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 WRITING FOR EFFECTIVE BUSINESS COMMUNICATION (3) 

Preface 

 
  This textbook is designed for EN 446: Business Writing, which is a required 
course for students majoring in English at Bangkok University.  The objectives of this book are as 
follows: 
 1. To introduce students to the conventions, formats and styles of business documents  
  and letters of today. 
 2. To provide students with the principles of effective business writing. 
 3. To help students learn and practice several different kinds of writing, including  
  social and business letters, memos, minutes, resumes and job applications. 
 4. To acquaint students with terms and expressions used in business correspondence. 
 5. To help students develop confidence in writing effective business letters and documents. 
 In order to achieve the objectives, I have divided the book into ten units.  Unit 1 covers 
principles of effective letter and e-mail writing.  Unit 2 explains formats and layouts of business 
letters.  Units 3-8 present various kinds of letters, i.e. goodwill letters, inquiries, replies to inquiries, 
orders, complaints, resumes and job application letters.  Unit 9 concerns interoffice memorandums, 
and the last unit is about agendas and minutes of business meetings. 
  Each unit provides an organizational plan and samples for each type of correspondence 
covered in order to better highlight to students the proper functions of each paragraph.  Numerous 
samples of business documents, including some sample e-mail messages, are given as guides to 
writing when students are assigned to write their own letters.  Useful expressions included at the 
end of some units make it easy for students to apply appropriate samples to their writings.  In 
addition, a number of stimulating activities are supplied at the end of each lesson, from simple to 
more complex exercises, to provide students with true-to-life experiences that make learning more 
productive.  The information provided in this text, I sincerely hope, will meet the objectives stated 
above and be beneficial to the students who want to work in the business area in the future.                              
  This book would not have been completed without a great deal of support from many 
people.  I am most grateful to Mr. Philip Mathias, Chairperson of the English Department, for his 
kind assistance in reading and giving suggestions for the correctness and constructive comments 
on the draft of this textbook.  My heartfelt thanks go to all the writers whose works have given me 
ideas and inspiration for this book.  Finally, I would like to thank all the people who have helped at 
each stage in the preparation of this textbook.  
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