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Brief Introduction

In our daily lives, good communicational written skills are needed, whether at school or on
the job. We all have at one time or another, turned in reports that weren’ t written as well as it
could have been. That, unfortunately could turn out to be very disadvantageous. There is some-
thing we can all do about it! Communication is a learned skill that we can all improve. This busi-
ness writing guide will be useful to business writers at any level. You should keep this guide at
your side and refer to it often; especially when you are writing a paper for a professor or a letter
to your boss. -

I . Introduction to Business Writing

1.1 Basic Introduction to Business

To master the skills of business writing, one should first gain a general knowledge of busi-
ness and different types of writing. Generally, according to the parties involved in business, busi-
ness activities can be divided chiefly into three categories . activities within one bompany; transac-
tions among companies and communication between a company and individual customers.

To organize these activities in an orderly way, a company will usually set up many depart-
ments dealing with business at different stages. For example, the Human Resources department
will be in charge of recruitment and dismissal of staff; the administrative department will under-
take paperwork and write various documents; the sales department will negotiate with business
partners and conclude trade relationships. There may not be all this many departments in every
firm and the work may be assigned to one or several departments to various extents, depending on
the size of the company.

1.2 The Importance of Business Writing

All these activities and work of various departments mentioned above will need different
kinds of writing. The ability to write effectively plays an important role in the success of informa-
tion conveying and business transactions. It is also a personal advantage in business to have a
good command of business writing. '

Under the context of economic globalization and China’s expanding access to WTO, inter-
national trade has become an essential part in China’ s business and more and more domestic com-
panies begin to do business with foreigners. Therefore, good skills in English business writing
have become a basic requirement for company employees nowadays. As students in the school,
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we should prepare ourselves well for such situations.
II. Classification of Business Writing

In this course book, we will elaborate on writing skills in two paits. Part I deals with writ-
ings for activities within a company. Part Il talks about writings between company and business
partners or between company and individual clients.

Il. Basic Principles of Business Writing

Business writing is different from school writing or creative literary writing. It aims to help
business people realize their business objectives effectively and efficiently. Due to this special
purpose, there are some specific principles in business writing for us to follow. The most popular
principles are the six “Cs” developed by some American experts in business communication.

1. Clarity

1) Inclucle one meaning in one sentence only to let recipients know clearly what you want to
express;

2) Use short and simple sentences with familiar words and phrases;

3) There should be good logical connections between sentences, and they should be relevant
to the topic. ’

2. Conciseness

1) Write in the fewest possible words and make each word, sentence and paragraph count; A

2) Avoid wordy expressions so as to save time in both writing and reading by other people;

3) Emphasize the positive aspects with favorable words and reduce negative expressions.

3. Correctness

1) Avoid any error in grammar, spelling, punctuation, writing format or writing principles;

2) Make sure that all information in the writing is true; '

3) Pay special attention to figures and data in the writing;

4) Use appropriate tone and language style in writing different types of business documents;

5) Use professional commercial terms to avoid ambiguity.

4. Concreteness

Use specific and definite expressions rather than general or abstract ones. That is to say, pro-
vide exact figures or detailed description of products instead of vague or subjective assessments.



Preferable Business Writing Expressions to be Avoided

“two billion tons” “some” , “many”

“Very expensive. ”/ “We will give you a
“ $10,000 per package” v . P . Bvey
good price.

“We will deliver the goods on December | “We will deliver the goods in a few
11th, in our time. ” days. ”

“It is made of steel and is absolutely wa- | o s .
“looks good” , “high-quality”

ter-proof. ”

5. Courtesy

1) Before writing, we should take our recipients into account, considering their desires, e-
motions and possible responses to our writing; ‘

2) Take a “Your-attitude” when we write so as to show our consideration and good will to
recipients; _

3) Be polite and avoid irritating words when we have to convey negative opinions or when
we are really angry about the things we are writing about;

4) Be punctual and prompt in responding to the opposite party’s correspondence. .

6. Completeness

Give information and data needed by recipients as complete as possible. An incomplete writ-
ing may require more follow-ups, which will waste time and energy and reduce efficiency.

IV. About This Book

4.1 Structure '

There are eighteen units altogether in this book, covering the major types of business writing
for both internal and external communication purposes. The first nine units are the most frequently
used documents within a company, while the latter nine units are arranged according to- the essen-
tial processes in concluding a business. We select all these topics based on the consideration of
wide application of them.

The structure of each unit is as follows: Learning Objectives, Lead-in, Presentation, Im-
proved Practice. Presentation is further divided into Business Situation, Sample, Structure Analy-
sis and New Words & Practical Sentence Patterns. What merits mentioning here is: In order to re-
mind students of the importance of these writings and to pique their interest, we have deliberately
placed the application of each writing type in the Lead-in part in each unit. Furthermore, in each
sample, we have numbered the essential parts, with the aim of giving students with each writing
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structure a deep impression.

4.2 Target Users

This book is intended for students in a secondary technical school. Through learning this
book, students will be able to read and even write business documents in English independently,
which will lay a solid foundation for them to work in companies and engage in international trade.
In addition, this book can also give some help to business people engaged in international trade.

During the composition of this book, we have referred to a lot of useful books and informa-
tion from the Internet. Here we would like to show our gratitude to those authors whose works

have given us immeasurable assistance.
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By the end of this unit you should be able to

* have a good command of the form and structure of a notice;

® use Writing Techniques in this unit comfortably in your Business English Writing ;
® practise writing business notices by using some related words;

e acquire the ability to write a notice with the help of dictionaries and the Internet.

Lead-in

(

In our daily lives, you are sure to see lots of nofices. For exam-
—-‘—J—-’;iwm ple, if a teacher has something important to tell a whole class, he or
s e she will write a notice on the blackboard. This kind of nofice is quite a
I simple one and is always for daily use. Do you remember how to
g;;) write a notice in Chinese? Look at the left picture, and then think a-
bout the basic structure of the Chi-
nese-version of notices. Lay-off Notice (S SilsD)
When it comes to business, you

have to be very familiar with business notices, and you :

must be able fo write a qualified notice according to a
given business situation.
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LN N Yunit 1

 Task one

According to the picture above ,work in pairs and have a discussion to find out some use-
ful words and phrases for writing a business notice. Just try your best and then exchange your
findings with other pairs in your class.

After finishing Task one , you are to do a group work—find out how many different parts
a notice should include and what they are. Then check your findings with your teacher.

Presentation >

As an effective means of written communication, notices are intended to publicize social e-
vents; to report on matters of general interest to staff ; to inform staff of instructions, changes of
plans, new systems and regulations; and to make staff conform to certain arrangements, and so
on. Compared with other forms of business writing such as memos, invitations, etc. , notices are
aimed to reach a comparatively larger number of audiences. That is to say, they are to be sent to
a great number of people.

iéi;;’iﬁ Business Situation

Martin Jeff, as a safety 6fficer, learned from a report that an accident had taken
place on December 30, 2006. A worker, without necessary protective clothing and wearing
long hair, fell asleep while running the machine. The high temperature burned him severely.
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You are to write a notice to remind all employees of the company to observe the safety regula-
tions. It is very urgent.

@ Structure Analysis and Introduction I

A nofice includes the following essential parts
1. Heading
Use the heading to summarize the key point of the nofice. The heading must be brief and

clear and presented in bold type. If necessary, use sub-headings to present additional
information.

2. Body

The body is the content of the notice; it is the main part, the soul of a notice, and it
should be presented in complete sentences and short paragraphs.
3. Name

It refers to the issuer’s name; the issuer is the writer of the nofice.
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