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Chapter |
Essentials and Formats of Business Writing

(BHFEENSEERSEEHIERN)

= Section One Essentials of Business Writing

(BFEREEER)

The following steps are of vital importance in writing a document
1. Step 1: Plan Your Task.

Business Writing is characterized by rigor in organization, conciseness in
expression and precision in meaning, Good writing requires a series of conscious
decisions. Good thinking starts with good planning. Before writing, you need to
take the following into careful consideration:

1) Your purposes: Why are you writing?

Your readers will expect you to make your purpose clear to them in your
documents. Accordingly, what you have to do is to determine what you want
your readers TO DO, TO KNOW and TO FEEL.

2) Your readers: Who will read, review and approve your document?

Your document is what will capture your readers’ attention. And their
priorities, interest, needs should be well considered.

3) Format: What form should the document take?

Is it a memo, report, letter, proposal, or agenda, etc. ?
2. Step 2: Design Your Message.

Here are the essential qualities you should bear in mind and apply to writing

an attractive and well-organized business letter:
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1) Write effective subject lines,
A subject line should be informative and interpretive, giving both the
purposes and the key facts related to it.

(1) Begin with an indication in the signal line, for example;

T =

2) Include your main points in the first lines of your text. Its opening lines
usually repeat the words and phrases of the subject line, for example:

i

4) Write informative headings.
Make headings informative so readers can determine immediately the main

point of a section, for example:
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5) Generate supporting ideas under headings, for example

6) Review main ideas.
At the end of a long document, restate the purpose (Do/Know), as well as
your key point, for example;

3. Step 3: Revise Your Document.

1) Be clear in every detail.

First of all, make sure that your letter is clear enough not to cause any
misunderstanding. Next, when you are sure about what you want to say, say it
in plain, simple words. Good, straight forward, simple English is needed for
Business Writing.

2) Be concise.

Conciseness means saying all that needs to be said and no more. To be
concise, a message must be both brief and complete.

(1) Paragraphs:

¢ A paragraph contains no more than six lines;

o Every paragraph should have only one major idea.

(2) Sentences:

e Active voice is much preferred;

« Strong verbs are much favored;

e. g. use announce instead of make an announcement.

False subjects such as “it”, “there” are preferably avoided.

e. g. use “Apparently the report will be late.” instead of “It is apparent

that the report will be late.”
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(3) Words:

* Simple words are much preferred (use the words on the right).

demonstrate show
commence begin
transmit send
component part
subsequent later

o Wordy phrases should be avoided (use the words on the right).

at this point in time now

as a matter of fact in fact
due to the fact that because
for this reason 50

3) Be correct.

When you are confident that your document meets the criteria for clarity and
conciseness, you are ready to do the proofreading. At this stage you should focus

on grammar, punctuation and spelling.

&5 Section Two Formats({5HER)

Every well-constructed letter is made up of at least six essential parts:
heading, salutation, subject line, body, close and signature. In addition, there
are two other parts that can be used if necessary, i. e., inside address and

enclosure,

1. Heading

The heading, in full, consists of the address of the sender and the date.
However, most business paper is printed with a letterhead giving the name of the

company, as well as its address. For this reason, the heading consists of the date

only. Here is an example:
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The date is important and should never be omitted. It goes immediately
below the address, never above it, or in the same line with it. To avoid the
possibility of any misunderstanding on the part of the person to whom you are
writing, it is very important that you make the date of your letter perfectly clear.
The name of the month should be spelled out in full. To give the date in figures
(e.g. 12/10/2010) is in bad taste, for it may cause confusion. In Britain this date
would mean 12th October, 2010, while in the United States and some other
countries it would mean 10th December, 2010. Always type the date in full, in
the logical order of the day, month, year. For example:12th October, 2010 or 12
October, 2010. The day can also be written after the month, for example:
October 12th, 2010 or October 12, 2010. In such a case, always put a comma
between the day of the month and the year.

2. Inside address

The beginning of the inside address contains the name and address of the firm
or individual to whom you are writing. The inside address should be in line with
the left hand margin. English addresses have the following parts:

(1) Name of the company;

(2) Number of building and name of street;

(3) Name of city or town;

(4) Country or state and its post code;

(5) Name of country.

For Example: Peter J. Hat Co. 33 Lafayette Street Chicago 39, IlL.
39760 U. S. A.

3. Salutation

The salutation in a business letter is simply the formal written equivalent of
“Hello” or “Good Morning”. The customary greetings in a business letter are as
follows:

(1) Dear Sir (or Dear Madam, or Dear Sir or Madam, if you do not know the
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sex of your addressee) ;
(2) Dear Sirs (when a partnership is addressed) ;
(3) To Whom it May Concern (only for testimonials and things of that kind).

4. Subject line

It should appear two lines below the salutation and two lines above the first
line of the text. The subject line should use boldface, underlining, or other print

means for emphasis.
5. Body

The body of a letter is the main part of the message, or the subject matter.
Since its main purpose is to convey a message, the letter should be written in
easily understandable language. The following serves as reminders:

(1) Start a new paragraph every time you change to a new subject. Be sure
to confine each paragraph to one topic;

(2) Watch for spelling and grammar errors. Be clear, concise and correct;

(3) Keep it conversational. Avoid stereotyped phrases or commercial jargons
or slangs. Here is an example of a typical business letter, complete with
Addre

4

n B

Heading, Inside ss, Salutation, and Body:
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" have foun:
pleased, however, to know that w
~ Thursday at the ffaté'st.";

We hope that we b ave not inconvenien

- Yours sincerely,

"(Siigna_t‘uré),. : :

6. Close or Complimentary

Close, just as the salutation, is a letter’s equivalent of “Good Morning”, so
the complimentary close is an equivalent of “Good bye”. You can use “Yours
sincerely” if you know the receiver by name. If you are not acquainted with him

personally, the most common form to use is “Yours truly”.
7. Signature

The signature, the name of the person who wrote or dictated the letter,
should always be written by hand. A rubber stamp would make a poor show.
When the writer represents a firm, whose name is not printed in the letterhead,
the name should be typed to follow the signature. For example:

Yours truly,

(Signature)

Al fred Smith , Office Manager

AB Company

8. Enclosure

The enclosure appears in the lower left hand corner, indicating anything that
is included in the same envelope, such as;

Invoice 435/908 ;

File 980-34



8 KRB

Section Three The Envelope( /s #f)

1. Formats

Envelope addressing should meet three requirements: accuracy, legibility
and good appearance. Here are two examples, which show the indented form of

address and the blocked form of address respectively.

Specimen 1
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2. Addressing

To address an envelope, you should make general arrangements so that it
looks pleasing to the eyes. The return address is to be put in the upper left corner
or the back of the envelope. The signs like AIRMAIL, EXPRESS,
REGISTERED are supposed to be written above the name and address of the

addressee or under the stamp which is usually in the upper right hand corner.

In case the recipient’s address is unknown to you, you may send a letter to
him/her “care of” (C/O) his/her friend, say, Mr. Alfred White. Then on the

envelope you may write as follows:

Specimen 3

Never write a message on an envelope. It is in bad taste to have an envelope

scribbled with a message.



