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A STUDENT OF LETTERS 

The success of any modern business, to a large extent, depends on the uses of business letters. Business letters 

play an important role to enhance and establish a lasting relationship within the companies, institutions, and 

organizations. A business letter is a formal way of communicating between two or more parties. A good letter is a 

master key that opens the locked doors to expand the business. It can be informational, persuasive, motivational 

or promotional. As a result of this, ‘A letter of students’, a three-day activity, was hosted from 27 to 30 January 

2023 to the first-year students to enhance writing communication skills. 

res 
Purpose of a Business Letter:  

Business letter has a unique purpose. 

Such as, if you are writing a job-

application letter, the main purpose of 

the application is to gain the job or 

offering your services to your potential 

employer. In the same way, if you are 

writing a complain letter about 

damaged consignment, the main 

purpose of your letter is to inform the 

company about the damage as well as to 

request for a corrective action. Business 

letters therefore are written for varied 

purposes such as, to inform, to 

congratulate, to enquire, to order, to 

sell a product, to make an adjustment, 

to request, to complain, to collect dues, 

to apply for a job, etc. 
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