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Getting
Started

Writing is a key method of
communication for most people, and
it’s one that many people struggle
with.

Here is a refresher on basic writing
concepts such as spelling, grammar,
and punctuation and provide an
overview of the most common
business documents.



= Gain awareness of common
spelling and grammar issues

W k h = Review basic concepts of sentence
OrkKsS Op and paragraph construction
Ob]ECt'Ves = Understand the basic structure of

agendas, email messages, business
letters, business proposals, and
business reports
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MODULE TWO

Working With Words

The building blocks of any writing, whether for business or
social purposes, are words. Failure to use words properly
can affect the over-all impact of your prose.




¥
*  Spelling

A misspelled word can reflect negatively on your
image. It may also result in confusion in
meaning.




Grammar

Grammar violations in a
business document can
reflect negatively on a
professional or a
company.




Creating a Cheat Sheet

The number of spelling and grammar rules can
feel daunting, but you don’t have to memorize
everything.




= Spelling

lllustration 4

" Grammar
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= Creating a Cheat Sheet




Module Two: Review Questions

1. Which of the following statements is true?




Module Two: Review Questions

2. Which of the following IS NOT a good advice for

improving your spelling?




Module Two: Review Questions

3. Which of the following is one of the two grammar issues

most business writers have trouble with?




Module Two: Review Questions

4. Which of the following is an example of past perfect?




Module Two: Review Questions

5. Which of the following is not a common part of the cheat

sheet?




Module Two: Review Questions

6. Which of the following statements IS NOT true?







MODULE THREE

Constructing Sentences

Now that we have a basic understanding of how to use words
more effectively in business writing, it’s time to look at
sentences. This module will discuss the parts of a sentence, its
proper punctuation, and the four kinds of sentences.
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Parts of a Sentence
-~ A complete sentence has two parts: a subject
and a predicate.




Punctuation

Period
Apostrophe
Exclamation point
Question mark

Colon

S S8 s



Types of Sentences

o Declarative

mm |nterrogative

mw |Mmperative

Exclamatory




= Parts of a Sentence
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= Types of Sentences




Module Three: Review Questions

1. Which of the following is a necessary part of a complete

sentence?




Module Three: Review Questions

2. Which of the following statements IS NOT true?




Module Three: Review Questions

3. Which of the following refers to comma? (,)




Module Three: Review Questions

4. Which of the following is typically succeeded by an

elaboration, summation, interpretation of what it precedes?




Module Three: Review Questions

5. Which of the following statements refers to exclamatory

sentences?




Module Three: Review Questions

6. Recognize the type of the following sentence: Please inform Joseph

that we would be expecting his payment on Monday.
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Clutter is the disease of American writing. We are a society

strangling with unnecessary words, circular constructions,
pompous frills and meaningless jargons.

William Zinsser



MODULE FOUR

Creating Paragraphs

Carefully written words and well-constructed sentences
make up the building blocks of writing. Now it’s time to

discuss how you can put these blocks together for best
results.




The Basic Parts

Topic sentence

Supporting sentence

Closing sentence




Organization
Methods

e Keep your main idea
central

e Decide how to best
explain your main
idea

e QOutline first before
starting on any
writing




PraCticaI \O/_ = The Basic Parts

I"UStratiOn ‘'S = Organization methods




Module Four: Review Questions

1. Which of the following IS NOT one of the basic parts of a

paragraph?




Module Four: Review Questions

2. Which of the following statements IS NOT true?




Module Four: Review Questions

3. Which of the following IS NOT a tip stated in the previous

module?




Module Four: Review Questions

4. Which of the following statements IS NOT true?




Organizing is what you do bj:_
when you do it, it’
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MODULE FIVE

Writing Meeting Agendas

Time is a precious commodity in business; you cannot
afford to have discussions go all over the place. This is why

agendas are an integral part in keeping meetings focused,
organized, and flowing well.




The Basic Structure

An agenda keeps the discussion on track and
the meeting within schedule.




Choosing a
Format

When the attendees
are going to view the
agenda

The context of the
meeting

The purpose of the
agenda




Writing the Agenda

e Priority of items

e Logical flow

e Timing




= The Basic Structure
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" Choosing a Format

= Writing the Agenda




Module Five: Review Questions

1. The basic structure of an agenda DOES NOT include:




Module Five: Review Questions

2. Which of the following statements IS NOT true?




Module Five: Review Questions

3. Which of the following IS NOT something the agenda

format depends on?




Module Five: Review Questions

4. Which of the following statements IS NOT true?




Module Five: Review Questions

5. When considering the timing of a meeting you should

plan for :




Module Five: Review Questions

6. Which of the following IS NOT a factor you need to

consider when you write an agenda?







MODULE SIX

Writing Emails

Email is a convenient and effective medium to conduct
business communication. In this module we will discuss
etiquette guidelines on how to address an email message,
as well as grammar and acronyms rules in the letter body.




Addressing Your
Message

e Using the ‘To’ field
e Using the ‘Cc’ field
e Using the “Bcc’ field




Grammar
and
Acronyms

Remember that business
emails require the same
formality as any business
letter.
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Practical \Of_ = Addressing Your Message

I"UStratiOn ‘S = Grammar and Acronyms




Module Six: Review Questions

1. When do we use the “Cc” field?




Module Six: Review Questions

2. If a manager has ordered his secretary to send a memo to

everyone in the department, the secretary should:




Module Six: Review Questions

3. Which of the following statements is true?




Module Six: Review Questions

4. Which of the following statements is true?




. You can’t

ing letters

we stopped writ




MODULE SEVEN

Writing Business Letters

Corresponding via letters is a large part of doing business.
More than sending a message, business letters are a way to
establish rapport, clarify work expectations, and even
affirm and encourage co-workers.




The Basic Structure

' e Sender’s full name and address
e Addressee’s full name and address
e Date the letter is sent

e Formal Salutation




Choosing a
Format

e Stage of relationship
e Seniority of recipient

e Letter’s privacy




Writing the Letter

There are many types of business letters and
each type has suggested content and formats.




= The Basic Structure
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= Writing the Letter




Module Seven: Review Questions

1. In which case can we use informal style in a business

letter?




Module Seven: Review Questions

2. Which of the following IS NOT a necessary part of a

business letter?




Module Seven: Review Questions

3. Which of the following IS NOT something your letter’s

format depends on?




Module Seven: Review Questions

4. Which of the following statements is true?




Module Seven: Review Questions

5. Which of the following statements IS NOT true?




Module Seven: Review Questions

6. Which of the following IS NOT a common type of business

letters?







MODULE EIGHT

Writing Proposals

It is not just in face-to-face interactions that we have to put
our best foot forward. The same can be said in written
correspondence, more particularly when you are
submitting a business proposal.




The Basic Structure

A business proposal is an unsolicited or solicited
bid for business. A proposal is usually written to
another company or institution.




Choosing
a Format

e Intended recipient of
the proposal

e The scale/ scope of the
project




Writing the Proposal




= The Basic Structure
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= Writing the Proposal




Module Eight: Review Questions

1. Which of the following IS NOT one of the deliverables in

the basic structure of a business proposal?




Module Eight: Review Questions

2. Which of the following statements IS NOT true?




Module Eight: Review Questions

3. Which of the following statements IS NOT true?




Module Eight: Review Questions

4. Which of the following statements IS NOT true?




Module Eight: Review Questions

5. A good business proposal DOES NOT have to be:




Module Eight: Review Questions

6. Which of the following statements IS NOT true?




Module Eight: Review Questions

7. The needs to be completely scripted.




Module Eight: Review Questions

8. What will help keep you on topic for parts that aren’t

completely scripted?




Module Eight: Review Questions

9. What is the main difference between webinars and other

types of presentations?




ot useplai uagesh okt
f sentence. -,.;.;.,_'»That IS the Way*to ‘write. English - 3—- /t is the
g modern way and the best way.

Mark Twain



MODULE NINE

Writing Reports

Sometimes documentation is the only way supervisors can
monitor the company’s quality of work. At other times,

documentation is the key to spotting best and worst
practices.




The Basic Structure

e QOverview
e Background/ Project Scope
e Main Body

e Conclusions




Choosing a

Format

The purpose of the
report

The seniority of your
readers

The scale of the
project




Writing the Report

Keep the purpose in
mind

Stick to objective

data

Write to your
audience




= The Basic Structure
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= Writing the Report




Module Nine: Review Questions

1. Which of the following IS NOT one of the basic parts of a

business report?




Module Nine: Review Questions

2. Business reports are used for:




Module Nine: Review Questions

3. The format of the business report DOES NOT depend on:




Module Nine: Review Questions

4. What should you include when you answer a question

live?




Module Nine: Review Questions

5. Which of the following statements is true?




Module Nine: Review Questions

6. Which of the following statements IS NOT true?




writing is the res | hinking.

Warren Bennis



MODULE TEN

Other Types of Documents

There are many types of documents used in business aside
from agenda, business reports, and proposals: the Request
for Proposals, Projections, Executive Summaries, and
Business Cases.




Request For Proposals

e What the project is

e What exactly do you require as output (your
deliverables)

e How proposals would be reviewed

e Your contact information




Projections

Projections are
documents that show
estimates of future
performance.




Executive Summaries

mm Company Mission Statement

mm Management and Staff

= Market and Customer

Your Competitive Edge




Business
Cases

40,000

20,000

A business case is
documentation about a
specific process, project,
or situation.




= Requests for Proposals

Practical \Of_ = Projections

I"UStratiOn ‘'S » Executive Summaries

= Business Cases




Module Ten: Review Questions

1. Which of the following statements IS NOT true?




Module Ten: Review Questions

2. Which of the following IS NOT among the minimum

required explanations of the RFP?




Module Ten: Review Questions

3. The most common type of projection document is:




Module Ten: Review Questions

4. Which of the following statements IS NOT true?




Module Ten: Review Questions

5. Which of the following statements is true?




Module Ten: Review Questions

6. Which of the following statements is true?




Module Ten: Review Questions

7. A business case is very similar to:




Module Ten: Review Questions

8. A business case usually DOES NOT contain:







MODULE ELEVEN

Proofreading and Finishing

The writing process does not end with getting the words on
paper or on screen. You also need to review your work
carefully, make sure that it’s free from errors.




A Proofreading Primer

Proofreading is the systematic check for
spelling, punctuation, grammar, and
typographical errors.




How Peer
Review Can

Help

Peer review is the process
of submitting your work
to the scrutiny of another

writer.




Printing and Publishing

It is important that you take time to anticipate
printing and publishing issues when writing.




= A Proofreading Primer
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= How Peer Review Can Help
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" Printing and Publishing




Module Eleven: Review Questions

1. Proofreading DOES NOT check:




Module Eleven: Review Questions

2. Which of the following statements is true?




Module Eleven: Review Questions

3. What is the goal of a peer review?

| | |




Module Eleven: Review Questions

4. Which of the following statements IS NOT true?




Module Eleven: Review Questions

5. Which of the following statements IS NOT true?




Module Eleven: Review Questions

6. Which of the following IS NOT a necessary step before

printing and publishing?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Business Writing is just
beginning.




Words From the Wise o [
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In theory there is no Plans are nothing; planning The reward for work well
difference between theory is everything. done is the opportunity to
and practice. In practice do more.
there is. - Dwight Eisenhower

- Jonas Salk

- Yogi Berra
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