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Introduction to
Business Writing

Module 1 An Overview of
Business Writing

Module 2 Construction of
Effective Sentences
and Paragraphs

Module 3 Structure of Business
Writing

© Victor 1558

Communication is one of the most underdeveloped skills in the arsenal of young
professionals entering business today.

If you want to run the show someday and run it well, you had better learn to think, write
and speak, in that order, clearly, forcefully, concisely and to the point.

Communication is a skill that will quickly separate the winners from the losers up the

management ladder.

—— Mr. Ed Artzt Former P&G President
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Learning Objectives

Upon completion of the chapter, students should be able to:
Acquire a comprehensive understanding of business writing
Construct effective sentences and paragraphs

Write business letters of standard structures and formats

Learning Process

Read the Overview of Business Writing

Study the seven criteria of effective business writing
Learn to construct effective sentences and paragraphs
Study the structures and formats of business writing

Connecting to the Topic

Discuss the following questions in small groups.

1. What are the means of business communication?

2. What are the differences between personal communication and business
communication?

3. What should people be conscious of when they communicate with
international audience and reduce the chances of misunderstanding?
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- Preparing to Write

1. Talking about Business Writing
In small groups, answer the following questions.
1. On what occasions will business writing be used?
2. What kind of business writing is successful?

3. What does the writing process consist of?

© United States Mission Geneva

People write to invite business partners to attend special activities.

© Calita Kabir
© Derell Licht

Foreign trade correspondence is frequently
exchanged during the execution of orders.

S —— e A ] = e Y [ e

Business negotiation needs a lot of paperwork.

2. Brainstorming about Business Writing

In small groups, discuss in what circumstances people need to write for business. Complete
the chart to illustrate them.

Circumstances

Types of Wriﬁng h %

Job Hunting
Social Communication

Foreign Trade Negotiation

3. Free Writing about a Business Letter

Think of the writing process of a business letter. Consider the parts of a letter and their
placement.
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Module 1 An Overview of Business Writing ,

Part 1 Introduction

Every business produces paperwork. Business writing is a vital factor in making the world of
business run efficiently, effectively and productively. No modern businesses could exist for
long without letters and other forms of written communication.

Business communication includes external communication and internal communication. In
view of the needs of our prospective students, this book focuses on external communication, i.e.,
communication between enterprises, rather than that within one company. Therefore, certain
modes that are mainly used in internal communication, e.g., memo and e-mail, are not included.

Business writing serves to pass on information, to express ideas, to exchange feelings and to deal
with business. A business needs to communicate with its employees, clients, trading partners and
funding bodies in order to operate the business and to promote products and services.

Successful Business Communication can realize two goals, i.e,, the recipient interprets the
message as the sender intends; it achieves the sender’s purposes. “Business writing ...

is utilitarian, aiming to serve any one of many purposes.” Here are just a few purposes of
business writing:

(O To explain or justify actions already taken, e.g., “Given that situation, we have determined
that the best course of action is to reject all current bids and to seek others.”

© To convey information, as in a research report or the promulgation of a new company
policy, e.g.,“Management wants all employees to know that the old policy will stop as soon as
we have evidence of improved morale.”

© To influence the reader to take some action, e.g., “| hope that you will find that our new,
Webbased cash management services can reduce your capital requirements and save you
money.”

© To deliver good or bad news, e.g., “Unfortunately, the engine fire you reported occurred
one day after the expiration of the warranty period.”

©) To direct action, e.g.,“Your team should complete and deliver the product specifications
by May 1. (Harvard Business Essentials: Business Communication, Harvard Business School
Press, 2003)

At every stage, fluent, error-free writing can give a big advantage. Good writing will be used
in different contexts to develop businessmen or to expand the business. Therefore, it is
necessary for people who engage in foreign affairs to have a good command of the linguistic
features and writing techniques in practical English writing.

Part 2 Criteria for Effective Business Writing

Effective writing for business must comply with seven criteria, to be considerate, clear,
concise, concrete, correct, complete and courteous(seven Cs). It should realize three functions:
to inform; to influence; to entertain.

Consideration

The interrelationship between the sender and the recipient profoundly affects communicative
effectiveness. Consideration means that the writer prepares the writing with the readers in
mind. You should take the following into consideration:
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Identify the recipients’ cultural, religious and ethnic background.
' Determine the size and composition of the recipients.
' Analyze the recipients’ problem and circumstance.
Determine the recipients’level of understanding.
Analyze the recipients’ needs (informational, motivational, emotional, practical needs).
Analyze the recipients’ possible reaction.

To indicate you are considerate, you can use the following special skills that will make the
communication more effective:

Focus on “You” Instead of “I” or “We”

Your readers are usually more concerned about themselves than about you. They are more
interested in your writing when they see the pronoun “you” rather than “I” or “we” . “You”
viewpoint is a technique for building goodwill in letters. It involves being friendly and treating
people in the way that they like to be treated.

“1” OR“WE"” ORIENTED

| am happy to tell you...

We are pleased to have your new account.

We make Willett trazor in three weights—Ilight, medium and heavy.

We have shipped the two dozen Crown desk sets you ordered.

We require that you sign the sales slip before we will charge to your account.

“YOU” VIEWPOINT

You will be happy to know...

Your new charge account is now open for your convenience.

Willett makes razors for you in three weights—Ilight, medium and heavy.
Your two dozen desk sets should reach you with this letter.

For your protection, you are charged only after you have signed the sales slip.

Make Your Writing Interesting and Beneficial to Your Readers

Whenever possible, show your readers what benefits they will get from your writing. They will
be more likely to respond favorably and do according to your suggestions if they see that the
benefits are worth the effort and cost, for example:

We have enclosed brochures of our new products. Since we have served you for such a long
time, we can offer you prices that compare favorably with the prices on your previous contract.
We are confident that both our new and standard products can meet your needs in every way.
We hope to hear from you soon.

Emphasize the Positive and Pleasant Facts

To emphasize the positive means stressing what can be done instead of what cannot be done
and focusing on ideas your readers can view favorably. By making clear what you can or will do,
you often indirectly make clear what you cannot do without using a single negative word, for
example:

We allow 2 percent discount for cash payment. We will not be able to send you the brochure
this month. (Bad)

You earn 2% discount when you pay cash. We will send you the brochure next month. (Better)

Clarity

Clarity means your purpose and the words are clear to your readers so that the recipients can
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interpret your words with the same meaning you have in mind. But it is difficult for you to

accomplish the goal because individual experiences are never identical and each person’s mind
is a unique filter.

Here are some suggestions to help make your messages clear:

Choose Proper, Short and Familiar Words

Choose proper words to make the messages easy to understand, e.g.:

As to the steamers sailing from Hong Kong to San Francisco, we have bimonthly direct
services. (Bad)

We have two direct sailings every month from Hong Kong to San Francisco. (Better)
We have semimonthly direct sailing from Hong Kong to San Francisco. (Better)
We have a direct sailing from Hong Kong to San Francisco. (Better)

Choose short and familiar words to make the messages easy to understand, e.g.: better say “after’,

", "

“use’, “show” instead of “subsequently’, “utilize” and “disclose”.

Make Idea Clear

Put one idea in a sentence, put one topic in a paragraph, and put one subject in a letter.

Use Short Sentences

Short sentences lead to clear meaning and easy understanding. The average sentence length is
about 17-20 words. You can use sentences containing 30-40 words. If there are more than 40 or
50 words in a sentence, you can consider rewriting it into more than one sentence.

Have Paragraphs of Suitable Length

In business writing, it is suitable for paragraphs to contain 7-8 lines each. If a paragraph is too
long, it may make the main idea unclear and lead to a loose structure. If a paragraph is too short,
your reader may be impressed that your topic is not adequately supported.

Conciseness

Conciseness means to write the fewest possible words without sacrificing completeness and
courtesy. A concise message saves time and expense for both sender and recipient. Conciseness
contributes to emphasis. By eliminating unnecessary words, you help make important ideas
stand out. To achieve conciseness, try to observe the following suggestions:

Shorten or Remove Redundant Words or Expressions

As few words as possible should be used to give complete and clear meanings. If possible, a
word should be used instead of a phrase, a phrase instead of a clause, a clause instead of a
sentence and a sentence instead of a paragraph. The following are ways to achieve conciseness:

©
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Avoid Cluttering Phrases:

Cluttering phrases Shorter substitutions
At the present time Now
For the purpose of For
For the reason that Since, because
In the near future » Soon
In view of the fact that Since, because
| Prior to the start Before
A draft in the amount of $ 1,000 A draft for $ 1,000

Eliminate Redundant Words:

With Redundant Words

There are five rules that should be observed.

In the period between June and August they found the error.
His performance was good enough to enable him to qualify for the promotion.
It came at a time when we were busy.

Leather depreciates in value slowly.

We will ship these shoes at a later date.

As a matter of interest, | am interested in learning your plan.
Eliminate Redundant Words

Five rules should be observed.

Between June and August they found the error.

His performance was good enough to qualify for the promotion.
It came when we were busy.

Leather depreciates slowly.

We will ship these shoes later.

| am interested in learning your plan.

However, the process of condensing should not be carried so far that the message becomes
general and loses its original meaning.

Include Only Relevant Facts

The effective concise message should omit not only unnecessary wordy expressions but also
irrelevant materials. To make sure you include only relevant facts, you should, first, stick to
the purpose of your writing; second,omit information obviously known to your reader; third,
avoid unnecessary background materials or explanations, excessive adjectives, pompous
words, and gushy politeness.

Avoid Unnecessary Repetition

Sometimes repetition is necessary for emphasis. But if the same thing is said several times
without reason, the message becomes boring. The following are three ways to prevent
unnecessary repetition: First, use a shorter name after you have mentioned the long one
once. For example, use “China Telecom” to indicate “China Telecommunications Company”
when the latter has been mentioned before. Second, use pronouns or acronyms rather than
repeating long names. For example, instead of using “First Automobile Works” again and
again, use “it” or “FAW ". Third, get rid of all needless repetition of phrases and sentences.

007
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Concreteness

The writing should be specific, definite and vivid rather than vague, general and abstract.

008

Abstract Concrete

A significant loss ' A 53 percent loss
In the near future T B By Thugday no;)n
Light in weight R 71. Featheaight ¥
The majority R T O ] 70 pecmnt
Correctness

Business writing should be correct in grammar, punctuation, spelling, information, figures,

etc.
Wrong Sentences

My market research report took a long time to prepare. And turned out badly. ( Fragment)

Profits were down in 1998, the Board blamed the recession. (Comma splice)

Employees want to keep their jobs they will work hard for promotions. ( Run-on sentence)
Correct Sentences

My research report in business communication took a long time to prepare and then turned
out badly.

Profits were down in 1998. The Board blamed the recession.

Employees want to keep their jobs. They will work hard for promotions.

Completeness

Your business writing

is complete when it
contains all the necessary
information and data

the reader needs. An
incomplete message

may result in increased
communication costs, loss
of goodwill, sales, and
valued customers, cost

© Calita Kabir

of returning goods, and
wasted time.

Keeping the following guidelines in mind will help you achieve completeness:

Make All Points Detailed

Evidence must be precisely stated. The significance of the facts in relation to the problem
must be shown. The treatment of each section of the article must be complete or the reader
may misunderstand that particular section. The analysis is the basis for the conclusions, and
the conclusions are the basis for the recommendations.
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Answer All Questions Asked

If you need to reply to an inquiry containing one or more questions, answer all questions
clearly stated and implied. If you have no information on a particular question, you must say
so clearly, instead of omitting an answer. If you have unfavorable information in answering
one or more questions, handle your reply tactfully.

Courtesy

Business writing should be polite, sincere, tactful, thoughtful and appreciative.

Single Out Your Reader

Letters that appear to be written for one reader should make the reader feel important and
appreciated. To single out your reader in a letter, you should write for his particular situation,
eg.

_) We look forward to hearing from you. (Not specific)

(© We look forward to the possibility of sending our executives to you in the years ahead.
(Better)

Use the Reader’s Names

Using the reader’s names makes him or her feel important, e.g.:

) Mrs. Wilson, you haven't used your charge account in the last six months, and we are
getting concerned about you. Will you do us a favor? Write and tell us what happened or,
better still, come in and let us serve you again.

Avoid Anger (Sarcasm, Insults, and Exclamations)

You cannot use anger words in your business letter, e.g.:

We cannot understand your negligence.

We will not tolerate this condition.

Your careless attitude has caused us a loss in sales.
We have had it!

Response in Time
To response in time shows the courtesy, e.g.:
We have received with many thanks your letter of May 20, and we take the pleasure of

sending you our latest catalog. We wish to draw your attention to a special offer which we
have made in it.

You will be particularly interested in a special offer on page 5 of the latest catalog
enclosed, which you requested in your letter of May 20.




