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Part One

Fundamentals of
Business English Writing

T 95 F B BIERY ZE A N

As international business and wade activities are rapidly increasing, business writing becomes
more and more significant. How to improve and master the skill of business writing is therefore
important for international enterprises’ research. This part explains the fundamentals of modern
business writing, emphasizing the principles, adaptation and selection of words, construction of
effective sentences and paragraphs. Through the study of the applied language materials and
practices, the learners are required to master the principles in business writing. Based on the
analysis of all kinds of writing styles, the leamers would get a clear impression of the
characteristics of business writing and can select the correct words and organize the sentences
efficiently in practical application.
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Chapter One

General Principles of
Business Writing

[ Learning Objectives]

This chapter mainly narrates the 7 principles in business English writing, and why and how to
follow these principles. The students would understand the characteristics in business writing, and
how to master and standardize their business writing.

[ Important & Difficult Points ]
1. The contents of 7 principles
2. The status of 7 principles
3. The standardization in business writing

[ Key Words & Expressions]
courtesy, conciseness, completeness, clarity, correctness, concreteness, consideration

[ Learning Contents ]

Every business message is designed to achieve a specific business objective. Its success
depends on what it says and to what extent it induces a favorable response from the reader.
Broadly speaking, the functions of a business message may be said to be; 1} to inform, 2} to
influence, and 3) to entertain. What you write should be free from grammatical blemishes, and
also free from the slightest possibility of being misunderstood. There are certain essential qualities
of business messages, which can be summed up in the seven C’s, i. e. 1} Courtesy, 2)
Conciseness, 3) Clarity, 4) Completeness, 5) Correctness, 6) Concreteness, 7) Consideration,

B S CARESIIREE R B Y, B S BB TN A MR A MR R, B3k, 7
ST OCHFRITHERR, | 1) B2 PR :3) 1810, FR AR S/R0 R AR EaHA TG R X R R EH
B AETRE, PR BE/ERORAA-LA CALAR VG 80, 588 JE R SRR,
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I. Courtesy; Courtesy plays an important role in business correspendence. So it is necessary
to avoid hurting expression and you should select some polite and tactful words, such as
would, could, may, please, thank you, etc.

HAREHFBNFRREEREARC, LA TS REAGEESE MAER - LEIZE

BWAYIR)IE , 40 would, could, may, please, thank you Z4%,

For example:
1} Thank you for your letter of March 4, 2003,
2) Please let us know at once if you need some other information.

II.  Conciseness; Conciseness means to write the fewest usefunl words without losing essential
elements. Effective writing is concise about each word, sentence, and paragraph. The
eliminations of wordy business jargon can help to make a letter clearer and at the same
time more concise. Concise writing is not necessarily short. Sometimes a letter dealing
perhaps with multiplicity of matter cannot avoid being long. If conciseness conflicts with
courtesy, then make a little sacrifice of conciseness. Generally speaking, you will gain in
clearness and conciseness by writing short sentences rather than long ones.

A letter can be made clearer, easier to read and more attractive to look at by careful

paragraphing. A paragraph for each point is a good rule.

R RIS AR A BAERARR . BEFRPRTIER BT RFRENE
WA EEHEAERENE, AR AREH AR B L IR R
A S AR e, W H AR . — ORI, SR L RARRAEEEN T

B DA S — EHE TR A T, WS L S . — R R
— A~ [ R R

1. Clarity: Clarity tells the readers exactly what they want to know, using short, simple,
familiar words and sentences rather than long, complex and difficult ones,
MR IE{ R4 B AR M T AR AR X E AR A T 1 .
Compare the following examples to see how a clarity one can catch the reader’s eyes.
1) I am writing to apply for admission to the graduate school of your university in the spring
of 2004. (clarity)

2) 1 am writing to apply for admission to your university. {vagueness)

IV. Completeness; Bosiness writing should include all the necessary informmation and data. A
- complex message may bring you hoped-for results, establishment of goodwill. On the
contrary, an incomplete one may head to increased communication costs, loss of valued
customers , cost of returning goods, ete. Whether the business writing is complete or not, we
may uwse 5 “W’s” to check, — who, what, when, where and why or how. A message that
concludes or can answer the five “W?’s” may be regarded as a complete one.
B BN LHNERRN, ~ &£ TENEERFRRTFENAR, B R
— 4 —



Part One Fundamentais of Business English Writing
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V. Cerreciness; Correct grammar, punctuation and spelling are basically required in
business writing, In addition, correciness means choosing the correct level of language,
and using accurate information and data.

E#HMEE RAFS S RE S HIREEEEALTR, o, MM 15L& XK

B A AR E B R
For example :

It was said in China Daily that the fourth World Conference on Women will be held in

Beijing in September, 1995,

V1. Concreteness: Business writing should be vivid, specific and definite especially when you
are requiring something. We should certainly manage to be concrete in business writing,
but sometimes we conscientiously avoid some details for civilities.

B RIEEIEE £ 50 B4 W R0 R R R B BERe . EH#ITHSE TR

PR BB, A B BATT BB L4 () R T A 2 Rk S AR 2
Compare the following examples to see which one is more appropriate.

1) We wish to confirm our telegram yvesterday.
Better; We confirm our telegram of March 29, 2003. -
For business writing, it is better to make the dates and codes clear.
Compare the following example ;
2) We have received with thanks your check. The amount has been placed to your credit.
. Better; We have received with thanks your check No. 23 for us, in payment of our machines.
The amount has been placed to your credit.

VIL. Consideration. Skillful business writers always visualize their readers’ needs, problems,
customs and reactions to the writing and put themselves in the readers’ position. Such
thoughifulness is helpful to building up good interpersonal relations between writers and
readers. But it is better to use you-attitude and the tactful way to blame your readers in
business writing. In addition, it is necessary to consider the readers’ sex, and level of
education, etc.
PANHFAXEEESE L EPEE TR (R TR 30 R ] BB AR &I 5L

REFBTHRAESE . XREEFTAESRERETAFNXR, ERFEEPERAR

FEBMBHHOFTRAR TN F50, HEFREEVEMN HERES.

Compare the following examples:
1. Congratulations to you on your ... (you-attitude)
We want to send our congratulations . . . ( we-attitude )
— 5
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2. As mentioned in our June 18 letter to you . .. (tactful)
Obviously you have forgotten what I wrote to you three weeks ago. {blunt)

Exercises

1. Answer the following questions:
1. We often hear people say the seven C’s. What are they?
What will be the result if a letter is ambiguous? How can this be avoided?
Do we use complicated words in our letters?
If a letter is ruthlessly concise, what impression will it give to the recipient or reader?
In what way can a letter be made clearer, easier to read and more attractive to look at?

AN

What does promptness mean in the passage concerning courtesy?

II. Rewrite the following sentences based on the constructions in the text,
1. Mr. Johnson wrote to Mr. Zhou that he had received his order.
2. We have duly received your order, for which please accept our thanks.
3. We have ordered the goods, and they will be received by us in two weeks.
4. We hope to receive your catalogue by return mail. Thaok you in advance.

. Which of the characteristics of effective business letters are lacking in the following
letter?

Dear Sirs,

I know your advertisement in the Estate Builder's Monthly of 3rd of July, we want to
have a quotation for the new bathroom showers which are described. As building constructors
we erect many houses and many blocks of flats a year. If we receive a favorable offer, and
your equipment is of good quality, we can place large orders with you.

Yours faithfully



Chapter Two

How to Write Effectively

[ Learning Objectives]

This chapter mainly narrates how to select appropriate words, and how to construct effective
sentences and paragraphs. Students would master the skills and characteristics of business writing
in this chapter,

[ Important & Difficult Points ]}
1. Adaptation and selection of words
2. Construction of effective sentences and paragraphs

[ Key Words & Expressions ]
adaptation, selection, construction, effective sentences/paragraphs

[ Learning Contents ] .

Your first concern in improving the readability of your nonfiction writing is to choose the
right word. 'Your writing should use words most closely conveying the meaning of your thoughts.
Fowery word$ and jargon should be avoided, if possible. Say what vou have to say simply and -
clearly. _

Just as simple words will aid your writing, simnple sentences are easier to tead. Generally,
more than twenty words in a sentence make reading harder.

To achieve clarity in your writing you have to be clear what you want to write. Organization
is a key to effective nonfiction writing. '
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