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= Introduction

Part One contains one chapter,
which outlines the composition
of this book, shows the
characteristics of business
writing, explains the writing
process, and emphasizes the
impact of cross-cultural issues

on business writing.

D Chapter 1 Introduction







Business writing covers a wide range of written documents, from informal one-line
emails to complex contracts covering hundreds of pages of legal English. Clearly, in a
book like this it will not be possible to cover every aspect in detail; however what this
book will do is to give you an introduction into the most common types of business

writing you are likely to meet.
Each chapter focuses on a particular type of business writing. The outline is as follows:

Part Two consists of two chapters dealing with business correspondence. Chapter 2 is
about the letter layout, while Chapter 3 concerns four kinds of business letter writing:
good news and bad news letters, letters of complaint, and letters of persuasion. Email
message writing is also included in this chapter because email messages often appear in

letter format.

Part Three, from Chapter 4 to Chapter 9, focuses on business reports for both internal

and external uses. Chapter 4 is about memos, which are mostly used internally in




businesses. Chapter 5 deals with such meeting materials as meeting notices, agendas,
and minutes. This chapter is put in this part because meeting minutes are regarded
as a business report. Chapter 6 is an introduction to report writing. The following
three chapters focus on various business reports including informational and analytical
reports, business proposals, business plans, and annual reports for both internal and

external uses.

Part Four deals with the writing for public relation purposes. Public relations, as the
name suggests, concern the relationship between an organization, a company or an
institution, and the general public. One of the aims of public relations is to influence
the general public through a variety of publicity materials. Press releases are the main
focus in Chapter 10, technical descriptions in Chapter 11, and operating instructions in
Chapter 12.

Part Five, consisting of Chapters 13 and 14, deals with visual presentation of
information. Of the five senses we use in absorbing information, sight takes up the
largest share. Visual presentation of information is important by itself and meanwhile

can facilitate verbal communications.
The last chapter focuses on contracts, an important document in business practice.

For the rest of this introductory chapter we will look at the process of business writing
in a foreign language and in particular the basic principles which we should try and
follow. We will also discuss intercultural aspects of business writing, as these form a

foundation stone on which all else is built.

Business Writing

Business writing is quite different to the academic writing you may be used to. First
of all, it is not about writing essays or assignment for a teacher who then corrects the
work and awards a grade. It is about communicating a message. Everybody in the
business world has to be able to communicate with colleagues, customers, and partners
and so on. Clearly some of the time this will be in your own language, but in an ever
increasingly global workplace much of this communication is likely to be with people
from a different country and a different culture. English is the lingua franca in the

business world.

The higher you go in an organization the more likely the chance that you will spend




Introduction

more time reading and writing. Strong communication skills are vital for anyone
wishing to rise in a company, and written communication skills are one key element.
Written communication allows people to communicate across time. It also provides a
permanent record. As far as business is concerned, strong communication skills increase
productivity, raise effectiveness, and contribute to success. It is not surprising that
so many companies all over the world invest heavily in training their workforces in

communication skills.

Written communication is about putting your thoughts and ideas into a form (a
code) which can then be transmitted to another person. This person will then need
to interpret the message which has been transmitted. This may involve some sort of
feedback or response. So communication involves more than one person — it is not
only about writing the document, it is also about that document being received and
understood and reacted upon. In addition, every message contains information, but
there is also a relationship between the writer and the reader which may influence
how a message is received. Misunderstandings can easily occur if the person
receiving the message interprets the code in a different way to the sender. So a key
responsibility of anyone producing written business communication is to make
sure that the message sent is as clear and unambiguous as possible. And to do this
successfully it is necessary to think about the reader at all times. Remember that

communication is about people.

Writing as a Process

Everyone writes in different ways, and one of the aims of this book is for you to be
able to find out how you write most effectively. There are basically two perspectives we
can take on writing. First of all, some people see writing as a process. It can involve a
number of stages, as follows:

* Clarifying your aim

* Identifying your readers

* Generating ideas

* Organizing the ideas

» Sketching a synopsis

* Drafting your text

* Revising and editing

¢ Proofreading

These stages are not fixed. Depending on the type of writing and the writer, some




