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UNIT 1 Basic Concepts

B log It Out
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It’s All About Business Writing

So, this is what my first job will be—after all these years of study, all the
homework assignments and one test after another!?

To be exact, it’s not my real job yet. It’s just what I’'m supposed to do for
the two-month internship before graduation. Still, I felt somewhat strange
when I was told that my work will be something about business writing,
besides all the office chores, of course!

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

I had thrown my business writing textbook somewhere in my dorm after
the final test last term. All I can remember about this course is just endless
homework, which I could never finish without the samples in the textbook.
Yes, samples—as long as I can get some samples, I think I can manage. But
where is my textbook???

Before I could go back to my dorm to get the books, I had to face a real
test, not in the classroom, but in the office! Ms. Shawn, the office secretary
and my supervisor during my intership, asked me to write a notice for her
telling everyone in the General Office that there is a meeting at 2:00 in Room
302 this afternoon.

I grabbed a marker and walked to the white board on the wall. I tried
to control my shaking fingers and kept telling myself, “It’s nothing, just a
simple notice.” One minute later, I scribbled something like this:

Please come to Room 302 at 2:00. There is a meeting.

I came back to my seat without looking at others.

Posted by Liu Yanli on March 1, 2006 | Permalink | TrackBack (10)
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Liisten to Doctor English

It seems that everyone can make a writer nowadays, at least online. Ms. Liu
puts in her blogs some details about her life, as keeping a diary. But unlike a Q
diary, a blog is online for other people to read and respond. In this sense, it is one p

of the healthy ways of communication in the age of information. We do need to

communicate with each other, don’t we?

I feel sorry that Ms. Liu seems a little unhappy about her work assignment 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.

Ms. Liu has certainly made her point about samples. But business writing is never just about
samples. She may manage her work for a while with the help of samples. For better work in the long
run, I strongly suggest that she recover her textbook and review it by asking herself, in the first place,
the following questions:

1. Do I remember what business writing is all about?

2. Do I know all the common types of business writing without checking with the samples?

As for writing a notice, it does seem like an easy job, at least in this case, telling everyone to go to
a meeting in a short sentence. However, a notice sometimes requires more specific information, and it
deserves more than just a line to give details. For example, a notice written to inform customers or the
general public about an updated return (FR%%) policy requires more than one sentence to explain the

changes. Apparently, the length of a note varies according to the purpose of writing.

N N O

You work at Yanjing International Hotel (2 Longtan Road, Chongwen District,
Béijing). The manager is Mr. David Brown. You suggest to him that it would be a good
idea to stress some aspects of security in a notice to be put in all hotel rooms. He reads
your notes and asks you to write a notice in his name.

{ Situation

Here are your notes:
1. Lock your rooms when you go out for we cannot take full responsibility for thefts or
items lost/damaged. '
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2. If you have anything valuable or important, leave it at reception. We will lock them
away for you in our safe. ;
3. Front doors are locked at 11 o clock at mght If you forget your key, please rmg the. bell 1

at the right of the front door

Step 1: Preparing

Directions: Choose the best option(s) to complete the statement(s) and answer the question(s).

1. What questions will you ask yourself before actually writing a business document?
A. What reference books do I have?
B. Who will read my writing?
C. What are the requirements by the boss?
D. Do I have a computer?
2. Mr. David Brown asked you to write this notice in order to
A. publicize a social event
B. inform staff of instructions
C. inform changes of a plan
D. remind customers of security
3. Who will read this notice?
A. The public.
B. The staff of the hotel.
C. The clients of the hotel.
D. The security guards of the hotel.
4. The tone of this notice should be
A. serious
B. courteous
C. businesslike
D. personal
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Step 2: Formatting

Directions: Read the following sample and answer the questions.

Giving the main idea

— o

Heading
——_TJ\‘ TEMPORARY WATER CUT-OFF

Body Please note that the water supply on the 2nd floor will be turned off
between 13:00—16:00 the day after tomorrow for maintenance purposes.
Staff may use the toilets in the reception hall on the first floor.

Name of the writer i We apologize for any inconvenience this may cause. ;\ '
: rLows
T Barbara Shawn Answerind ";“s

Position of the writer

> Office Secretary of Wh
————— > March 3, 2006

Date of issue

1. Who is the expected reader of the notice?

2. What is the purpose of the notice?
3. What are the details of the event (place, date and time)?

Step 3: Organizing
Directions: Read the following notice and make improvements. ﬁ

BE CAREFUL WITH YOUR GOODS

Please lock your rooms when you go out.
Anything valuable or important put it in the safe at
Reception. We think you should be happy to stay
at Yanjing International Hotel. We don’t want you
worried about things being stolen, lost or damaged.

We lock up at 11 at night. Take your key with
you. If you don’t, ring the bell. We will let you in.

Yanjing International Hotel
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Step 4: Drafting

Directions: Write a notice according to the situation given at the beginning of Try It Yourself

Refer to the following tips if necessary.
1]

1. Make an eye-catching heading briefly U
stating the subject matter of the notice.

2. Use simple and concise words all

through the notice.

3. Use complete sentences for the body.

4. Leave spaces between headings and

separate parts consistently.

5. Where necessary, use styles such as
capitals, bold, italics or underlining

to emphasize or distinguish some

information.
6. Make the notice as brief as possible.
7. If a notice is to be put in bulletin
board, it should be presented in fully-
blocked display; besides, the writer’s

signature is required.

Step &: Revising

Directions: Check the following boxes according to what you have finished above.

1. Have I completed the task?

2. Is the layout correct?

3. Is the heading brief and clear?

4. Ts the body presented in complete sentences and short paragraphs?
5. Have I remembered to add Mr. David Brown’s name and position?
6. Have I included the date?

7. Is all the required information included in the notice?

8. Is the tone courteous?

I

9. Are all spellings, grammars, punctuations and paragraphing correct?
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What Is Business Writing?

Before we could find an answer to this question,
we may sometimes ask ourselves: what is writing,
in the first place?

Human beings communicate in verbal (iG55
1) and nonverbal (FE15 5 ) ways. The former
refers to those involving the use of words, either
written or spoken. The latter involves the use of
facial expressions, gestures, or postures, known as
body language in general. Writing happens to be
one of the two ways of verbal communication, the
other being speaking. Compared with speaking, or
other nonverbal means, writing lacks immediate
and face-to-face responses. But it has obvious
advantages, too. It usually allows people more
time to think logically. And it is easier to keep a
permanent record of all human activities with a pen
before the invention of multimedia. It is, therefore,
at least equal to if not better than, speaking in its
communicative power.

The classification of writing is always an issue
in question. In the development of writing studies,
a variety of modifiers have been added to the word

“writing”, which results in a long list of different
and sometimes overlapping subordinate concepts,
for example, creative writing, expository
writing, academic writing, professional writing,
workplace writing, technical writing, etc., and in
our case, business writing, all being familiar course
names on college curriculums.

The reason for this is the difference in
standards of classification. In other words, people
look at writing from different points of view. For

example, ‘“‘creative writing” emphasizes on the
unique expressions of human imagination and
feelings, which often refers to literary compositions
such as novels and poems. In contrast, “expository
writing” focuses on logic and facts.

Another effort is made to distinguish “writing
for general purposes” from “writing for specific
purposes”. The former usually discusses basic
writing skills from the choice of words and
sentence patterns, through the development of
paragraphs, to the completion of four discourses,
namely, narrative, description, exposition and
argumentation. The latter is a large family in
which business writing is one solid member.

Other members include writing for scientific
purposes such as a lab report by a scientist after
an experiment, writing for technical purposes such
as a field trip report by an engineer after a field
inspection, or writing for academic purposes such
as a graduate thesis by a student.

Put in simple words, business writing is
writing for business purposes. In the long history
of human beings, writing has been serving different
purposes in business. Just take a look at the simple
signs in ancient times and the complex contracts in
modem days! As purposes differ, sodo tge itten
documents for achieving the purposes. S We
often hear business people talking about em:
memos, minutes, letters, reports, proposajs, etc.
Among these, letters, memos, emails and repe
are generally considered as the most ﬁmdamenlal'
types of business documents based on their
frequency and characteristics in business practices.




