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Professor Hird of Sophia University has a reputation as a serious

teacher, devoted both to his students and his research. His recent manuscript

on e-communication reflects this quality.

In particular, I am impressed by the meticulous detail with which he has
researched his subject, and has set out to inform his readers. The concept
of comparing original business letters with the corrected versions is an
especially effective means of helping readers to improve their style of

writing.

A further point is the importance of effective business communication
in English. For better or for worse, English has become the accepted
language of international business communication. Perhaps even more
than good speaking ability, good writing ability is crucial in convincing

foreign clients of the ability and integrity of business partners.

Finally, let me say that I know of nothing else in English that can

compare with the quality of Professor Hird's book. I highly recommend it.

(L

~1

Gregory Clark

Honorary President, Tama University, Tokyo
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Bruce Hird sweeps away decades of musty, outdated business bafflegab
to set forth a style that is clear, direct and will leave the reader with a smile.
He prescribes a total approach while pointing out the specific grammar
"traps"” that are most likely to snare students. It is perfect for global

communications in today's e-mail oriented world.

Stephen C. Ross
Lecturer, National Graduate Institute for

Policy Studies of Japan
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- Author’s Preface -

This book is intended primarily for writers of English as a second
language at the intermediate and advanced levels. All chapters, however,
contain introductory letters that beginning writers as well should find quite
useful.

Over the last 10 years, the author has collected a broad range of
customer-company and company-company letters. They demonstrate not
only how well written letters cultivate business success but how bad news
can often be converted into good news. At the same time, the book shows
how poorly written letters — even good-news letters — can ruin a business
opportunity. Almost all of the original and sample letters were actually
mailed and thus mirror the real world of business correspondence. The
original-letter revisions are edited to reflect the theories and suggestions

introduced at the beginning of the book and in Chapters I, II and III.

This book is based on the view that business letters should reflect a
positive, natural sounding, and somewhat personalized writing style
regardless of the topic or whether the letter contains good news, bad news,
or simply routine information. Friendly, natural-sounding letters are faster
to write, have more impact on the reader, and are easier to respond to, while
overly formal letters (containing high-sounding, old-fashioned, or
authoritative expressions) place unnecessary barriers between the reader

and writer.



- Author's Preface X1

To achieve a clear, natural style, the reader is encouraged to memorize
a set of attitudinal rules that are listed on page 6 of the Introduction. The
best grammatical approach to friendly, natural sounding letters is briefly
summarized in the four points below: (For further discussion, see pages
7 through 14.)

(1) When writing letters focusing on good news or routine information,
tend to use active rather than passive verb phrases. For example, say We
mailed the check on May 5 instead of The check was mailed on May 5. 1f
the news is bad, however, the passive voice can be a convenient way to
minimize negative elements. For example, you could say The document
was misplaced during the quarterly audit instead of We misplaced the

document during the quarterly audit.

(2) Avoid using too many noun phrases. For example, say Thank you
Jfor calling instead of Thank you for your call. Exception: if the news is bad,
a noun phrase might be better; for example, you could say It was a mistake

to accept Mr. Taylor's credit application instead of I made a mistake in

accepting Mr. Taylor's credit application.

(3) Use common, rather than high sounding, words and phrases. For
example, say ship instead of expedite, review or look over instead of

peruse, expect instead of anticipate.



Author's Preface

(4) Ask questions. For example, you could say How much does the
computer cost? instead of I would like to know how much the computer

CosIS.

In summary, the theories, samples, and exercises offered in this book

provide the means of achieving high speed business communication.

The author wishes to give special thanks to Richard Winton, Stephen
Ross, Akira Saotome and Hisatoshi Tachibana for their invaluable
contributions to the English version of this book. Many more friends and
colleagues shared their ideas, but it would not be possible to list themn here.
As for the Chinese version, singular credit goes to the editor, Cheung Yik
Fai. Not only is his translation precise, but contextualized with essential
elements of Chinese rhetoric to fit the needs of Chinese readers. Moreover,
he has provided several new insights that the original book lacks while
being faithful to the English content. Mr. Cheung is solely responsible for
overseeing the long and arduous process of transforming what was a bulky
computer printout into a marketable product. Without his entrepreneurship,
enthusiasm and untiring efforts, the task could not have been completed.
Finally, the author would like to thank Samantha Lam, her husband
Takashi Horie, and So Chi-Cheung for introducing Mr. Cheung. That's

where the creation of a Chinese version started.
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document was misplaced during the quarterly audit.”, Wj3E “We
misplaced the document during the quarterly audit.”,

Z. B AEEE. Hlil, Nixi “Thank you for
calling.”, T3E “Thank you for your call.”, WA Bl45h, FEiB FIRTH
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accepting Mr. Taylor's credit application.”,
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vy, R EEE T 24, Fla0. i “How much does the computer
cost?”, MIE “I would like to know how much the computer costs.”
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- Author’s Remark -
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The letters, facsimiles, and e-mail samples collected in this book were
written by persons from a variety of Asian and western countries. The
author holds the; copyright to these sample letters, whether in their original
form or revised. While the contexts of these letters remain essentially
unchanged, all other information (i.e., names of writers and recipients of
the letters, names of companies, names of products, brand names, postal
and e-mail addresses, telephone and fax numbers, bank account numbers,
invoice numbers, purchase order numbers, reference numbers, bill of
lading numbers, product model numbers, etc.) were created by the author
to maintain confidentiality. They shall not be considered as true or having
existed. Any information found to be similar to that contained in this book

shall be considered purely coincidental.
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