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INTRODUCTION e

I. Overview

Workplace Writings introduces you to some of the most important aspects of writing in the
real workplace. It covers a wide range of written documents from memos to legal contracts. In
a textbook like this it will be impossible to cover every aspect in detail. Nonetheless, what this
book attempts to achieve is to give you an introduction to the most common types of business
writing you are likely to encounter in the workplace. This book also provides you with the ability
to understand, construct and manipulate written information in a way that is directly transferable
to future professional situations.

The ability to write well in professional situations is a much sought-after and all-too-rar‘e skill.
This book takes a hands-on approach to help you excel in writing a rangé of documents with its
focus on “Doing,” in that all the contents of this book revolve around what you will practically “Do”
in your future work, i.e. write documents for communication purposes. In addition, the book
presents several writing tasks that you are expected to “Do” in order to improve.

The book is organised into three parts. Part One talks about the definition of business
writing, its principles, steps and strategies. Part Two consists of nine modules, each addressing
one specific writing task for corporate internal or external communications. They include: inquiry
letters, complaint and adjustment letters, meeting notices, application letters, memos, meeting
minutes, agreements and contracts, describing graphics and oral presentation writings. Part
Three contains eight units, and it serves as a “bonus” that will help you write better and smarter
sentences for various tasks. Some units in this part are purposely made relevant to the modules
in Part Two.

3




4

— Workplace Writings—Focus on Doing

A~ ERREEIERIE

II. About Business Writing

Business writing differs substantially from the academic writing you may be used to. It is
not about writing essays, compositions or assignments to achieve credits or gain marks in an
exam. It is about communicating a message, which will be passed on to and comprehended
by your colleagues, customers or clienté, and partners and so forth. Although some workplace
communication will be in your own language, the increasingly international workplace renders
written communication global as well. That means the universal language, English, will be your
working language in the cross-cultural business world.

Strong communication skills are pivotal for you if you aspire to rise in today’s businesses,
and written communication skills in particular are one vital element. Written communication
enables people to communicate across space and time and also provides a valuable record for
companies. As such, strong written communication skills increase effectiveness and efficiency
and contribute to business success. It is not surprising that today’s companies all over the world
invest heavily in improving their employees’ written communication skills.

Written communication is a two-way process where your ideas in written form are
transmitted to another person, who then interprets the message. This may involve some sort of
feedback or response. Written communication therefore concerns at least two persons; it is not
only about writing the document, it is also about the message in the document being conveyed,
understood and reacted upon. The relationship between the writer and the reader of the
document also has an effect on how the message is written and received. Misunderstandings can
easily arise if any of the above points are not handled with care. It is the writer’s responsibility
to ascertain that the message sent is as clear and unambiguous as possible, and this necessitates

considering these points when writing.

. Principles of Business Writing

» Clarity is key.

* Make sure you clearly get your ideas across to your readers. You need to be clear in your
own mind about the purpose of the written document. You also need to consider your choice of
language. Use simple words and phrases rather than complicated ones which may look impressive
but do not convey the message. Use simple paragraphs that focus on just one topic, and start
each paragraph with a topic sentence that helps the reader understand what the paragraph is
about. You may also employ pictures, diagrams, listings and examples where possible to clarify
what you are trying to convey. '

» The right register is vital.
Register concerns what sorts of words and phrases you should choose for your readers. If
you are writing to engineers it is alright to use technical jargon, but you are not supposed to use

jargon if you are writing to the Marketing Department. In addition, an email to a close colleague
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will be very different in tone to an email to the CEO, even if both emails essentially convey the
same information.
» We and You shortens the interpersonal distance.

Write to the readers as if you are talking to them in person. This means that you can call
them yowu rather than “the supplier,” or “the customer,” or “the receiver.” In the same vein, use I
and we when you are referring to your own organisation.

» Titles and names matter.
Addressing others by the right titles and names shows courtesy. However, it is very easy to get

titles or names wrong, which can seem very impolite.

IV. Steps in Business Writing

There are several steps you can follow when writing either company internal or external

communications.

1. Clarifying your aim

Always bear in mind what your writing aims to achieve, whether it be extending an invitation
to your client or persuading your business partner to pay for a loss. The following steps will all be
built on this one.

2. Identifying your readers .

Knowing your readers prior to writing is of great significance because you may choose
entirely different styles and tones when writing to your peers, supervisors, business partners
or clients. And how much your prospective readers know about your subject also affects your
writing.

3. Formulating your message
The message you intend to communicate must be formulated into the key points and

however much you want your readers to know about these points.

4. Sketching an outline
The outline very much resembles a navigation system for drivers. Sketching the outline may

help you map out the direction of your writing and what you will do 'along the way.

5. Drafting the text
The outline is not only a road-map but also a skeleton which you need to flesh out. At this
stage you need to produce all the details to transform the outline into a fully-developed text.

6. Revising and editing .

You need to alter or improve your first draft by paraphrasing, adding new information or
deleting unnecessary content. You sometimes have to bring your draft up to date through timely
revising and editing.
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7. Proofreading

Written documents in the workplace may serve as a permanent record, so even minor errors

may be unacceptable. This requires you to proofread carefully to root out any mistakes.

V. Strategies of Business Writing

A key factor to consider in effective business writing is who will receive the information.
Business communication is the delivery of information to readers in a manner that'is adapted to
their needs, level of understanding and background. In fact, this audience element is so vital that
it is one of the cornerstones of.this book. In subsequent modules you will be challenged to write
in a professional manner about subjects in a business scenario. The following are some strategies
you may employ.

» Strengthen transitions.

It may be difficult for readers, particularly non-specialists, to see the connections between
the main sections (groups of paragraphs), between individual paragraphs, and sometimes even
between individual sentences. You can make these connections much clearer by adding transition
words and by echoing key words more accurately. Words like “therefore,” “for example,” and
“however” are transition words—they indicate the logic connecting the previous thought to the
upcoming thought. You can also strengthen transitions by carefully echoing the same key words.
It is not a good idea to vary word choice: use the same words so that people do not get any more
confused than they may already be. l
> Create topic sentences for paragraphs and paragraph groups.

It can help readers immensely to give them an idea of the topic and purpose of a section and
in particular to give them an overview of the subtopics about to be covered.

» Work on sentence clarity and economy.

This is closely related to the “control.” Often, a written style can be so wordy that it is hard
or frustrating to read. When you revise your rough drafts, put them on a diet; go through them
line by line trying to reduce the overall word, page or line count by 20 percent. Try it as an
experiment and see how you do. You will find a lot of unnecessary detail and inflated phrasing
that you can chop out.

» Break text up or consolidate text into meaningful, usable chunks.

For non-specialist readers, you may need to have shorter paragraphs. Rule out seemingly
impressive details to avoid confusion and increase clarity.
» Use headings and lists.

Readers can be intimidated by dense paragraphs of writing unbroken by anything other than
a blank line now and then. Search your rough drafts for ways to incorporate headings—look for
changes in topic or subtopic. Search your writing for listings of things—these can be made into
vertical lists. Look for paired listings such as terms and their definitions—these can be made into
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