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Chapter 1

Process of Business English Writing

I . Introduction

Business English writing is an important way of communication in doing international
business. At the global and electronic age, writing effectively can help you and your
company increase sales and profits by building up good relations with customers,
employees, and the public. In addition, proficiency in writing can give you a
personal advantage over less capable writers in business and contribute substantially

to your self-confidence, which is a necessary quality for business success.

Business writing is different from traditional compositions which have earned high
marks in college essays. Business writing requires you to convey information

accurately in a plain language that is very clear and readily understood. As Martin
Cutts said in his book The Plain English Guide .

Modern business English is the writing of information in a way that gives a reader

a good chance of understanding the document at the first reading.

Reader-oriented writing is the key to successful business writing. Your readers are
your customers. You should always provide good customer service. To provide good
customer service, first of Iall, you should produce a top quality product. As a writer,
your product is your writing. To produce a top quality product—to write a fine
document, you should understand what your readers expect from your writing. Then
you can write according to their expectations to meet their needs and get the results

you want. Most readers expect to find three things from the writer:
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O A clear statement of purpose for the writing
O All the necessary information

O A specific action to do

In order to meet the reader’s expectations, an effective writer always follows a special
production flow, as any other producer does, to produce—to write his document. The

special production flow is the process of business English writing illustrated as follows .

Process of Business English Writing

( Plan l:>L Organize Jn:',>[ Draft l:{>] Revise “:{>! Edit J

1. Plan

Plan is the first step and the very important one of the writing process. If you fail to
plan, you plan to fail. Very often, you may find writing difficult, just because you
want to start writing right away without planning. You should plan what to write first,
and then write accordingly. If you plan very well, your writing is more likely to get

the results you want.

When planning, you should think about your reader’s expectations first. The following
questions can help you to make an effective planning to meet your reader’s needs from

the very beginning:

O Who is my reader? (To determine the format and tone of writing)

O Why am I writing? (To determine your purpose for the writing)

0 What would I like my reader to do? ( To determine your reader’s response )
© What does my reader need to know? (To determine which and how much

information should be included)

To see the importance of planning, let’s study the following case: Mr. Robert Perry, a

customer of a bank, wrote a letter requesting that his credit card account not be debited.
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The letter from Mr. Perry;

Dear Sir:

I noted your charges on my bill of $100 for the annual fee of my Master Card.
Please note that I haven’t picked it up yet since I was abroad until a few days ago.

Please do not debit my account.

Yours faithfully,

.@ML@W

Robert Perry _ ‘L,

On receiving this letter, Mr. Tony Smith, an employee of the bank wrote a letter back

to Mr. Perry.

The letter from Mr. Smith .

Dear Mr. Perry:

Master Card 6645 0028 1288 688

Thank you for your letter dated 28 February, 2009.
We would advise that the card fee would be automatically billed to your card |
account annually despite your renewed card is remained uncollected. However, |
annual fee can be refunded provided that the card is uncollected within a certain |
period and is returned to the Card Center for cancellation.

Please therefore pick up your renewed card at ydur earliest convenience.

We are pleased to be of service.

Yours sincerely,

Tony Smith J’
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After reading the Tony’s letter, iry to answer the questions:

o What do you think Tony’s purpose was in writing to Mr. Perry?
o What do you think Tony wanted Mr. Perry to do?
o Can Mr. Perry respond easily according to Tony’s request?

Actually, Tony didn’t make plan for his writing. His letter is not as effectively written
as it could be. It’s difficult for you to precisely answer these questions. You may
have had to guess by applying the skill of extensive reading. But, in business,
nobody wants to do the reading exercise and summarizes the main idea of your
writing. You should state your purpose clearly, inform your reader thoroughly and tell
your reader what to do and how to do specifically, thus to meet their expectations to

provide good service.
If Tony planned, he would answer himself the questions:

o Who is my reader?
My reader is my customer not my colleague. So I will write a letter instead of
a memo to him.

0 Why am I writing?
I am writing to explain how the annual fee of credit card is charged.

o What would I like Mr. Perry to do?

" [ would like him to pick up his credit card.

© What does Mr. Perry need to know?
He needs to know what the annual fee is, why we charge it, how it is
charged , where to pick up the card, when to pick up the card, who to talk to
if Mr. Perry has any questions.

If the four questions get answered well, he panned very well. Then, he can let
Mr. Perry know his purpose clearly and provide all the necessary information for
Mr. Perry to respond correctly.
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II. Organize

After planned well, you can move to the next step—Organize. In this step, you

-~ organize what you have planned before. In other words, you make an outline.

The commonly used outline for most of business writing is similar, showing as

follows :

< Opening: Background information
Purpose for the writing

O Facts;  All the necessary information

<& Action; Reader’s response

< Ending: Polite closing

1. Opening

Opening usually contains two parts: background information and the writer’s purpose

for the writing.

The background information provides a logical introduction to your correspondence
and help the reader focus on the subject. It can refer to a previous contact ( memo,
letter, phone call, etc. ). If you have no previous contact with the reader, you can

briefly describe the situation that you are writing about. e. g.

O Thank you for your letter of dated January 8, 2009, enquiring tea pots.
O Thanks for your phone call this morning.

O Our annual staff party is coming soon ! -

The writer’s purpose tells the reader why you are writing. The business world is full of
busy people. They don’t want to waste time reading meaningless letters, memos,
faxes and email. They don’t want to guess why you are writing to them. It’s very

important for you to state your purpose very clearly at the beginning of your writing.

7



