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Chapter

An Introduction to
Business Writing

Objectives

> Be aware of the basic principles of business writing;
» Achieve clarity in business writing;

> Adopt proper “you” attitude in business writing;

» Understand the process of effective business writing.

Getting Started

Intern Student—Cindy Wu's Story

Learn Something about Business Writing

Studying English for many years, | am happy I'll graduate and all the homework
assignments and tests will be far away from me. I'll start to look for a job now.
To be exact, it's not my real job yet. It's just what I'm supposed to do for the half-year
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internship before graduation. | tried several times, may be due to my lack of experience,
almost all the interviewers told me that if | passed the interview my work will be
something about business writing, besides all the office chores, of course!

| had thought | would have chances to use my spoken English in a foreign trade
company. But WRITING, and BUSINESS writing, instead of everything else! What can |
get from writing? Not fun, to be sure, that | can get from business writing!

| never pay much attention to business writing, | think it's quite boring! That’s why |
had thrown my business writing textbook somewhere in my dorm after the final test last
term. All | can remember about this course is just endless homework, which | could never
finish without the samples in the textbook. But now | have to face some real tests about
business writing in the interviews! | have to go back to my dorm to get my books to
review some basics of business writing.

Quick Check

1. Change the following sentence into passive voice based on the instructions of
business writing.

Active Voice: Ryan checked the report, but he missed the error.

Passive Voice:  The report was checked, but the error was missed by him.

2. Shape the formation of your statements to involve the reader. Strive to develop
the “you” attitude.

| need your response immediately so that | can make the employee vacation
schedule by next week.

Would you please answer me immediately so that | can make the employee vacation
schedule by next week?

3. Revise the following sentences to create a more conversational tone and to state
ideas positively.

The undersigned takes great pleasure in welcoming you to our staff.

I'm happy to welcome you to our staff.
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Listen to Mr. Tutorial

Like all the graduates, Cindy Wu is hunting for a job before she graduates. But when
they start to find their first job most of the graduates cannot get their satisfactory job due
to many reasons.

| feel sorry that Cindy seems a little unhappy about her two-month internship job as
an office aide. It may be true for some students that typing on a lifeless computer or
writing on stationery is never as enjoyable as talking in a foreign trade negotiation. You
don't easily get noticed by people, at least not noticed face to face, so to speak. But the
importance of business writing for a company can never be underestimated. In fact, a
professionally written business letter, for example, can be just as essential to a business
deal as, if not more important than, a good business talk.

In our daily life, at school or on the job, there is a need for effective written
communication skills. Poor writing reflects badly on us, it limits the influence we can
have on others, and it steals time away from those who do to decipher what we mean. To
avoid these problems, there are a few commonly accepted principles of writing that we
can follow.

In order to pass the test, Cindy reviewed what she had learned in the past and did
some exercises. On the whole, not bad! She learned and mastered something, but did she
do a perfect job? Of course not, she still got something to improve.

For example: in Exercise 1, when we change the sentence from active voice into
passive voice based on the instructions of business writing, passive-voice verbs focus
attention on actions rather than on personalities. They are useful in being tactful. So we
should delete “him” and change it into: 7he report was checked, but the error was
missed.

In Exercise 2, Cindy did not use the right technique of “you” attitude and she just
made it more polite. The correct answer should be: Your quick response means your
vacation schedules will be ready next week.

In Exercise 3, Cindy was completely right.
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Try It Yourself

Task 1
Give informal words to the following formal words.
1 abbreviate 6 currently
2 beverage 7 modifications
3 utilize 8 endeavor(as a verb)
4 terminate 9 subsequently
5 purchase 10 expenditure
Task 2
The fo llowing w ords are r ather gene ral in meaning. Think of w ords that ar e m ore
specific.
1 tall
2 professionals
3 house
4 laugh
5 animal
Task3

Arrange ea ch group fr om the mo st general to th e m ost specific by writing “1” f or the
most general, “2” for the one moderate, and “3” for the one that is the most specific.

1) mammal, cat, animal

2) plant, tulip, flower

3) music, folksong, Oh Susanna

4) brick house, red brick house, house

5) clothes, shirt, white shirt with button down collar
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Read for Reference

Principles of Business Writing

Business writing differs from other types of writing in that it is not really successful
unless it arouses readers’ attention and receives their responses. To make their writing
effective, business writers often apply 7C's Principles (i.e. clarity, completeness,
conciseness, correctness, concreteness, consideration and courtesy) to their writing.

Clarity

Clarity means being clear by choosing short, simple, familiar words and sentences
rather than long, complex and difficult ones to construct effective sentences and
paragraphs to achieve appropriate readability.

< Choose natural, familiar, conversational words and avoid jargon;

< Use common words instead of uncommon words;

< Avoid vague words whose meaning is hard to pin down, such as aspect, facilitate,

proximity, etc.

< Use short sentences with correct words (avoid ambiguous wording and use

precise words instead of almost-precise words.).

In the following table, the words under the heading “Say” are easier to understand
than the words under “Don’t Say”, although they convey the same meaning.

Say Don’t Say Say Don’t Say
big substantial to issue to promulgate
home, house domicile pay remuneration
use utilize about circa
for for the purpose of during during the year of
need have need for often in many cases
because due to the fact that since for the reason that

In the following table, the sentence meaning of the left column is clearer than that of
the right.
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Clarity Vagueness

1. I am writing to apply for admission to the
graduate school of your university in the spring
of 2004.

1. I am writing to apply for admission to your
university.

Completeness

Completeness means answering all the questions and requirements put forward by
the readers, giving them something extra when desirable, and checking for the five Ws
(who, what, when, where, and why) and any other essentials (how).

For example, when you reply to an inquiry, try to answer all questions—stated or
implied. A prospective customer’s reaction to an incomplete reply is likely to be
unfavorable. Your customer may think you are careless or purposefully trying to conceal
your weakness. If you have no information on a particular question, say so clearly; if you
want to give unfavorable information in answer to questions, handle your reply with both
tact and honesty.

Conciseness

Conciseness means omitting unnecessary words and expressions so that your writing
gets to the point. Avoid unnecessary repetition and wordy expressions, include only
relevant facts (with courtesy), and organize effectively.

Short sentences and paragraphs are easy to understand. Therefore, business writers
try to avoid wordy sentences and lengthy paragraphs. Compare the following sentences:

Wordy Economical

1. I am learning the skill of how to do the work of

the job. 1. T'am learning the job.

2. At this time I am writing to you to enclose the
prepaid card for the purpose of arranging a | 2. Will you please return the enclosed card and
convenient time when we might get together for arrange a convenient time for an interview?

a personal interview.

Correctness

This principle comprises more than correct grammar and punctuation. Correct
grammar is the basic requirement for business writing. Correctness means giving accurate
facts and figures, choosing exact words, using correct sentence structures and selecting



