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Business 
correspondence 





Letters 

Trade letters 

1. Enquiries & Orders 

2. Complaints 

3. Claims 

4. Adjustment 

5. Consumer Grievance 

Social PR Letters 

1. Invitation 

2. Congratulation

3. Sympathy

4. Condolence 

5. Thank You letter 

6. Personal 
Acknowledgement 




  Before placing an order a customer enquires about 

the product he proposes to buy. 

 An inquiry letter, also known as a letter of enquiry, is 
a formal document used to request information or 
clarification from someone or an organization. It's 
like a polite and organized way to ask questions and 
gather further details about something that interests 
you.

Inquiry 
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Letter to place an order  
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PRACTICE 

(Workbook )
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