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Chapter One

An Introduction to Business Writing

1.1 An Overview of Business Writing

Written applications must be made to fill staff vacancies. Every business produces paper-
work. A prospective business needs to convey various kinds of business information to its em-
ployees, clients, trading partners and funding bodies in order to operate the business and to
promote products and services. Business writing serves to pass on information, to express
ideas, to exchange feelings and to deal with social business.

Successful (Good) Business Communication can realize two goals, i.e., the receiver in-
terprets the message as the sender intended it; it achieves the sender’s purposes. At every
stage, fluent, error-free writing can give a big advantage. Good writing will be used in dif-
ferent contexts to develop businessmen or to expand the business. Therefore, it is necessary
for people who engage in foreign affairs to have a good command of the linguistic features and

writing techniques in practical English writing.

1.2 Criteria for Effective Business Writing

Effective writing for business must comply with seven criteria, to be considerate, clear,
concise, concrete, correct, complete and curtest. It should realize three functions: to in-

form; to influence; to entertain.

1.2.1 Consideration

The interrelationship between the sender and receiver profoundly affects communicative -
effectiveness. Consideration means that the writer prepares the writing with the readers in
mind. You should take the following into consideration:

(1) Identify the audience. Determine the size and composition of the audience.

(2) Analyze the audience’s desires, problem, circumstance, emotions.

(3) Analyze the audience’s possible reaction. v

(4) Determine the audience’s level of understanding.

(5) Analyze the audience’s needs. ( informational, motivational, emotional, practical
needs)

To indicate you are considerate, you can use the following:




1. Focus on “You” Instead of “I” and “We”

Your readers are usually more concerned about themselves than about you. They are
more interested in your writing when they see the pronoun “you” rather than “I,we”. You-
Viewpoint is a technique for building goodwill in letters. It involves being friendly and treat-
ing people in the way that they like to be treated. )

1) “I” or “We” Oriented

I am happy to tell you. ..

We are pleased to have your new account.

We make Willet razor in three weights-light, medium and heavy.

We have shipped the two dozen Crown desk sets you ordered.

We require that you sigh the sales slip before we will charge to your account.

2) “You” Viewpoint

You will be happy to know. . .

Your new charge account is now open for your convenience.

Willett makes razors for you in three weights—light, medium and heavy.

Your two dozen desk sets should reach you with this letter.

For your protection, you are charged only after you have signed the sales slip.

2. Make Your Writing Interesting and Beneficial to Your Readers

Whenever possible, show your readers what benefits they will get from your writing.
They will be more likely to respond favorably and do according to your suggestions if they see
that the benefits are worth the effort and cost, for example;

To emphasize the positive means stressing what can be done instead of what cannot be
done and focusing on ideas your readers can view favorably. By making clear what you call or
will do, you often indirectly make clear what you cannot do without using a single negative
word, for example:

- (1) “We allow 2 percent discount for cash payment. We won’t be able to send you the
brochure this month.” (Worse)

(2) “You earn 2% discount when you pay cash. We will send you the brochure next
month. ”(Better)

3. Apply Integrity and Ethics

To be truly considerate, you need also apply integrity—high moral standards, personal
honor, truthfulness, sincerity—to your writing. Ethics is concerned with what is right hu-
man conduct. Codes of ethics provide standards enabling us to determine the fundamental
distinction between right or wrong human behavior. An honest business person needs a
strong conscience as well as knowledge of communication principles. There are also some
other requirements leading to successful business writing, in addition to the essential ones
mentioned above which are unique to business writing to some extent. When these require-
ments are reached, they can help you express your ideas clearly and persuasively.

—e
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1.2.2 Clarity

Clarity means your purpose and the words are clear to your readers so that the receivers
can interpret your words with the same meaning you have in mind. But it is difficult for you
to accomplish the goal because individual experiences are never identical and each person’s
mind is a unique filter.

Here are some suggestions to help make your messages clear:

1. Choose Proper, Short and Familiar Words

Choose proper words to make the messages easy to understand, e.g. :

(1) As to the steamers sailing from Hong Kong to San Francisco, we have bimonthly
direct services. (Worse)

We have two direct sailings every month from Hong Kong to San Francisco. (Better)

(2) We have semimonthly direct sailing from Hong Kong to San Francisco. (Better)

(3) We have a direct sailing from Hong Kong to San Francisco. (Better)

Choose short and familiar words to make the messages easy to understand, e.g. : better
say “after”,“use”, “show” ,instead of “subsequently”, “utilize”, “disclose”.

2. Make Idea Clear

Put one idea in a sentence, put one topic in a paragraph, and put one subject in a letter.
3. Use Short Sentences

Short sentences lead to clear meaning and easy understanding. The average sentence
length is about 17 —20 words. You can use sentences containing 3 —40 words. If there are
more than 40 or 50 words in a sentence. You can consider rewriting it into more than one
sentence.

4. Have Paragraphs of Suitable Length

In business writing, it is suitable for paragraphs to contain 7 — 8 lines. If a paragraph is

too long, it may make the main idea unclear and lead to a loose structure. If a paragraph is

too short, your reader may be impressed that your topic is not adequately supported.
1.2.3 Conciseness

Conciseness means to write the fewest possible words without sacrificing completeness
and courtesy. A concise message saves time and expense for both sender and receiver. Con-
ciseness contributes to emphasis. By eliminating unnecessary words, you help make impor-
tant ideas stand out. To achieve conciseness,try to observe the following suggestions:

1. Sherten or Omit Words or Expressions

As few words as possible should be used to give complete,and clear meanings. If possi-

ble,a word should be used instead of a phrase,a phrase instead of a clause, a clause instead of

a sentence,and a sentence instead of a paragraph.




1) Avoid Cluttering Phrases

Cluttering Phrases Shorter Substititions
at the present time now

for the purpose ;)f for

for the reason that since, because

in the near future soon

in view of the fact that since, because

prior to the start before

a draft in the amount of $ 1000- a draft for $ 1000

2) Eliminate Surplus Words

With Surplus Words Eliminate Surplus Words
There are five rules that should be observed. Five rules should be observed.

In th iod between d August th
o the pen o June and August  they Between June and August they found the error.
found the error.

His performance was good enough to enable him | His performance was good enough to qualify for the

to qualify for the promotion. promotion.

It came at a time when we were busy. It came when we were busy.
Leather depreciates in value slowly. ’ Leather depreciates slowly.
We will ship these shoes at a later date. We will ship these shoes later.

As a matter of interest, | am interested in learn- . . .
. I am interested in learning your plan.
ing your plan. ‘

However, the process of condensing should not be carried so far that the message be-
comes general and loses its original meaning.
2. Include Only Relevant Facts

The effective concise message should omit not only unnecessary wordy expressions but
also irrelevant material. To make sure you include only relevant facts, you should, first, stick
to the purpose of your writing;second, omit information obvious to your reader; third, avoid
unnecessary background material or explanations, excessive adjectives, pompous words, and
gushy politeness.
3. Avoid Unnecessary Repetition

Sometimes repetition is necessary for emphasis. But if the same thing is said several
times without reason, the message be comes boring. The following are three ways to prevent
unnecessary repetition; First, use a shorter name after you have mentioned the long one once.
For example, use “China Telecom” to indicate “China Telecommunications Company” when
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the latter one has been mentioned before. Second, use pronouns and initials rather than re-

peating long names. For instance, instead of “First Automobile Works” again and again. use

Ko, 9

it or

1.2.4 Concreteness

“FAW ”. Third, get rid of all needless repetition of phrases and sentences.

The writing should be specific, definite and vivid rather than vague, general and ab-

stract.

Abstract

Concrete

a significant loss

a 53 percent loss

in the near future by Thursday noon
light in weight {feather light
the majority 70 percent

1.2.5 Correctness

Business writing should be correct in grammar, punctuation, spelling, information, fig-

ures, etc.

.

Wrong Seiitences

Correct Sentences

My research report in business communication

took a long time to prepare. And turned out bad-
ly.

My research report in business communication took a
long time to prepare and then turned out badly. (Frag-

ment)

Profits were down in 1998, the Board blamed the

recession.

Profits were down in 1998. The Board blamed the re-

cession. (Comma splice)

Employees want to keep their jobs they will work

hard for promotions.

Employees want to keep their jobs. They will work

hard for promotions. (Run-on sentence)

1.2.6 Completeness

Your business writing is complete when it contains all the necessary information and da-
ta the reader needs. An incomplete message may result in incréased communication costs,
loss of goodwill, sales, and valued customers, cost of returning goods, and wasted time.

Keeping the following guidelines in mind will help you achieve completeness:

1. Make All Points Detailed _

Evidence must be precisely stated. The significance of the facts in relation to the prob-

lem must be shown. The treatment of each section of the article must be complete or the

reader may misunderstand that particular section. The analysis is a basis for the conclusions,

‘
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and the conclusions are a basis for the recommendations. .
2. Answer All Questions Asked

If you need to reply to an inquiry containing one or more questions, answer all questions
clearly stated and implied. If you have no information on a particular question, you must say
so clearly, instead of omitting an answer. If you have unfavorable information in answer one

or more questions, handle our reply tactfully.

1.2.7 Courtesy

Business writing should be polite, sincere, tactful, thoughtful and appreciative
1. Singling Out Your Reader

Letters that appear to be written for one reader tend to make the reader feel important
and appreciated. To single out your reader in a letter, you should write for his particular sit-
uation, e.g.:

We look forward to hearing from you. (Worse)

We look forward to the possibility of sending our executives to you in the years ahead.
(Better)

2. Using the Reader’s Names

Using the reader’s names makes him or her feel important, e.g. :

“Mrs. Wilson, you haven’t used your charge account in the last six months, and we are
getting concerned about you. Will you do us a favor? Write and tell us what happened or,
better still, come in and let us serve you again.”

3. Avoiding Anger (Sarcasm, Insults, and Exclamations)

Angry Words

We cannot understand your negligence.

We will not tolerate this condition.

Your careless attitude has caused us a loss in sales.

We have had it!

4. Response in Time

To response in time shows the courtesy, e.g. :

We have received with many thanks your letter of 20 May, and we take the pleasure of
sending you our latest catalog. We wish to draw your attention to a special offer which we
have made in it.

You will be particularly interested in a special offer on page 5 of the latest catalog en-

closed, which you requested in your letter of 20 May.

1.3 Construction of Effective Sentences and Paragraphs

Effective sentence and paragraph construction is vital both in terms of making writing

easy to understand and helping us control the pace and impact of the writing.

44—
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1.3.1 Construction of Effective Sentences

You will be able to construct clear sentences and paragraphs by emphasizing unity, co-
herence, conciseness, and emphasis as you pay attention to grammar, choice of words, and
punctuations.

1. Unity

Unity demands that-every word and phrase should be relevant to one idea, and help pro-
duce one desired effect. In other words, a sentence cannot contain two parts that express two
different ideas.

For example: ,

(1) Helen Keller wrote a total of eleven books, authored numerous articles and died in
1968.

There is no error in (1) except that it lacks unity because the two coordinated clauses
are unrelated to each other. The sentence can be improved in either of the following ways:

(2) Helen Keller wrote a total of eleven books, and authored numerous articles. She
died in 1968.

(3) Helen Keller, who wrote a total of eleven books, and authored numerous articles,
died in 1968.

In Example (2), the two sentences each expresses one idea. In Example (3), the main
clause expresses the main idea, and the attributive clause only serves to modify the subject.
So in both cases, the unity principle is followed strictly.

Wordiness also violates the principle of unity. For example:

(1) There are many people who attended the conference.

(2) Many people attended the conference.

Sentence (1) is too wordy to destroy the unity. The revised (2) sentence without un-
necessary words is better.

2. Coherence

Coherence influences the readers’ perception of the writing. Sentences lead to readers’
conviction only when the words are properly connected and their relationship is clear. Coher-
ence is product of many different factors, which combine to make every sentence and every
phrase contribute to the meaning of the whole piece. To achieve coherence, we can resort to
parallelism and consistency in voice, mood and person.

1) Parallelism

Parallelism is for clarity and emphasis for a sentence. It can be achieved mainly by par-
allel constructions and g correlative conjunction.

Example for parallel constructions:

(1) I like having a cup of coffee and reading an interesting novel on Sunday.

(2) It is said that there is going to be a thunderstorm and that we’d better stay at
home.
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