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ey Business letters




Introducing the
business |etter

LEARNING OUTCOMES

After studying this unit you should be able to:
B State the main details found on letterheaded paper
B Design letterheaded paper

iscuss the various parts of a business letter and continuation

in fully blocked

B Describe the four-point plan for structuring busing
communications

B Compose a variety of simple business letters

B State the main points to remember about business letters




Rules of good writing

LEARNING OUTCOMES

After studying this unit you should be able to:

B Understand the key rules of writing relating to all business
documents

B lIdentify and correct examples of poor business writing

B Understand the principles oT&ms

B State the main points to remember about composing business
letters



Recruitment correspondence

LEARNING OUTCOMES

After studying this unit you should be able to:

B State all the documents involved in the process of recruiting
staff

B Compose realistic business documents that may be used in the

Letter of acceptance
Letter of resignation



