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This book aims to provi ¢ practical help n
correspondence of different kinds including friendly,

formal, and business 1cders, Taxes and emails.
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Preface

This book aims to provide practical help in writing
correspondence ot ditferent  kinds including  friendly,

formal/otticial, and business letters, faxes and emails.

Correspondence whether it is by letter, lax, or email, s a
key aspect of the world of commerce and buines: today.
Clear, cltective correspondence 1s an uape tane part of
running an  eflicient business. and “can “vomote good
relations. Unclear or confusing corregponaence can cause
many problems, and can lead“o rusucdorstandings, delays,
lost business, and poor relaticns between individuals,

departments, and companies,

Avoid vague words. jergos, and long confusing sentences.
[nstead. the usesol shicrt words and phrases are mostly
suggested. [onghy  and  ambiguous letters, too, are
wearisome, one make it hard for the reader to grasp what
you mean. Sure, you don’t want this to happen. You want
the reader to enjoy reading your letter,

Speak directly to the reader. Use the same words and way of
speech you apply in your day-to-day speech. The reader is a
real person, similar to you. In friendly and personal letters
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use words {tke "you,” "we," "us,” "our" to make your letter



more personal. Everyone who reads the letter will fecl that

the message is directed at them.

Bear in mind that letter writing is an art. A well written

letter is a pleasure to read

Kh. A. Mofrad

(Prof. of University of Applied Seiences and Technelogy, Unite 37)
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