Introduction

Letter writing - is an essential part of communication,  an intimate part   of   business and life experience.   Each  letter-writer  has  a characteristic way of writing,  his style of writing,  his way of expressing  thoughts,  facts,  etc.  But  it  must  be emphasised that the routine of the official  or  semi-official business letters  requires  certain  accepted idioms,  phrases, patterns, and grammar which are found  in  general  use  today. Therefore certain  skills  must  be acquired by practice,  and details of writing must be carefully and thoroughly learnt.

The choice of this topic for my diploma paper was mostly conditioned by the fact that the students studying English at our University are almost unable to write proper business letters and that the problem of writing business letters is still not well-studied. 

I think that it is very important to know a constituent part of modern business communication. As nowadays more and more agreements are  made  in  English, for English  is  the  nearest  thing  we  have  to a universal business language.  Joint ventures,  bank loans, and trademark licenses frequently  are  spelled  out  in  this language even  though it is not native to at least  one  of  the  contracting parties.

· The subject matter of the diploma paper is the role of lexics and semantics in the case of business letter correspondence. The question of the history of official communication, the main stages of business transactions, the role of person’s feeling for the proper use of phrases as well as his knowledge of grammar are highlighted. Moreover, those phrases which are more often used in business letters are examined from the point of view of their appropriateness in different situations. The practical part contains many examples of business letters; the occasions on which they were written and some of their characteristics are observed.
The aim of my diploma paper is to study business letters from the lexicological point of view and make the matter of business letter writing less complicated.

 The objectives and purposes of the paper may be formulated as follows:

· Critical study of the material on the theme;

· Exposure of the aims, place, importance, role and contents of the aspect of letter-writing in the course of Lexicology and Business English classes;

· Defining the specificity of lexics in different spheres of business correspondence;

· Searching the peculiarities of the structure, manners and styles of business letters;

· Defining and stating the rules of writing a business letter;

· Arranging and classifying the business letters according to the sphere of usage;

· Giving useful tips and advice to anyone interested in business letter writing.

To achieve the set aims I have collected more then 100 letters on various issues of business correspondence. Then, I made a thematic classification and description of letters concerning different spheres of business (trade, finance, industry, international inquiries and reports, etc.). Having analysed each type separately, I came to the conclusion that there are certain  common rules which need through studying. While searching the letters I mostly paid attention to the specific usage of lexics, semantics, manners and styles of business letter writing.

As resource for my paper I used a list of business books, various reference books, dictionaries, language textbooks, real pieces of business correspondence and different sites of the Internet.

Nowadays, we have a great need of Business English teachers and I do hope that my diploma paper could be really useful especially for them. It also  contains good material for the students of language higher institutions, and could be as well appreciated by any person interested in the course of  business letter writing.

My diploma paper consists of Introduction, four chapters, Conclusion and Appendix.

