NEED OF BUSINESS LETTER

“A good letter can pz.lcify an angry customer as much as bad one can anger a friendly one. It may sell a
new product or spoil the sales of an established one.”

According to Gortside the 4 main reasons
1. To provide a convenient and inexpensive means o

Making and/or soliciting enquiries; placing orders for goods; acknowledge and executing orders;
granting or applying for credit sending statements of accounts to debtors; requesting for settlement of
accounts; complaining about delay or mistake in supply of goods, making adjustments for customers
grievances; canvassing for the first new lines of goods or ideas; and a lot of such matters require

communication.
We need to write a business letter to maintain contacts with the external world including other

businessmen, customers and government departments.

for writing business letters are:-
f communication without personal contact.

2. To give or seek information.

3. To furnish evidence if transactions entered into.

4. To provide a record for future reference.

Functions of a Business Letter:- :

1. Widen Contracts: since it can reach anywhere, itis used to widen the area of operations.

2. Sharing information: it is used for sharing all big and small information’s to the related
organization.

3. Evidence of Contracts: it is used as a legal document.

4. Record and Reference: a business letter serves as a record for future reference.

5. Building Goodwill: in customer - company relationship, holding present customers and capturing
new ones, reviving inactive accounts and inviting customers to buy one more and varied products.

6. Lasting Impression: it leaves a more durable impression on the reciever's mind than an oral

message.



