Communication Skills 213
CH2.2. Business Letter

Look at the following document and then label its parts pointed by the arrows.
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[ Name & job title ] { Signature ” Body ‘ Complimentary Recipient
Close L Address

=

Salutation J' Letterhead J[ Reference ] [ Date J

| Enclouser ][ Subiect

\ Q Anspous Manuractuame o
3 P.OBox 38565 —Phone: (B0873[555212 } o
. 3 Fam: [DO9TI}SE51D] - wirw 2fs dusamanf.eam

September25, 20--

Mr. Jaber falal

Director of Operations

ABC Corporation

P.O.Box 2134

Manama — Kingdom of Bahrain

Subject: Changing Eaétory Name
\be ar hr, lalal:

Az purnew letterhead indicatéf:_h;.'-; nave recently changed the name of ourbusiness
from Fort vancouver Manufacturing to Aradous Manufacturing.

There has beenno change Inmanagemsent and we will be providing the sameproduds
and fine service on which we have built our reputation in the industry. We would
appreciate it if you would bring this announceme nt to the attention of your accounts
pavable department and direct them accordingly

Thank you for being one of our valued customers. We appreciate your cooperation in
W this matter.

e
Yours sincerely /
|
K ey
Khaled Rashid

President, Aradous Manufacturing

End.
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Prepared By: Mrs. Shaikha Sanad AlFudhala
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