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Unit One Introduction to Writing
Business Correspondence

The leamers are supposed to:

1)have a good knowledge of the principles for writing business letters;
2)analyze features of good business letters;

3)express in appropriate styles and tones when writing business letters.

1.The Principles for Effective Writing

It is very important for us to write an effective business letter in order to establish business
relationship with our clients. But do you know how to achieve this? The following passages will tell

you some important criteria. So please read them carefully.

(1) Courtesy

Review of actual business correspondence reveals that special attention s..ould be devoted to
assuring the courtesy of business communication. By courtesy we mean treating people with respect
and friendly human concern. Effective writers visualize the reader before starting to write. They
consider the reader’s problems, circumstances, emotions and probable reactions to their request.
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(2) Correctness

Correct grammar, punctuation and spelling are basic requirements for business writing. In

addition, correctness means choosing the proper language and using accurate information and data.

(3) Conciseness

Effective writing is concise—each word, sentence, and paragraph counts. Conciseness means
to write in the fewest possible words without sacrificing completeness and courtesy. Because a wordy
message requires more time to write and read, business people put a high premium on conciseness in

business messages. Conciseness will give emphasis to the message.
(4) Clarity

Clarity tells the reader exactly what he or she wants and needs to know, using words and a
format that make your writings totally understandable with just one reading. Short familiar words and

simple short sentences rather than long difficult words and complex long sentences are better for this

purpose.
(5) Concreteness

Business writing should be vivid, specific and definite rather than vague, general and abstract,
especially when the writer is requiring a response, solving problems, making an offer or acceptance,

etc.
(6) Completeness

It should include all the necessary information and data in the message because information and
data can help senders get receivers’ responses and achieve desired objectives. An incomplete
message may result in increasing communication costs, loss of goodwill, decline in sales and valued
customers, cost of returning goods, and more time trying to make sense out of the incomplete

message.

2 Features of Good Business Letters

Achieving the desired effects is a matter of writing skill and of understanding how people
respond to words. It involves keeping certain features of good business letters to work them into your

letters.
(1) Using you-viewpoint
Consideration means thoughtfulness. So you should always put yourself in your reader’s place,

2
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which is what people now emphasize, i. e. “you” attitude, and avoid taking the writer’s attitude,

“

i.e. “we” attitude.

Therefore, you should always keep in mind the receiver you are writing to, understanding his or

her problems and taking the positive approach.

Let’s make a comparison between the following two groups of sentences.

“we” attitude “you” attitude

We allow a 5% discount for cash payment. You earn a 5% discount when you pay cash.

(2) Avoiding the old language of business

Good writers take care to avoid stale expressions. Early English business writers borrowed
heavily from the formal language of law and from the flowery language of the nobility. From these two
sources they developed a style of letter writing that became known as the “language of business”. It
was a cold, stiff, and unnatural style, but it was generally accepted throughout the English-speaking

world.

For example, your letter of the 7th inst. (4< H ) received and contents duly noted; please be
advised to. . . ; wherein(7FAFHL[H) you state as per your letter; thanking you in advance.

'y
’

It is obvious the tone is cold, and the expression“7th inst. ”, “please be advised to...’

“wherein” are out of date and should be avoided.
(3) Accent on positive language

People enjoy and react favorably to positive language. A positive tone builds the reader’s
confidence in the writer’s ability to solve problems and strengthens personal and business
relationships. Positive words are usually best for letter goals, especially when persuasion and
goodwill are needed. Positive words emphasize the pleasant aspects of the goal and tend to put the
readers in the right frame of mind. They also create the goodwill atmosphere readers seek in most
letters. Negative words tend to produce the opposite effect. They may stir up your reader’s resistance

to your goals, and they are likely to be highly destructive to goodwill.

(4) Conversational style

A good letter should reflect the personality of the writer and needs to be pleasing to the reader.
In a good letter conversation is held. People who write with a sense of personal contact have a better

chance to make what they say interesting and convincing than those who feel they are writing letters.

3
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Whatever you talk about in a letter, the language you use should be the same as if you met the
person on the street, at home, or in the office. It is also the language we use most and understand

best.

3 Preparation before Writing

As a writer, you should make preparation for your creative works before taking up the pen.

Generally speaking, the following should be borne in mind.
Tip 1: Studying your reader’s interest

It means that you should think of what your reader thinks. To achieve this, you should “put
yourself in your reader’s shoes” and try to imagine how he will feel about what you write. Ask
yourself constantly, “what are his needs, his wishes, his interests, his problems to be solved, and

how can I meet his requirements. ”
Tip 2: Planning what you will write and writing effectively

In order to plan what you write better and to write effectively, you should draft an outline before

writing. Every language has its own features.

Task 1 Compare the following two letters and tell which one is better and why.

Letter 1

Dear Sirs,

We wish to acknowledge receipt of your credit application dated February 17 giving trade and
bank, references, and we thank, you for the same. Please be advised that credit accommodations
are herewith extended as per your request and your order has been shipped.

Hoping you will give us the opportunity of serving you again in the near future, we remain
ready for it.

Very truly yours,
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lLetter 2

Dear Sirs,

Y.

Thank, you for sending so promptly the trade and bank_ references we have asked for. I am glad
to say that your order has already been shipped on the terms you requested.

We hope you will give us the chance to serve you again.

Very truly yours,

Task 2  Please revise the following sentences so that they are positive rather than
negative.

1. Unfortunately, your order cannot be sent until next week.

2. To avoid the loss of your credit rating, please remit payment within ten days.

3. Your misunderstanding of our January 8 letter caused you to make this mistake.

4. You cannot visit the plant except on Saturday.

5. Our stone-skin material won’t do the job unless it is reinforced.

5]
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6. Your negligence in this matter caused the damage to the equipment.

7. Do not walk on the grass.

8. We regret to inform you that we must deny your request for credit.

Task 3  Please write you-viewpoint sentences for each of the following situations
described. .
1. We will be pleased to deliver your order by the 16th.

2. We have worked for 20 years to develop the best model car for our customers.

3. We have received your letter of May 16.

4. We have been quite tolerant of your past-due account and must now demand payment.

5. We have shipped the Dove desk set you ordered on May 3.

6. We can sell at discount prices, but we cannot permit returns of merchandise.
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Task 4 Please read the following two letters and compare which one is better and give
your reasons according to the knowledge you have learnt in this unit.

Letter 1

Dear Sﬂs;

We have received your request for permission to use our computers during the next session for
summer school. We are pleased to inform you that you may use all 15 of the laptop computers
you requested. Would you please come in and fill out the necessary paperwork, ary time before k

Aprit

Yours sincerely,

lLetter 2

Dear Jessica, b

Good news, Jessical All 15 of the laptop computers you requested will be available to use
during the next session of summer school. ®Please come by the office before April 1 to fill out h

Yours sincerely,
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Task 5 Please read the following two groups of sentences. Can you tell what language tone
they are in? And if you were the reader, how will you feel?

Group 1

A S A e A A U )
We cannot understand your negligence. é
We will not tolerate this condition. §

Your careless attitude has caused us a loss in sales.

s

We have no intention of permitting this condition to continue. ?
We have had it!

A A A A A A A A A A A A A A A A A A A A A A A A A A A AR AR S AR R e e

-/\-/'/\/‘%-/\%\-_4,\?
o

Group 2

S e e S ) e ) L D N A A

We can deliver the goods on July 11.

./\-//.\/-/_\?

So that you may have the sofa you want, will you please check your choice of fabric on the
enclosed card?
Your check will be mailed on October 1.

Please format this letter in the block style shown in the Office Procedure Manual.
A A A A A A A A A A A A A AR A A A A A A A A A A A A A A A A A AR e e e Y
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