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An Overview of Business Writing

55 SiFiltih

Business writing mainly refers to the writing of organizational documents and mostly the
transmission of professional messages for specific and practical purposes in business settings. In
this sense the term “practical writing” for business purpose is often applied interchangeably
with business writing. Business writing entailed in this course-book in particular takes such
forms as: (1) business letters or circulars used in the international trade and daily operation;
(2) meeting documents writing for both internal and external business communication ;
(3) publicity and sales literature; and (4) manuals and instructions, etc.

55 51 32 TR AR 4L LA 7 T8 19 SO , R 4376 1 4535 3 v R 3 LAk % 32 B
HRELAAE BN ENE XA R, MRS R M BRSO X — RIBL W MR %
Eft@f. ABFESHRSFEEFERU TFTHER: (1) BERRS R H %2 6EH 6
IR 5515 IR EOE R 5 (2) FITFA BN RIA B Z 1A RS PR II22 45 3K 5 (3) B AL R &S ¥k
(4) FHFfsE PG %545 ]

Today, people have come to assess the importance of writing in the context of
communication, which means the process of sending and receiving messages or information.
Business writing actually falls into the category of written communication. Written communication
is one of the most important aspects of a business organization. A great deal of business is
conducted in writing. With the wide use of fax and recent development of EDP ( Electronic Data
Processing) , even more writing is involved in every part of business. Effective business writers
can use their skill to help increase their company’s sales and profits by building good rapport with
their clients and the general public. For these reasons we can say that the ability to write
effectively in English for business is an essential skill for business people around the world.

e, MR BRI bR P BN R, R GRS R, HL b, HEEE
JBT AP TERE. RS BRI P REFEEEAN -, KBNEEY

1



Q Business English Writing

LEAE, B 1E HAL)Z 6 Fi#1 EDP( Electronic Data Processing F, F4(4B4LHE) A5
K&, GIEEZ W RAERBRENH . ARNREFRE SRS AMINIMETEREL
A LS, ST E P R AR S RAF IR R o BRI, AT VT AR R, BB P2 Sl AT
AR 55 B R 2 RRE B —TUL & I AE.

Every business message is designed to achieve a specific business objective. A business
message is only considered effective or successful when the received or the reader interprets the
message as the sender intended it and, at the same time, it achieves the sender’s purpose as
well. In order to meet these objectives, we should consider these criteria when we try to
organize our ideas and thoughts in business writing in the following aspects; (1) Clarity means
that the meaning the reader get is exactly the writer intended. The reader doesn’t have to guess.
(2) Completeness means all of the readers’ questions are answered and problems considered.
The reader has enough information to evaluate the message and can act on it promptly.
(3) Correctness means all the information presented in the writing is exact and accurate. In
other words, the message is free from any errors in punctuation, spelling, grammar, word order
and sentence structure. (4) Efficiency means it can save the readers’ time when reading the
message. (5) Goodwill building means the message presents a positive image of the writer and
his or her organization. It treats the reader as a person, and thus builds a good relationship
between the writer and the reader.

BAMFERMERN TRENH S HN . —&KE5ER A ERRCESE R E
PR AR NI R B R A BN A RA . FRF, Rk AW H B A k3,
T RE BB AR, S BET  ERNTA LS FAR B A g, 0% IR B LA LA
THT AR UE - (1) AT M BIRE B E R A5 85 KRB B T ERIXNE LB, BE LT
FHEW o (2) FRFERBRE EH W PTA RIEER LA B DIE . REBBE
W5 B UME I REREE B, (3) RXMERRIREBETIrRX N ITA E B
R TEIRI . BTG UL, (5 B P 4 X AN 2 i BUAR A3V BF S (IR Wk 18 )3 AT T 454 B I 4
o (4)FE R IRA 235 & BY 32 31X 2015 8 B B S 2 YR 2 A A S o 22 1 B i)
(5) REFFER ML RRAE X 205 BIEIEE At (i) Breei A = ABUR B R R /R TE B
Rl EEVEER S A% B , Nt aTefl () A H m g RIFHR R,

Business language ought to be normative embodying the characteristics of business
activity. To be more specific: being concrete in content; clear in subject; accurate in
description ; explicit in meaning; standardized, fluent and natural in sentence; being concise in

wording and free from being trite; and courteous in tone.

5578 5 DRI, BRI E Shr . ELRT 5 R - WA RAR, 3B ; ek
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W, RS s TE AN, W% A R s AT I , R RBRIA B S ALS B

Besides, the language we use for business writing should be natural and appropriate.
Languages are products of the times and always bear the marks of a particular time. The rapid
development of technology has brought changes to business writing. Fax and e-mail send
messages quickly, and narrowed the distance between people in different locations. Business
writing, in general has assumed a more friendly, and conversational style.

LA, B S5 BARINIE B DR B AREMA I, 15 E R, Hath ol bt
RGBT PHEE A & Rt 02 (8 75 %5 5 1 & A T s, e T B R 4 2 £
BT A IANIZENEER . BTS2, 5 BECWB R —FE Al T 5
W TT

The book is designed and compiled with an aim to let students learn some practical writing
skills through reading sample letters and doing the after-text exercises, and get themselves
prepared for future business career. The book, therefore, is decidedly practical in the structure
and content in writing a particular kind of business letter or document, and offers sufficient
samples and practice consists of three parts, part one deals with letters on international trade ;
part two is concerned about the business circular letters; and part three focuses on practical
writing of meeting documents and publicity &. brochures, etc. There are twenty one units.

ARBORE I B R A 2 T 17 B S8 LA BB 5 T BB 3R S — B S B
BTG, R M IR 95 TARAELF A o BRI, S S0bH2E 0 5 SR O R A B
XATEAET T, RHAELEHI RN S ST, R4 T KBRS . A8kt 4
A=W B — MR R R 5 O E R, B AN AR S ER, BB N EENG
SHEM EERR SR ESNEE, 25454 21 %5,
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Unit 1

Electronic Correspondence

Byl

1 Brief Introduction M CHEAR

Many companies and institutions are now using electronic mail (known as “email” or
“e-mail” ) to communicate with customers and suppliers, especially if they have frequent
contact. In general, e-mail messages can be written as normal letters.

Here are some tips you should pay special attention to when you write an e-mail :

A. It is a good idea to send yourself an e-mail first. That way, you can check that your
name and your address are correct, and that the message is displayed correctly. (Sometimes e-
mails arrive as one very long line which is extremely difficult to read! You can change this in
your e-mail program. )

B. Don’t write IN CAPITALS. In e-mails, capitals are the equivalent of shouting.

C. If you are writing a reply to an e-mail, don’t copy the original message back to the
person who sent it, unless it is important to do so. ( You may need to turn this off in your
e-mail program. ) The person you are replying to will normally have a copy of their own
message. ' '

D. Some e-mail writers copy parts of the original message back to the addressee and then
write their reply. Usually, the part that is copied has “ >” in front of it. In general, copying
parts of the original message into reply is not recommended, for the reasons given above. In
addition, many users of e-mail feel this makes an e-mail look untidy and it can give a poor
impression, unless you know the addressee very well.

E. Very often, you can “attach” a file to an e-mail message, for example a document, or
a picture. Sometimes, the receiver is unable to convert the file so it is useful to say what you

are attaching.



@ Business English Writing

Messages sent by fax are usually similar to normal business letters. Some companies
simply use their headed paper and write a normal letter which they can send by fax, while other
companies use special fax “cover sheets” which show all necessary information. The fax
message is usually typed but when the message is very short such as booking hotel
accommodation or when companies often work with each other, fax messages are sometimes
handwritten in less formal English. Some fax messages are copies of a letter, the original letter
is sometimes posted separately, especially if it is important to keep the letter or have a real
signature. In this case, the writer might add a statement in the fax giving the necessary

explanation.

2 Writing Instructions G{E%E Y

2.1 EBFaptF

2.1.1 EBFERHFHEXNA

B, TR — 5 BRI 0 Ko AT E - R AT A R AR AT FE T LB S Ak
FEAS LG BT HRIVER SCR R, 5 R i (B E, TR SE R BB RE
KM HRFAERE T O K2R FERINE:

(IfE3k. HFHEAERTTE EBA A dESE EIRFER{E L, — B A BRI F AR
) R4k

(2) B, BT NIS B 3hA Sl F g aF 5 B 31, BT A& 4 ANFES B F HR A AN
THAE HH. B, W ATHEDL L B 2 et i H 3, Br L, 5 S5 5 Ak
RTEMR A B R HAE |,

(3) bk . PR e HR A4 AN i SE Ak R 326 , By LA B v ) 8 P st ik B4 N 1 H
MR kb B BLAR o

(4) FRIF o HLFHIR A4 P PRI 5 45 o6 P BRI B A — 350, BGE % 76 “ Dear” J IS |
e N BEFR AN . (R, B T F R4 i & B BE AR R, HL 2% A A8 B, R A A 41 4E
HAE RS BB L . B —R 35 B R EXUT Z 815 33 B R4 88 7] 23k JL+ 3, Fr A3
e L IR B XU 48 BRI e RO RR AL M & U “ Dear” —id] , i H. By F HL FHB {4
F b A R AR (ARSI A B ) , WO AR BA R, R A A9 B R4 T B Ke He e 9
FRIFAE 2T o :

(5)ALMEHRIE. X T 5HRIFP B FEHEEE, B F IR g REwEER
Best regards, Best wishes %08 T LLELIEA R AT HRTE. A AR ZHE DIELHE,
fl “Have a good day” , “Keep in touch” , “Take care ” 45345 3o FHF{4: o '

(6) &%, BHAT, B FHi—BARARRIR UL TR 1k 2 Th B, BT LA R A4 AR mR 14

8
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AT | H T 04T (BRIEERJ7 T T B4 FKIG , AL, R A RS IER
HlpE EAE LA CMBLA KM,

R, AR AIS , R T B TS 5 A Ak, ZE MR AE AP 7 7 £ B FRIE AL A5
FERMES , RRESAHBIE R TR

BRI ZHAT BB 5 13 baiE shh A7 — S AR IE S h 1%
G AME PR FIA TR, A3 ok (A8 3 K UE WIS S 3 m AL W sk M S i e 5 10
(AR  TEAE R A AR G R A5 R LTSRS 1, B 5 AR B4 5 , 3 1 R 38 3% 3%
X7 W0 T 2, R A AR A R U AT B, 3 LU TR SRS R 4 %0 7

BUE , VF 203 R LT B0F5 5% 7 RS R A8 B, AT 97 K. E BT
MR BEE TR LA JLA -

(1) S5 A 2 &AW, XA —R T LU A —F A O k4 ik 27 B, BR
FEBR 7 ERIE B A8 (A I, 8 HRM5 8 B R — AT, B SR R 4R % R
8o 24 T #EGIXFELL, /AT LAE R PR P Bt o

() ABERKE TR, L8 TR, KB FRER TS0,

(3) & v T MR RIS, A0 SRR AR P 4 45 A5 N, BRAE X B IR A T B2,
HRKERMF N B E &

(4) HEE B FEALES EER BRI — SN A EREBEEN, ARG
5 EACESHNTNA . W%, ERWESCRARmES “ >7, —BEL T, R
RABFEIEIR A b B N A S 5 B SR AR BTR o 538, VP25 F e T BB B AN R
PRSI BAR AL, XA T ARG IHENS, BRAER S AR

(5) i, AR AT LA SRS BLEQ A AR S0 SO P S5 BEAE IR AR BL . W fs A B e 2%
BoCH, Nk, A BB VRBCE AR AT 4

2.1.2 BFHHFERELH)
Sample 1 - FHBEER RG]

To—The recipient’s name/title; company; and e-mail address

QLN 78 A VAN NG R 1576 9)

From—The e-mail writer’s name/title; company; and the e-mail address
(D E-mail head
(B1E A2/ WU 2 ) HR 4t ) (HRFFfE %)

Subject—telling what the e-mail message is about ( HF{4: PN 2%)
Date—day/month/year( H/ H/4E)
The message (F1&(E8.) @Body( IE3X)
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Sample 2 3 FHp 44 36 ;

Mail To: Vincenzo Pellegrini, avapellegrini@ italialink. it
Subject: Re: Distributor details Attachment; DISTRIBUTORS. DOC

Thank you for your e-mail in which you ask-about distributors in Italy. -

Our main distributor in Italy is Mazzerini Stock House, Via Cavour 123, Milano 14253. Tel
02-7488 x x x. However, we also have distributors in 150 other cities in Italy. I am
attaching a list of their addresses to this message. Please let me know if you have problems
opening the file.

With best wishes

Henry Saffron

Sales Executive, David Clothing Ltd.

See us on web: www. david. co. uk

Sample 3 FFHB43LHI

To: Support Western Electronics Address: support@ western. com

From: Alejandro Martinez Address: a. maetinez@ netinter. com

Subject: MX454

Dear Sir/Madam

Please can you send me technical specifications of your MX454 computer storage systems.
Yours

A. Martinez

2.2 fgHE

2.2.1 fFEHEXNAR

& FAG M — AR 25 B, IR i R SRl R 2, U R BERAF LS AR, 1
XFMENRT , A E Bl EiXAE—A]3% : “1 am faxing this letter now but I will forward the
top copy to you for records. ” (IR F I R F LR, IFHEEAF b, DIMEFR.) B1E,
VF Al A1 w) RS P EN ST f b M 4% B & T ( Printed Fax Format/Fax Cover Sheet) , |- EfJ
AARIBRRE R BRAGEE TR KX 85 S A B , i BB RN 2 25 1 31

R EHEH R —BAHE =50 O E{E Kk (Fax Head) ; @5 H 5 (Fax Headings) ;
OfFHIES (Fax Body) o fZEAERAUHE : KM ANA F A FR HRBUOEFIER RHBIE L HS
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