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Basic Principles of Communications Theory

F—F AXATELEHETEZH

The Importance of Effective Communications of Business

76 = Br g Bl 55 b o AT B2 3R AA i {5 B 15 15 2 e s o 2 X el S
A EAHAESZN. A TR ERABGERHEN . EHRABEREEIEN
HE, —BAANEHEABE REANESFHOR.SHENEREET.
EFEIFARAR., NES¥MAER GEFEEAS AZRZE, ZE15 5 6
WRBR A EEESXHFES S 4, EEAFREFHWARTREES
EREPHER Mt/ X2 EFF MR, XRTERMNEEEFE LW
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People need to communicate accurately and timely with each other by
sending or receiving messages in the form of letters or emails in the
international business and trade. Because letters are the medium in effective
communications, it is particularly important to write good business letters. It
is generally believed that it is enough to know the format, structure and how
to express the contents of business letters in English. But it is not always the
case. From the perspective of sociology, business letters is the communication
between people. To have effective communications, you should not only know

what to write in the letter, but also think of whether your reader will really
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understand the meaning in your letter, and how he/she will respond to you.

So it is necessary to grasp some basic principles from communications theory.

F=F AKRN

Basic Principles

—JEERNEK “REATRYGEAN"

The Subject in Communications: The “Sender” & the “Receiver”

AN E BRIy Stk Ak, B Bk 5 B9 SE R A TF A S A Z R 15 B
e M. EEFTREP,CAN"REFHER. EFEBERZ, RITEH %
HRAMMZREZRELEOA. AEFELPEGHA AT REAN"
MWEAN". RIGARBAXM T BRI BEARBERBIX FEAHA. W
REREGBAN IR AGRREBRRE—T . REEGEEMENRILRGEN T
il A B R PR o AT 7 A AN R BORE” [R) B S AT BB 2 A0 04 A8 L i/t 25 48R0 51
FEAE AT B R A B 8 T RE LR AR A R M R L R R

Business, in most cases, is done by passing information with letters from
person to person. In the process of message passing, “man” is the subject in
communications. Before considering information, we should think of the
people involved in communications first. The two persons involved are called
the “sender” and the “receiver” in communications theory. The sender is the
one who addresses the letter; the receiver is the person to whom the sender
addresses the letter. If you are the sender, then you are on an active side, you
send a message for the purpose of letting the receiver know your intention,
resulting in a “cognitive response”, and possibly,at the same time, go and do
what you intended him/her to do, generating an “active response”. Sometimes
you may get the receiver to some feelings (happy or angry), stimulating

“emotive response”.
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Sincerity and activity principle of communications

MEBAFBGEAGRA, RIFELR BB ESDOERFFNUEREEL,
MBEREREGA EXGFZHNE EREREFH, XHRHEBREAN". EE5H
R FBREELBE RENEBEALHAEEENR: AGEERHAR
B ES M IERSE. Ml BEHKFERAELSETHRGCER L,
REEZENERKRBESNEERAZAHE. BERFROEEKFEAR EEREA
B HE R A 25 BE R R ARAR Y, TR mT LA W3 Wi AR A I T R AR AR A [8] R .
AEEE.HRYNETHHNERRRTHRARLANEE. EREAACTEN
BT R R 3, AR H RS B ARE TS, EETLAEE
HES, REBEABRENES. WRFESHRACEE KSR IEREMBX—
Ko RS 1) T i B — 26 75 B BRRE B R B R s RS E R — &
RRHEW. Fr UV E AR — a4 . m T IRA R ML 55 &R .

From the perspective of the sender and the receiver, sincerity and activity
is the principle of communications. If you are the sender, before you send the
letter, you have to write it. At this time, you are the “letter-writer”. To
write a high-level and effective business letter, as the letter-writer you must
note that whether you have the right attitude: sincerity and activity. It is not
that how good your writing style or how high your writing level is. but how
sincere your own attitude is. Even if your English level is not high, your
grammar expression is not good enough, you can also get the receiver's
positive response as long as your attitude is positive and sincere. Just keep it
in mind that you are to write down the concept of the idea representing your
company at the very moment. Being positive is the best way to express your
attitude. Don’t be passive or give commands. Use a positive tone and try to
avoid using negative tone. If you put yourself in the other's position, you will
truly appreciate this point. Will you respond to messages with positive or
negative attitude, in active or passive tone? Thus, be calm and objective, and
don’t affect the development of your company's business because of your

temporary impulse.



2R FEFLEE 2 E (5 JE W] Courtesy principle of communications

RN ZE T S R R AR M. W E LB B, B OCHIR
K" —H AL B S R SR I b R S b AE B R S R E AR E,
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“Courtesy” or “politeness” principle in business letters is very important.
As the saying goes: Courtesy costs little but means much. A polite letter will
be very good for setting up the image of enterprise credibility, for increasing
the receiver's respect for the sender, and for making the receiver to think the
sender as a cooperator of professional level, which is helpful to have the
cooperation agreement reached. In addition, before writing the letter, the
sender should also consider the following factors: the receiver’'s personality,
gender, social status, age, country, cultural background, the level of
education and so on. For example, when you communicate with people under
different cultural backgrounds, you have to know the other side’s social order,
management system, culture, customs, etc. Don’t take it for granted that the
receiver can understand you without difficulty. Sometimes the language you
use is very polite, but probably under the background of other’s culture it is
very rude, even very offensive. The politeness principle of language use

requires English business letter with polite wording. When you receive other’s
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enquiry, offer, or order, whether you can accept or not, you should extend
your sincere thanks with polite language. When you deliver satisfactory
information to the other party, you should also pay attention to the use of
polite language. If you have to provide information to express your
dissatisfaction, you need pay more attention to your wording, trying to be
polite and tactful. Courtesy principle is basically reflected in the following
aspects: (1) complying with international business practice; (2) respecting for
the customs of the other party; (3) avoiding tone of command; (4) pointing out
the other party’s disappointing place with the tone of euphemism; (5) replying the
letters timely.

3. AR AR B E F R Consideration principle of communications

“OR TR AR I B BER WA L D4R AR N 4 X — R IR AR
AL R 3k » 3R B9 WL A2 A S5 Sk 7B IRE . B B Ak st ok X O AR H R S B S
FEINRTEROR . RFFAEUE I L SEBR B R AR 538 R TR BUAE 5 BT R ALY
— g . K BT A

OFR SR R TR,

QR FAT AL FERFE .

“Consideration” refers to taking the requests, views and interests of the
receiver into account. Make the other party feel that “I put your opinion prior
to mine”. If you put yourself in the other’s position, you will often get twice
the result with half the effort. Consideration principle, in fact, is a kind of
strategy used in business activities to achieve transactions. Try to compare the
following two sentences:

(D1 am afraid that you misunderstood us.

@ We are sorry that we didn’t make ourselves clear.

RBREAOH, ZFEALFTERESR T MAEDOP, & fF ARFE
RN, E B AR FAL, ATTHER THBE R, A5 MM, QMRS IO
W%,

Obviously, in the first sentence, the sender shifts responsibility to the

reader. In the second sentence, the sender keeps the principle of

. b -



consideration, and is prepared to take responsibilities. Thus, the negative
factors are eliminated. It goes without saying that the second sentence is more

effective than the first one.

TEEMEL CBERENER"

The Object in Communications; “Message of the Letter”

FERBHEHEPTAENMWAE. FEEFALMN . FERFBEHMAKIEAR
B EESREAEAART oM. FEMNEL Tl SES X7 RS A RE
AWk, HABFEENFEENEIRERZFEREMALE.[FERA B
TYRBE .3 BERAMEEA EHRE AR . MR, EBFE R
2R 3 A MR A B 3 A A5 T AT 30T (1R 30 Rk Ok fEUE A RE S B
BV ERE.

Information refers to the meaningful content in the message, which is
invisible. Thus it needs information carrier to enable people to recognize it.
Information and carrier are inseparable. To show the content of the
information, it must be expressed by language, text, data and symbols.
Message content in business letters cannot exist without information carrier.
And only with the aid of material carrier in the form of letters can information
be perceived by the receiver, That is to say, in the letter you express your
concept or subject with the written words, which get the receiver to perceive
and understand.

1. 7 938 15 6975 5 Wi B Language used in business letters

BERUPHEFTEARAN. IR HE R 05 S IER TR E 05
TR Bk 55 R H YA E . RS e A N A R — i ek R R — R
ot oR L 3E 0 0K L IT 5F BR L AR B R HEOR BR LB BRI A . AT OO IR DL RGE R AE
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A letter is in conveyed in written language. The language in international
business and trade communications mostly belongs to the category of special
language. Business letters can be divided into: inquiry letter-reply inquiry
letter, offering letter-reply quotation letter, notification letter, ordering
letter. claim or guarantee letter and confirmation letter. The characteristics of
letter writing are different from ordinary category of language in writing style,
discourse and grammar. Some technical terms in business communications,
which belong to the category of business and trade, can not be understood by
ordinary people. For example, in the inquiry of price, the special terms
“FOB” and “CIF” are mentioned, which only the professionals or “experts”
know. But there is also a part of language in business communications
belonging to basic language category, which can be read and understood by the
ordinary people.

2. B E 3 F The function of business letters

BESEREWINR . XN AW —ZF 5, AN EETZENE. B
FEHEXHFH—Ff AERUKRER B FRIEARE MEETLEMNE
FMAERT . BI0BE AR AT LR 29 4 A AR IEFE T .

Continuum theory holds that from the moment it comes into being,
document or file has multiple values at the same time. Letter as a kind of file,
whether in print or electronic form, has multiple values, namely, the function
of notification, stipulation and documentation.

(1) %1 B 4E A The function of notification

Rl AR bR 5 A (R 69 58 — 2 AT At 2 FE A0 OC 3 47 58 A sl 4R RE XY O .

The first function of business letters is to notify or remind the other party
the related things.

(2)HZ1E A The function of stipulation

Rl A7 PR P & UL A R AR5 AR 4 30 A B2V 3 Bt B ok X
SCAA 3o} 45 B BT A LR 7 i SO 2R O R 2 BOIR L& B ALGE X E I TR AE
(BIBE LR ,2007:19)



