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Unit1 Workplace Documents:. Why Are They Important?* —L

' To sell more, write better. Make the most productive use of words,

Writing is still one of the best methods of communication.
Businesses communicate all day, every day, via memo, letter, email and many other
methods. In today’s fast-paced real world', the importance of good business writing skills is

fully recognized. In fact, writing is still one of the best methods of communication. The

majority of business jobs today require above average writing skills. Business writing has
become more than a nice thing to have—it has become a necessity.

What Is a Workplace Document?

A workplace document is any document created in the workplace. It provides steps or
instructions to carry out tasks in the workplace. It contains statistics about a workplace. It
sends information about a situation, product, service, or concept to readers of varying levels®,
so that each member clearly understands the message.

Why Are Workplace Documents Important?

Business activities and information exchanges have been rapidly increasing today. Almost
all businesses recognize the importance of communicating skills, for all business activities rely
on effective exchanges of information.

w Oeee



-J—— Writing Workplace Documents T{ESC4HS £

S Q00

Communication is one of the most important aspects of a business life. Companies need
to communicate internally among individuals, sections and departments. They also need to
communicate with outside people such as customers and suppliers. In today’s workplace, it is
impossible to meet the communication needs without well-written documents like memos,
letters, reports, plans, etc.. In many situations, a document is the best way of meeting those
needs. Sometimes it is the only way.

Why Do We Write? _

Why do we write? It is tiring and time-consuming®. Why not meet or talk on the phone?
It is true that writing a document is not always the best way to communicate in many
workplace situations. It is also true that many people find it very hard to produce a clear and

complete document. However, there are some unique advantages of well-written documents.

Being Functional

Workplace documents help business people execute plans, coordinate cooperation, share
messages, report working progress and solve problems*. At the same time, they help business
people sell products or services, request materials or information, answer customers’ inquiries,
maintain good public relations®, and serve a variety of® other business functions.

Being Precise

In conversations and during meetings, we don’t always say what we really mean’. A
badly chosen word may result in misunderstandings and it is very hard to take back our spoken
words®. Also, we may forget something important or be unable to convey our ideas in a
proper and formal way.

It is only when we write that we have the opportunity to think about our messages
carefully before we deliver it. We can clarify our ideas and pﬁt them in a logical order. We
can choose the correct words, styles, structures and tone to express our ideas in the most
suitable way. We can consult references to make sure that our information is correct. We can
look up a dictionary if we need to check the meaning of a word or find a more appropriate
word. And the written messages can be well delivered to the readers, thus promoting a better
understanding and communication.

Saving Time and Money

Although the actual writing may take time, sending a document is often the fastest and
cheapest way of communication. Imagine that we don’t bother to entertain our readers with
coffee or dinner’. Photocopies can be made and distributed quickly. Email attachments'® can
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be sent immediately.

Getting the Message on the Record

In comparison with'' oral communication, written communication has its own advantages
of providing records, references, and legal defenses™.

By putting a matter in writing we show its importance. The written messages are taken
more seriously and are more likely to get a quick response than spoken words. People may

forget or change their ideas as time passes. If there is "a dispute, a written record reminds

them, or clarifies policies and agreements.

o1 @ G0ee

fast-paced real world: R Z KL,

readers of varying levels: &Z%iEE

tiring and time-consuming : & A X i,

execute plans. . . and solve problems: $fTit%l, thid&1E, F
58, LR TAE#HR , o,

maintain good public relations: ff£iFBIFHIAILRXE,

a variety of : ZFEHER

we don’t always say what we really mean: & { 1A BHESIFAAIXE,

A badly chosen word. . . spoken words: FHiAIA 242 1E iR , i H 25 B0TEXE LA ],
Imagine that. . . with coffee or dinner: 85— , F144 & T H 5% Wa ok 2 3% 1z 4R (9
BRI o A

10. email attachments; g, HR{4 B,

11. in comparison with; 5------ M.

12. providing records, references, and legal defenses:R{itiCdF . S% ) R E/AEHE,
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Exercises:
l. Look up these words in the dictionary and find out what they mean.
e. g. workplace n. TELBT

attachment
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e. g. workplace n.

clarify

convey

coordinate

distribute

dispute

document

electronic

exchange

execute

inquiry

maintain.

promote

reference

statistics

transfer

via

exercises.

one is done as an example.

TAEGPr

. Find as many “V. + N.” expressions as possible from the text and do the following

. Fill in the blank with a proper verb and give Chinese meaning to the expression. The first

(1) execute plans ( HATIHHR )
(2) time/money ( )
(3) products/service ( )
(4) problems ( )
(5) a dictionary ( )
(6) inquiries ( )
(7) good public relations ( )
. Use the words in the box to complete the sentences.
references communication share sell ideas report

(1) A well-delivered message helps to promote ’
(2) I'm afraid that there is some misunderstanding. Let me clarify my
(3) I'm not sure about the figure ( (5% ) , but I'll consult

(4) Every two hours they

their working progress to the headquarters( &&F) .
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(5) Writing better helps to products and services.
(6) As a team, we _ all information and messages related to the job.

3. Match the following verbs with the nouns, and then translate them into Chinese.
convey spoken words 2

make cooperation

deliver message

take back policies me e J

clarify photocopies S ﬁ

coordinate ideas g A L4
7

lll. Match the "following adjectives with the nouns, and then translate them into

Chinese.

appropriate order

complete \response

logical ways =10 0iRv S
fast-paced document -

quick understanding

better world

1. List three forms of workplace documents.

2. Compared with oral communication, written documents may provide:

3. Write short sentences to show the functions of workplace documents.




