Conclusion

In recent  years  English has become a universal business language. As such,  it is potentially an instrument  of  order and clarity. A neatly arranged letter will certainly make a better impression on the reader, thus good letters make good business partners. But  words  and phrases have unexpected ways of creating binding commitments.

Letter-writing, certainly,  is  not  the  same as casual conversation, it  bears  only  the  same  power  of  thoughts, reflections, and observations as in conversational talk,  but the form may be quite different.  What  makes  the  letter  so attractive and  pleasing  is  not  always  the  massage of  the letter, it is often the manner and style in which  the  massage is written.

In the case of "scientific correspondence" the majority of letters bear   mostly  a  semi-official  character  and  are concerned with different situations associated with scientific activities concentrated  around the organisation of scientific meetings (congresses,   symposia,   workshops,   etc.),    the arrangement of visit, invitation, publication, the exchange of scientific literature,  information, etc. Letters of this kind have a   tone  of  friendliness,  naturalism.  Modern  English letters should not be exaggerated,  overburdened, outmoded with time-worn expressions.  The  key  note  is simplicity.  Modern letters tend towards using the language of conversational style.

Writing is   not   only  a  means  of  communication  and contact, but also a record of affairs,  information,  events, etc. So  it  is  necessary to feel the spirit and trend of the style in order to write a perfect letter.

Business-letter or  contract  law is a complex and vastly documented subject,  only a lawyer  can  deal  with  it  on  a serious level.  A number of basic principles,  however, can be outlined sufficiently to mark of encounters that  require  the use of specialised English. 

· Your knowledge of Business English lexics is crucially important;

· Include just the right amount of information in your letter. (But better to include too much than too little.)

· Plan your letter before you start writing, to make sure it says everything you want to say and says it in a logical sequence.  

· Use a simple but polite style of language. Beware of idioms.

· Your letter should be clear and unambiguous. Take care with abbreviations and figures.

· Accuracy is important. Pay special attention to titles, names and addresses, references, prices, and enclosures.
Writing of business letters is highly complicated science.  It is not  enough  for  a  good  business  letter writing to know lexics and grammar,  but you should comprehend the whole range of such things as: occasions on which the particular letter is written, the style of letter, useful expressions, and accepted idioms. There are certain rules which not everybody  could  learn since they  have  to  be  felt by correspondents.  Letter writing requires long practice and experience.

In spite of the difficulties of business correspondence, we as teachers of the English language must be able to prepare our students to be proficient in any sphere of the language. 

In order to do that we must primarily know how to teach the “golden rule” which must be followed by every business correspondent that the official letter should be formal, courteous, tactful, concise, expressive, and to the point. 

