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Abstract: Th is ar t icle analyses and summar izes f rom the angles of vocabu lary and discou rse
the ru les in writ ing an English bu siness let ter . It states in detail that so as to realize it s commun
icat ing funct i on, a good English bu siness let ter shou Id be concise in vocabu lary, cou r tesy
and tactfu I in manner, f ixed.in format and coheren t in discou rse .
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