementary close

i.  Dear Sir/Dear Madam Yoursfathfully

ii. DearMr.Rg Yourssincerdy

iii. My Dear Akbar Yours verysncerdy (express very informal
relations.)
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10.

11.

12.

Td.

Fax.
Ref.

To

Signature- Itiswritteninink, immediately below the complimentary close. Asfar as
possible, the signature should belegible. The name of thewriter should be typed
immediately bel ow thesgnature. Thedesignationisgiven below thetyped name. Where
no letterhead isin use, the name of the company too could beincluded below the
designation of thewriter. For example:

Yoursfathfully

For M/SAcronElectricals
(Sgnature)

SUNIL KUMAR

Partner

Enclosures- Thisisrequired when some documentslike cheque, draft, bills, receipts,
lists, invoicesetc. areattached withtheletter. Theseenclosuresarelisted oneby one
inserid numbers. For example:

End: () Thelistof goodsreceived

(i) A chequefor Rs. One Thousand dtt. Feb. 27,2003 (Chegque No........ )
towards payment for goods supplied.

Copy circulation - Thisisrequired when copiesof theletter are also sent to persons
apart of the addressee. Itisdenoted asC.C. For example,

C.C. I. The Chairman, Electric Supply Corporation
i TheDirector, Electric Supply Corporation
i The Secretary, Electric Supply Corporation
Post script - Thisisrequired when the writer wantsto add something, whichisnot
includedinthebody of theletter. Itisexpressed asP.S. For example,
PS. - Inour offer, we providetwo yearswarranty.

Format of aBusiness L etter

Nameof thefirm E-mail:
Postal Address Website:

Dated:

Nameand
address of the personto whom |etter issent
Subject:

Sdutation,

Opening part
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Main part

Concluding part

Complementary close

Signature
(name)
Designation

Enclosures

CC-

PS-

Intext Questions 14.3

Fill in the blanks
i.  The complementary close must be in accordance with the .
ii. Below the signature and name of the writer, his isalso written.

iii.  Inthe main part of the body of the letter iswritten..
iv. Dear Siristheform of .
v. Thebody of the letter is usually divided into part(s).

After having someideaabout the various qualitiesand different parts of agood business
letter let us know about the different types of letter used in business correspondence.

14.6 Type of Business Letters

Businesslettersarewritten for thefulfillment of severa purposes. The purposemay beto
enquire about aproduct to know its priceand quality, availability, etc. Thispurposeis
served if youwritealetter of enquiry to the supplier. After receiving your | etter the supplier
may send you detail sabout the product as per your query. If satisfied, you may give order
for supply of goodsasper your requirement. After receivingtheitems, if youfindthat the
product isdefective or damaged, you may lodgeacomplaint. Thesearethefew instancesin
which business correspondencetakes place. L et uslearn the detail sabout someimportant
businessletters.

i.  BusinessEnquiry L etter

Sometimes prospective buyerswant to know the detail s of the goodswhich they want to
buy, like quality, quantity, price, mode of delivery and payment, etc. They may also ask for
asample. Theletter written to sellerswith one or more of the above purposesisknown as
enquiry letter.
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Specimen of BusinessEnquiry L etter

Tel. 23241053 M/sAcron Electricals E-mail: elc@acr.vsnl.net.in
Fax.: 23244155 22/c, Main Road Website: http://www.acronelc.comFax.
DaryaGanj, New Delhi-2

Ref. PR/IF/2002/27 Dated: July 27,2002

M/s Bharat Fans

Bharat Complex

Hyderabad Industrial Estate
Hyderabad - 500032

Subject: Enquiry about the prices of fans
Dear Sir,

Wearedealinginretail trade of electrical appliances. Wewould beinterested in selling your product,
Bharat Fans through our retail showroom.

Couldyou, therefore, send usyour quotationsand let usknow thetermsand conditions of payment.
Thanking you,

Yoursfaithfully,

For M/s Acron Electricals
Sa/-

(A.B.Kumar)

Partner.

Pointsto bekept in mind whilewriting lettersof enquiry-

—  Lettersof enquiry should clearly state theinformation required, which may beasking
forapricelist or asample.

—  Writespecifically about the design, size, quantity, quality, etc. about the product or
serviceinwhichthebuyer isinterested.

—  Theperiod or thedate, till whichinformationisrequired, may aso be mentioned.
ii. Quotation Letter

After receiving theletter of enquiry from aprospective buyer, thesdlerssupply therelevant
information by writing aletter that iscalled quotation | etter. Theselettersarewritten keeping
inview theinformation asked for like pricelist, mode of payment, discount to beallowed
etc. Businessman should reply totheinquiriescarefully and promptly.

Specimen of Quotation L etter

Td. 508632-35 M/s Bharat Fans E-mail: bh@fan.vsnl.net.in

Fax. 508600 Bharat Complex Website: http://www.bhfan.com
Hyderabad Industrial Estate
Hyderabad - 500032

Ref.-SL/F2002/12 Dated: August 10,2002

M/sAcron Electricals
22/c, Main Road
Darya Ganj, New Delhi-2

Subject: Your letter No. PR/F/2002/27 dated July 27, 2002
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Dear Sir,

Thank youfor your letter of enquiry. Wewould be glad to meet your requirements of selling our
faninyour retail showroom.

Our quotations are given in the price list enclosed. We offer 10% discount on order above Rs.
50,000. Besides, we alow agrace period of 45 days for payment of duesto our regular customers.

We are confident that you will find our prices competitive and our terms and conditions
reasonable. We look forward to meeting your requirements.

Thanking you,
Yoursfaithfully,
For M/s Bharat Fans
Sd/-
(DesGupta)
Encl: PriceList & Termsand Conditions Sales Manager

Intext Questions 14.4

[.  Whichof thefollowing statements about businessenquiry |ettersdo you consider to
be correct?

i.  Bywritingtheseletters, abuyer getsinformation about the prices of goods.
ii. Inbusinessenquiry letter thewriter cannot ask for sample of goods.
iii. Herethewriter doesn't giveinformation about the quantity of possiblepurchases.

iv.  Thesdler suppliestherdevant information to thebuyer through such a business
|etter.

V.  Letter writteninresponseto businessenquiry letter iscalled Quotation | etter.

iii. Order Letter

In the previous section, we have studied about letters of enquiry and reply to enquiry i.e.,
guotation letter. The prospective buyer after receiving thereply to hisenquiry letter may
decideto place on order with that businesshouse which offersgoodsat minimum priceand
at favourabletermsand conditions. L etterswritten by abuyer tothe seller giving the order
to purchasethegoodsiscalled order | etter.

Specimen of Order Letter

Tdl. 3241053 M/sAcron Electricals E-mail: elc@acr.vsnl.net.in

Fax. 3244155 22/c, Main Road Website: http://www.acronelc.com
DaryaGanj, New Delhi-2

Ref. PR/IF/2002/32 Dated: August 22,2002

M/s Bharat Fans

Bharat Complex

Hyderabad Industrial Estate
Hyderabad - 500032
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Subject: Your letter of quotation No. SL/F/2002/12 dated August 10,2002
Dear Sir,

Many thanksfor your prompt reply to our enquiry letter of July 27, 2002. Aswefind your prices
and terms quite reasonable, we wish to place atrial order as per the list enclosed.

Aspointed out in our enquiry letter, quality isimportant. Should the goods meet our expectations,
substantial orderswill follow.

Payment will be made within thetimelimit prescribed in your quotation | etter.

Thanking You,
Yoursfaithfully,
For M/s Acron Electrical
Sa/-
(A.B.Kumar)
Encl: Order List Partner

iv. Complaint Letter

A complaint letter iswritten when the purchaser doesnot find the goodsupto hissatisfaction.
Itisnormally written by the purchaser when he receiveswrong, defective or damaged
goodsor receivesincorrect quantity of goods. It can also bewrittendirectly to thetransit
authority whenthe goodsare damaged intrangit. Thus, we may definealetter of complaint
astheletter that drawsthe attention of the supplier or any other party on account of supply
of defective or damaged goods.

Pointsto be considered whilewriting acomplaint | etter-

Complaint lettersshould bewrittenimmediately after receiving the defective goods.
Mistakesaswell asdifficulty dueto mistake should be mentioned clearly
Proposal to correct the mistakes should be made

Suggestionson how thecomplaint should bededt with, i.e., mentionof  compensation,
replacement, discount, cancellation etc, should be made.

Mention period in which the corrective action should betaken
Reguest to be careful infuture.

Specimen of Complaint L etter

Tdl. 3241053 M/sAcron Electricals E-mail: elc@acr.vsnl.net.in
Fax. 3244155 22/c, Main Road Website: http://www.acronelc.com
DaryaGanj, New Delhi-2

Ref. PR/IF/2002/27 Dated: September 5, 2002

M/s Bharat Fans

Bharat Complex

Hyderabad Industrial Estate
Hyderabad - 500032

Subject: Complaint regarding fans
Dear Sir,
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I would like to draw your attention to the fact that some fans are found missing in the parcel,
dispatched by you, which | received today. It appearsthat the following items were not included.

Bharat fan super quality 3(Three)
Bharat fan standard 2(Two)
We will appreciate if the above fans are sent to us or the amount credited to our account.

Yoursfaithfully

For M/s Acron Electrical
/-

(A.B.Kumar)

Partner

V. Recovery Letter

Theletter written by the seller for collection of money for the goods supplied to thebuyer is
calledrecovery letter. Theaim of recovery letter isto collect money without annoyingthe
customers. Theletter should includeinformation regarding theamount of arrearsargument
for payment, and last date for payment. Thelanguage of recovery letter should bepolite, so
that the customer isnot offended and future transactionswith him arenot adversely affected.

Specimen of Recovery letter

Td. 508632-35 M/s Bharat Fans E-mail: bh@fan.vsnl.net.in
Fax. 508600 Bharat Complex Website: http://www.bhfan.com
Hyderabad Industrial Estate
Hyderabad - 500032

Ref.-SL/F2002/12 Dated: December 10,2002

M/sAcron Electricals
22/c, Main Road
DaryaGanj, New Delhi-2

Subject: Recovery of dues
Desar Sir,

We believe that the payment of our bill No. 1713 dated September 2,2002 must have escaped
your attention. Asthe payment is due since long, we would appreciate if you send us your cheque
immediately. Please let us know whether payment is being withheld for some special reasons.

Thanking you,

Yoursfaithfully,

For M/s Bharat Fans
Sd/-

(DesGupta)

Sales Manager

Intext Questions 14.5

I.  Fllintheblankswith suitablewords.
(i)  Onreceipt of defective goods, the buyer writes totheseller.
(i)  Onfindingthat thegoodshave been damagedintrangt, thebuyer writescomplaint
166 |etter to :
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(i) Aimof recovery letteristo fromthebuyer.

(iv) Complaint letter iswritten by tothe

(v) Recovery letter drawsthe attention of the buyer towardsthe

14.7 What You Have L ear nt

Correspondence playsareimportant rolein our daily life. It isthe meansthrough
whichweexchangeour ideas, thoughtsand other information with our friends, relatives
and other people.

Weknow that business operationsare not limited to any locality, stateor nation. Since
businessmen live at distant placesthey do not have sufficient timeto contact their
customerspersonaly. Thisdifficulty hasbeen overcomeby writing letters. Thisisa
part Business Correspondence.

Theimportance of Businessletters(i) It helpsin maintaining proper relationship (ii) It
isinexpens veand convenient mode of communication (iii) It createsand maintains
goodwill (iv) It servesasevidence (v) It helpsin expansion of business.

Theessentia qualitiesof aBusinessletter are;

Inner Qualities Outer qualities
Smpliaty Quality of paper
Clarity Colour of the paper
Accuracy Size of the paper
Completeness Folding of letter
Rdevance Envelope

Courtesy

Nesatness

Theessential partsof aBusinessletter are (i) Heading (ii) Date (ii) Reference (iv)
Inside address(v) Subject (vi) Sautation (vii) Body of theletter (viii) Complimentary
close(ix) Signature (x) Enclosures(xi) Copy circulation (xii) Post script.
Thevarioustypesof lettersare:

i.  Letter of enquiry

ii.  Quotationletter

iii. ~ Order letter

iv.  Letter of complaint

V.  Letter of recovery

14.8 Terminal Exercise

1.

2.
3.
4

What ismeant by business correspondence?

How ispersonal correspondencesdifferent from business correspondence?
Explaintheimportance of writing abusiness|etter.

Describetheinner and outer qualities of agood business|etter.

167




Business Studies

168

5. What ismeant by Enquiry letter? What are the points one should remember while
writinganenquiry | etter.

6. Explainthevariouspartsof abusnessletter with the help of aspecimen.

7. What ismeant by Quotation |etter?How doesit different fromenquiry letter?

8. Whatismeant by Recovery letter?

9.  Whatismeant by Order |etter? Give aspecimen of an order |etter.

10. Whatismeant by Complaint letter?Under which Situationsisacomplaint letter written?

11. Statetheimportant pointsone should keepinmind whilewriting acomplaint letter in

business.
14.9Key tolntext Questions
141 I. i.evidence ii.impossble iii.goodwill iv. seek or give v.
convenient
.. T,ii. F i Fiv. T,v. F
14.2 1. i.window, laminatedii. Please; Thank you, iii. relevant, iv. language,
v. attractive
Il. a iv,, b.iii, c.i, d. i
14.3 1. salutation, ii. designation, iii. Subject matter, iv. salutation, v. three
144  True i,V Fase. ii,iii.iv.
145 i. letter of complaint, ii. Trangt authority, iii. collect money, iv. Buyer, sdller

V. payment of outstanding amount.

(Actlwty For You )

You want to buy abook from the KalkaPublication, whichissituated at Kanchan
Bazar, Hyderabad, Andhra Pradesh - 500030. Write a letter indicating your
requirements.

ii.  Supposeyouaretheowner of ashopthat sellsceiling fans. You received an enquiry
letter from M/s Aakash Hotels, Connaught Place, New Delhi seeking information
about the priceand availability of fans. Writealetter in responseto theenquiry made
by M/sAakash Hotels.




