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A Brief Introduction

People say there is no room for good written communication
nowadays with the advent of information technology.But 1 do not
agree.On the contrary, writing is all the more useful and called-for
than ever before. A well-phrased letter can turn out to be a good
read, where problems are solved, decisions made, ideas suggested,
and expressions well-put in simple and time-saving temms .

Furthermore , there is a written proof for things said and resolved.

Once we put everything down in writing we begin to see a
better picture. We are talking about an emergent pattern that
makes sense, meaning and direction for organizing thoughts out
of the large chunks of information we need to process dai-
ly. Believe me, we put pen to paper for that sake.The methods
of communication may vary for different periods in human histo-
ry.Today, we may be keying in words on the computer with fin-

gers or voice, but we still use the written word.

All this is exactly what the modem people are looking for,
be they engaged in business or otherwise.Indeed, this is also
what I am striving to achieve in this book.I try to arrange each
letter so almost every type of business and personal affairs gets
covered in simple, concise and precise terms.And, what is
more, I provide a Chinese translation for the whole book, all
chapters, this introduction, the foreword, and the appendices
inclusive. I hope you will enjoy reading it.
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Foreword

There is a belief gaining momentum these days that with the
advent of Information Technology good written communication is no
longer necessary . The modemn managers going about their business
affairs are required to respond to problems at the speed of light in
face of the ever-increasing pressure of cut-throat competition all
around. What is more, modem living alone is no less burden-
some. They just want statistical and very simple, to-the-point pre-
sentation fast more than anything else.There is no time for the
rest. And so, they resort to straightforward verbal communica-
tion, usually in meetings face-to-face, video conferencing, orthe
speedy development of e-commerce, to save time.This, I would
like to argue, is at best a misunderstanding.

The point these people have missed here is, at the very
least, there must be written proof, that is, in black and white,
for every resolution, report and proposal raised.These official
documents are by necessity expressed in writing styles and word
choice for persuasiveness very often in the form of interpretation
on data.The intention focuses on gaining support from those in-
volved, by way of influencing, shaping and redirecting their
thoughts, which the highly pre-formatted e-commerce cannot
do. Moreover, technology has brought about new written communi-



cation channels to establish, develop and maintain relation-
ships, such as the electronic mail and the very popular informal
ICQ or mIRC of today, and not just a dry relay of nothing but
pure information.

Good written communication can work wonders by making
facts and figures jump alive, giving sunshine and meaning to what
might have been dreary donkey work.It serves to impress, close
gaps, iron out differences, as well as develop friendships and
business acquaintances, not to mention enhance corporate im-
ages, so that deals are made more readily.The plain truth is:
We need it more than ever!

This is no exaggeration, come to think of it. Whether the
medium is English or Chinese, these two languages are nowadays
of international importance for obvious reasons. By a sheer count of
the population size, meaning the market size as well, of those
who know either or both languages, we can arrive at a very con-
vincing picture . Which justifies the need for such a book as this.

Time management is among the upcoming issues in business
administration. A good reference on business communications with
well-expressed models on widely covered topics according to pre-
sent needs saves time and effort. More mental space can thus be
reserved for strategic planning for the modem-day business peo-
ple.Since administrators of whatever fields need effective commu-
nication just as frequently, I am sure this collection will prove to
be very handy to them too.Therefore, I have tried to make it us-

er-friendly for easy reference.

v,



This work covers most existing forms of English and Chinese
business correspondence, for instance, letters of inquiry, ac-
knowledgement, orders and adjustments, sales follow-ups, credit
application, collection and those with promotion undertone.I have
chapters on intenal documents and those concerned with propos-
als, feasibility studies and reports.I do this especially to cater to
today’s societal needs for speedy actions and results not only for
those in the rat race, but also for other administrators. Whoever
you are and whichever types of communication you want, you can
readily refer to this collection when need arises. am sure readers
will find out soon enough this is written communication even the
advent of e-commerce cannot replace.

Many people in responsible positions of various levels in di-
versified fields are there for eliminating misunderstandings and
problem-solving such as filing in and responding to com-
plaints. When handled well, there is high probability for reward-
ing business or organizational growth.My work is like a personal
guide to do just that.

This book provides live samples of just what the general pub-
lic need.Therefore, you do not need to be in business to make
good use of this work, for occasions and situations arise in life
that necessitate good written communication. This is where this

“tool kit” comes in as well! There are chapters on letters ex-
pressing thanks, regrets, apologies and sympathy, as well as in-
vitations and announcements for congratulatory occasions. They are

tailor-trimmed for business and personal use according to the re-



spective requirements .

The type of letters that concerns most people desirous of en-
tering the job market or switching jobs is grouped under the topics
of letters regarding employment and introduction.l have come to
note there are problems of settling into a job with subsequent
adaptation or rejection. This explains my including communication
other than just application and introductory letters, such as letters
regarding appointment, warnings, terminating employment, and
resignation.] would like here to highlight an appointment con-
tract, to save time for contacting the Labor Department for a sam-
ple. All this represents an almost exhaustive inclusion of the top-
ic, which is rare among works of this type.

I have also placed a special topic on correspondence for hotel
management as an example. I think those in the business will ap-
preciate the effort made here.

Aside from that, there is an appendix for a quick browse on
what makes a business-formatted letter.] have placed this as such
only to avoid having to take up repeated space in the text for let-
tetheads, addresses, dates and the like.There is another for the
seven tips on good English communication writing of what to do
and what to avoid.Other appendices include essential information
on present-day commercial terms, shipping marks on cargo pack-
aging, names of foreign countries ( in their respective native
languages as well) in English and Chinese.

Finally, to the intérested readers, I hope to find my way

into your homes or workplaces.
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