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Week 1: An introduction to Business
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What does the term "Business " mean?$"Jles " rlhas Jay 13l

Business can be defined from two perspective:
SO s ) o e V) iy e Sy
The first as a "company" , the second as an "activity"
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What does the Business mean as a company?

It is an organization or an entity that operates to produce and sell goods
and/or services to customers (companies or persons).
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What does the Business mean as an activity?

It is a group of professional activities to produce or sell goods and/or
services to customers (companies or persons).
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What is the important of the business ?

The core purpose of the business is to satisfy the needs of individuals by
the companies' products, in exchange money to finance their work'
requirements that enable them to continue and develop.(mutual
benefit)
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Week 2 :Types of business
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There are three types of business which are:
1-Profit — oriented business (privet companies)
2-non-profit business (unions and associations)
3-public sector entities
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Week3: Communication process
Juai) ddas 1 Gl £ gaad)

What is the communication ?

The communication process refers to a series of actions or steps taken
by two parties or more about a specific matter in order to reach a
common understanding about it.
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The communication steps

There are five steps of communication:
1-Idea formation

2-Encoding

3-Channel selection

4-Decoding

5-Feedback
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Week 4 :The communication elements
Juai) palic 1 al )l £ sl

There are eight elements of communication forming the life cycle of it
which are:
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1. Sender: The person who conveys his message or ideas to the receiver.

E.g., In a classroom, a teacher is a sender.
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2. Message: The subject matter of communication is termed as
messages. It includes ideas, feelings, suggestions, orders, etc., which a
sender wants to convey to the receiver.

E.g., The subject of the lecture
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3. Encoding: is the translation of the sender's thoughts into phrases,
symbols, or images that the recipient (receiver) can understand.

E.g. The terms and diagrams
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4.-Channel: The channel is the means through which the message is
conveyed, such as a blackboard or PowerPoint.
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5. Decoding: Resend the message's response by choosing the language
and expressions that the sender can clearly understand.



E.g., The students questions or comments
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6. Receiver: The person who receives the message of the sender.
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E.g., Students are receivers in the classroom.

7. Feedback: Feedback ensures that the receiver has received and
understood the message.

E.g., Exams
ALl 8 e Al g (oo Fintl o LD G ) Al b 7 Al ) A3
There some researchers add eight element called noise.
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8. Noise: Any construction or hindrance which hampers the
communication process is known as noise.

E.g., People's voices or car sounds if they are close to the classroom
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Week 5: An overview of business letters
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What is the business letters?
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The term “business letters” refers to any written communication that
begins with a salutation, ends with a signature and their contents are
professional in nature.
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The importance of business letters
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The business letters are very important because of:
AN LU 5 € daaaf 4 jladll Jila 0
1.They are less costly than other means of communication
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2.The ideas conveyed in letters are short and clear.
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3- Their size is flexible. It could be a big or small as required.
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4-They could be sent to number of persons in the same time.
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5-There are many matters need to be secret, so the letter is the best
mean to transfer them to the right persons.
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6-They are suitable for all types of communication.
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Week 6 : Main parts of a business letters
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The communication process consists of a group of parts:
(2 ) aY) (e de gaae (e JuaiV) dplee ()5S

Heading: Include your name and contact information, such as an
address, phone number and email address. You might also include
a company logo in the header.
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Date: the date you send the letter

Aol Jla ) ) o gl

Reference: It is the functional site that can be contacted for
inquires or when certain problems occur.
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Recipient's (receiver) address: the details of the recipient
including their address and contact information

OV siall Jsa Jualdi et il o) gie Jsa Sl slaa 1 (alisall) Allal) of gis
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Subject : the topic of the letter Al & g ga 1 () glad)
Salutation: dpal)

Body Paragraphs: the details of the letter and relevant
information
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Closing: includes what the writer expects from the recipient
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Signature : &2 5l
Enclosures: <il88 yalf



Week 7: Business Letter Template
Al Ala ) lld ; auld) £ gandy)
Below is a practical sample of a business letter
A lad Al )} () Lee =3 gai ol
[Your Name] el
[Your Job Title] &ds sl <l sic
Your Company Name] e Jead Sl 4S il au)
[Your Company Address] L Jexd Al 4S il ol sic
[City, State] 4dkidll 5 duadll

[Date] &t

[Recipient's Name] aliwall aul

[Recipient's Job Title] aliwall aua gl ) gial)

[Recipient's Company Name] alivall led Jazy (A1) 4S i) s
[Recipient's Company Address] alivall Led Jazy (Sl AS H8) ) gie

[City, State] dikiall 5 434l

Dear [Recipient's Name], (pliwel) aul) s 32 e

[Opening Paragraph: Introduce yourself and explain the purpose of the
letter.]

[l e i) = il g el 38 Aaliy) 5 jaill]

[Body Paragraph(s): Provide details about the topic or issue. Use clear and

concise language, and provide any necessary background information,



supporting evidence, or relevant examples.]
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[Closing Paragraph: Summarize the main points and request any action or

follow-up required. Close with a polite and professional closing phrase.]

8ol atid) A slhae dajlia 5l ol ja) (sl callal 5 dpass )1 Lalail) (mndlliy o8 -dalial) 5 ]
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Sincerely, (=l

[Your Signature] <z i

[Your Typed Name] g stbae clou

[Your Job Title] s sl <l gic

Enclosure: [List any attachments or documents that are included]
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Week 8 : Example about a business letter
4l Adla 1 Jlia 1 el £ gamd)

Fig,-1 A sample letter to show various parts of a letter
PANKASH PAPER CO. 48 &l aul

BEACH ROAD, COX'S BAZAR ()} si=ll

August 20, 1995 allu Il a3 Z )l

Mr. Jamal Uddin 4l Ju yall sl

20 Ranking Street 4l Ju yall ) gic

Dhaka-1000 ()} sl 4LeSs

Mr. : the receiver name.. 4l Ju yall sl ;)

In answer to your inquiry about leasing lakeside areas at Cox's

Bazar, we have no lands for lease in "highly remote areas." We
have some limited number of leases available, but you would have
to visit our office to know the exact location. Drop by in any week
day morning between 9:00 a.m. to 10:00 a.m.

You need to apply for a building permit too.

G el JSSS sl Gilia e 3hlia pali Jsa o jludind Je 13
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Ll el duas ) e Jpaall Gl aail) elde Cany

Thank you for your inquiry. <hllal | <4

Yours truly, o=l

PANKASH PAPER COMPANY alu yall &S 15l sl
PRIMA KABIR Jw_all aul

Town Site Managerds= _all il gl ) gial)
PK/pc



Week 9:Types of business letters:

Ao sl Jibu Y £ g ¢ aualdl) £ gaul)

There are several types of business letter, each with its own purpose
and format. Here are some of the most common types:

SVl ¢ dalall 4l sisa s 4808 Leie JSI Jlee W) Jilas ) £ 581 (e 220 llin
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Cover letter: It is a job application letter.
Adda g il Clad g rdglaanl) Al

Sales letter: A sales letter is used to promote a product or service to
potential customers.

Olainall ¢ Slaall daad S axinal oy g ill Cilagaall il adiig sCilagsall Al

Inquiry letter: An inquiry letter is used to ask for information about a
product, service, or company.
AS 53 gl dend ol e Ja e glae allal jleinaV) cildad aladiial Q0 ¢ jladiad) Alu
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Order letter: An order letter is used to place an order for products or
services.

ccleaall o claiiall bl aaii) allall QUi aladiin) oy scutlal) Al

complaint letter: It is used to express dissatisfaction with a product,
service, or company. It aims to request a resolution or remedy for the
issue.
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Follow-up letter: It is that business letter which is used to follow up
on a previous communication, such as an interview, meeting, or sales
pitch. It aims to reinforce the message and maintain a relationship
with the recipient.
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Recommendation letter: A recommendation letter is used to
recommend someone for a job, scholarship, or other opportunity.

ol Aol daie ol Adda gl Le (i dpa gill dpa gl s aladin) oy tda gl Al
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Thank-you letter: A thank-you letter that type of business letter
which is used to express gratitude for a gift, favor, or other kind act. It
aims to show appreciation and maintain a positive relationship with
the recipient.
s Agagd QLeY) e maill axding (Al Jasdl Clillad £ 5 eSS Gl ;<A Al
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Week10:Examples of types business letters
4l Jiba ) g1 5 e Adial 3 pdlal) £ saud)
Below are examples of business letters types:

s Jile sl 150 e Al L Led

Order Letter

Subject: Order letter

| am writing to place an order for [product/service]. After reviewing your
offerings, | believe that your [specific product/service] would be the best fit for
my needs.

Of i et Al g el daal ja 2 [ledd/zmin] o Jspanll il il oK) (K
aliay cunt) ¢ i lgeais ) [saasall deall/piiall]

Please find attached a detailed list of the items. | would like to order, as well as
any special instructions or delivery requirements. If there are any issues with
the availability of the items, please let me know as soon as possible so that we
can make alternative arrangements.

Thank you for your prompt attention to this matter. | look forward to doing
business with you.

il padd Al Claledl) ) ALaYl dedla 8 e D) jealinlly dliaie 4ald b e () gaa
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Sincerely...............



Complaint Letter

Subject - Complaint Letter

| am writing to express my disappointment with [specific product, service, or
experience] that | received from your company. As a long-time customer, | had
high expectations for the quality of your products/services.

A 5 (e Ll ) [isee A pad ) dead ol ] ol el Ak e uaill WS4 )
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Unfortunately, [describe the issue or problem in detail]. This has caused me
[specific consequences or impacts].

[paanse il il ol (l se] 13 (Y s 385 [aadilly A 5 IS Caua] cdaall ¢ gud
| would appreciate a resolution to this issue, such as [specific request for

compensation, refund, or replacement]. | value your company and hope that we
can work together to find a solution.
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Thank you for your attention to this matter. | look forward to hearing back from
you soon.

A iy 85 sall e g Lainl) ) bl )5 ALl 03gn aSalaiaY | K5

Sincerely,....cccceevecvenrvenen.



Follow-up Letter

Subject - Follow up letter

| wanted to follow up regarding our recent conversation/meeting regarding
[specific topic or project]. | appreciated the opportunity to discuss [specific
details or issues], and | wanted to touch base to see if there have been any
updates or progress since we last spoke.

Additionally, if there is any additional information or support that | can provide,
please do not hesitate to let me know

Thank you for your time and consideration. | look forward to hearing back from
you soon.
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Sincerely,....ccoceveeveeevenenne.



Recommendation Letter

Subject - Recommendation Letter

| am writing to recommend [Name of Person or Company] for their [specific
skills, achievements, or qualities]. | have had the pleasure of working with
[Name of Person or Company] on [specific project or initiative], and | was
consistently impressed with their [specific contributions or accomplishments].

In particular, | believe that [Name of Person or Company] is an excellent choice
for [specific job or opportunity], as they have demonstrated [specific examples
of relevant experience or expertise].

| would be happy to provide any additional information or support for [Name of
Person or Company] as they pursue this opportunity. Please do not hesitate to
contact me if you have any further questions or would like to discuss this
further.
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Sincerely,...............



Thank you Letter

Subject - Thank you Letter

| would like to express my sincere gratitude for [specific reason or occasion for
which you are thanking the recipient]. Your [specific contribution, assistance, or
support] was invaluable to [specific outcome or achievement]. Without your
help, [specific challenge or obstacle] would have been much more difficult to
overcome. Your dedication and hard work made a significant impact, and | am
truly grateful for everything that you have done.

Thank you again for your time and efforts. | look forward to continuing our
relationship and collaborating in the future.
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Sincerely,






