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PREFACE

About Business Chinese Writing

It is interesting to note that many highly-educated non-Chinese students are able to
reach a level of Chinese where they can read a newspaper, a Chinese novel or even the
Classics but still fail to complete the simple task of writing a note or letter. More and more
people learning Chinese as a foreign language tend to receive an academic foundation and
lack the practical means of everyday writing. Why can a student write a Chinese essay but
have difficulty writing a note to a classmate or professor? These are all skill levels that are
easily trainable and easily learned. Business writing in Chinese is a special field. Not only
do non-native students need training but native speakers as well. Business writing combines
both internal and external techniques: a highly stylized way of expression that correlates to
a standardized format or custom. Writing works beyond language to communicate con-
cepts.

Why is it important to learn Business Chinese writing now? In recent years, China has
experienced unprecedented growth and change in its economic, political and social agen-
das. Its future in the WTO and increased communications with the rest of the world will
only make Business Chinese a more important way to facilitate that communication and ex-
change of ideas. Chinese is the second most widely spoken language after English. In to-
morrow’ s work place, it will be extremely important for those participating in China’ s
market to have a working knowledge of Chinese Business writing.

The Function of Business Writing

Even in modem society, where devices are getting more technologically advanced by
the day, we must know when and why to write a letter. A business letter has a certain pur-
pose and function that cannot be replaced by the telephone, a fax, or even an e-mail. Par-
ticularly in China, with its rich literary past, the function of a letter still represents a certain
necessity to display ones knowledge, style, etiquette, and purpose in writing. Even in cer-
tain forms of business writing today, allusions to old canonical sayings, ideological phrases
or classical idioms are used to encompass certain relationships or sensitive topics that are in-
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appropriate to state directly. These more stylized versions of business writing are more
commonly found in Taiwan, Hong Kong and Singapore, as the Mainland forms followed a
more vernacular, non-literary style due to Chinese government’s efforts to find a unifying
language everyone could understand. The style in this manual is a combination of both the
vernacular and stylized versions.

Steps in Writing and Effective Chinese Letter

This text provides a student with clear instructions on how to read and write several
useful Chinese business documents. Each section begins with an introduction to the docu-
ment, its purpose and function in business writing, and its format followed by several ex-
amples of different styles.

® Preparation Basically, the most important part of the letter writing is not because
how good is the language skills the writer has, the key point is the composition. I believe
that about half the time the writer put into writing a letter should be spent planning it before
he/she writes the first draft. A letter is a singular and lasting reflection of the writer’ s abil-
ities to be clear, coherent, and thoughtful. In order to avoid writing anything unintelligi-
ble, incomplete, or inappropriate that they might regret on second thought, the more con-
siderate preparation is very important.

® Purpose of Writing Consider that the purpose of a letter is to motivate your reader to
think, feel, or act in some specific way. Bear in mind that an effective letter is not neces-
sarily one in which you say what you want to say. Instead, it is one in which you say what
you need to say to achieve your desired outcome.

To focus better on your purpose for writing, ask yourself these questions regarding the
person to whom you are trying to communicate :

<4 What is my reader like? What other people might read my letter? What are they like?

4 What does my reader know about me and the subject about which I am writing? What
are my reader’ s attitudes toward that subject and me?

<+ What do I want my reader to think, feel, or do as a result of what I’ m writing?

+ How can I best express what I have to say so that my reader will react in the desired
way? What does and doesn’ t my reader need to know? What style and tone should I use in
the letter?

m Organization and Outlining Writing down an outline is always a good habit of letter
writing. With that you can have an approximate step-by-step chart of what you’ re going to
say in the letter. As you work on this outline you will feel confident about the overall con-
tent and shape of your letter. In general, an effective English letter states its purpose clearly
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and succinctly within the first paragraph; the rest of the letter should consist of material
supporting this main purpose. However, in Chinese letter writing you cannot directly write
your purpose “clearly” in your first paragraph. If you do, I almost can guarantee you will
not get what you want. Therefore, in this case, we ought to know how to organize our
ideas and how to present them in the best way that may not only requires your knowledge of
the language but will also request your cultural knowledge on the topic. We will explain
this in the text.

m Simple, Clear and Concise Try to make your letter as simple, clear and concise as
possible, and try to avoid big words, fancy words, sophisticated words, technical words or
abstract words. However, we have to learn some formatted expressions in our Chinese let-
ter writing .

B Rewrite Rewriting not only gives a letter its final polish, but also helps ensure that it
is as effective as you can make it. If it is worth taking the time to write, it is worth taking
the time to rewrite. After you finish your Chinese letter, try reading your first draft out
loud. This is an excellent way to check for language that sounds unnatural, impersonal, or
awkward.

Pedagogical Procedure

The author believes that there are basic formulas in Business Chinese writing. As
teachers, our tasks is to give the “key” to our students and to analyze or “decode” the
“key” and teach them how to master the formulas. Writing a good business Chinese letter
is a skill but not an art. Business writing is a special field. No matter how good our lan-
guage skills are, we still need specific training to write a proper letter. This phenomenon
has happened in all the languages in world. We can easily find books teaching native
speakers how to write a successful letter in their own languages at markets. If even a native
speaker needs to leamn the skill of writing a good letter, we can see how important is for a
foreign language learner to learn these skills. Since business letter writing is a technique,
we should have a basic way to approach it. My goal is to explore how to write a successful
business letter in Chinese and try to make it as easy as possible to teach our foreign students
to write a decent, authentic and successful Chinese business letter.

The basic method of our book is to explain the two different writing systems in Chi-
nese: literary writing and the business writing. We will pay specific attention to the differ-
ent functions and thinking styles involved in writing in our daily life and in writing poetic
expression.

We have eight chapters in our book. They include all fields of the daily used topics in
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business Chinese: I. The elements of business Chinese writing. II. Introduction of yourself
(business card, resume, etc). HI. Private letter writing. IV. Public-related affair corre-
spondence or formal correspondence. V. Business letters writing. VI. Note writing. VII.
Announcement and commercial writing. VIII. Contract and treaties writing.

In each chapter, we will introduce the basic information of the subject first, and then
we will teach the basic method or general requirement in each kind of writing style. Special
emphasis will be placed on the differences between Chinese business writing and western
business writings in mood, expressions and customary ways. After the introduction of the
basic formulas of the specific genre, we will analyze part by part the writing skills that are
characteristics of each form. Thirdly, we will offer various kinds of writing examples to
train our students in the correct way to learn and imitate. There are over 200 practical and
easy-to-use guided writing samples to teach you how to write a clear, effective business let-
ter. Besides that, we have many well-designed exercises on our topics after each chapter,
which include “useful patterns and expressions”, “practical writing and functional exercis-
es’, “exercise of substitutions and extensions”, “exercise on expending vocabulary focus
on the topic” and a general review, questions and answers, etc.

I started writing this book in 1998 and it has been used at Columbia University for five
generations. I have discussed the basic ideas and teaching methods of Chinese business
writing with my colleagues and I have presented them at several professional conferences,
including the International Conference of Chinese Language Learning and Teaching (1999,
Columbia University, New York) , and American Council on the Teaching of Foreign Lan-
guages , (2000 Boston) . The positive reviews and comments that gave me courage to finish
this book sooner. I would like to express my thanks to many teachers, experts and re-
searchers in this field for their encouragement and supports. My thanks especially to my
students at Columbia University and in the Beijing, Columbia at Qinghua University pro-
gram. Without all their hard work and corporation, exploration with me in this field, and
timely feedback, I simply can not finish this work.

Hailong Wang
2002, Spring
Columbia University
New York
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