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How To Write Business Documents
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This section covers:

· Appropriate business language

· Language skills to consider when writing

· A comment on grammar & punctuation

· Writing sentences, paragraphs & reports

Appropriate Business Language
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In more complex documents you may need to-

write a first draft
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edit to ensure that it makes sense

& achieves it’s purpose
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make adjustments

[image: image24.wmf] 


if unsure, have some-one else check it
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Business language includes-
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use third person (in most cases), 
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it is a factual document so needs to have all the relevant information and not show emotion or bias, 
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use paragraphs
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language should be simple & straight-forward
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do not use colloquial (speaking) language or slang
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do not be over-familiar with the recipient of the letter
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follow the guidelines set out by your organisation

Language Skills to Consider When Writing
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plan what you are going say

[image: image11.png]



the message should be clear
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keep it short
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make sure the information is correct
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be polite and positive (where possible)
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proofread all written correspondence you produce
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follow the letter guidelines of the organisation ( see unit on Simple Word Processed Documents)
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Information should follow a logical format (see Types of letters section in this unit. Here you will find suggestions on how to structure specific types of letters)
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Proofreading: don’t just rely on Spellcheck on the computer. It doesn’t pick up every error.

A Comment on Punctuation & Grammar
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Nothing is worse than receiving a business letter containing errors or poor written expression.
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Open, closed and semi-open punctuation is covered in detail in the Word-processing unit. 
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You will need to understand basic punctuation: commas, apostrophes, capital letters use of 3rd person are all important.

Writing Sentences, Paragraphs and Reports

This is covered in a number of units, where you can go to HELP for these writing skills. If your skills are not strong in this area it is advised that you read the following:

Remember: The HSC exam asks for extended responses (reports) so you need to practice these skills.

How To Write a Sentence

What is a sentence?

A sentence is a group of words that make sense.

EXAMPLE 1:

Here is a sentence.

Each year 2 300 people die from occupational illness.

Here is a group of words that are NOT a sentence.

Should have a safe workplace.

It should have been used like this:

Every-one should have a safe workplace.

Go to more complex sentence

EXAMPLE 2:

Here is a sentence

It is the responsibility of management to provide a safe workplace and the responsibility of employees to work within safety guidelines.

This sentence has two parts joined by “and”:

Part 1 - It is the responsibility of management to provide a safe workplace

Part 2 - the responsibility of employees to work within safety guidelines.


TIP:
1. Read the sentence out loud. 

2. Does it make sense?

How to Write a Paragraph

There is one reason for writing paragraphs – the material is easier to read and understand.

What is a paragraph?

A paragraph is a group of sentences related to a single idea.

Here is a paragraph.

There are many physical hazards in the workplace. These can have a detrimental effect on the productivity of staff. Employers should ensure the occupational health and safety of staff by providing a safe work environment. This includes levels of noise, vibration, air quality, office décor, workplace conditions, lighting, office furniture and equipment.

Structure of a Paragraph

Remember: All the sentences revolve around one idea











· A topic sentence introduces the main idea of the paragraph.

· Supporting sentences expands and provides factual information about the main idea.
· Concluding sentence provides a summary of the main idea.

There are many physical hazards in the workplace. These can have a detrimental effect on the productivity of staff. Employers should ensure the occupational health and safety of staff by providing a safe work environment. This includes levels of noise, vibration, air quality, office décor, workplace conditions, lighting, office furniture and equipment. All employees and employers need to be aware of these physical hazards in their specific workplace.



Sometimes you will just write a paragraph as an answer and at other times you will need to connect a series of paragraphs to form a report.

Tip:

After you have written a paragraph, check that you have 

· A topic sentence

· Supporting sentences – do they relate to the topic sentence?

· A concluding sentence

How to Write a Report

What is a report in Business Services?

A report presents information about a subject related to the course. For example: employer responsibilities, legislation, employee right etc.

It contains facts about that subject.

 How is a report constructed?

To construct a report write:

· A general opening statement that introduces the subject of the report.

· A series of paragraphs about the subject 

A new paragraph describes one main idea of the subject.


Begin each paragraph with a topic sentence.

· A conclusion that summarises the information presented and finishes the report.

STRUCTURE OF A REPORT.





EXAMPLE:

Safety in the  Office Environment

Safety in the office environment is important for both employees and employers. Safety involves the protection of employees and employers from the risk of work-related injury or illness. In the office work environment there are many safety issues, for example, suitable ventilation and lighting.

Ventilation is important to office workers especially in large air-conditioned offices. Many large offices have a centrally controlled system, which is operated only by authorised personnel.  This offers temperature and humidity control, which maintains comfortable levels of heat and moisture for the health of employees.

Good lighting is essential for each office worker. This includes lighting of sufficient intensity to suit the task being completed. It should be free of glare, uniformly distributed and come from the correct direction. Correct lighting will reduce eyestrain, improve productivity and result in better quality of work.

In conclusion, the safety of office workers involves a well-ventilated and properly lit office environment.


Tips:

· The report must be written in formal language. For example: “bankrupt” rather than “go broke”.

· Use technical language related to the subject of the report. For example: “ventilation” rather than “air”.

· The structure is very important. There must be a:

General opening statement

Series of paragraphs about the subject

Concluding paragraph

· Some reports can have headings and sub-headings to highlight the organization of the information.
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Topic sentence


found at the start of a paragraph











Supporting sentences-


Found in the middle of the paragraph





Concluding sentence- found at the end of the paragraph





Topic sentence- introduces the idea of physical hazards





Concluding sentence- summarises the supporting sentences





Supporting sentences- expands the types of hazards and provides information about the employer’s role





A general opening statement in the first paragraph.


This statement tells what the report is going to be about and must relate to the set topic.


This can include a short description of the subject.


This can include a definition of the subject.





A series of paragraphs about the subject.


Begin each paragraph with a topic sentence, which introduces the main idea of the paragraph.


A series of supporting sentences that expands and provides factual information about the main idea.


Each paragraph should give information about a single idea related to the topic.


The paragraphs build a description of the subject in the report.


The paragraphs include technical language related to the subject.





A concluding paragraph.


Provides a summary of the report





General opening statement with brief definition








Paragraphs about the subject with a new paragraph for each new topic





Conclusion that sums up the report





Paragraphs about the subject
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