Unit 3: Business Writing
Introductory Reading

Instructions: Read the pages indicated in Communicate! And answer the questions

1. Read pages 185- 186 and fill in the blanks
[bookmark: _GoBack]The Business Audience
Your audience for business communication is likely to extremely busy, therefore you should always  _____________________________.  Decide what _______________ ____is most important and make sure that it __________________________.  
As different audiences will have different needs you will need to make sure you do the following:
· __________________________________________________
· ____________________________________________________
· ____________________________________________________
· _____________________________________________________
· ______________________________________________________

The Structure of Business Writing
The Beginning
Your ____________________ should say what you most want your reader to know.  One way to make sure you come right to the point is to begin with the words “_________________________....”. Later, you can cross out these and use what is left as your introduction.
The Body
The body of your writing fills in the necessary _______________ and _________. Make sure ____________________ has all the information needed to act. 
The End
How you end a business document depend on your _________________ in writing. Your ending may:
· _________________________________________
· ___________________________________________
· __________________________________________
· ___________________________________________

2. The Main Message of this section is: ________________________________________________________________________________________________________________________________________________________________________________________________

3. Read page 211-212 and fill in the blanks
A report is prepared for a ___________________and aimed  at a _________________________________.  Here are some things to keep in minds when writing a report in a business setting:
· _________________________________________________________
· _________________________________________________________
· Collet all the necessary information 
· Order the material logically. This usually means ___________________________________________________________________________________________________________________
· Present important ideas and conclusions first and the use the body of the report to ________________________________________________________________________________________________________________________________________________________________________________
· Always _______________________________________________
· Be objective as possible. Let the facts speak for themselves.
· Unless your report is very short and informal, use heading to identify various parts.  Here are some tips for creating effective headings: 
-
-
-
-
· Always know your sources. Use in text citations

4. Read Page 222 and record the Checklist for Writing Reports
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
