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Module One Daily Practical
Relating to Business

Brief Introduction to Daily Practical

Writing Relating to Business

Introduction

Daily practical writings refer to the practical literary styles which are widely used
for dealing official or personal affairs in daily life, work and study. Daily practical
writings are easy to understand, use and very close with our daily life. With the rapid
progress and development of society, science and technology, the daily practical

writings are used more and more widely.

Functions

The functions of daily practical writings are:
1. To explain or justifly the conductions that have already been taken;
2. To convey or deliver some information or news;

3. To influence the reader to take some actions.

Characteristics

The characteristics of daily practical writings are as follows:

1. Practical

Being practical is one of the most important characteristics. It is written for a
special purpose: either solving some certain questions, or achieving some certain

communicative purpose,




2. Authentic

Being authentic mean that the gathered facts and statistic figures must be highly
objective, correct and accurate. All data and raw materials must be gained and
collected in a scientific and objective way.

3. Logical

The thoughts, expressions and structures of practical writing must be logical,
clear and coherent. That is to say, they should be organized and composed logically.

4. Fixed

Being fixed is another most prominent characteristic of practical writing. Each type
of practical writing has a fixed writing format and style. The format of practical writing
which is developed and formed subjecting to a long period of writing practice has been

widely acknowledged, accepted and observed strictly.

Types

The daily practical writings can be classified into the following categories according
to the users’ purposes and the situation.

1. Social writing

Social etiquette writing is mainly used on the social or etiquette occasion, which
promotes the friendly development of relationships between people and also embodies
the civilization of people’s communication. Social etiquette writing is developed on the
basis of equality and mutual respect. It includes invitation, welcoming speech,
congratulatory speech, send-off speech, preface, letters of invitation, letters of
sympathy, letters of condolence, congratulatory telegram, words of advice and so on.

2. Poster and announcement

It refers to the practical writings that can be posted in the public place and
published or broadcasted through public media. They can be seen in almost every alley,
street, school and factory, etc. It includes weeding announcement, engagement
announcement, inviting applications for a job opening announcement, business
announcement, lost, found, lecture poster, match poster, concert poster, and so on.

3. Memorandum and short note

It refers to the common practical writings which are used as an evidence or
certificate and for stating, stipulating and prescribing some certain articles, such as in
loan note when two parties deal with personal or official affairs. They are simple,
short, concise and easy to understand and keep. It can be classified into loan note,

debt note, receipt note, note for leave, message and so on.



4, Others
The other practical writings include certificate, notary, letters of certification,
letters of application, letters of introduction, letters of appointment, resumé,

instruction, etc,

Guidelines for Writing

1. The basic requirements of daily practical writing are as follows: :
First, keep to the point;

Second, pay attention to the format;

Third, be coherent on the thoughts, structures and the expressions;
Fourth, be careful on wording in the formal and informal form. 3
2. There are certain steps which you need to follow in the process of practical writing: ‘
First, organize your materials; ‘
Second, consider your audience or readers;
Third, write;

Fourth, proofread;

Fifth, edit your text.

sseuisng o} Buipjey Buiupn (09110014 AjIbg

The emphasis on each step may vary, depending on what you are writing, but the
steps are the same whether you are writing an E-mail to your department, or an

instruction manual for a software package.




Task Situation

Tom Smith, the Sales Manager of Lily’s company, has received the following fax
from a company in Beijing. He handed the fax to her and asked her to write a reply

under his name. How could Lily do it? Can you help her?

To: Tom Smith, Sales Manager, DDS Trading Company
‘ Fax. 020-87226201
From: Jenny Lee, Sales Manager, Brothers Trading Company
Fax: 010-36225425
Date: November 15", 2010
Subject: Enquiry
Pages: Only 1 page
With reference to the advertisement in South China Morning Post yesterday,
could you please fax me a copy of your latest catalogue? I would also like to know if it

is possible to make purchase online.

Introduction

A fax (abbreviation of facsimile) is used to transmit and receive various kinds of
messages: letters, figures, pictures, diagrams, patterns, etc. Transmission of a fax
message takes only seconds per page. Because of its versatility and speed, sending
messages by fax is now a popular choice in business communication.

The purpose of a fax is to transmit information briefly and quickly. The message
can be about almost anything: enquiries, offers, instructions, invitations, congratulations,
appreciations, etc. Whatever the purpose is, the main aim of a fax is to make it possible for

the reader to get the information quickly and with complete understanding.




Sample Study

ISU Trading Limited
P. O. Box 510091, Guangzhou, China
Tel: 020-33500010 Fax: 020-33500011

Web: www. isu. com E-mail: marketingabc(@isu. com

To: Johnson Lee, Brothers Trading Co.
Fax: +8522714 7725

From: Peter Black, ISU Trading Ltd.
Fax. 020-33500011

Date: May 6", 2010

Subject: Trading Conference Confirmation
Pages: 2 (including this one)

N. B. Please Fax 020-33500011 if there is any problem with this transmission.

I am pleased that you will be representing Brothers Trading Company at the
International Trade Conference to be held on May 25", 2010 at White Swan Hotel.
Attached is the form confirming your attendance. Please fill it out and fax it back

to me before May 20™, so I can proceed with room reservation and other necessary

arrangements with the hotel.

After-reading Task

1. When and where will the conference be held?
2. What is attached in the fax?

3. What is Johnson requested to do after receiving the fax?

Sample Analysis

A fax often has two parts: the heading and the body

1. Heading

The heading of a fax gives information about the sender’s company, recipient,
sender, date, subject, fax number, number of pages, etc. Many companies have
their own fax coversheet on which all the above have been printed. You just fill them

out and send the fax. If you have to compile a fax heading, you can use the format
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below .

Name of sender’s company
Address of sender’s company
Tel: (Phone number of sender’s company) Fax: (Fax number of sender’s company)

Web: (Website of sender’s company)  E-mail: (E-mail of sender’s company)

To: (Recipient’s name, job title and company name)
Fax: (Recipient’s fax number)

From: (Sender’s name, job title and company name)
Fax. (Sender’s fax number)

Date: (Complete and current date. Don’t use numerals)
ATTN/Subject: (Specifically what the fax is about)

Pages/Number of pages: (Indicating how many pages are included)

It is important to tell how many pages are included. If one or more pages are lost
during the transmission, the recipient can ask the sender to transmit the fax again. It
can be done in several ways:

* Pages: This + 4 (total 5 pages)

% Pages: Cover 4 (total 5 pages)

% Pages: 5 (total 5 pages)

% Pages: 5 (including this one)

* Pages: This only (total 1 page)

2. Body

The space under the heading is the fax message, which normally consists of the
following information:

Opening: (optional) Developing rapport with the recipient.

Focus: Explaining your reasons for writing this fax and what you want the
recipient to do.

Closing: (optional) Expressing best wishes or your concerns.

Sometimes, the message is signed at the bottom.

Guidelines

1. Write a correct heading so that the recipient knows.
To whom it is designed — To:
From whom it comes — From:

On which date — Date:



For what purpose — ATTN/Subject:

2. Each page of a fax should be clearly numbered.
3. Use simple language and be concise.
4

. Make the message clear and complete.

(S2]

. Avoid writing any messages in the margin or at the very top or bottom of a [ax.

They might be cut off or blurred during transmission.

Useful Expressions

1. If you experience any trouble with the transmission. call me at . ..
#AE X B LM RRIB, B -

2. N. B. Please call me if the fax is illegible.
W AR TFIRAERE, WHRIATHIE,

3. At your request, I am faxing ...
RS IR BER o B TG oo A JL B oo

4. With your agreement/approval, I will fax ... |
AR R/, R GG

5. Please forgive my delay in responding to your fax.
R RBREE () MEHR,

6. This will confirm the arrangements for delivery of order made on the telephone

ssauisng o} Buypjay Bunum [0o1o0RId Ajieg

this morning.
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Task Solving

(Seen in reference answer)

Writing Practice

[ . Putting in Order

Direction: Please put the following parts into a proper order.

To: Thomas Jones From: Peter Reeve

}
Fax: 021-64253683 Fax: 020-86789872 f
Date: May 18", 2010 Pages: 1

Subject: Consultation

1. We'd like to know what we can do to help.




2. At [lirst, we thought this might result from a slack market, but on looking
into the matter more closely, we've found a slack market is not the crux.

3. We are much concerned that your sales in recent months have fallen considerably.

4. Therefore, we look forward to receiving from you a detailed report on this

situation to help you restore sales to their former level,

. Filling in Blanks

Direction: Fill in the blanks according to the Chinese hints.

To: Mary Green From: Jack Partridge
Fax: 010-44552210 Fax: 020-88256451
Date: October 21*, 2010 Pages: This only

Subject: Enquiries About Electric Products

We have received from our connections some enquiries about the following
goods. and would be glad if you would forward us the necessary catalogues with
(. FEM.

@ Digital cameras

@ Scanners

(2. MHFTRBEND for new electric products in our country

and we hope to be among the first to introduce the above products
(3. KB, Any suggestion you may give (4. X FFATH A2 44
38 would be warmly welcomed.

(5. B EZE)

. Situation Writing
Direction: Suppose you are a secretary to B&L Air Conditioner Company. John

Miller, the Public Relations Manager of the company, has received a fax from USD

Magazine and decided to promote your company's new style of air conditioner in it.

Now he asks you to write a reply to the fax in his name.



To: John Miller, Public Relations Manager, B&.L Air Conditioner Company
Fax:. 020-33256780

From: Kate Lee, Editor, USD Magaxzine

Fax. 020-86789871

Date: February 6™, 2010

Pages: 3 (including this one)

Subject: Providing Information

It was a pleasure meeting you this week and learning of your interest in our
promoting project.

Please find enclosed detailed information of our special promotion package for the
March issue.

As time is short, final deadline has passed. Your prompt confirmation would be
highly appreciated.

Thank you for your attention and I look forward to your prompt reply.

ssauisng o} Buiojey Bulup 1p21RId Ajlng




