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Unit One

Style in Written Communication

BEHRALS

N N N NN I G I
@Eractlve document
T S e e

A letter on good quality, white rag
bond paper with dark clear type will re-
ceive more careful attention than one
that lacks these essentials. An attrac-
tive page format is a plus. Many com-
panies use a standard format—the same
line length and the same starting point
for all routine correspondence. Impor-
tant letters deserve special treatment so
that they have approximately even side
and bottom margins. Ideally, a well-
formatted letter looks like a picture in a
frame. At least half the body of the
letter should be below the vertical cen-
ter of the page. The appearance of a
formal business report, a proposal or a
set of corporate minutes is even more

important.
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Short sentences and

paragraphs

T T T N D N N e

For great readability, sentence
length should average 16 to 20 words.
Of course, you will have some short
sentences, and some ideas are so com-
plex that they need to be expressed in
long sentences. If the word count of
your sentences falls below the average,
however, the writing may have a some-
what childlike quality.
higher than 20 words per sentence indi-

An average

cates more difficult reading, The high-
er the average, the greater the burden
placed on the reader.

Paragraphs in business communi-
cation differ from paragraphs in other
writing in that they are short. The
writer looks for frequent breakpoints.
Research has shown that a message
written as one long paragraph is less
inviting than the same message broken
into short paragraphs. Any paragraph
in a business letter that is longer than
six typewritten lines should be exam-
ined for a logical division point. Para-
graphs in a report are usually longer,
but most should not exceed 12 type-
written lines.

SO

.4 4B

TN L el

MKk E 16 E 20
ARANTFRRET
Bl BT EHRE
A ERKAF TR
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Example %%

BT ORAF R T TEN, SHABRIF LA,

Long Sentence

Most people who wonder how they will ever fill a blank sheet of
paper find that the difficult part of a letter to write is the begin-
ning. (27 words)

Short Sentence

Most people find it difficult to fill a blank sheet of paper from the
very beginning. (16 words)

OIS O D 5 > RN
Famillar words E&i& R @
N NN N D e
Short words are best. Readability BREFAEE, T

formulae have been developed based on EURERERES
the number of syllables per word. Gen- AMERHEFTELR
erally, the longer the word, the more . — M K#, ¥7
difficult it is to comprehend. If the Rk &M, X i
purpose is to transmit thoughts as REW T LR RE
quickly and clearly as possible, choose .2 EE. B
the shortest, easiest word. TR A,
Examples %t 5

SR BaeEH L, s R,

When you have said what you intended/wanted to say, put your pen down
Sfor suspense. (A #¥) 7T % & stop
BAAEFHAPEM R INR RS LAGTRE,

We shall be pleased to discuss the possibility of forming a special business

relationship with you. (£ #) T # & the coming special business relation




. 4 ]

PRI R A S e R N

Technically correct

e N e ™ ™

Many business people know
how to use the English language
well. They are adept at spelling
and punctuation. They under-
stand sentence structure, And
they expect to see it in the com-
munication they receive. Some go
so far as to say, “Why should I
respect the analysis and ideas of a
person who has not mastered the
basics of the language?”

NN R

C@n@ 8e wr!tmg

L el

Hakd

NN

hERRFALAHAR
EREENEA.HNHTF
B, B AR, f X,
Bk A B M X
REBFH REXEAA
RBRARXEBHAT
Witha MR & LE, T
HRREMR.”

{?}M

The minimum number of words AEFHE Y
should be used to get a point across. — TR AP %R
Repetitive, wordy, wandering expres- k. 2ETFTHER.

sions should be weeded out. Here are RUT LA .

some examples:

Wordy

at this point in time

at your earliest convenience
please do not hesitate to call
hot water heater

Concise
now

soon

please call
water heater
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Some writers flit from idea to idea HEEIARL
with the speed of a hummingbird. The DR EATE, Y
resulting jumble of ideas, with no ap- BR, ARANMRE, &

parent pattern, leaves the reader con-
fused. To ensure that all your points
are covered in the most appropriate and
logical sequence, prepare a rough out-

line before you begin writing.
Examples 0

outline
1 Acknowledge the letter

I Try to win over the potential client

M Offers

MERKEE., BRI
AP B RN, HET
FHHMEHER,
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| Dear Sir, |
: We thank you for your letter of May 18 and are delighted to
hear that you find our products satisfactory and that you think there
is room for sales expansion in Canada . |
. We will be pleased to discuss the possibility of forming a special |
business relationship with you. We would like to get some ideas of
the terms and conditions on which you are willing to handle our prod-
ucts. Meanwhile it is our pleasure to send you our export catalog with
Sull details of our discount prices. Do let us know if any further in-
Jormation is needed . :
: We shall be happy to receive your initial order at these prices on
a draft at sight under your irrevocable L/ C.
Yours Sincerely

N&&&&@&@y@wv‘ww N
Smoothly connected sennz NEETX
tences I T N/
<N T TN N N N N S e N e ™

This quality is called coherence. X EERE

Start with a topic sentence at the be- ", FHEHRAE

ginning of a paragraph followed by sen- 2BRZE BT XE
tences that develop the topic idea more xo4wHk E B M,
fully, Transitional words like first, W £ AR
second, and finally —if not overused — X Xt EiE, &4
can help guide the reader through the AEYeHB T35
thoughts presented. B XAANLXE.
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Examples %30 ;

SR AU TIORMEEFRAZOS O ZBSMEEEEBMRX E
BOER :

1.

it & #9 (transitional words) #i& A 4w .

A 7 81 5 % 4] . meanwhile, then, finally

F 7 512 5 #]iE . for example, for instance,first(ly)

#. 3] P 5 # 4. moreover, furthermore, additionally, but,
yet, however

£ FRE L # E .so,hence,so that,because,thus,therefore

AT # 538 to sum up,as a result

X 421415 ¢4 & H (repetition of key words) 4w .

The seller so prevented by Force Majeure shall, in reasonable

time, inform the buyer by cable or telex of the occurrence of

Force Majeure and. . .

BB F (reference)

CRETIARAR”, AR AR L TXHEANLIA EE

HEF. .

She introduced me to the manager. She typed letters for him

when he dictated letters to her.

3 47 # My (parallel construction)

HAHMAREG T LA ARG EEEH, 4o,

Besides the qualifications mentioned, I would bring to your

bank a desire to succeed and a willingness to work hard.
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PR e P y@&wwmv\-{
W

g@emng Paragraphs to flo
) amoothly In succession % X B A%

WP
SN ™ e e e ™ ™ e ™ ™ ™ Ao

S s

Both transitional words and transi- vl REECE R )
tional sentences tie together various BITXEHB N —

parts of your writing. .,

Examples #1130 ;

The whole organization—that is, all the members of the
staff—must acknowledge and understand this:selling is the most

important activity of the organization. From the chief executive

to the of fice cleaner (3 J& 4]) , everyone must accept this as the

first priority over everything else in the company. In other words

(i3 ¥ i7]) severyone in the company must be sales-oriented.

A S O P I G I I I S IR

The Opening paragraph

SRS
g should say something lm- 4 EHK
portant. -
S N N N N T e T e
Capture the reader’s attention at SrER I E A B

once, Place the main idea in the first ERE LIRS
sentence whenever possible, The first EAYQEBHA, Uiy
paragraph should not be used to give FHERAR FHBH
the date of preceding correspondence or WEB, RBRF
to inform the reader that a letter has £ eEKis.

been received.
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Examples &0

i Dear Elizabeth ,
I am delighted to learn about your interest in our constimer re-

ports The index you requested is enclosed .

Yours truly,

I A o S 5
Sultable Eanguag%:g ii ]
T e S S NPEN
Adapt the language to the age, RETHTWE
educational level, and demography of B.FRfoE R WNE
your reader. And, perhaps more im- TLRES X E
portantly, adapt the message to the HHEEE.
interest of the reader,
To illustrate, assume that your o) dm, AR BR B
local Chamber of Commerce has re- eRE=HE#HE,H
ceived three inquiries about your are- SR, RIEDHE

a. As an administrative assistant,

you are to respond to these letters.

2NARGEERBLE
. F-HEHE—x

An older couple which is thinking of FE KT, MM A Bk
retiring in your area writes the first FEYRELE®RE; &
letter. A teenager who is interested —HELE-—FDHE,
in educational opportunities writes 26 VE By R W M B R 2
another letter, The third letter is e, BE=HENE -
from a man with two children who £ L B FHANART

owns a recreational vehicle and needs

HERIEF, 164 F M



