UNIT- II




BUSINESS
WRITING




=Business writing includes a wide range of
different formats and writing jobs.

» These  jobs include both internal
communication within the company and

external communication interfacing with
the public and organizations.



Business writing include the development of a
newsletters, memos, letters, proposals, reports, power
point presentations, press releases, marketing
brochures, copywriting, technical writing, web copy,
blogging, resumes, job applications, and more.



WS Business Letter?

Is a letter written for formal or
professional purposes and should be
short, courteous, and to the point.



Audience

* How well do [ know my audience?

* How much does my audience akready know about my subject?
* How wil she or he feel about my message

v What vocabulary will set the appropriate tone for the situation’

Purpose

¢ What do [ want the reader to know or do?
o What kind of business letter am [ writing? Some types inchude: a letter of inquiry, letter of application, iformative letter, letter of complatnt, letter of rearet, and thank-vou

|etter

Form

v Use a print size and font that make vour lefter easy to read

o Use I'to 1.3 tnch left and isht marams

¢ Admst margins and the spacing between the heading and iside address so that vour letter is centered top to bottom on the page, leaving at least 1 to 1.5 nch top and bottom
A

¢ Present vour information completely, concisely, and professionally

¢ Use a consistent form: block or modiied block



Effective letter languacevwaves:

»Conciseness a
»Informality «
»Courtesy 1'a

I _




»Conciseness

Conciseness can be achieved by avoiding
wordy expressions and repetition. Using
brief and to the point sentences, including
relevant material makes the message
concise. Achieving conciseness does not
mean to loose completeness of message.

Conciseness saves time.



»Informality

To achieve informality, use simple words
and sentence structures; personal
pronouns like I, me, and your are
appropriate. At the same time, don't go
overboard and resort to slang or overly
casual expression.

Informality speaks personally.



»Courtesy

Courtesy can be achieved by using polite
words and gestures, being appreciative,
thoughtful, and showing respect to the
receiver. Courtesy builds goodwill.

Courtesy strengthen relations.



Partsof aBusness] etter

U Heading

dInside Address
JSalutation

1 Body
dComplimentary Close
1Signature
dEnclosure Notation




U Heading

The heading of a letter
contains the street address,
city, state, and the date.




dInside Address

The inside address consists of
the name of the person or of
the firm and the address. The
address should comprise the
street number, the city, and the
state.




dSalutation

The salutation (or greeting) ina
business letter is always formal.
It often begins with “Dear
{Person’s name}.”Be sure to
Include the person’s title if you
know It (such as Ms., Mrs., Mr.,
or Dr). And salutation always
ends with a colon.




L Body

The body Is the meat of your
etter. Be sure to leave a blank
Ine between each paragraph,
nowever, no matter the
format. Be sure to also skip a
line between the salutation
and the body, as well as the
body and the close.




U Complimentary Close

A short and polite remark that
ends your letter. Capitalize the
first word of your closing
(Thank you) and leave four lines
for a signature between the
close and the sender’s name. A
comma should follow the
closing. The wording may vary
according to the degree of
cordiality or friendship.




1Signature

Skip at least four lines after the
close for your signature, and
then type out the name to be
signed. This often Includes a
middle initial, although It Is not
required. And signature should
be in blue or black ink.




dEnclosure Notation

If you have any enclosed
documents, such as a resume,
you can indicate this by typing
“Enclosures” one line below the
listing. You also may include the
name of each document.




Sample Business Letter

Begin your heading 1 to 1.5 inches from

the top of your paper. Side margins should
also be 1 to 1.5 inches.

Heading

San Diego, CA 92127 the current date

1234 Melrose Street Type the writer's address (no name), followed by

December 10, 2002

Fouwur to seven spaces

Inside address
Ms. Helen Moss

Type the name and address of the receiver

Poway Unified School Board Member

1

Poway, CA 92064-3098 Sailutation

13626 T~win Peaks Road |
Double space I

Begin with Dear, end with a colon.

Dear Ms. Moss:
Double space

I am currcntly a student in the Poway Unified School Dismict, and I am writing to
you regarding the recent ban on soda sales in the Los Angeles Unified School
District. I am concerned that the Poway Unified School District will attempt to do
the same, and in doing so, will be making a grave mistake. There are many reasons
not to ban soda sales.

Double space between paragraphs
Owur schools desperarely need the money brought in by soda sales. If we sacnifice
such profits, we will have grearer difficulty supporting the events they fund.
Furthermore, the ban might not even work, since banning soda sales is not enough
to combat the problem of childhood obesity. Smudents should adopt healthier
lifestyles, not use quick-solution diers. In additon, it would be hypocritical 1o
refuse to sell sodas but stdill offer foods like pizza, French fries, and doughnuts.
Schools instead should better educate students on how to make healthy choices on
thewr own.

Body

The first questions states the
fetter’'s subject and purpose.
It answers the gquestion: Why
are you writing this letter?

The middle presents details
of the message.

The ending requests action,
shows appreciation, or
motivates the receiver. It
answers the question: What
do you want the reader to
do?

As you can see, banning the sale of sodas on high school campuses would be an
inadequate sclution for teen health problems. I have enclosed an essay on this
topic that gives evidence to support my claim. Plecasc read my essay, and when you
receive the chance to vote on whether to enforce a soda ban, please vote against it.

Double space
Sincerely yours, Complimentary closing
Capitalize the 1™ word; end with a comma.
Sean Kosmo Four spaces l
; m"a'd' :f:’smo Signature lines
= Sign your name in blue or black ink above your
Double space typed name
Enclosusre )
cc: Mr. Lopez, Poway Unified School Board member Indicate whether you are including enciosures
and/or sending copies of the letter to others.




Enclosure Notation

119 South Bend
Chico, CA 05026

November |, 2009

FEnclose information as
D;.&b«él(:cmet

7806 Northway .

Austn. TX 78752 =lTpcr(OR

Subsect LINGUISTIC CONFERENCE RECGCISTRATION PAYMENT :
— Enclosure: OR
Dear Dy Cotrell

— Enclosures(2); OR
This is whare you will begin the first paragraph of vour busmess letier. Do '
not mdant any spaces in the block fonmat Start cach kne at the left margin ot Te=Pl, . b
When vou are readv you may go on to the second paragraph — liﬂL]()\Ul s ,'\ ngLl\t RC}j()I L

This i5 where you will begin the 3acond paragraph of your business lefter
Tust ke the first paragraph, there 13 no nead for indentation. You should
leave one line between the two paragraphs Now you are almost done 5 ’ N
4 SPZICCS 1)610\\' WTIIter S ﬂﬂd

Sincerely.

typist's initials

Sus Tmnenond

Stam

Enclosure’ August Status Report A

pc. Marca Rutmaster







Types of Letter

ULetter of Inquiry
1 Order Letter
Claim Letter
UMemorandum




ULetter of Inquiry
Writtento
request
w® % information about
s o a given subject.




INQUIRY LETTER
INFORMATION REQUEST
OF SEMINAR

(Letter Head)

Dear Sir
AMe write to enquire about yvour seminar on productivity which we

had the pleasure of reading about in the newspapers vesterday. We
svould appreciate it if vou could let us know the following details:
1. When will the seminar be held?

2. Will there be any follow up?

3. What is the cost per participant? Will there be any discounts for
groups?

4. Is it possible for vou to conduct an in-house seminar for us? We
look forward to vour reply.

Y ours faithfully.

(Signed)
steban Cu1l




1 Order Letter
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Turner Lampshades

Blairsville, GA 30512

Dear Tumer Lampshades,

My name is Barbara. | would like to order 13 oriental lampshades from your
catalogue. Their item number is #4564323534. They are listed at $10 each.

| have included a certified check for $130. That should cover the cost of the
lampshades.

The address | would like these lampshades shipped to is:
Barbara D. Martin

3940 Lucky Duck Drive
~ Monroeville, PA 15146




dClaim Letter

Points outa
mistake or *
X problem in the
Gesls oo ydelivery goods and
e asks that it be
Q% . corrected.




Evan Smith
100 Rider Lane
Chicago, IT, XXXXX

Aug_ust 8, 2004

Brown'’s Best Bikes, Inc.
555 Rolling Road
Chicago, 1L XXXXX

Dear Mr. Brown:

On August 1, 2004, T bought the “Rough and Ready, model 600” mountain bike from your store.
When I got the bike home, | noticed tEat the front tire was soft. I used a hand pump to inflate the
tire. After riding the bike less than a mile, the tire was soft again. I brought the bike back into your
shop on 8/2. You tested the tire, told me it was fine and filled it with air.

T'he tire is still losing air. Every time | ride the bike, I need to pump the tire. 1 left detailed
messages on your voicemail on 8/4 and 8/5 and you have not returned my phone calls.

I am enclosing a copy of your store warranty. It states that your store will replace defective parts on
a bike within the first 30 days of purchase. According to your written policy, | am entitled to a new
front tire. Please call me at 555-7045 to arrange a time for me to bring the bike in for repair. If T
don’t hear from you by next week, I will contact our local Better Business Bureau to help resolve
this problem.

Thank you for taking care of this.




dMemorandum

P e,

~

Aims to makean
announcement, call

| w® %X attentiontoa
FAI PP meeting, or pass

.=~ office regulations.




MEMORANDUM

To: File No. 87-33-10

From: Sarit Klein
Counsel to the Director, Division of Enforcement

Date: January 31, 2011

Proposed Rules for Implementing the Whistleblower Provisions
Re: of Section 21F of the Securities Exchange Act of 1934

On January 25, 2011, staff from the Securities and Exchange Commission met with
representatives from the National Whistleblower Center to discuss the Comimission’s
proposed rules implementing the whistleblower provisions of Section 21F of the
Securities Exchange Act of 1934,

The following persons were in attendance:

Stephen Cohen, Associate Director, Division of Enforcement

Thomas Sporkin, Chief of Office of Market Intelligence

Jordan Thomas, Assistant Director, Division of Enforcement

Sam Waldon, Assistant Chiefl Counsel, Division of Enforcement

Sarit Klein, Counscl to the Director, Division of Enforcement

Tom Karr, Qffice of the General Counsel, General Litigation Section
William Shirey, Counsel to the General Counsel

Stephen M. Kohn, Executive Director, National Whistleblower Center
Lindsey M. Williams, Director of Advocacy and Development, National Whistleblower
Center

Zachary Chapman, National Whistleblower Center

David Simon, National Whistleblower Center

Kel McClanahan, National Security Counselors

During this meeting, the National Whistleblower Center presented a power point
presentation and provided the staff with additional materials, which are attached to this
memorandum. In addition, the group discussed reasons militating against an internal
reporting requirement, the application of anti-retaliation laws to whistleblower cases, and
payments to culpable whistleblowers.



BUSINESS CORRESPONDENCE

* means the exchange of information in a
written format for the process of business
activities.

e can take place between organizations,
. within organizations or between the
customers and the organization.

 the correspondence is generally of widely
accepted formats that are followed
universally.




s — s

1. Business Letters

- Business letters are the most formal method of
communication following specific formats. They are
addressed to a particular person or organization.

.. Business Memo/Memorandum

- Memorandum is a document used for internal
communication within an organization. Memos may
be drafted by management and addressed to other
employees.




3. Business faxes
- Business faxes have been around even longer

than memos, but for a long time, very few people

had access to fax machines.

.. Business Email

- Business email is considered as the reigning
gueen of business correspondence. It is probably
even more important that business letters nowadays
though it does not substitute to them.




Types-of Business Letters

1 .Sales Letters

- Typical sales letters start off with a very
strong statement to capture the interest of
the reader. Since the purpose is to get th
reader to do something, these letters includ
strong calls to action, detail the benefit to the
reader of taking the action and include
information to help the reader to act, such as
including a telephone number or website link.




Types-of BusinessLetters

2. Order Letters

- Order letters are sent by consumers or
businesses to a manufacturer, retailer or

wholesaler to order goods or services. Thes
letters must contain specific information suc
as model number, name of the product, the
guantity desired and expected price. Payment
is sometimes included with the letter.




Types-of BusinessLetters

3. Complaint Letters

- The words and tone you choose to use In
a letter complaining to a business may be
the deciding factor on whether you
complaint is satisfied. Be direct but tactf
and always use a professional tone if you
want the company to listen to you.




Types-of BusinessLetters

4. Adjustment Letters

- An adjustment letter is normally sent in
response to a claim or complaint. If the
adjustment is in the customer’s favor, begi
the letter with that news. If not, keep youI-
tone factual and let the customer know that
you understand the complaint.




Types-of BusinessLetters

5. Inquiry Letters

- Inquiry letters ask a question or elicit
information from the recipient. When

=

composing this type of letter, keep it clear an
succinct and list exactly what information yo
need. Be sure to include your contact

information so that it is easy for the reader to
respond.
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6. Follow-Up Letter

-Follow-up letters are usually sent after some type of initial
communication. This could be a sales department thanking a
customer for an order, a businessman reviewing the outcome
of a meeting or a job seeker inquiring about the status of his

application. -
. Letters of Recommendation

-Prospective employers often ask job applicants for letters of
recommendation before they hire them. This type of letter is
usually from a previous employer or professor, and it

describes the sender’s relationship with and opinion of the
job seeker.




Types-of BusinessLetters

8. Acknowledgment Letters

-Acknowledgment letters act as simple receipts.
Businesses send them to let others know that they
have received a prior communication, but action may
or may not have taken place.

-. Cover Letter -

-Cover letters usually accompany a package, report
or other merchandise. They are used to describe
what is enclosed, why it is being sent and what the
recipient should do with it, if there is any action that
needs to be taken. These types of letters are
generally very short and succinct.




Types of Business Letters

* 10. Letters of Resignation

°* - When an employee plans to leave his job, a letter -
of resignation is usually sent to his immediate
manager giving him notice and




Parts of a Business Letter

The Heading (The Return Address) or Letterhead

-Companies usually use printed paper where heading or
letternhead Is specially designed at the top of the sheet. It
bears all the necessary Iinformation about the

organization’s identity.

Date

-Date of writing. The month should be fully spelled out
and the year written with all four digits October 12, 2005




The Inside Address

- In a business or formal letter you should
give the address of the recipient after your
own address. Include the recipient's
name, company, address and postal code.
Add job title if appropriate. Separate th
recipient's name and title with a comma
Double check if you have the correct
spelling of the recipient’s name.




The Greeting

- Also called the salutation. The type of
salutation depends on your relationship
with the recipient. It normally begins with

=

the word "Dear” and always includes th
person's last name. Use every resourc
nossible to address your letter to an actual
person. If you do not know the name or
the sexes of your receilver address it to
Dear Madam/Sir (or Dear Sales Manager
or Dear Human Resources Director).




-The body Is where you explain why
goufre writing. It's the main part of the
usiness letter. Make sure the receiver
knows who you are and why you are

writing.
=

-This short, polite closing ends always
with a comma. It Is either at the left margin
or its left edge is in the center, depending
on the Business Letter Style that you use.
I(} begins at the same column the heading

O€s.




Signature and Writer’s identification

- The signature Is the last part of the letter.
You should sign your first and last names.
The signature line may include a second
line for a title, If appropriate. The sighature
should start directly above the first letter
the signature line in the space between
the close and the signature line. Use blue
or black Ink.




Technical Writing

* Technical writing involves communicating complex

information to those who need it to nrrnmp]iqh

some task or goal.

° It often results in relevant, useful and accurate
. information geared to specifically targeted audiences
in order to enable a set of actions on the part of the
audience in pursuit of a defined goal.




Objectives

* The main purpose of technical writing is to provide complex
Inrormation to readers in a way that they can understand and
apply, even 1f they don’t have prior knowledge of the topic.

* Technical writing explains how a particular object works or how
to complete a task or project.

* Itis targeted to readers who are looking for information on a
particular topic, such as how to operate a computer or to
provide detailed specifications on a new drug.

* Technical writing must be clear, concise and easy for readers in
the target audience to follow, understand and act upon. These
are key components of effective technical writing.




Characteristics of Technical Writing

* Technical writing, just as any other form of writing,
has certain characteristics which distinguish 1t from

other types of writing.

* clear - Technical writing presents information cleatly,

leaving little to no room for misunderstanding. It

requires the use of clear, concise sentences.

* straightforward - This type of writing 1s
straightforward; it requires relaying information in a
way that 1s direct and straight to the point, without
the use of literary devices.




* precise - The language used in technical writing
should be very precise, describing objects and
procedures in an exact mannet. |

* easily understood - Effective technical writers avoid
words that people may not understand and will avoid
an eloquent writing style.

denotative meanings - This type of writing relies

on the denotative meanings of words to ensure that
misunderstandings don’t occur due to
differing interpretations based on connotation.




Writing Tasks in Workplace —
Proposals, Papers, Reports

S Sely S :

communication.

* On a daily basts, professionals write emails, memos,
reports and proposals either to persuade the reader
to take an action or to convince the reader to accept

a viewpoint.

* To write business documents, which are persuasive,
professionals must possess etfective writing skills.




Proposals

* The proposal outlines the plan of the implementing
organization about the project, giving extensive
information about the intention, for implementing it,

the ways to manage 1t and the results to be delivered
from it.

°* A proposal is a very important document.
prop y imp




There are generally two kinds of proposals:

* Solicited Proposals: Typically requested by clients, |

or submitted in response to an advertisement

published by the customer/ client.

* Unsolicited Proposals: Submitted or given out to
potential customers or clients even though they are

not requesting for one.




Business Proposal Outline: What
Goes in a Proposal?

* The following sections goes inside a proposal

* Goals and Objectives

* Recommended Solution

* Fee Summary

* HeedScluedule

* Estimated Project Schedule
2 Nexidtens

* Terms and Conditions




Workplace Reports

* Along with emails, memos and letters, repotts are a |

routine type of written communication in many
‘TT(\Y'](h]Q(‘PQ
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* Some reports are directed at problem solving,

* 'They usually analyze a situation and recommend cettain
actions or solutions.

* They are often informal and are written to help managers
in the decision-making process.

* Other reports are written just to provide information.
Examples of these are status reports or monthly sales
reports. Some companies use printed forms for these
types of reports because the details in them can be
routine.




* A short internal workplace report can look similar to
a memo: it has Date, To, From and Subject headings.

. e . o

into sections and subsections, depending on its

purpose.
. ® The three main sections are:

* Statement of purpose Briefly and clearly states why
the report has been written. It can also include the
methods that were used in gathering information for
the report.




* Discussion of findings The discussion of findings 1s
the longest part of the report and may be divided
into sub-sections with headings.

® The details can be organized in different ways. For

example, they can be organized chronologically,
geographically, by cause and effect, comparison, etc. ®

* Conclusions and/or  recommendations  The
conclusions/recommendations result from the
discussion of findings and should be listed in order
of importance.




