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PREFACE

English language teaching and learning in China is in a state
of rapid evolution. New methods are being developed, building
upon the successes of the past while laying to rest its failures.
Always as usual, new materials are being written, taking ideas
from current research and past experiences and adapting them to
the actual Chinese situation. Unfortunately, however, while so
many works are written and compiled for the actual application
to the educational process, so few, if any, rarely reach the in-
tended target.

The current work, Practical Writing, written, compiled,
and edited by a native Chinese from Beijing not only “reaches the
intended target,” but “strikes to the heart ”of what is really
needed in the applicative steps and procedures in English teach-
ing in Chinese educational situations.

The work is logically written and arranged, and practical.
Because of this, it can be easily followed and understood making
its application-for-use rapidly and easily disseminative. It is also
a valuable tool for the teacher and student alike to intuitively fol-
low the pedagogical methods that even an auto-didactic learner
can develop the necessary skills.

The author, having lived and studied in the United States of
America for several years, also knows what is needed for the
Chinese student to learn, so that this knowledge can be applied,
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when needed, in different sociolinguistic environments so foreign
to the Chinese themselves.

Further, the author has wide experience teaching English
writing skills to doctoral candidates and Master degree students
at the prestigious Beijing Agricultural University, where not on-
ly scientific English writing skills are achieved, but where busi-
ness English writing skills are becoming more and more tanta-
mount to China’s policies of opening to the outside world.

Her work does justice the notion that the Chinese student
will be able to learn and apply those sought after necessary Eng-
lish writing skills badly needed in business, but also in other ar-
eas of fundamental social discourse in English including scientific
disciplines as well.

While this work was not specifically prepared to cover a
wide range of areas of business English writing, it does cover the
fundamental concepts to prepare the student to enter the broader
areas. with relative ease, when the need arises.

Practical Writing is divided into two chapters, the “Busi-
ness Communication” and “Library Research.” Each chapter is
ordinately arranged in logical steps which first give the theory of
communicative English and secondly. the student is taken into
the area of applying the theory to specific situations for everyday
use. Each step is so instructive that the practical use of this book
should not only make for easy-to-follow learning for the Chinese
student but should also direct the student to learn those neces-
sary areas that are applied in actual situations outside China in
the English—speakiﬁg world.

Having said the above, Practical Writing by Xiaoping He
I



should find its way easily and quickly into the classrooms and li-
braries of China’s universities, colleges and institutes. Finally,
students will be able to grasp those essential English writing
skills and be able to apply them in communication both within

and outside China.

June 1992 Dr. William John Rieb, Jr.

Foreign Expert
Beijing,
The People’s Republic of China
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COMPILER’S WORDS

Practical Writing is designed and compiled for students who

have already persued advanced college English studies and mas-
tered thorough knowledge of English grammar, sentence struc-
tures and English writing. This textbook is intended to provide
students opportunities to further improve their writing skills in
spme practical situations, particularly in academic field.

Based on the newly released materials gathered mainly from
the foreign press (see Bibliography) and the materials accumu-
lated during the compiler’s study and teaching in an English
speaking country, this textbook aims at providing authentic in-
formation and useful background to the academic writing and
other kinds of practical writings in the actual situation.

Though many examples and exercises are dealing with busi-
ness situations, the principles of business writing apply not only
to business cases, but also to academic circumstances. Students
can learn from these examples both the theory of business com-
munication and the method of its application. Reference keys to
some of the exercises are provided with” * "sign at the end of the
text.

Practical Writing has been put to trial use from 1989 to
1996 with entering Doctoral candidates at Beijing Agricultural U-
niversity. Thanks to their cooperations, this set of materials has

been reviewed, revised and compiled.

December 1996, Beijing
Vi
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CHAPTER ONE

BUSINESS COMMUNICATION






