Unit 2: Business Writing
1. Principals of Business Writing
-Language is formal
-Avoid _________________________________
- _________________________ language is used
-Paragraphs are short, focused and to the point
-Organization is KEY! _______________________________________________
-Based on ____________________________
-Audience: ______________________________________________________
-Purpose________________________________________________________
-Statistics and quotations should be _______________________

2. Report Writing
-Purpose: _______________________________________________________
-Reports are made up of __________________________________________
-Information is presented in an ordered way
-Reports present findings and make recommendations
-Reports are focused on ______________
-Written in _______________________________
-Use ___________________________________________________________
-The purpose ____________________________________________________
-Includes ________________________________________________________
-Focuses on ________________________________________
-Think about______________________________________________________
3. Parts of a Formal Report
A Table of Contents includes: _____________________________________________________________________
_________________________________________________________________
Every report begins by ____________________________________
Lists need:  _______________________________
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