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WUnit One

Business Letter-Writing and Its Layout

Part One: Teaching Aims and Requirements )

1. To help students to learn the functions of business letters and their importance
in business activities.

2. To help students to learn the writing principles of business letters.

3. To help students to study the layout of business letters, including letter styles
and the structure of business letters, which is most important in this unit.

Part Two: Study of Business Letter-Writing

I. Introduction

First and foremost, why is business letter-writing so important? Because at present
many business messages are sent by way of fax or e-mail, both the language and style
used infaxand e-mail are quite similarto those used inthe traditional letter, and emphasis
is again laid on business letter-writing in the course of Business Correspondence.

Effective business communication requires good English and right approach, apart
from professional knowledge and basic concepts of international economy and trade.
Moreover, the writer has to always remind himself of his foreign economic and trade
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policies and those universally-accepted rules and practices. In presenting an idea,
especially in case of a dispute, one should bear in mind the national interests and
proceed with good reasons and proper restraint. Care should be particularly taken to
avoid ambiguity or misunderstanding. Otherwise, itwill give rise to further correspondence,
and thus wasting instead of saving time.

Generally speaking, the functions of a business letter are:

1) To ask for or to convey information;

2) To deal with matters concerning negotiation of business;

3) To confirm cables, telexes, telephones or face-to-face talks, especially important
ones.

There is also an essential incidental purpose—that of building goodwill by creating
inthe mind of the reader an impression of the writer’s organization as one that is efficient,
reliable and anxious to be of service.

Unlike a personal letter, a business letter should be business-like, for it plays a very
importantrole in atransaction. Besides, it is written in order to achieve a definite purpose
and often gives rise to the legal obligations of the writer.

When drafting such a letter, the writer should take the correct attitude towards the
reader. That is to say, he should be courteous, honest, tactful and genuinely interested
in promoting a mutually beneficial business arrangement, taking into account the
reader’s requirements, level of understanding, and probable reaction to the information.

II. Principles of Business Letter-Writing

There are several basic principles of good business letter-writing, which are
commonly called “the seven C’s”, i.e. 1) Correctness; 2) Consideration; 3) Courtesy;
4) Clarity; 5) Conciseness; 6) Concreteness; and 7) Completeness.

1. Correctness IEffi

A business letter should contain accurate information and the writer should follow
accepted standards of grammar, spelling, punctuation and sentence construction, for
the letter concerns greatly the rights, obligations and interests of both the buyer and the
seller; moreover, it is the basis of all commercial documents (such as contracts, letters
of credit, etc.).

The term correctness, as applied to business communication, means the writer
should:
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a) Use the correct level of language.

b) Include only accurate facts, terms, words and figures.

c) Maintain acceptable writing mechanics.

d) Apply all other relevant “C” principles.

Look at the sentences below and think about whether or not they include any
grammatical errors or some other kind of mistakes.

1) We hope that you will attend to the coming Guangzhou Fair.

2) Nothing is so important than quality and packing.

3) The two first items are not available.

4) Neither of the offers are acceptable.

5) We not only built houses, but also flats.

6) While studying the report, the telephone rang.

7) To our much surprise, the raincoats arrived with no caps.

2. Consideration {&ix

By consideration, we mean you prepare every message with the reader in mind and
try to put yourself in his place. Imagine yourself to be the reader rather than the writer.
Try to sense the feelings your letter is likely to arouse and the reaction it is likely to set
up.

This thoughtful consideration is also called the “You-attitude”. To be considerate,
you should focus on “you” instead of “I” or “we” and show the reader benefit or interest
in him as the personal “you” produces the warmer and friendlier tone.

Look at the following sentences:

1) /t is regretted that the goods cannot be sent today.

2) / write to send my congratulations.

3) We do not permit outside groups to use our equipment except on a cash rental
basis.

Think about the questions below:

Are they good sentences? If they are, why? If they are not, then why?

3. Courtesy #L5%

A courteous letter helps to strengthen business relationships and make new friends.

Courtesy stems from the sincere you-attitude. It is not merely politeness with
mechanical insertions of “please’(s)” and “thank-you’s”. This principle means you
should follow not only the guidelines talked under consideration but these suggestions
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respecting tone and promptness of message:

a) Be sincere, tactful, thoughtful and appreciative.

b) Avoid irritating, offensive or belittling expressions.

c) If an apology is necessary, make it courteously and sincerely.

d) Be prompt in answering letters.

Look at the following sentences:

1) You are requested to remit the amount by 10 August.

2) We must tell you that we can’t accept your price.

3) Your letter is not clear at all. | can’t understand .

Now, think about the questions below:

Are they effective sentences? If they are, why? If they are not, then why?

4. Clarity 5%

Clarity is the writer’s first responsibility since a message that is not clear to a reader
cannot possibly communicate the writer’s intentions. To accomplish this goal, you must
first be quite clear about what you want to say and then say it in plain, simple language
appropriate to the understanding level of your readers. Good, straightforward, simple
English is what is needed for business letters.

There are three guidelines for observing this writing principle:

a) Choose short, familiar and conversational instead of long, complicated and
roundabout words or phrases.

b) Construct effective sentences.

c) Organize your ideas into a logical order.

Look at the following sentences:

1) | hope you will be in a position to make a decision within a short time.

2) The contractenclosed herewith requires your signature before it can be executed
and should be directed to the undersigned.

3) Those who work rapidly get ill in these condiitions.

Now, think about the questions below:

Are they effective sentences? If they are, why? If they are not, then why?

5. Conciseness &5

Conciseness means saying what you have to say in the fewest possible words
without losing clarity, courtesy, completeness and good English.

The two essentials—clarity and conciseness—often go hand in hand and the
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elimination of wordy business jargon can help to make a letter clearer and at the same
time more concise. You can achieve conciseness by choosing words wisely and
shunning all unnecessary words and phrases. But never seek for brevity at the expense
of clearness, courtesy and good English. Sometimes a letter dealing perhaps with a
multiplicity of matters cannot avoid being long.

To achieve conciseness—the opposite of wordiness, try to observe the following
suggestions:

a) Omit stereotyped phrases and commercialese.

b) Avoid unnecessary repetition and wordy statements.

¢) Include only relevant facts.

d) Confine each paragraph to one idea.

e.g. 1) We take the liberty to approach you with the request that you would be kind
enough to introguce to us some importers of stationery in your country.

In the sentence above, there are three trite expressions or stereotyped phrases
which are not suitable for our modern business letter. Let’s see who can identify them
and correct them in the shortest possible time.

2) Assuring you of our favorable consideration, we remain.

Is this a sentence? Can it be used in a business letter, especially in a modern one?
Why or why not? How will you convert it into present-day business language if your
answer is negative?

The following are two letters with the same content. Please read them and think about
which one is better. Give the reasons for your judgement.

[ Letter One)

Yaurs fam@fulfx .

. o . o
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[ Letter Two]

Dear Sirs,

: P/ease sh/p byparce/post bythe endofDecember, 3acop/es of “Barron sPract/oe
Exercises for the TOFLE”.

 Thank you in advance far your cooperat/on

Vaurs fa/thfu!/y, ”

. o . o it

6. Concreteness &

Writing concretely means making your message specific, definite and vivid rather
than vague, general and abstract. A business letter should avoid emptiness in contents
and vagueness in ideas.

The guidelines below may help you achieve concreteness:

a) Use specific facts and figures.

b) Put action in your verbs. (Prefer active verbs to passive verbs or words in which
action is hidden.)

c) Choose vivid, concrete and image-building words.

Look at the following sentences:

1) The preparation of new salary scales is in hand.

2) These brakes stop a car within a short distance.

3) Various aspects of this equipment make it a good choice.

Think about the questions below:

Can you understand the first sentence? Are the ideas expressed in the sentences
concrete? If they are not, please amend them so that they become specific, definite and
vivid.

7. Completeness 5%

Your business message is “complete” when it includes all the information your
reader needstoactupon. Incomplete information is annoying and costly because itholds
up business transactions and duplicates work.

To strive for completeness, keep the following guidelines in mind:

a) Answer all questions asked.

b) Give something extra, when desirable.

c) Check the five W’s and any other writing principles.

Read the following message carefully.



