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Part | Writing Basicsl] Unit 1 Writing Effectively——An Introduction to Business Correspondence
forinternational Tradel] Unit 2 Elements of a LetterPart [1 Business Negotiation[] Unit 3 Starting Business[] Unit
4 Engiuiries, Quotations and Offers[] Unit 5 Credit and Status EnquiriesC] Unit 6 Sales Promotion[] Unit 7 Orders
and AcknowledgementsPart [1 Executiond] Unit 8 Paymentd Unit 9 Urging the Establishment of and
Amendment to L/CI Unit 10 Packing and Marking[d Unit 11 Shipment[J Unit 12 Marine InsuranceJ Unit 13
Agency Unit 14 Complaints, Disputes, Claims and Their SettlementsPart IV Related Documents] Unit 15 Some
Usual Documents Used in the Import and Export BusinessC] Unit 16 Common Documents Used in the Business
of Freight Forwarding ServiceAPPENDIX[ Appendix | The Standard Two-Letter Abbreviations for States of the
U. S. A. O Appendix Il The Standard Two-Letter Abbreviations for Provinces in Canadall Appendix 111
Commonly Used Abbreviations in Addresst] [0 [0 [0 [
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[0 O When you write a letterC] you will have to consider how to write effectively. A persuasiveletter of sales
promotion will certainly help increase business opportunity for your company whilean ambiguous letter of
acceptance is but a waste of timet. To make your writing effective(] you may follow some generally accepted
principles. They can be summed up as six CsC1 namely”Clearness"] "Comprehensiveness”[] "Conciseness"[]
"Correctness"[] "Consideratin” and"Courtesy” .[J [0 Clearness is the most important characteristic of good
business writing. It means conveyingyour message to the recipient without being misunderstood. Ambiguity[]
vagueness[d clichrst~7and so forth are likely to make it difficult for people to understand what you want to
express. Thewordy jargon "at this point in time" is certainly more difficult to understand than the simpleword
"now" and the word "because" is a more direct word than the old expression "inasmuchas". It is always necessary to
write in directd plain and simple language.[J [0 Comprehensiveness requires complete information the readers
will need. Be sure to includeall the necessary information so as to avoid the trouble of busy exchange of
correspondencewhich sometimes results in the loss of time andlJ what is worseld loss of opportunity. It
isunderstandable that a company cannot make a correct decision based on incomplete information.]

[J Conciseness helps a lot to make business letters clear and effective. One simple way toshorten a document is to
get rid of the unnecessary long words and phrases. Instead of writing] "A product with reasonable price and good
quality will be more than we comed at this market ofours [0 18 words[] "[J just sayl] "A reasonably-priced
good-quality product will sell fast at ourmarket [ 10 words[] ". When writing "He made the statement that he
agreed that a price cut wasnecessary [1 13 words " just ask yourself if it would be better to say "He agreed that a
price cutwas necessary [1 8 words[ ". Please remember[] in business letter writing[] it is a wrong idea thatlong
documents are better than short ones. Most readersC] just like yould prefer short ones as theyare busy dealing with
a pile of business letters daily.[1 [1 Correctness means observingtthe rules of spellingl] grammard punctuationl]
usage and soforth. If you write "While breaking into the computer s memory[] the investigators captured
thehackers"[J the readers will be confused by the questionJ who broke into the computer smemoryl] the
investigators or the hackers[]

If your document is full of careless writing errorsC] your readers will get impatient to read it and doubt the accuracy
of your information or even theauthenticity of your writing.
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