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ral Principles

Every business message is designed to achieve a specific business objective. Its success
depends on what it says and to what extend it induces a favorable response from the reader.
Broadly speaking, the functions of a business message may be said: 1) to inform, 2) to influence,
and 3) to entertain. What you write should be free from grammatical blemishes, and also free
from the slightest possibility of being misunderstood. There are certain essential qualities of
business messages, which can be summed up in the seven C s, i.e. 1) Courtesy, 2) Conciseness,
3) Clarity, 4) Completeness, 5) Correctness, 6) Concreteness, 7) Consideration. B4 45 S48
BIREIREER H B, M5 EBGRT SO B RN SRR, R 55 SR
fest: D& Utk 3R S EIEN Ll Rk e R AR M. 5 EEER A%
A C: LS. M. VEMT. o, EfE. BAFIRE R

Courtesy

Courtesy plays an important role in business correspondence. So it is necessary to avoid
hurting expression and you should select some polite and tactful words, such as would, could,
may, please, thank you, etc. fLIULE Fi 457G o) ¥ A B A (0, 2003 Rk S A 40 T v
SEE, M RNAEH R SR BRAE, 41 would, could, may, please, thank you 5.

For example:

1) Thank you for your letter of March 4, 2003.

2) Please let us know at once if you need some other information.

Compare the following examples:

1) We allow you to get 20% discount.




Better: You can earn a discount of 20%.

2) We request early reply.
Better: We appreciate your early reply.

Conciseness

Conciseness means to write the fewest useful words without losing essential elements.
Effective writing is concise about each word, sentence, and paragraph. The elimination of wordy
business jargon can help to make a letter cleaner and at the same time more concise. A letter can
be made clearer, easier to read and more attractive to look at by careful paragraphing. A
paragraph for each point is a good rule. f&jy& 25 HRSZ A QAR EIEREATE £, @
Gl PR RATIE A B TR AERIA R ORI R U . BE& R O A Al — 35 B ke fa] 4
T, WS, ERGIAN. ZEME B R SR R .

Compare the following examples:

1) We wish to acknowledge receipt of your letter dated August 15 with the check for U.S. $
5 000 enclosed and wish to thank you for same.

Better: We appreciate your letter of August 15 and the check for U.S. $ 5000 you sent with
it.

2) You may peruse the contract and find the solution.

Better: You may read the contract and find the solution.

3) Thank you for writing us for information about our new delivery service. We have been in
business for six months, and already our customers are finding the service is dependable and
economical. A brochure giving complete details about our service is enclosed. Please call us at
123-4567 should you have additional questions.

Better: A brochure giving complete details of our new delivery service is enclosed. Thank
you for requesting this information. Should you have additional questions, please call us at 123-
4567.

4) In regard to your letter of March 25, we cannot find a record of your order for rug
shampoo. We are very sorry. We have searched all of our files to no avail. Would you please send
us a copy of your original order? And when we receive it, we’ll rush it to you by special delivery.
Again, we regret this error.

Better: As we are unable to find a record of your order for rug shampoo, would you please
send us a copy of your original order? As soon as we receive it, we will rush the order to you by
special delivery. We hope that this will be satisfactory.

Clarity

Clarity tells the readers exactly what they want to know, using short, simple, familiar words
and sentences rather than long, complex and difficult ones. &M & {FH &k 5 M 1 A
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Compare the following examples:

1) I am writing to apply for admission for sole agency of your company.

Better: [ am writing to apply for admission for sole agency for a period of a one year for the
household appliance of your company.

2) Today we shipped your order of April 15, and you should be receiving it next week, but
since you are a new customer, I want you to know that we allow an additional discount of 3% if
you make your payment within 16 days.

Better: Your order of April 15 was shipped today and should arrive next week. As a new
customer, you will receive an additional 3% discount, for payment sent within 16 days.

3) I regret to report that a severe winter storm closed our factory and disrupted delivery of
two critical components, making your shipment two weeks late, but we have now received all the
necessary parts and our crew is working overtime to put production back on schedule.

Better: I am sorry to report that your shipment will be two weeks late. The winter storm that
closed our factory also delayed delivery of two critical components. However, we now have all
the necessary parts and expect to be back on schedule soon.

Completeness

Business writing should include all the necessary information and data. A complex message
may bring you hoped-for results, establishment of goodwill. On the contrary, an incomplete one
may lead to increased communication costs, loss of valued customers, cost of returning goods, etc.
Whether the business writing is complete or not, we may use 5 Ws to check, — Who, What,
When, Where and Why or how. A message that concludes or can answer the five Ws may be
regarded as a complete one. %55 EN G FTA L THERER, —4&EHNERENS
TRITA A R, WL RIFRIEE . MR, — R AR MIME BN W] §E-T S04 38 A< 1 n |
FEE TR LGRS . B 55 -iﬁ%’ﬂf R Te#& i LU A WREATHEG
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For example: 1 write concerning a sweater I purchased from your department store in

Bedford Road, London, on Friday 4th June, 2001.

Correctness

Correct grammar, punctuation and spelling are basically required in business writing. In
addition, correctness means choosing the correct level of language, and using accurate
information and data. IEFARITEVE. FRaiff S MIPHE R FRIESEREAZKR. b, 4
Bt 2 TR IEREIE  H0E S AV L HERR 105 B BERL.

Compare the following examples:

1) Anyone can learn to type.




Better: Any one of us can learn to type.

2) Everyone is practicing comparison shopping.

Better: Every one of us is practicing comparison shopping.

3) The L/C must reach us not later than 8 October for arranging shipment.

Better: The L/C must reach us for arranging shipment not later than 8 October.

4) They bought a bicycle in Beijing in a small shop which costs $ 25.00.

Better: They bought a bicycle for $ 25.00 in a small shop in Beijing.

5) He was warned not to drink water even in a restaurant which had not been boiled.
Better: He was warned not to drink water which had not been boiled even in a restaurant.

Concereteness

Business writing should be vivid specifically and definite especially when you are requiring
something. We should certainly manage to be concrete in business writing, but sometimes we
conscientiously avoid some details for civilities. 4595 SIEEA ). HAK. WA, HBrali
ORI xF 77 32 B SR . EREAT R B EER JATN R B4R, (BRI H S HFALSm
A 23 G T TR B

Compare the following examples to see which one is more appropriate.

1) We wish to confirm our telegram yesterday.

Better: We confirm our telegram of March 29, 2003.

For business writing, it is better to make the dates and codes clear.

2) We have received with thanks your check. The amount has been placed to your credit.

Better: We have received with thanks your check No. 23 for us US$ 20,000, in payment of
our machines. The amount has been placed to your credit.

Consideration

Skillful business writers always visualize their readers’ needs, problems, customs and
problem reactions to the writing and put themselves in the readers’ position. Such thoughtfulness
is helpful to building up good interpersonal relations between writers and readers. But it is better
to use your attitude and the tactful way to blame your readers in business writing. In addition, it is
necessary to consider the readers’ sex, and level of education, etc. BAZkFIR 5 A L EEESSH
S BB T R SRR SRR AT R RN, R REAT AL . X
EHYMTEE SEREHEREVLRIFIIRR. ERSFEETEXHRT SEMEGR T XHT T
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Compare the following examples:

1) Congratulations to you on your ... (your attitude)

2) We want to send our congratulations... (our attitude)

3) As mentioned in our June 18 letter to you... (tactful)




4) Obviously you have forgotten what I wrote to you three weeks ago. (blunt) ‘
5) Obviously, you are unaware of our refund policy.

Exercises

I. Answer the following questions

1. We often hear people say the seven Cs. What are they?

2. What will be the result if a letter is ambiguous? How can this be avoided?

3. Do we use complicated words in our letters?

4. If a letter is ruthlessly concise, what impression will it give to the recipient or reader?
5. In what way can a letter be made clearer, easier to read and more attractive to look at?
6. What does promptness mean in the passage concerning courtesy?

I1. Compare the follewing pairs of sentences, choose the
better one and state your reason.

1. a. Please call me next week with the details.
b. I’d appreciate a call next week regarding the details.
2. a. Thank you for your letter of May 16 in which you complained about our service program.
b. After receiving your letter of May 16, I reviewed your concerns with our service department.
3. a. The committee has not yet reached a decision.
b. The committee hasn’t reached a decision yet.
4. a. I cannot attend the strategic planning retreat.
b. I would attend the strategic planning retreat, but then I would miss my son’s graduation.
5.a. I can’t accept your invitation.
b. I wish I could accept your invitation.
6. a. We cannot begin shipping until September 2.
b. We will begin shipping on September 2.
7. a. Your letter was received by us on May 2.
b. I received your letter on May 2.
8. a. We have begun to export our machines to countries abroad.
b. We have begun to export our machines.
9. a. For the amount of $ 320 you can buy the motor.
b. For $ 320 you can buy the motor.
10. a. You have won due to the fact that you arrived early.

b. You have won because you arrived early.




I11. Rewrite the following sentences to achieve
conciseness.

1. Please see that an inquiry is conducted to determine the reason.

2. We express our regret at being unable to fulfill your order on this occasion.
3. Payment of their accounts will be made by Johnson next week.

4. It is on the last day of June that the meeting will be held.

5. We are returning all the merchandise that is defective.

6. In the event that Model 404 is not available, please substitute Model 606.

I'V. Rewrite each sentence in order to express its
meaning more courteously.

. You have made a mistake. You should check the figures again.

. Your proposal isn’t any good, so we’re not going to accept it.

. You haven’t paid us yet. You’re late. Send the money right away.

. You won’t get your order because you didn’t give us the information.

. We must tell you that we can’t accept your proposal.

. You claim that there are 3 witnesses to the accident. We need their names and addresses.
. Thank you in advance for all the help you will give me.

. Your letter is not clear at all. I can’t understand it.
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. We need the statement by the end of next week.
10. This is to inform you that the goods will not be ready by June 4, and that we will not be

able to deliver them until June 8.




Your first concern in improw;ing the readability of your nonfiction writing is to choose the
right word. Your writing should use words most closely conveying the meaning of your thoughts.
Flowery words and jargon should be avoided, if possible, say what you have to say simply and
clearly.

Just as simple words will aid your writing, simple sentences are easier to read. Generally,
more than twenty words in a sentence make reading harder.

To achieve clarity in your writing , you have to be clear and organized about what you want
to write. Organization is a key to effective nonfiction writing.
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Selecting words

The right words can communicate best and have correct meanings in readers’ mind. How to
select the right words depends on your ability in using language, your knowledge about the
readers and your good judgment. FH1d13 2 n] LUA B B 4F V@ 2R, FHAE S8 fEm B AR 1E
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1. Use short and familiar words

Business writers choose short, familiar, and conversational words instead of long, unfamiliar

ones. S EF—MREMHF A, K. DELIE, MARINK. A RKE.

Compare the following examples:

Long and Unfamiliar Words. .................. Short and Familiar Words
AlleViate  ..oooeeeeeeeeeeeee e lessen, ease
amElOrate ....cussisammamsosssissvsmsneisions improve
anticipate: ... mswsmvamsimsmisissimmis i expect
ASCEITAIN  .evvveeeeeieereeieseeete e sne s eseeeae e determine, find out
aS PET YOUT TEQUEST .uveveverirreirieieeeiesenenes as you requested
COZMIZANT ..ottt aware
CONSEGUBTICE +:55uassausmssssuonmarevenssimmasmasising result, outcome
despite the fact that ........cccccevvrvirivcirerennee although
enable ... allow, help
ENACAVOT ...ttt try
(7751 11721115, .result, outcome
EXpedite  .iivessmmsssspssass s .speed up
facilitate ..help, aid
forward send
immediately .......ooevvevierieviiiceieeeees now, right away
Implement  .....oc.oooiiiiiiiiicceee e start
HHALS ussssisuossvamsamssssmmnsmorsremmssnsssmssaissssias start, begin
INOrderto  viusmsmmsssmsaamasamamissass to
NECESSILALE ..o require

2. Use appropriate conjunctions

Compare the following the appropriate use of conjunctions can enhance the readability of

your nonfiction writing.
conjunction words and phrases

PURPOSE FORMAL INFORMAL
comparison similarly,in comparison again, likewise, still

time eventually, formerly, subsequently then, next, after, later since, while

sallme furthermore, moreover, in addition and, third, first, second,besides, also
direction

contrast however, nevertheless, on the contrary but, still, yet, meanwhile, on the other hand
illustration to illustrate, in other words for example

conclusion therefore, accordingly, in conclusion S0, as a result, to sum up, in short

emphasis in any event, to be sure of course, naturally, obviously




