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Unit One

Styles and Features in Language for
International Business English

B RS EEN X ERENES A

{l . Introduction (#Ei®) J

With the rapid development of China’s foreign trade and the constant
increase of other cconomic activities, technical cooperation and cultural
exchange to foreign countries, not only many Chinese go abroad to do
business, but also many forcigners comc to China to sightsee and invest
capital in enterprises. The opportunity that we make direct or indirect
contact with foreigners becomes more and more; and in the course of
association with foreigners, practical English writing is widely used in
every field of our daily life and routine duties, especially in the profession
of public relations, secretary, international business and tourism. It serves
to pass on information, to express ideas, to exchange feelings and to deal
with social business. Therefore, it is necessary for the people who engaged
in foreign affairs to have a good command of the language features and

writing techniques about practical English writing.

2. Classification of Practical Business English Writings( % % X%
BEXY%)

Generally speaking, practical English writings can be classified into
eight kinds, such as
(1) Letters, which are widely used on various occasions of social

intercourse and business affairs, can be classified into private letters and

Practical English
1or Foreign Trade
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official letters. Private letters®are written to relatives, friends, teachers,
workmates, etc. Official letters include letters of invitation, letters of
introduction, letters of demonstration, letters of recommendation, etc.

(2) Commercial documents, which are widely used in the fields of
economy and trade, can be classified into general business letters, including
letters of establishing business relations, letters of inquiries and replies,
letters of offers and bids, letters of counter-offer, letters of order, letters of
acceptance and contract and so on; and special commercial documents,
including quotation sheets, letters of credit, certificate of entrustment,
letters of intent, letters of complaint, letters of claims, ctc.

(3) Etiquette documents can be divided into congratulatory documents and
condolatory documents. The speech, letters, cards on birthday, festivals, baby’s
birth, marriage, starting business, promotion, receiving and seeing off the
guests, etc. belong to congratulatory documents, and announcements of death,
message of condolence, memorial speech, letters of condolences, letters of
consolation, etc. belong to condolatory documents.

(4) Contract or deed includes intention agreement, sales confirmation,
agency agreement, contract, cultural exchange agreement, letter of
appointment, stipulations of agreement etc.

(5) Informative and revelational documents such as notification,
announcement, poster, notice, found, memo, advertisement, etc. are used
to inform or to bring something into a public notice.

(6) Expository writing is used to explain or illustrate a certain problem
or matter. This kind of documents includes trademarks, instructions of
products, certificates of quality, caption, etc.

(7) Bills and vouchers. This practical English writing can be classified
into many kinds, such as bills, forms, receipts, policy, [.O.U., order,
shipping documents, certificate, etc.

(8) Documents for meeting affairs include those signed or issued
before, during or after the meeting, such as letters of invitation to meeting,
invitation cards, meeting schedule, meeting decision, summary of meeting,
declaration, memos, meeting records, opening speech, closing speech, etc.

The classification above is based on their usage accordingly, not strictly
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based on their academic function.

3. The Function of Practical Business English Writing(3X i & %
HXEFERNER)

Since the practice of the policy of reforming our domestic economic
system and opening to the outside world,China’s external association in the
fields of politics, economy, culture, education, and science and technology
is -growing with each passing ‘day. Practical English writing plays an
important role in the international communication. The main function of
practical English writing is as the following;

(1) Function of stipulation. Some foreign documents, such as joint
communiqué, joint statement, joint pledge, agreement, contract, treaty,
etc. , all have the function of stipulation, which means that these documents
are binding on both sides signed. The side who breaks the terms will bear
political, economical or moral responsibilities.

(2) Function of information and understanding. Génerally speaking,
all kinds of practical English writings have function of information and
understanding. No matter what kind, a letter, a message, a notification, a
posters a congratulatory speech, or a contract, their first function is to
inform or remind the counterpart or public of a certain thing or public
affairs. Besides expository writing has explanatory function.

(3) Function of voucher. We may say that all documents to external
association have function of voucher. Especially all kinds of contracts,
agreements, certificates, orders, L/C (letters of credit), bills, receipts,
I.O.U.s, letters of introduction, letters of recommendation, letters of
demonstration, letters of making reservation, birth announcements,

wedding certificates, etc. , have obvious function of voucher.

4. Writing Principles and Language Features( 57 i 3 9 5 £ /&R 1Y
MEERR)

Practical English writing, especially, business English writing, is the

Practical English
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model of practical language. Its main function is to inform or remind
counterpart or public of a certain thing or public affairs and to ask the
counterpart or public to act according to the rules stimulated in what is
written. Such a practical writing has its specific language style, that is, the
essential language features which arc called the seven “Cs”: completeness,

concreteness, clearness, conciseness, courtesy, consideration and correctness.

1) Completeness(SE ¥ )

A practical English writing is very successful and highly effective only
when it contains all the necessary information to the readers (the counterpart
or the public) and answers all the questions and requirements put forward
by the recaders. Sce to it that all the matters are stated or discussed, and all
the questions are answered or explainéd. For example, when the buyer
writes a letter to accept an offer that the seller made, the buyer must state
his conditions of acceptance in detail or quote the evidences of the offer,

such as quotation sheets, letters, advertisements etc. , because such a letter is

" in fact of the function of a business contract and will be binding on both

parties after receipt by the sellers. The following is a good example:

Gentlemen;
Re: Computers

With rcference to your letter of May 8, we are pleased to accept your
offer of 200 sets of ICM-4 computcrs as per your Quotation Sheet No.
9/04/2000.

Please go ahead and apply for your Export Licence.

As soon as we are informed of the number of the Export Licence, we
will open the L/C by fax.

Yours truly,

Incompleteness of the practical writing, such as business letters, will

lead to the counterpart’s unfavorable impression toward your firm. He may

"\
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give up the deal if other firms can provide him with all the information
needed, or if he would not take the trouble inquiring once again.
Sometimes, incompleteness will even cause unnecessary disputes and
lawsuits.

In order to verify the completeness of what you write, five “Ws”
(who, what, where, when and why) and one “h” (how) should be used.
For example, if what you write is a letter of order, you should make it clear
that who wants to order, what he wants, when he nceds the goods, where
the goods to be sent and how payment will be made. If some special
requirements should be put forward, you would explain why you will do
so.

Another example is that if you write a meeting announcement, you
should clearly explain that who will attend the mecting, what the meeting
contents are, when and where the meeting will be held, why the meeting
should be held, how the meeting will be well held. The following is a good

example:

NOTICE
Dec. 31, 1999
All the staffs of Accounting Department are requested to be ready to
attend the meeting in the conference room on Tuesday, at 3:00 pm, Jan.

6, 2000, to discuss the financial statement of last year.

Accounting Dept.

If the problems above were explained clearly, what you write would be

complete.
2) Concreteness( R 4kK)

Any kind of practical English writing should be specific, definite and
persuasive instead of being vague, general and abstract. In a general and
vague message, everything seems to be mentioned but actually few are fully
expounded. The rcaders only have a vague impression of what you try to

achieve, so he or she is at a loss how to react upon reading your message.

Practical English
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Especially for contracts, agreements, announcements, notices, found,
posters, advertisements and business letters calling for specific reply, as
offer, inquiring trade terms, etc., concreteness must be always stressed.
Using specific facts, figures and time can help write concretely and vividly.
e.g. .
» (1) We wish to confirm our telex dispatched yesterday.

Like today and tomorrow, the word yesterday is a vague and general
concept. It is not suitable to be used here. The sentence should be changed
into:

We confirm our telex of July Znd, 2000.

(2) The Universal Trading Company is one of our big buyers.

The phrase “ one of our big buyers” is too general and vague, and it
can’t express degrees of “big”. If you want to give the readers a definite
concept, the sentence should be ;:hangcd into;

- The Universal Trading Company placed over U.S. $ 2 000 000 worth
of business with us each year.

(3) We have received with thanks your check, the amount has been
placed to your credit.

Here, you should point out the number and the amount of the check,
even the use of the money, so as to make a specific and definite impression
on the opposite party. The sentence should be rewritten as the following:

We have received with thanks your check No. 248 for U. S.
$ 2 000.000, in payment of our commission, which has been placed to your
credit. .

However, not on all occasions do the practical English writing try to be
concrete and specific. Sometimes vagueness is preferred. If accurate facts or
figures are not available, you have to be general. Sometimes for “strategic”
consideration, the writer should try to avoid being too definite. For
example, if you are a green hand in a certain line and want to purchase some
commodities, naturally you want to compare the qualities, prices, etc. of
the products from different manufacturers. If you are a seller, you may
open tentative offers to several products. The offers you deliver are without

engagement. They should not be too concrete, but more flexible.



