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Part One Introduction

BISESERNT 145

Business writing is a type of professional communication by
organizations to communicate with internal or external audience, which
is also known as business communication and professional writing.
Business writing should be understood clearly when read quickly. The

message should be well planned, simple, clear and direct.
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. WUnit 1
Basics of Business English Writing
Hid5 SR B IE AR A

l. Learning Objectives z

In this unit, you will learn:

e the connotation of business English and business English writing;
e the business writing process;

e the business writing principles;

e contemporary communication tools;

e some effective business English expressions.

Il. Leading-In

Business English Writing

PDF-unit 1 Video- umt 1

Business English (7545 9%15) or Commercial English is a special term given to English

by non-English speaking nations for international trade. In Britain, it is called Commercial
English or Commercial Letter. In the USA, it is usually called Business

_ % English, Business Correspondence or Business Letter. Business English is
\ \f a kind of standard English adapted to specific business purposes. In the
global commercial world, business English documents should be written

to customers, salesmen, agents, suppliers and many other people concerned. They cover every

conceivable phase of business activities.

Business Writing Process (5555 1E209%) can be summarized as the following five

steps.
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First, preparing (#%%), involves making it clear about the objective, the reader and the
scope of writing. The objective is the purpose of writing. A careful reader analysis is crucial to
achieving the writing objective. It also determines the scope of the writing task. The scope of
the writing refers to the kind and amount of information for the reader to understand the
objective.

Second, formatting (f7i J&)), refers to choosing the format or layout of the document. It
involves choosing the right way of presenting the document and making the document more
readable. Successful formatting may lead to a favorable attitude of the reader to what is
written.

Third, organizing (212%), involves gathering information, sorting details, and making
outlines. The information can be gathered from other people, from documents available, or
from the Internet. Notes then should be grouped according to the information they have in
common. The result of organizing is an outline that will guide the next step of drafting.

Forth, drafting (%), is the actual writing of the business document. It is considered as
the most difficult, however, natural if previous steps have been accomplished.

Fifth, revising (12£{), turns the drafts into a finished product. It involves more than just
editing and proofreading concerning the format or language. A check on the overall tone is also

necessary based on a careful reader analysis.

Business Writing Principles (7 555 £ )5 1)) involves the commonly mentioned “5Cs”.

Clarity (75 H#) means one sentence for one meaning only. It indicates a logical
relationship between relevant sentences. No reversion or repetition is allowed to appear.
Conciseness ({7 7i) means all the words, sentences and paragraphs in a letter must be clear-cut
and straight forward. So it is with an e-mail or telex or fax. Correctness (/fEffi) includes the
correctness of forms of writing, of grammar, spelling and of punctuation, particularly of
figures. Courtesy ($L3%1) means being very polite and prompt in replying to the opposite
party’s letter. Your letter should be very mild and tactful, and possibly the reply should usually
be sent on the same day. Any delay should be explained in a written form. Completeness (5¢
%) includes the completeness of facts and explanations. It gives all the information necessary
to accomplish the purpose for your letter or answer fully the questions asked or implied in the

incoming letter.

Contemporary Communication Tools (AR MLV43E T A): Modern technology has
enabled the creation of a myriad of new communication tools, sites and software. There are
many types of communication available. The choice depends on where you are, how much
time you have and how much (if any) you prefer to pay.

First, cell phones (FF#1), which have continued to increase since their introduction in the

late 1980s, enable their users to send and receive emails, pictures and recorded videos.

4
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Bluetooth (% 1) technology has further increased the communicative value of cell phones,
allowing talkers to carry on their conversations hands-free with the use of a small, one-sided
headset. Skype (%% 1%) is a downloadable software that enables users to make free phone
calls and send messages via the Internet. The service also offers video phone calling, allowing
users to watch each other in real time while they speak. Use of Skype’s free features requires a
broadband Internet connection as does its paid features. Both businesses and private
individuals have benefited from the convenience and immediacy of Skype’s communication
tools.

Twitter (FfE4FM ) is a popular social networking site created in 2008 which is unique in
that users can write (or “tweet”) messages from either their computer or cell phone in short,
concise updates, as often as they please. The concept of Twitter revolves around the idea that
people can stay updated on the events of others’ lives without spending a lot of time sifting
through extraneous information or more elaborate weblogs. Another perk is the fact that
Twitter is completely free and requires no special software. Wechat (7#15) or QQ, both
developed by Tencent, has been a fast and effective messaging application. This kind of instant
messaging application enables users to communicate with each other on the Internet or mobile
phone via short written, spoken or even video messages delivered almost immediately after the

content is created.

Directions: Make the best choice from A, B and C to fill in each of the blanks.

1. Business English is a kind of English written for specific business purposes.
A. routine B. standard C. general

2. as the final step of the business writing process, turns the drafts into a finished
product.
A. Formatting B. Organizing C. Revising

3. means all the expressions in a certain document must be clear-cut and straight
forward.
A. Conciseness B. Courtesy C. Completeness

4. technology allows talkers to carry on their conversations hands-free with the use

of a small, one-sided headset.

A. Bluetooth B. Skype C. Twitter

5. is now considered the most popular and effective instant messaging application
in China.
A. Cell phone B. Wechat C.QQ
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lll. Formatting

N

Case 1:
Dear Mr Wright,

Thank you for your letter of October 16 and we are willing
to enter into business relations with you. We have been @
exporting all kinds of art and craft goods for more than 25
years and have many customers and friends throughout

Europe and America.

At your request, we are sending you by air the latest
catalogue and price list of our products for your reference. If &
any of the items listed in the catalogue meets your interest,
please let us have your specific enquiry, and our quotation

will be sent to you without delay.

Sincerely yours, o

K. M. Abduah

Directions: Read the sample and answer the following questions.
1. Who is the writer ?

2. What is the purpose for the writing ?

3. What did the recipient inquire ?

3. How does the writer try to reply?

Notes ;£

business relation R export

art and craft goods L Zdn at your request

“® Salutation

'®© Introduction

O Reply for request

“® Signature

v o
Bhr &R
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send v. ik catalogue n. BX
price list it for your reference & A
item n. *RA specific enquiry ARG H
quotation n. ARH delay n. 3R HEIE
Case 2:
Report on Survey of Job Satisfaction @ © Brief and specific
Introduction

In response to Ms Nagle, the manager’s request, the
report sets out to analyze the staff’s job satisfaction
according to the collected questionnaires.

Methodology o © Introduction
A questionnaire survey was conducted to learn about

the job satisfaction in our company. 228 employees returned

their questionnaires on time. In order to gain more factual

figures, the employees were required to fill it anonymously.

Findings o O Present facts and ideas
According to the statistics, 72% of the employees are

content with their work. Whereas, it was found that the

female staff (75%) are more satisfied with their present job

than the male staff (63%). In addition, the data showed that

payment isn’t relevant to happiness. 87% of younger people,

aged 20-30, with lower payment expressed their approval.

Meanwhile, 52% of the staff, aged 30-40, and 61%, aged

40-50, were more pessimistic. Most of them mentioned the

reasons for their dissatisfaction: little chance to get

promotion and a poor welfare system. In addition, a number

of people suggested having a longer paid holiday to have

more opportunity to be with their families and arrange more

training courses to update their professional skills.

Conclusion @ ©® Conclude the results
Based on the findings, it was concluded that most people in

our company look at their present job optimistically but there is
still space for our company to make some progress.
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Recommendation

It would be advisable to readjust the promotion policy © - OProposing suggestions

and welfare system to stimulate staff to be more enthusiastic for action to be taken

about their work.

Task 3
Directions: Read the sample and summarize the writing process.
Step 1:
Step 2:
Step 3:
Step 4:
Notes iT¥%
In response to ~ Af-eeee = set out FF, HA&
questionnaire ~ n. AZEK, FlA anonymously adj. BE %%
be content with... fF------ W whereas conj. 5T, R, RZ
payment n.  IAT, ARBEN relevant adj. A F*6, FAXH
pessimistic adj. FEME, FMELH promotion n  FIF
paid holiday it Fr B update v. 2, IR
professional adj. H8g, H LG optimistically adv. R
readjust v, FiRE stimulate v, B, #5%

IV. Useful Expressions

N

1. Words and Phrases

Words
apply v WiF buyer n. R%R
catalogue n. FemB R consultation  n. &4
contract n. &P competitive  adj. TFH
currently adv. BAT# considerably — adv. 1k, 8%
continuously adv. #E43 chance n. HE
discount n. e durable adj. A&
deliver v ER employ v. B



