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‘ Objectives

To be proficient in
the useful words and expressions used in this lesson
' the definition of writing
functions, types, principles and formats of business writing
key elements of a business letter

A business letter is often written in formal language, and it usually can be used to
request direct information or action from another party, to reply directly to a request,
to apologize for a mistake, or simply to convey goodwill between organizations and

their customers, clients and other external parties.

%Puo
warm-up Acﬂvmes

€ Work in pairs and tick the key elements included in a complete

business letter.
Letterhead
Date

Attention line
Mailing notation
Body

References

Ve NN e e
N N N N N N




Inside address

Complimentary close ( )
Carbon copy ( )
Signature ( )

«C )

¢ Work in pairs and write down the 5 Cs often used in business writing.

—f;—r ‘

An Overview of Business Writing

Q© Introduction

With the increase of economic globalization and networking, the flow of information
between minds is becoming more and more important. In business communication, a timely
message may create a handsome profit or reduce huge losses. Therefore, as a means of

communication, business writing is greeting a new era.

O Definition of Writing

Before taking the course, you need first make yourself acquainted with what writing is.
According to one of the definitions given by Collins-English Dictionary, writing refers to a
group of letters or symbols written or marked on a surface as a means of communicating ideas
by making each symbol stand for an idea, concept, or thing. Though we have other non-verbal
ways of communicating, such as body language, speaking and writing with the characteristic
of involving words has long been the two major communicative forms. Compared to speaking,
writing has its advantages. One cannot produce a successful essay without careful thinking and
close-knit organization. Moreover, pens as writing tools have already made a great contribution
to keeping a permanent record of various human activities. With the further development of
information technology, writing has broader ways. One can
write an_ 1nstant message in his mobile phone or personal

computer even during a meeting where one is not allowed to

speak, but everything will be OK when written. Therefore,

writing is not less 1mp01“tant than speaking from the point of
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© Functions of Business Writing

People write for different purposes, on which writing classification is based. A graduate writes
an academic paper for his/her diploma; a scientist writes a lab report for his/her study; a businessman
writes a market report for his business, etc. Therefore, business writing is about achieving business
purposes, which involve both internal communication within the company and external communication;
interfacing with the public or other organizations on behalf of the company. Generally business letters
should have three functions—to inform, to persuade and to entertain.

© Common Types of Business Documents

With the widespread use of the internet, writing is even more involved in every part of
business. It appears in letters, e-mails, memos, minutes, notices, reports, proposals, etc. Among
these, letters, memos, e-mails and reports are generally considered the most fundamental types

of business documents according to their frequency and characteristics in business practices.

" Samples of Letters, Memos, E-mails and Reports

Letter

; New World Toy CO., LTD. :
No.36 Maizidian Street, Chaoyang District, Beijing
: Tel.: 010-13632212 Fax: 010-1363221 i
| May 20,2011 Date | |
Song Na
; 16 College Way Inside Address ;

Oregon City, OR 26768 5

Dear Ms. Song, [ Salutation

I wish to acknowledge receipt of your order for 30,000 pieces

of plastic toy portable phones. I’ve already sent my assistant,

Yuhua Su, to deal with your order and she will give you a reply
as soon as everything is arranged.

I shall look forward to doing further business with you.

Yours Sincerely, { Complimentary Close |

| ZhaoYi [Signature |
Memo

:T(—)"/’;ll Department Deans ! Recipients Name and Job Title ]

éFrom: Xuhong Yang, Human Resource Manager { Sender’s Name and Job Title }

| Date: 28 March, 2011 [ CompletionDate| !

: Subject: In-service English Training [Information Summary | 1

EAn English class will take place in the Training Centre. :
i Please encourage your own staff to attend the course.

i  Please send me the names of all mterestéd staﬁ' by 9a.m. on lst Aprll,‘
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Hi Apple,

1 have been thinking of you, and how long it has been since we met! It is our New Year's next week, so our thoughts go
towards our friends and those we miss.

I wanted to send you this email to say that I hope all is well, that you are happy and healthy, and that I wish you &
wonderful and prosperous new year.

Bev

E | BEK
nw | iZeF
POFER(9)
PR
WEE(69)

- ﬁ stating briefly what the report is a[)g@

|
Report on Satisfaction with Employee Benefits

Terms of Reference —4 explaining who wants the report and when it is submitted I

Mr. Degiang Wang, Director of Personnel, has requested this report on satisfaction with
employee benefits. The report is to be submitted to him by Dec. 30th.

Procedure ﬁ[_explaining how the information is collected and what it’s mainly concerned about ‘

A representative selection of 20% of the staff were interviewed in the period between Nov.

10th and Nov. 25th concerning;:

< Suggestions for the improvement of communication policies
< Problems encountered when dealing with our HMO (Health Maintenance

Organizations)

Findings — | summarizing facts and ideas | |

<& Employees are generally satisfied with the current benefits package, but they requestedE
that their classroom payments should be increased.
< The most common suggestion for improvement is processing benefits requests online.
- - & Most teachers complained about the lack of insurance of occupational diseases in our

<& Overall satisfaction with our current benefits package
benefits package.
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éConclusions %stale facts and ideasw
<& The classroom payment should be increased. ;

<& Our benefits request system should include the employee health insurance.

'
'
1
1
'
i

i Recommendations 4—{ putting forward suggestions for the actions to be taken based on findings '

: <& The classroom payment should be increased to ¥50.

<& Meet HMO representatives to discuss the complaints concerning the occupational :
disease insurance.

: Xiaoyan Fang —{ the writer’s name and title ! :

Assistant Director

O Principles of Effective Business Writing

What does a successful business letter look like? When the receiver interprets the sender’s
intention and the sender achieves his or her purpose, the writing is considered to be an effective
one. So from the writer’s point of view, it’s advisable to follow the five Cs, namely, clarity,
correctness, conciseness, completeness and courtesy.

1. Clarity

Clarity is regarded as the most important factor in written communication. The sender
needs to tell the reader exactly what he or she should know by using the right word in the right
place to make their purpose easily understood while reading. Therefore, you’d better use simple
but correct words and short sentences instead of difficult and complex ones. Be careful to
convey clear messages. You know, no message is much better than an incorrect one.

2. Correctness

On one hand, correctness means no mistakes in spelling, punctuation,
grammar, and format. The writer should be concerned about the conventions
of standard written English—to proofread to make sure that spelling is

correct, grammar is conventional, punctuation aids in making sense, and that

the format is acceptable. On the other hand, it means correct data, accurate
statements and clear opinions. These are the basic requirements of an effective business letter.

3. Conciseness

Conciseness is key to good business writing. A wordsmith writes in the strongest words,
but not necessarily the fewest to achieve the goal. However; a successful business letter
absolutely avoids unnecessary repetition and wordy statements, for businessmen would.prefer to
spend their time and patience on how to maximize the profits rather than reading long letters.

4. Completeness

All the necessary data and information should be included in a letter to provide the reader

with sufficient details. An incomplete letter will resemble an incomplete song, leaving the audience .-




ST

an only wild guess, which could prove costly in certain situations. As one of the key components
of successful business writing, completeness is expressed in every aspect of the letter.

5. Courtesy

The sender should pay special attention to the courtesy of business communication, which
means treating people in a courteous and friendly tone. An effective writer should take into
consideration the reader’s desires, problems, circumstances, and possible responses to their
request. To be courteous, the writer should avoid expressions that are likely to cause offense, but
concentrate on what the reader is thinking about, and focus on the information of “you” instead
of “I” or “we”.

© Elements of a Business Letter

A typical and professional-looking business letter usually includes the following eight
elements: letter head, date, inside address, salutation, letter body, complimentary close,
signature and enclosure.

1. Letterhead

The letterhead contains the writer’s company name, address, telephone and fax number,
and e-mail address. A logo or an emblem of the company is often contained in it. Sometimes
extra information such as a telephone and fax number, e-mail address, website, etc. is listed after
the address and before the date. But if the return address isn’t imprinted on the stationery, it’s
necessary to type it.

2. Date

The date tells you when the writer writes the letter. There is a line’s space between the date
and the last line of the letterhead. The common typical formats are shown in American style
(Month/Day/Year) or British style (Day/Month/Year). The full written form of the month is
commonly preferred, in case abbreviation may cause confusion. The date position depends on the
style you choose. It may appear on the left or right margin between the address and salutation.

3. Inside Address

In general, the inside address contains the addressee’s complete title and name, which help
the recipient route the letter properly if the address on the envelope is unreadable. Between
the heading and the inside address, there is single spacing, and another line between the inside
address and the salutation.

4. Salutation

The salutation is also known as a greeting, namely, it is used to greet the addressee. The
conventional greeting is Dear-Sir(s), Dear Madam/Mesdames, or Dear Mr./Ms. with last name,
with a subsequent comma or colon. If the letter is addressed to an individual,
it’s courteous to use the person’s title and last name in the salutation, for

example; Dear Mr. Smith rather than his full name, Dear Mr. George Smith.

Dear Sir-or Madam, and Whom It May Con¢ern can be used when the sender

,,«\doesn t know whb Wlll receiye the letter, however, the lattgr‘ is considered somewhat out of date.




