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Kinds of Correspondence

A

Private 'personal’' Correspondence Official Correspondence Business Correspondence
el dua ged Eu e Ay 1) ke N ga Ay jlad @Dl e
Y \ 4 A\ 4
Personal or Social Matters Official Matters Commercial Matters
Lpadd ol delaial (g 40 dpiSa ¢ gip 4 g5

1-Private 'Personal’ Correspondence :

They are defined as letters exchanged among friends, relatives , and
acquaintances for personal or social matters .
s il da gl Elul el -1
dsladia) g duadd Llad (i i jlaadl g Y g slBaal) ¢ Adaldal) Jibe ) il G as
2-Official Correspondence :
They are defined as letters exchanged among governmental institutions offices or
agencies at the national or local levels — concerning official matters .
: "%J\A\g\“ Z\,,\,\M\ (&)’ DO [ VN | R, )
A gSal) VIS ol 5 uilSall g ciling ) ¢y Adalital) Jibe 1) Lesls d jas
M " il Jlee Yl Adlaia o 5S0g Aaall o) Aoall (g iesal) o
3-Business Correspondence :
They are defined as letters exchanged among business firms or businessmen —
sellers and buyers or they exposed to carry out commercial transactions .
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In other words the correspondent tries to get his reader to agree with him , this attempt at
agreement should always be part of the letter , whether the desired result is of an immediate
importance, such as collecting of a bill , or it is an intangible attitude like goodwill .
Aatiil) 1) Al e 8 5 Adglaal) odn jufiat g daa (331 55 5 S Jaay O Jul pall Jglag s AT < g
A 3 4y 68 sal)
Functions of Business Letters :
Business letters achieve three general functions :-
a-They provide (give) information to the reader.
b-They obtain (get) information from the reader.

c-They build goodwill for the sender .
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O el (o g S J o cila glaay LB bg 3 Ao Jaad dylasl) Alu ) o (o) 1 Slaglaally s 8 B35 -
ALY e 3l 4dls e gl Alla )l g LAY e ¢ 98y AUl g Al ) 4l
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Basic Characteristics of Effective Business Letters :-

Any type of letter can be judged in terms of how successfully it gains agreement from the reader .
sl sla) o Juaad Ladie zladlly 4yt Ay ) () gadan o asad
The successful sales massage gets its reader to agree the a product or a service is worth buying .
o) i Aaadd) o) gilall ol (s W 488 ga o Juaad Ladis daali cilagall Allay ¢ <

Basic Characteristics of Effecrive Business Letters :-

Those related to the tone

"Ll () sadaall pailad

Those related to the
structure

"OSA" ) pailad

—{ 1-Clarity zyasl ]

—> [ 1-The reader's interests {5\l lalaial ]

—| 2-Courtesy and Alalaall g o AYY ) srdi Ble) ya ]

[ 3-Personalization dwai.ill ]

—»[ 2-Conciseness _L<aidY) ]

—>[ 4-Naturalness and sincerity 4wl axe 5 (3aall g (adAY) ]

3-Good ) audaiil)
] organization

—{ 5-Proper tone &S ¢ gl
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Characteristics of the tone :

Tone consists of organizing words to produce favorable action by the reader . A letter

that has the right tone receives greater attention than the one with improper tone . Thus
the right tone creates goodwill for your firm .

: Qsadal) pallad

, ueabial) cogbad) g giad ) Adla M8 (o BN Mo e £ L) il Aalile cilalS o g giany 3 Gl

slad (s AL aa pLall sl islu) (B8 | Gulia 1 Ll padan ¢S (A Alull (a Juabl alaialy Jaiod

. Al pal) A )

1-The reader's interests :

This feature means that you should adopt you reader's viewpoint , not your own, by trying
to understand his needs , wishes , interests , problems, and the best way of meeting them . In
other words your letter should be a reader-oriented , so that it shows an awareness of the
reader's aims whereas it attains your aims too at the same time .

Put yourself in your reader's place and write your letter to him with his own viewpoint in your
mind .
Use pronoun 'YOU' because this pronoun can be very useful in directing the letter to the reader's
personal interest .
D ool clalaial -1
JSlia g il g clabial g clalaid) i pad o) ek cll GBI dga g (ualy s A B dga g Allu ) A A
) Muj\gé&use&:\gtﬂj (s Al
L Lyl el dtéiaa) g8an cB gl (i B cull Lady ABlaa) (g8ad Uil ady (s N Jaad () quag Al )
il libdia A A o S Aga g lillu ) GiS) g (g Y (e il puia
2- Courtesy and Consideration :
It means using polite and diplomatic expressions .
DAY psrdi Ble) ja g ddalaall 2
OSSN 51 eVl agd A9 AT srd (15 Dpaba slia g Agdal il e aladiia) Alalanal)
(a8 ity o beal ueny Gllias ST Laany) Ay JAT A clillu
3- Personalization :
Your letter should reflect your behavior at your best , they should be natural ,
unaffected , and direct .
s duaddl) 3
(b lSia i 9 8yl g dgale il (4 5S (f (s LaS el o glu g i Judad] il y (pua () (A
) g g laglar g AIBES aaat g g UM il (et L gan LgISH AN Ale ) ) 6 . aDISY

4- Naturalness and Sincerity :
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When you sit down to write or dictate a letter try to have a genuine interest to the
person you are writing to, as well as in his problems .
D Aadlsall aas g Gually (DAY -4
Al Uil cala (adldl) Jia 33la alaia) o Jgaadl Jgla Al (Aad o) il Gudad Ladic
o Al) Qo i
5- Proper Tone :
If a letter is to achieve its purpose , then its tone must be right . Before beginning to
write think carefully about the way in which you want to information your reader .
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