
Business communication 

WWhhaatt  aarree  tthhee  ddiiffffeerreenntt  kkiinnddss  ooff  bbuussiinneessss  lleetttteerr??  
 
A n s :  
 

  IInnqquuiirryy  lleetttteerr::    
A letter of inquiry is a request for information. A letter written to elicit 

information is a letter of inquiry. It can ask for information on such matters as 
prices of goods and product, asking for application forms or any other similar 
subject.  

 

  OOrrddeerr  lleetttteerr::    
A letter containing a formal request for the supply of good or services 

is called an order letter. It is letter that we generally address to whole seller or 
any seller of goods or services request him to supply us the goods or 
services.  

 

  ccoommppllaaiinntt  oorr  ccllaaiimm  lleetttteerr::  
      A letter of complaint is the one in which the mistakes made in the 
routine of business are pointed out and brought to the attention of company 
officer or executives. 

 

  AAddjjuussttmmeenntt  lleetttteerr::  
        A letter that is written in reply to a claim or complaint letter to satisfy 
the customer is called an adjustment letter. 

 

  CCoolllleeccttiioonn  lleetttteerr::    
        A letter written by a businessman to his customers for collecting 
overdue accounts is called collection letter. 

 

  CCrreeddiitt  lleetttteerr::  
       A letter of credit is a letter through which promise to pay 
 matters are settled. It serves as a future record as well as protection 
 against legal difficulties. 
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  SSaalleess  llaatttteerr::  
       A sales letter is the one written to sell goods or services. If we  want 
to write effective sales letter, we will have to learn the deficient art of selling. 

  BBuussiinneessss  pprroommoottiioonn  lleetttteerr::  
        A business promotion letter is a letter written to promote business. It 
is not a sales letter. Through it is closely related to it because it ultimate aim is to 
promote the sale of goods and  services. 

  EEmmppllooyymmeenntt  oorr  lleetttteerr  ooff  aapppplliiccaattiioonn::  
              A letter of application is a sales letter through which applicant wants to 
sell his knowledge, services, skill and experience. There are two types of 
application letter. 

 Solicited applications: A solicited application is that is written in 
response to an advertisement form employer. 

 Unsolicited application: An unsolicited application is that is written 
for a job which has not been advertised by employer.  
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