Principles of Business Writing:

· Language is formal

· Be clear and concise

· Paragraphs are short, focused and to the point

· Avoid contractions, slang and colloquialisms

· Organization is KEY!

· Audience & Purpose - Always state your purpose at the beginning of the piece 

· If you want a reply, be sure to include contact information

· If you include stats, quotes or other paragraphs be sure to reference it

How is the Formal Report Different from other Forms of Business Writing?

· It is written in the third person (No “I”)

· It uses headings – states what will be addressed

· It includes a works cited page

· It focuses on research 

· Think about answering Who, What, Where, When, Why and How

How is the Formal Report Similar to other Forms of Business Writing?

· The purpose is stated in the introduction

· The paragraphs are short and focused

· Language is formal

· It needs to be clear and concise – No flowery language

· Always GET TO THE POINT

· Organization is KEY!

