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Chapter One
An Overview of International Business
Communication
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Lesson 1

Introduction to Business Communication

75 B R AT

Answers to Review Questions

1. Communication is the sending and receiving of information,

ideas, attitudes, and emotions either verbal or non-
verbal—— that produce a response between or among the

communicators.

2. To see if your communication is effective or not, you may
refer to the following questions; ,
1) Is your message understood as exactly as you intended?
2) Can you obtain a desired response or action?
3) Is your message helpful to build up, maintain or develop
the goodwill? '
If the answers to all these three questions are ” Yes”, then you

communicate effectively.

3. Your own example is recommended.



Reference Solutions to Application Problems

1. Since people of different cultures, nationalities, religions,
and ages have different attitudes toward the things
mentioned here, a discussion may help students have a

better understanding of effective communication.

221a 2)b 3)a 4)a 5)b
6)a 7)a 8b 9b 10)b



Lesson 2

Principles for Business Written

Communication

A BRARNEENE

Answers to Review Questions

1. The building up of a business image depends heavily on the
effectiveness of a business letter. For details, please refer to
the third paragraph of the part # The Importance of Business

Letters” in the text.

2. Every business letter is written for two purposes;
—to inform the reader of your messsage;

—to make your reader accept your idea and act expectedly.

3. The six pairs of elements discussed in the text illustrate the
appropriate approaches for reaching effective business
communication. It is very much recommended to compare
their different usages of the relevant v&fords, sentences,
expressions, and structures and their effects by showiné

your added examples.



4. As it is stated in the text, feeling content in a message is as
important as the subject content. A personal touch may help
;:oovey the feeling content even though the letter is sent to a
business partner because communication is conducted
between human beings whether it is communicated to a

business unit or a private person.

5. In order to obtain skills and techniques for our business
letter writing, we are required to have a better
understanding of business communication. While learning
the following chapters, we should always bear in mind that
—the communication discussed in this book is limited to the
external horizontal levels, which makes ” being equal” one
of the major characteristics in our business writing;

—a business letter is written not only to have your reader
informed but also to obtain his agreement, faith, and
confidence; '

~—it is not an easy job to communicate effectively. Barriers
in languages, cultures, business sense and other respects
have always been creating problems. That is why we have
to work even harder for our success in the intercultural

communicatipn.
Reference Solutions to Application Problems

1.a. We thank you for your letter.
b. Please send your reply at an early date.
— 6 —



c. I feel sorry for being unable to accept your quotation.

d.

e.

2. a.

[

It would be very much appreciated if you could offer me
an interview.
Will you please refer to the contract and see if there is a

possible solution to the problem.

The shirts we deal with come in six colors. For an
accurate shipment, please indicate your choice in the
‘enclosed form.

The products we supplied are of fine quality.

We will be able to ship the goods commencing from May
8. '

. You could have obtained the discount if you mailed the

cheque in time.

. We have replaced the DP-12 manual typewriters with the

new models——Type EY-24 since last December.

Enclosed is a questionare. Please feel free to show us
your comments on using the products.

You will earn a discount of 2% for cash payments.
Your Srompt reply will enable us to effect an immediate
delivery of your goods.

For a correct shipment, please complete the enclosed

form as requested.

- Your entertainment/acceptance of our modified plan will

lead to more orders from our local customers.



