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Business Writing Basics

B REBESEERMIR

KETAE FR . EERINEHEIBRENM A EN B TASKBEEENELL
W BERBERAEZEEE NSRRI XRNINEE, KT 2R (Result-
oriented, Reader-oriented) % =, BB BB H I U EFZE A S @, F & 3C
(Conciseness, Clarity, Courtesy) R, B & /& . ;M F13L 3%, & 3P (Prepare,
Perform, Perfect)id#2, Bl /E&  BREMNEHTE.

With more and more international companies operating in China, there is an increasing demand
for improving writing ability in English for both employees and employers. Developing skills in
writing brings two important benefits. First, professionally crafted correspondence by employees
helps create a good company image, and hence is likely to achieve its goals. Secondly, within
the company, individuals identified as competent writers are noticed and very often get promoted
into management positions.

English Writing for Business—Case Studies is designed to meet the communication needs of
business professionals who frequently use English to write letters, emails, memos, or reports.
The book consists of 10 chapters aimed to enhance step by step the writing skills of those who
hope to communicate in English with confidence and competence. It may also be used as training
material for business writing courses offered at the college level. Frequently test scores or
certification in business writing in English are viewed as proof of competence by potential
employers. College students, who are managers-to-be or professionals-in-the-making, find good
writing essential skill for their future career advancement.

Business writing is communication. Whether it is a simple short email message, or a long well-
researched feasibility study, business writing is produced with a distinct purpose in mind.

© Functions | Ihgk

In a business setting, a message or a report is created to achieve one or more of the following
three purposes:

BERIESIEELAIA



to inform
to persuade
to promote goodwill

This can be further divided into internal and external functions. Internationally, emails, memos
and reports are written by employees and management to

request & give information

coordinate activities

report progress of work to management
persuade adoption of changes

issue & clarify policies/procedures

with an aim to achieve a free flow of information within the company, which contributes to

efficient and effective day-to-day operation and management of the company.

Externally, business correspondence, now more often in the electronic form than traditional snail

mails, is written to promote business and business harmony, specifically, to

make/answer inquiries

persuade purchasing

design marketing tools such as questionnaires and surveys
create & maintain good customer relations

promote a positive company image

@ Features | 455

Business writing has its special features, which can be summed up in broad terms as being the

2Rs, namely:

Result-oriented

Reader-oriented

Effective writing depends on, first and foremost, a sound analysis of the purpose and audience of
the writing effort. In other words, the writer should start thinking by asking himself the following

relevant questions:

Who is going to read this?
What is my purpose in composing this?

With audience analysis in mind, the writer can then come to some safe decisions about the choice
of words and the style of writing. For example, a message to a colleague who is also a close
friend differs greatly from a letter to a potential customer in diction and tone. There is also the
necessity to determine the purpose of writing. A thank-you note is different from a sales message

in terms of content, format, and language.

Unit 1 Business Writing Basics



© The Writing Principle | S{EEN|

In order to compose effective messages which are reader-oriented and result-oriented, we need to

pay attention to the following 3 principles:

Conciseness
Clarity
Courtesy

These are commonly called the 3Cs because they all begin with the English letter C.

Conciseness: In business, time is money. With this in mind the reader prefers to read a short and

to-the-point letter.

Clarity: To write clearly you need to think clearly. The more clearly you think, the more
organized you write and the quicker the reader will understand.

Courtesy : As we said earlier, we produce messages either to convey information, to persuade, or

to promote business harmony. Courtesy does much to achieve good relations with our customers.

@ The Writing Process | St ie

Like any other types of writing, business writing is a process that consists basically of the three

phases: pre-writing, writing and revision, which can be named 3Ps as follows:

Prepare
Perform
Perfect

In the Prepare stage, the writer first analyzes audience and purpose before researching the relevant
data. He will have to think about two questions: Why am I writing this message and who is going
to read it? The answers will, to a large extent, determine his choice of words and the way he
composes the message. In the Perform stage, the writer creates his first draft. In the Perfect
stage, the writer goes on to make some necessary revisions, and to polish the first draft into a
perfect message free from structural, grammatical, lexical, or pragmatic errors. Consideration
shall also be given to cross—cultlirally sensitive issues, racial issues, gender issues, etc. with a

strong emphasis on maintaining business harmony.



Common Prohlems in Business Writing

BERIEE/EE RiE&E

FETHENBTHIEFERSHEEREPNE R M, ZFH THEMENERE
R, REERNEBTERIBS AENEE, n " HEHER" ESHER” “XAXK
B E, MURRSERBAEDNEM, u“E8FHEX" " RABKR” “RAL TR
" %.

@ Misspelled Words | #5412

morden modern fasinate fascinate
accomodation accommodation recomend recommend
aquire acquire seperate separate
committment commitment guestionaire questionnaire
develope develop priveledge privilege
extention extension occassion occasion

@ Wrong Use of Commas | LE‘?%FB

e L G |
Sales are very good this year, the figures Sales are very good this year; the figures
are higher than last year. are higher than last year.
Susan ordered some chairs, they would be Susan ordered some chairs. They would be
delivered next week. delivered next week.
Our sales manager John will be in Shanghai Our sales manager John will be in Shanghai
next week, | will talk this over with him. next week, and | will talk this over with him.
| would like to meet you next week, | would like to meet you next week.
however, my schedule is very tight. However, my schedule is very tight.

Unit2 Common Problems in Business Writing 5
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© Irrelevant Information | {EEARiE%

Irrelevant Information

Pursuant to your letter of January 15, |
am writing in regard to your inquiry about
whether or not we offer our European style
patio umbrella in colors. This unique umbrella
receives a number of inquiries. Its 10 foot
canopy protects you when the sun is directly
overhead, but it also swivels and tilts to
virtually any angle for continuous sun
protection all day long. It comes in two
colors: off-white and forest green.

We have just received your letter of March
12 regarding the unfortunate troubles you
are having with your Magnum videocassette
recorder. In your letter you ask if you may
send the flawed VCR to us for inspection.
Although we normally handle all service
requests through our local dealers, in your
circumstance we are willing to take a look
at your unit here at our Richmond plant.
Therefore, please send it to us so that we
may determine what’s wrong.

Because I've lost your order blank, | have
to write this letter. | hope that it’s all right
to place an order this way. | am interested
in ordering a number of things from your
summer catalog, which | still have although
the order blank is missing.

Leave out irrelevant material

This unique umbrella comes in two colors:
off-white and forest green.

Please send it to us so that we may
determine what’s wrong.

I’d like to place an order for a number of
things from your summer catalog.
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O Wordy Expressions | FixIBE

Will you Abe kind énough to

this will acknowledge receipt of
it would be advisable to

in view of the fact that

in a situation in which

in a satisfactory manner

for the purpose of

despite the fact that

at fhe present time

are of opinion that
WS BT RIFEARFAT I,
@ Redundancy | 1“' ?

Please endorse your name on the back of

this check.

Please keep me updated if any changes.
absolutely essential

actual eXperience

advance planning

assemble together

very unique

general consensus of opinion

Concise

please

thank you for sending
we suggest that
because, since
when

satisfactorily

for

though

now

believe, think

Concsse

Please endorse this check.

Please keep me updated.
essential

experience

planning

assemble

unique

consensus

A FAFHBFEEERBTETE, BRHFE,
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(® Abstract Expressions | FixidFih%

Abstract Concrete
a good profit a profit of 10%
the majority 65 %
in the near future by Thursday
as soon as possible by Friday next week

AT R T — A UL, B 4B AE 60 A AR LR A B S M 4, B R AR AR L
“AiEE A FO"

© Negative Expressions | ®ixdFHE

Negative k Positive
We regret to inform you that we must For the time being we can serve you only
deny your request for credit. on a cash basis.
You can’t park in Lot H. You can park in Lot C and D.
We can’t give you a replacement. Your warranty limits replacements to

manufacturer’s defects only.
FHEBEANERRILT ZERGEEEAILR,
© Passive Voice | 5 A#ZNES

Passive - ~ Active

b

Your thoughtful suggestions are appreciated. \We appreciate your thoughtful suggestions.

Arrangements have been made to hold We have made arrangements to hold the
the conference at the Hilton Hotel. conference at the Hilton Hotel.

Results and some learning hints will be Each practice will generate results and
generated with each practice. some learning hints.
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