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WHAT IS BUSINESS? /1 

Business is  

buying and selling 

To buy (v) – the purchase (n) 

To sell (v) – the sale (n) 

Business involves the purchase 
and the sale of goods and services  

using money  



WHAT IS BUSINESS? /2 

Business is based 
on 

1. Demand =  

desire for goods  

2. Supply =  

Act of satisfying 
this desire 



WHAT IS BUSINESS? /3 

Business is based 
on 

1. Needs 

Something you need 

2. Wants  

Something you 
would  

like to have 



When there is a 

demand for a certain 

product: 

 

1. Consumers buy 

the product at the 

best price 

 

2. Manufacturers/su

ppliers fix the 

price 
 

 

   competition 

between buyers 

and sellers 



TRADE 

 purchase 
and sale 
of goods 

and 
services  



TRADE VS COMMERCE 

A business of a particular 
nature 

Es. home trade/International trade/Car 
trade 

General term 

Refers to other business 
activities which make trade possible  

Es. 
banking/Insurance/Transport/Advertising/ 

Communication 

 



COMMUNICATION 

Because business involves 
MONEY in the purchase and 

sale of goods and services 

an accurate 
communication  

is essential 



METHODS OF COMMUNICATION 



METHODS OF COMMUNICATION 

email 

fax 

Telephone 
Business 

letters 



BUSINESS LETTERS 

Important means of communication 

Widely used 

Permanent and tangible record of 
business relations and of the stages of  a 
transaction 



WHO ARE PEOPLE INVOLVED IN TRADE? 

A buyer 

A seller 

COMMERCIAL 
TRANSACTION 



Stages 

of a  

transa

ction 



TYPES OF BUSINESS LETTERS 

Sales letter 

Enquiry 

Follow-up letter 

Confirmation of the order 

Claim or Complaint letter 

Adjustment of a complain 

Letter of Recommendation  

and Letter of Resignment 

Application for job 

also Cover letter/Covering letter 



WHY BUSINESS LETTERS? 

written to give and to obtain 
information 

permanent, written record of 
business transactions 

clearly indicate who is responsible 



WHAT MAKES IT GOOD 

With a specific 
and stated 

purpose 
Well organized 

Well 
punctuated Accurate 

Brief and 
concise 

Clear 

Courteous 
and tactful 

The 
right 
tone 

Coherence 
layout 

and style 



THE PURPOSE FIRST OF ALL 

Who am I 
writing to? 

Why am I 
writing? 

What does the 
recipient 

know about 
me? 



HOW TO MAKE IT GOOD 

Identify a topic area 

Think 
about the 
message 

Paragraphs 

Divide the 
text into 
coherent and 
topic sections 

Language 

Use plain 
English, active 
verbs, correct 
sentences, good 
grammar, a 
formal style, 
short sentences 



(SEVERAL) STRUCTURES  

OF  

A LETTER 







What parts do you 
identify 

Tone/Style 

Formulas 



Type of Letter 

Layout 

Purpose 

Openings/Endings 



Rewrite the following letter adding 

punctuation, capital letters and 

the correct layout 



WHY DO I NEED A COVERING LETTER? 

To 
apply 
for a job 

To 
introduce 
myself 

To 
highlight 
my 
points of 
strenghts 

To 
highlight 
why I am 
suitable 
for a job 
position 









TYPES OF WORK 







USEFUL PHRASEOLOGY 










