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Project 1

An Overlook of Business
Correspondence

Learning Goals i , y

Upon completion of this pro ject, you will be E‘ble to:

¥ understand the functions and tendency of business writing;
& identify basic categories of modern business wrlting: ;

@ acquire the 7Cs principles of business writing; ‘

& know the structure and style of a business letter;

@ practice writing an envelope and e-mcils;

@ have some knowledge related to the trade documents.

~ Module1 Functions and Tendency
' of Business Writing

Every business message is designed to achieve a specific business objective. Its success
depends on what it says and to what extent it induces a favorable response from the reader.
Thus, business writing has three functions: to inform, to influence and to entertain.

1. Functions of Business Writing

Normally, messages are designed to convey the vast amount of information needed to
complete the day-to-day operations of the business —to explain instructions to employees,
announce meetings, give responses to inquiry letters, place orders, or make complaints, accept
contracts for services, etc. Apart from providing information, business writing is used to
influence readers’ attitudes and actions. These messages might include sales letters for
promoting products or services and seeking support for ideas and worthy causes presented to
supervisors, stockholders, customers or clients. There are also other messages prepared to
entertain them, that is, to establish good relationships with them and/or convey goodwill to
them. Many business writings contain two or three functions. In short, they are used to keep
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business going smoothly, efficiently, and productively.

2. Tendency of Modern Business Writing

Languages are products of the times and always bear the marks of a particular time. The
rapid development of modern information technology has brought changes to business writing.
The tendency to business writing has become more modemn, direct and concise. The language
used can be formal or informal according to the relevant situations. Like life-style and working
conditions, the standard for business writing has changed; the style of it tends to be something
like a piece of conversation by post. The awareness of change — adapting to up-to-date ways
of doing business — is most important.

 Module 2 Basic Categories and Principles
e ‘of Modern Business ertmg

1. Types of Business Writing

According to their different roles they play, business writings usually fall into the
following 5 types: business letters, secretarial writings, corporate promotion, recruitment and
employment, external corporate communication.

2. Criteria for Effective Business Writing

In order to convey effective and readable information, 7 principles must be followed in
business writing. They are clarity, correctness, conciseness, concreteness, completeness,
courtesy and consideration which are called the “7 Cs” principles. These principles provide
guidelines for choice of content and style of presentation, adapted to the purposes and the
receivers of your message.

1) Clarity

Clarity means to make the information clear so that the reader can understand what you
are trying to convey. The meaning the reader gets is the meaning you intended to convey. To
maintain clarity in your message, use the language that the reader understands, and avoid
jargons, unfamiliar words and phrases.

2) Correctness

It goes without saying that the business writing should be correct in grammar, facts and
opinions, even punctuation or spelling. All of the information in the message should be
accurate.

3) Conciseness

Conciseness refers to keeping the letter short and to the point. That is to say, you say
things briefly in the fewest possible words but completely without losing any other information.

4) Concreteness

Writing concretely means being specific, definite and vivid rather than vague and general.
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Try to use figures, ratios and facts whenever they are available to make the letter specific and
definite rather than vague and abstract.

5) Completeness

A good business message should be complete, which means your message includes all the
information necessary to make the point and promote action from the reader.

6) Courtesy

Courtesy means using tactful, respectful and appreciative words or expressions in writing
a business letter to show your respect for the reader. The courteous way helps to build a good
image of your company and deepen the business relationship between you and your business
partners. The goodwill and public esteem of the firm are worth a great amount of money.

7) Consideration

Consideration focuses on “you” (the reader) instead of “I” or “we” (the writer). You-
centered writing is the key to successful business. Effective writers make the audience believe
that the most important person in their correspondence is “you” — the reader.

Module 3 Structure of a Business Letter

Generally, a business letter can be divided into three parts: the pre-message, the body
message and the post-message. It can be further divided into 13 segments. A well-constructed
business letter in English is usually made up of seven essential parts and some optional parts.

1. Essential Parts of a Business Letter

O Letterhead 17k

O Date H#i

O Inside Name and address #} 4 Hshit

O Salutation FRIF

O Message or Body 1F3C

O Complimentary Close 45 EH0E

O Signature %

2. Optional Parts of a Business Letter

O Reference % 5

O Attention Line Z&7p A

O Subject Line F HHAR&

O Enclosures i1

O Postscript [fi &

© Carbon Copy #i%
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3. Having a Clear Picture y

The structure of a business letter is demonstrated in the tables below illustrating the
position of each part in a letter.

Modern Truck Letterhead (f§3k)

234 First Street

Newtown, NY 20022

Tel: 01-2-555-1212 Fax: 01-2-555-4545

September 21, 2012 Date (H#)

Joe Martin Inside Address (3P4 #uht)
First Trucking

5656 Norfh Willow Road

Middleton, NY 20088

Att: General Manager Attention Line (¥RHHI{EA)
Ref: 12—5—56A Reference Number (%3 5)
Sub: Replacement parts Subject Line (FfH / E&T)
Dear Mr. Martin. Salutation (H#R)

Body-message

Valley Truck Supply is now in a position to reduce ~ Opening Sentences (FF3ki&)
the cost of your truck spare pads. This is due to

our growing number of satisfied customers over

the past few years.

Volume discounts are available to customers Main Body (8B B%)
buying as few as six of an item with, however, a
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dollar minimum per order.

Please refer to the enclosed sheet for a list

of widely purchased parts and the discount rates.

We hope this program will help you provide Closing Sentences (45R1&)
faster service to your customers. We look

forward to continuing to serve you in the future.

Post-message

Sincerely Complimentary Close (45R#{iE)
John Smith Signature (%4%)
John Smith
Manager
Sales Department
Encl.: List of Available Pads Enclosure (ffffF)
CC: Bob Wood Copy Notation (¥iX)
P.S. Postscript (ft5)
4. Writing Tips

Now all segments will be introduced one by one with more details and examples for each
part.

O Pre-message part

1) Letterhead

Companies normally have their own letterhead templates customized with its logo,
name and address. The address includes street, city, state or province, postal code, and
country (if necessary). Many companies also add a phone number, fax number, e-mail
address or website to the letterhead. The letterhead can be on the left side of the page or
printed in the up-center.
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Modern Truck

234 First Street

Newtown, NY 20022 :
Tel: 01-2-555-1212, Fax: 01-2-555-4545

2) Date

All business letters should be dated. The date includes the day, month and year. There
are two basic forms of dates as follows:

American form: October 26, 2012
British form: 26 October 2012
3) Inside address

The order of the inside address includes the recipient’s name, title, company, then the
street, city, state or province, postal code, and country (if necessary).

Joe Martin

First Trucking

5656 North Willow Road
Middleton, NY 20088

4) Attention line

The attention line is optional. It is used when the inside address includes only a company

name. Its function is to tell to whom the letter should go. We can use such abbreviations as
ATTN to indicate the attention line.

i ATTN Joe Martin, Game Designer
ATTN: Mr.George Williams
 ATTN: President

5) Reference number

A reference number may be an order number, invoice number, part number or date. “Re”
And “Ref” are the most common abbreviations.

Reference number AR48
- Ref: Po No. 435

Our reference 111208

Your reference 05234
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Sometimes, we use “Your ref” to indicate to which letter we reply; “Our ref” is used as
the reply letter’s reference number.

Your ref: CNN /266
Our ref: 1246 / BD

6) Subject line
The subject line shows the general idea or the purpose of the letter. It features a word or
two, or a short phrase. The subject lines appear as follows:

Sub: Friday’s meeting
Sub: Sales conference
Sub: Delay of Delivery
Sub: Request for price lists

Usually, reference numbers and subject information are combined together to facilitate
understanding.

Re: Billing dated 12-8-09
Account No. FG 1265
Error in Billing

Sub: Order No. 1265

Price Reduction

7) Salutation

A salutation is a way of greeting the reader or addressee. The name is usually combined
with “Mr.”, “Mrs.”, “Miss.”,“Ms.” or an official title like “President” or “Doctor”, etc. In
American style, a salutation ends with a comma.

Dear Mr. Smith,
~ Dear Mrs. Jones, 8
/ r»tz\qur;?fte5,f~h' ol Bl
 Dear President Jones,
pearProfas.ior Liang,
DgaquétorMansot!,

If the addressee’s name is not known, you may use his title, or address the letter to his
department.
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If the letter is addressed toa company or an orgamzatxon you may say

Dear Strs, i

O Body-message part

The main part of a business letter is divided into three sections: opening sentences, main

body, closing sentences.
1) Opening sentences

The opening sentences give the reader a general idea about what your letter is going to say.

2) Main body

The main body is the most important part of the letter, which gives more details, asks
questions, presents points of view, etc. Usually, a good business letter is not very long. Extra
information other than the subject the letter deals with is kept out.

3) Closing sentences

The closing sentences of a business letter can be an expression of gratitude, a suggestion

or a request.

W Case Remark

Opening sentences:
A brief introduction to
the matter

Main body:
© Use a new paragraph
for separate ideas.

Dear Mr. Mithrow,

As you may know, the Japanese Government is planning to
approve a supplementary budget as a means of overcoming
the current economic recession.

In anticipation of this plan, the Ministry of Construction is
considering the purchase of five of your LE-15 Boise
generations. Would you please e-mail answers to the
following questions by July 10 (your time):

1. Have the specifications changed within the last two years?
If so, please give complete details.
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continued
® Use facts, details and | 2. Would you be able to redesign one generation so that it could
numbers. be mounted on a 10-ton truck? (See the attached drawing.) If

so, how long would it take to make this modification?

3. If we placed an initial order for five LE-15 next October,
would you be able to ship them by early March 20127
Conclusion: We are sorry to rush you but need your earliest reply. If it
Give an expression of | arrives later than Friday (our time) this week, our customer
gratitude, a suggestion or | will lose the opportunity to apply for a procurement budget.

a request.
With best regards,
Closing sentences: John Robert

Sumida Corporation

O Post-message part

There are 5 parts in the post-message, that is the complimentary close, signature,
enclosure, carbon copies and postscript.

1) The Complimentary Close

The complimentary close is merely a polite way of ending a letter, a double space below
the body of the letter. The first letter should be capitalized and the close is usually followed by
a comma. But always be sure that the close and the salutation in one letter should agree with
each other. Different complimentary closes are used in different types of letters.

Most business letters end in the following ways:

Formal Less Formal Informal

Salutation British English Dear Sir or Madam Dear Mr. Smith Dear Marry
Dear Sirs or Madams | Dear Ms. Smith Dear Tom

Dear Dr. Smith
American English | Gentlemen

Complimentary British English Yours faithfully Yours sincerely Sincerely

close Faithfully yours Sincerely yours Cordially
Yours respectfully Cordially yours Best regards

American English | Yours truly
Truly yours

2) Signature
The signature is put at the left margin, leaving 3 lines’ space for handwritten signature
before the typed name, title and /or department. For example:



