$RIENIE B BE R T

2

% 5 1k £ 5

Preparing to write
Writing essentials

Sample letters & reports

Anne Laws

Z ARl

% POSTS & TELECOM PRESS




B S REDERRERT

/95 G IERL Y

(3] ZYe - 5 *

A B H Y R A
it



P FERR 4 H ( CIP) %dig
i 95 5 15075 (R 95 SE W BB AR R ) / (3€) 357 (Laws, A.) 3

= dbaT : AN EHIBES, i ikt , 2008. 8
ISBN 978 -7 — 115 - 18217 -3

1. Bg--- IO. 35~ . §%—F¥E5—54E V. H315
o [ i A B 548 CIP #8425 (2008 ) 2% 078047 5

The Business Skills Series——Writing Skills

ISBN 1 -902741 -17 - X

Copyright (© Linguarama International 1999 Edition 1

All Rights Reserved.

This edition has been reprinted under licence from Summertown Publishing.

The LICENSED WORK may be issued for sale in the territory of the People’s Republic of China, excluding the territories of Hong Kong
SAR,Macau SAR and Taiwan. PTPress and New Curves under the authorization of Summertown Publishing Ltd. No part of this book
may be reproduced in any form without the express written permission of Summertown Publishing Ltd, PTPress and New Curves.

i Summertown Publishing Ltd $#4%, A\ RHR e th ARALFE S EHE A (Fr s BRI TR TR M & B KBRS ) AR R AT . REH
W B VF AT, A8 LMEAIE 2 ) S 28 4 5 AR faT 3 4 .

e RRAUREERE R ZFICS  E5:01 -2008 - 0658

WAL R A AR FE . BEREEAE X, B R B35 : (010)84937153 E — mail: nccpub@ gmail. com

BSEEABRERI—BSSERT

o fE H () LI -FHH

R X1 h KEOH
HEMmE  XIBEK
st ME

o ARHRHE G ARTT JERmis XA BEE 14 5 A &
HR%% 100061 HF R4 315@ ptpress. com. cn
fht  http://www. ptpress. com. cn
g (ZmEE0)010 - 84937150 (Hi35FE)010 - 84937152
(AR 45 .0, 010 - 84931276
AL 5T AR ED Rl A BR 2\ 7 ED AR
B R 24

& JFA. 889 x1194 1/24
Efgk: 9.25
TR L0 TS 2008 45 8 S L AL 2008 45 8 45 1| URENKI
ISBN 978 -7 — 115 - 18217 - 3/F
M 35.00 7T
EBMBDERBEE, FESXHLBER  BiF: (010)84937153




NERE

TR —AFREFMERTRF ABIE T X EFAN
HBEBREGBOTNGHERE . EEFUNETFEHW
AL, REETEFHEEHRABHBAE

AEQ ALK, 2HANEEMMESLE. FHEEK
WHKER, SETRELER, SEEXHEALETE
MERETHAATTREL G, FEEHBBNE K, &
NE&W . BFHR] XBEXRE-KTUERELRRD W
B R 5 0 ) 4 kAR ) F AR 5T 45

AEHEIEFERREMANRY, AFREERER
FERKREAL, TT¥I4H. AHEEEHALL
WEETRTQERN,



Contents

Preparing to Write

1 Introduction 3
2 Who is the reader? 4
3 Why do I need to write? 7
4 What shall I write? 9
5 How shall I write? 11
6 Writing process 14
Functions

7 Introduction 19
8 Making reference 22
9 Polite phrases 24
10 Stating understanding 26
11 Generalising 28
12 Explaining 29
13 Giving opinions and recommendations 31
14 Expressing obligation/necessity 35
15 Expressing degrees of certainty 37
16 Focusing attention 41

CONTENTS The Business Skills Series Vil



17 Contrasting 42

18 Emphasising 44
19 Expressing alternatives 46
20 Giving examples 48
21 Offering further assistance 50
22 Sequencing and listing 52
23 Stating results and consequences 55
24 Stating purpose 57
25 Stating method 58
26 Stating conditions 60
27 Stating conclusions 64
28 Summarising 66
Cohesion

29 What is cohesion? 71
30 Connectors: Introduction 74
31 Connectors: Adding relevant points 75
32 Connectors: Comparisons/contrasts 77
33 Connectors: In conditional sentences 81
34  Connectors: Giving reasons 82
35 Connectors: Highlighting 84
36 Reference words: Introduction 86
37 Reference words: It/they /them 87
38 Reference words: This/that/these/those 89
39 Reference words: The former/the latter 91
40 Reference words: Who/which/that ‘ 93

Vil The Business Skills Series WRITING SKILLS



41 Reference words: One/ones 95

42 Reference words: Such 97
43 Referring to other parts of the text 98
44 Referring to earlier parts of the text 99
45 Referring forwards 101
46 Referring to visuals 103

Clarity, Style and Tone

47 Introduction 107
48 Clarity 108
49 Style 111
50 Tone 116
Structure

51 Introduction 123
52 Sequencing ideas 124
53 Paragraphs 125
54 Paragraph linking 128
55 Headings and sub-headings 130
56 Layout of business letters 133
57 Layout of reports 139
58 Layout of memos 150
59 Fax and electronic mail 154

CONTENTS The Business Skills Series IX



Punctuation

60 Introduction

61 Commas
62 Colons
63 Semi-colons

64 Apostrophes
65 Capital letters

British and American Spellings

66 Some common differences

Common Problems

67 Introduction
68 Grammar
69 Vocabulary

Sample Business Letters

70 Sample letters

X The Business Skills Series

159
160
165
167
169
173

179

183
184
188

201

WRITING SKILLS



Use of symbols in this book

N

This warning symbol indicates common problems and important points.

X L
Z1

These flags show the differences between British and American English.
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Introduction

Writing a business letter or report in a foreign language is not easy. Writing follows
thinking and people usually think in their first language.

Careful preparation is needed to write well. You should ask yourself a number of
important questions before you start. The answers to these questions will help you
to plan what you are going to write and will help you to write more effectively.

Who is the reader?

Why do I need to write?
Questions to ask before

you write
What shall I write?

How shall I write?
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Who is the reader?

)
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The first important question to ask yourself is “Who is the reader?’. The answer
to this question will affect how and what you write.

Experts and jargon

Many business letters, reports and memos* are written by experts, specialists in certain
areas of business. However, the person who will read the letter, report or memo is very
often not an expert in that area. For example, you may be a lawyer, a tax adviser, a
financial expert or a computer specialist, writing a letter to a non-specialist client.

Every specialised subject has very specific and often technical language which is
unfamiliar to non-specialists. It is therefore very important:

e not to use too much technical jargon

e to paraphrase when necessary, in other words, try to explain technical items in
simpler language

e to have very clear explanations for anything that the reader may find difficult to
understand
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* ‘Memoranda’ is the plural form of the word; the singular form is ‘memorandum’.
Often, the shortened form is used: ‘memos’ and ‘'memo’ respectively.

Exclude non-essential information

You also need to think about what the reader needs to know. Cut down on everything
but the essential information. You will not want to tell the reader what he or she already
knows although you may wish to refer to shared information. If you are giving the
reader information that is completely new, you will have to state this information very
clearly.

The reader’s attitude

It may also be helpful to consider the reader’s attitude.

e Is the reader likely to be interested in what you are writing? If not, you should
think about what you can do to stimulate the reader’s interest.

e If you are writing something which may annoy the reader, it may be important to
use tactful language.
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Formality

How well you know the reader is also important. Is your letter, report or memo for
internal communication within your own company, or is it for external communication
with another company, or to a customer or client? If you have never met the reader(s),
your letter is likely to be more formal in style than it would be if you know them quite
well. Reports are always written in a formal style.

Summary

Is the reader an expert or
a non-expert in this field?

What does the reader need

to know?
Who is the reader? E> _
What is the reader’s likely

attitude?

How well do I know the
reader?
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Why do | need to
write?

The second important question is ‘Why do I need to write?’. Writing is not the
only form of communication. Is it absolutely essential to write when you could,
for example, make a telephone call instead? A telephone call will be much quicker.

Writing is essential however:

e when you need a record, perhaps for legal purposes
e when you have to convey complicated information
e when you have been asked to prepare a report or submit a proposal

This will give the reader time to think and to respond to what you have written.
You may need to write to confirm arrangements made by telephone, for example,
to confirm the date and time of a meeting, or the details of an order.

Aims and objectives

It is important to establish the aims and objectives of your writing. Business people
write for many different reasons:

e you may be acting as an adviser, reporting on your investigations into a particular
subject and making recommendations

e you may be writing a proposal to your colleagues or superiors, for example, a
capital expenditure proposal
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e you may be writing to persuade customers to buy something
e you may be writing a letter to order something or to complain or apologise

Recognising your objective at the beginning helps you to focus clearly on the information
you need to communicate and the way in which to do it. It will help you to choose the
kind of language to use and the style in which to write. It will also help you to select the
relevant information and to organise it in such a way that you achieve your aims.

Summary

What is the purpose of
my memo, letter or
report?

Why do I need to write? l:':>

Why am I writing, rather
than making a telephone
call?

The Business Skills Series WRITING SKILLS



