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== Unit 1 &=

Writing Effectively—An Introduction to
Business Correspondence for International Trade

TR 12 exe JRTRTTHHIHITTHINI]

The course Business Correspondence for International Trade aims at improving students’
ability of communication with prospective!"! business partners in such aspects as reading,
writing, and translating business letters so as to acquire necessary information, discuss business,
negotiate trade terms and finally conclude a transaction' .

Strictly speaking, however, business correspondence falls into the category of business
writing which includes letters, reports, contracts, forms, in-house correspondence!®
employment correspondence and so forth. Therefore, naturally, what we are discussing here is
mainly about business letter writing equally applicable in most cases to other forms of business
writing unless otherwise indicated.

Business writing, as we know, is nonfiction writing about a business related subject,
addressed to a particular audience to achieve a particular purpose'”’. It usually relies on facts

without, of course, disclosing[5 )

the commercial secret of a company. The audience to be
addressed to could be one person, several people, or even thousands, depending on what
particular purpose the document intends to achieve. A corporate annual report, for example,
communicates to the public what happened in the corporation that year. It is meant'® to suggest
the good management of the corporation so as to inspire confidence among the stockholders!”.
Anything false or fake is against the law.

Likewise, business correspondence is also nonfiction writing concentrating chiefly on trade

discussions among concerned parties'® for the conclusion of business. Each business letter is
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meant for a particular recipient'”. A letter from a bank about the financial standing"® of a
certain company is, for instance, a confidential"" report to the inquirer'™”, usually a company
intending to start business with the company under investigation!". Therefore, it is not to be
disclosed ' to any third party.

When you write a letter, you will have to consider how to write effectively. A persuasive
letter of sales promotion will certainly help increase business opportunity for your company while
an ambiguous letter of acceptance is but a waste of time'"”. To make your writing effective,
you may follow some generally accepted principles. They can be summed up as six Cs, namely
“Clearness”, “Comprehensiveness”, “Conciseness”, *Correctness”, “Consideration” and
“Courtesy”!'®,

Clearness is the most important characteristic of good business writing. It means conveying
your message to the recipient without being misunderstood. Ambiguity, vagueness, clichés'"”
and so forth are likely to make it difficult for people to understand what you want to express. The
wordy jargon''® “at this point in time” is certainly more difficult to understand than the simple
word “now” and the word “because” is a more direct word than the old expression “inasmuch
as”. It is always necessary to write in direct, plain and simple language.

Comprehensiveness requires complete information the readers will need. Be sure to include
all the necessary information so as to avoid the trouble of busy exchange of correspondence
which sometimes results in the loss of time and, what is worse, loss of opportunity. It is
understandable that a company cannot make a correct decision based on incomplete information.

Conciseness helps a lot to make business letters clear and effective. One simple way to
shorten a document is to get rid of the unnecessary long words and phrases. Instead of writing,
“A product with reasonable price and good quality will be more than welcomed at this market of
ours (18 words)”, just say, “A reasonably-priced good-quality product will sell fast at our
market (10 words)”. When writing “He made the statement that he agreed that a price cut was
necessary (13 words)”, just ask yourself if it would be better to say “He agreed that a price cut
was necessary (8 words)”. Please remember, in business letter writing, it is a wrong idea that
long documents are better than short ones. Most readers, just like you, prefer short ones as they
are busy dealing with a pile of business letters daily.

Correctness means observing!'” the rules of spelling, grammar, punctuation, usage and so
forth. If you write “While breaking into the computer’ s memory, the investigators captured the
hackers”, the readers will be confused by the question: who broke into the computer’ s '
memory, -the investigators or the hackers? If your document is full of careless writing errors,
your readers will get impatient to read it and doubt the accuracy of your information or even the
authenticity of your writing.

Consideration, or in another term, the “you-attitude”™, becomes more and more
important in business writing. Good business writing can and should promote good relations
between you and your reader. This means you should share your reader’ s point of view and keep

e 4.
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your reader’ s needs in mind. If you ask a customer who has requested a refund to return a sales
slip, the following sentence will not build good will’®"!: “We require that you sign and return the
sales slip before we can process a refund. ” The emphasis here is that the writer and the company
need to process a refund but the reader’ s needs are not mentioned. The revised sentence concerns
more about the reader’ s benefit—to receive a quick refund: “Please sign and return the sales slip
so that you can receive your refund quickly. ” For another example, if you write “Please accept
our apologies for the delay”, it is perfectly polite. But you may let your reader know what you
care by saying “We hope you have not been seriously inconvenienced by the delay”.

Effective business writing should always be courteous. The success of your business depends
largely on how you treat people. An English proverb says, “All doors are open to courtesy. ” If
you treat people politely, they would like to do more business with you. They are willing to read
a sentence like “Thank you for your recent order” instead of a cold statement “We have received
your order”. In this way, courtesy increases the effect of business writing.

In short, the above-mentioned principles are ways to ensure good business writing so as to
convey information and influence readers effectively.

Notes:

[1] prospective: FREHAY; KREM ., 40:
a prospective lawyer 53 £
achieve the prospective results B8 Fi #0740 s R
S H prospective business partners 45 24 T potential business partners ¥ 7 B9 4= Bk
o
[2] conclude a transaction: 3K i35 55 ; WAL
IERRAE By B F5 R H - close business, close a deal, close a transaction, close a bargain,
strike a bargain %,
[3] in-house correspondence: (A&} 4P ZEHT) NS EE
in-house: 22 ®] NEPHY , TEA RN FRBEATHY . 40
in-house information security advisor 4 &]{g B 22 4t [q]
[4] ...addressed to a particular audience to achieve a particular purpose -«-«:- H3HEREER
BEA LLSCHIAEE ) H b
address to ZEAERE M ( Okl BEF1E) & Xg - K. H:
This easy-to-read guide is addressed to those who ate new here.
XA GRS RS IREFHRA K.
[5] disclose: #t5% ; FEFR; HATF. -
disclose the truth to the press [%] 3% A AT EAH
[6] mean: B8k, ITE , FF. 1
This shipment was meant to be sent to a client in China / This shipment was meant for
a client in China, but actually it was wrongly sent to Japan.
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[7] inspire confidence among the stockholders: 3§ %& H¢ i &5 .0
stockholder RYEL#A A, &%
[8] concerned parties: Y43 A , X F
party X B ER“—T, BN, W
two parties XU
a party to the action JFiA X4 A
contracting party 4§75
[9] recipient: #:%Z# ; lfg A
[10] financial standing: ¥f 45, & FF IR 6L, standing 7EHARREN “ # 7, R AT UL
“financial position”, “financial status”, .
In respect of financial standing, this firm is reliable.
TEW SR BU T TH , X R BT R AT HR
[11] confidential: $A% i ; WL, T :
confidential report HL#& 45
confidential information #.35EH
[12] inquirer: #j[aj# . inquire 3L 3hiA,
[13] under investigation: ZEJH&H, 10:
The short shipment is under investigation.

XERYREREGFEERES,

[14] ...be disclosed to any third party: ------ BRAEME=F
third party 25 =77

[15] ...while an ambiguous letter of acceptance is but a waste of time. ------ T — & 5
A] BB 32 (5 SRR IR SR N 6]

but 7E5X B & “ only” &,
ambiguous BRI ; SHIAER, 0
an ambiguous answer BB B A] AR
an ambiguous. position BEBR )73
ambiguity % ambiguous” 4 7] |
[16] courtesy: HR#ASH 4L ; HALAIZE LB T, courteous N HIL A,
[17] clichés: JF AE, Bob“ BRimiAE”, . |
It was not the lecture itself but the clichés in it that bored her.
A58t R B TE I A A R IR A B T R FE R P A B TR T 9
(18] wordy jargon: BFBRIFT1% . jargon: 7%, HM:
The article is full of jargon and it’ s beyond me.
XRECERRITE, REAME,
[19] observe: <y, %47, .
observe rules H5FHE
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observe the terms of a contract F~F-S 5] 5B 1 & 0 4% 2%

[20] you-attitude: “XJ773L3%" , BN B WETEXS I L35 8%

[21] If you were asking a customer who had requested a refund to return a sales slip, the
following sentence would not build good will.
MR — (L EORB K BIE R R WY e, T A FRARIEA L&,
refund B3
sales slip Wg47) S

good will 5§ goodwill I &, ZB,; X¥. 1n:
ambassadors of good will 3K {#
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I . Please change the wordy expressions into concise ones:

Wordy Concise

—

a majority of

in the very near future

in the present

have the capability to

It is our understanding that

of the opinion that

prior to

subsequent to

©lo|xla|unls|w e

take into consideration that

whether or not

._.
e

despite the fact that

i
i

on one occasion

._.
N

in the event that

p—
w

for the reason that

._
P

under no circumstances

—
b




