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Part One

Fundamentals of
Business English Writing

As international business and trade activities are rapidly increasing, business writing becomes
more and more significant. How to improve and master the skill of business writing is therefore
important for international enterprises’ research. This part explains the fundamentals of modern
business writing, emphasizing the principles, adaptation and selection of words, construction of
effective sentences and paragraphs. Through the study of the applied language materials and prac-
tices, the learners are required to master the principles in business writing. Based on the analysis
of all kinds of writing styles, the learners would get a clear impression of the characteristics of
business writing and can select the corred words and organize the sentences efficiently in practical
application.
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Chapter One

General Principles of
Business Writing

[ Learning Objectives ]
This chapter mainly narrates the 7 principles in business English writing, and why and how to
follow these principles. The students would understand the characteristics in business writing, and

how to master and standardize their business writing.

[ Important & difficult Points ]
1. The contents of 7 principles
2. The status of 7 principles

3. The standardization in business writing

[ Key words & Expressions ]

courtesy, conciseness, completeness, clarity, correctness, concreteness, consideration

[ Learning Contents ]

Every business message is designed to achieve a specific business objective. Its success de-
pends 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 to be: 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 busi-
ness 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

AR5 SRR B E B9 H B9 i) 5O TSR N AR B S STk
TR 95 SCAF R DR« 1) 5152 ) Wi ;3 ) $2380o i AT 55 5 R 17 244 3 A T 12 i RTR A 2 T L
B AT AR 7 95 BAFEOR A LA CALS fa70h T M S8 8 ERT BRI 21
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I. 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.

ALSRTE 1 55105 2l v 0 T A R A 0, A T S (o P 05 5 1 R TRl SRR

i %) 3A]E , 40 would, could, may, please, thank you 2545,

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.

II. Conciseness: Conciseness means to write the fewest useful words without losing essential
elements. Effective writing is concise about each word, sentence, and paragraph. The
eliminations of wordy business jargon can help to make a letter cleaner and at the same
time more concise.

Consise writing is not necessarily short. Sometimes a letter dealing perhaps with multiplicity
of matter cannot avoid being long. If conciseness conflicts with courtesy, then make a little sacri-
fice of conciseness. Generally speaking, you will gain in clearness and conciseness by writing
short sentences rather than long ones.

A letter can be made clearer, easier to read and more attractive to look at by careful paragrap-
hing. A paragraph for each point is a good rule.

i TR S R A AR B RAR B R . Al P R0 A B TS R Ry
WA . I A ERE TR, A I — A B S F g A5 R A n] s S bt 2K — 28, 4
REAERE S AU Z VRGP, W R RERGT RS . —BORUL, A LU A AR B AE ] 1

Bg BRSO H AV — BHE SRR T S 1 VM S i E S TN — Bk s Rt
— ALY B o

III. 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.
T T 6 S TRT 2 18 0 ) A T AN 2 SR SR 2 BT AR AT B AR
Compare the following examples to see how a clarity one can catch the reader’s eyes.
1) I am writing to apply for admission to the graduate school of your university in the spring
of 2004. (clarity)

2) I am writing to apply for admission to your university. (vagueness)

IV. Completeness: Business writing should include all the necessary information and data . A
complex message may bring you hoped-for results, establishment of good will. On the
contrary, an incomplete one may head 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 “W’s” to check, — who, what, when, where and why or how. A
message that conclude or can answer the five “W’s” may be regarded as a complete one.

— 4 —



Part One Fundamentals of Business English Writing
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V. Correctness: Correct grammar, punctuation and spelling are basically required business
writing. In addition, correctness means choosing the correct level of language, and using
accurate information and data.

IEBITE T R 5??%%%#’%%@%9&1%?1’59@%2&%1{ BEAb , M8 TR REA 2 1Y

T A AR A E B R

For example :
It was said in China Daily that the fourth World Conference on Women will be held in Bei-

jing in September, 1995.

VI. Concreteness: 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.

1 55 BETE B A B A gy A BT R R AR 1) X0 D7 4 ORI . AR BEAT R 55 B AR IRAT]
IO ELAAR BT I AT AT DA LSS v R i A R DLl A T i (R 3

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.

Compare the following example:

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 $ 20000, in payment of

our machines. The amount has been placed to your credit.

VII. Consideration: Skillful business writers always visualize their readers’ needs, problems,
customs and problem reactions to the writing and put themselves in the readers’ posi-
tion. Such thoughtfulness is helpful to building up good interpersonal relations between
writers and readers. But it is better to 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.

IR 55 A OB E# 245 IR BN 1 2 Tn) el | 45T DL R X S ekl BEAE HE Y 2
afFﬁﬁ%ﬁéu,u% XMUREA B TS S A REFRI R . TERT 55 BAE P ECR R
ﬁﬁf%ﬂ%i&aﬂ’)ﬁfﬂ TTRTT e FAh, M B BT R AR
Compare the following examples:
1. Congratulations to you on your ... (your attitude )
J— 5 J—
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We want to send our congratulations . .. (our attitude )
2. As mentioned in our June 18 letter to you . .. (tactful )

Obviously you have forgotten what I wrote to you three weeks ago. (blunt)

Exercises

I. Answer the following questions:
1. We often hear people say the seven C’s. What are they?
What will be the result if a letter is ambiguous? How can this be avoided?
Do we use complicated words in our letters?
If a letter is ruthlessly concise, what impression will it give to the recipient or reader?

In what way can a letter be made clearer, easier to read and more attractive to look at?

A

What does promptness mean in the passage concerning courtesy?

II. Rewrite the following sentences based on the constructions in the text.
1. Mr. Johnson wrote to Mr. Zhou that he had received his order.
2. We have duly received your order, for which please accept our thanks.
3. We have ordered the goods, and they will be received by us in two weeks.
4

. We hope to receive your catalogue by return mail. Thank you in advance.

III. Which of the characteristics of effective business letters are lacking in the following
letter?
Dear Sirs,

I know your advertisement in the Estate Builder’s Monthly of 3rd of July, we want to
have a quotation for the new bathroom showers which are described. As building constructors
we erect many houses and many blocks of flats a year. If we receive a favorable offer, and
your equipment is of good quality, we can place large orders with you.

Yours faithfully



Chapter Two

How to Write Effectively

[ Learning Objectives ]
This chapter mainly narrates how to select appropriate words, and how to construct effective

sentences and paragraphs. Students would master the skills and characteristics of business writing
in this chapter.

[ Important & difficult Points ]
1. Adaptation and selection of words

2. Construction of effective sentences and paragraphs

[ Key words & Expressions ]

adaptation, selection, construction, effective sentences/paragraphs

[ Learning Contents ]

Your first concern in improving 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.

S A B AR, S — D IR RO AR e A X A TR . VRN 8 5 f RE R I AR
ARAREL I TR, AT R SRE S ot P A T ) 1) 5 B8 Ml AR B, 22 757 B 5 b U WA R AL 15 B Y
1 o

TE A A TR T AT Bl TR R VR AR i B T e — A B T RE I N R S R
TEVRAGVE S o — MBIk, — DA TR &4 20 LA B9 5], Sl R A s 9l
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I. Suggestions for 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.

6 S L TR AT DU e HERR B VR B o VTR AT AE 2 Y 18 1] Bk TR TR S 1Y
RE T R B T A AR R4 T o

1. Use short and Familiar Words

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

R 55 B AR — M B R (a7 50 AR B i8], TS 2R 1 A R 3]

Compare the following examples:

long and Unfamiliar Words Short and Familiar Words
domicile home, house

utilize use

since for the reason that
because due to the fact that

pay remuneration

for for the purpose of

2. Use Concrete Language

Concrete language is marked by the sharp and clear meanings in the readers’ mind. Abstract
wordings cover broad meanings, concepts, ideas and the like. They are vague and general.

HLPACH) 75 DR G A T T 1) 25 S N TR ZU BN G5 R 09 75 T 1o =i 19 5 S A B
BONTEZ i TR A TE ST

Compare the following examples:

Abstract Concrete

in the coming days by Wednesday afternoon
the minority 15 percent

a significant loss a 65 percent loss

3. Use Active Voice

Active voice makes writing stronger and livelier. It emphasizes taking action and usually ex-
presses concisely. How to choose an appropriate voice depends on concrete situations. Passive
voice is better especially when the performer is not known or not wanted to be mentioned, such as
in the following examples:

KM ESEEG R S RIS E A ML) B R R AT 3l Ho b Rk 7
BN A S AL B DI E o 25947 o B O N sl JE o N BT 3 K ik, D
IR S
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Part One Fundamentals of Business English Writing

For example :
1) In the last month, the exercises have been repeated 3 times.
2) The conference will be held on Wednesday between 9:00 and 11:00 a.m.
4. Select Words for Precise Meaning
Effective Writing requires better knowledge of language. You will need to study English
words carefully, especially the shades of difference in the meanings of similar words, if you want
to be a good English writer. Abundant knowledge of language enables you to use words efficiently
and accurately.
G EOR B B BTH R A B — LT YR 55 SCeR G AR A A By o e
TEARNL R & SR RN Z (A B DX o 1 T8 5 R B TR A Rt il FH R
5. Avoid Sexist Words
You had better avoid using the words that suggest male dominance. You may use the follow-
ing realistic ways to improve your writing.
FR e P i 5 AR T, W LR T AR LR S F A 7 R B i S AR e
1) Rewording the sentence;
a. If a customer orders 200 tons of mechanical equipments, he can make the payment by
D/P.
b. A customer who orders 200 tons of mechanical equipments can make the payment by
D/P.
2) Making the reference plural;
If customers all order 200 tons of mechanical equipments, they can make the payment by
D/P.
3) Substituting neutral expressions.
If a customer orders 200 tons of mechanical equipments, he or she can make the payment
by D/P.

II. Developing Effective Sentences

Just like choosing words, constructing clear sentences involves adaptation to the minds of the
intended readers. So it is advisable to use appropriate sentence structures to reach appropriate peo-
ple. In general, some simplification is best for all readers.

)T ISR BN — A, WS TR S S Y T LR AR R B K e R
WA TE . B MR R R UL, ) B R A

1. Emphasis on Short Sentences

Simple sentences writing basically mean short sentences writing. You may adopt the follow-
ing ways to write simple sentences:

1) by limiting sentence content

2) by using words economically

Short sentences and paragraphs are easy to understand. Therefore, business writers try to a-
void wordy sentences and lengthy paragraphs.

J— 9 J—
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Compare the following sentences:

Economical Wordy

I am writing about the Russell I am writing in order to list the
Account to list potential issues potential issues in regard to the
before the client’s visit. Russell account in advance of the

client’s visit.

2. Emphasis on Sentence Design

Not all information contained in business writing are equally important. Short, simple sen-
tences carry more emphasis than long, involved ones.

18 55 SCRR R B BT A 15 BT AR e (R A R B AY o ) SR A ) 1 LA T 52 2% 9 ) - B L5 A
P

Compare the following examples:

a. You complain about this, you chose it.

b. You complain about this, because you chose it.

c. You chose it because you complain about this.

3. Give the Sentence Unity

Effective Sentences have unity. Violations of unity in sentence construction result from:1 )
unrelated ideas; 2 ) excessive detail, and 3 )illogical constructions. You can unite the sentences
that contain unrelated ideas by: 1)Putting the ideas in separate sentences. 2 ) Making one of the i-
deas subordinate to the other. 3)Adding words to show the ideas are related. As to excessive de-
tails, if they are important, put them in separate sentences. i.e. using the short sentences. How
to get illogical construction effective depends on your detailed analysis of the sentences.
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4. Avoid Sentence Faults

The typical sentence faults are fragments, comma splices, and run-on sentences. Compare
the following examples:
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Fragment: This analytical report in business communication was extremely long and con-
crete. Win a big success.

Revision: ... and win a big success.

Comma Splice: The prices are in line, we trust important business can materialize.

Revision: The prices are in line. We trust important business can materialize.

Run-on Sentence: Someday I will go abroad I want to see the whole world.

Revision: Someday I will go abroad. I want to see the whole world.



