
Lecture 9 report writing and business correspondence

1. Untitled Scene

1.1 Untitled Slide
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1.2 Untitled Slide
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1.3 Week 9 reading
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Week 9 reading

Course etext reading pp. 412-490




1.4 Learning objectives
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Apply the three-step writing process to business letters

Discuss the writing strategy for good news letters

Outline the order of information for a bad news letter

Explain how to make persuasive letters effective

Plan and organise material according to purpose,

audience and context

Wiite a long report using language suitable for the task

and audience

7. Format the front matter, body or main text and end
matter correctly

8. Edit and review the report for accuracy, consistency

and clarity

o oaeps




1.5 Types of business letter/email
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Types of business letter/email

Define the writing purpose to determine the type of
letter:

1. Good news
2. Bad news

3. Neutral

4. Persuasive




1.6 Define writing purpose
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Answer these questions to decide your writing purpose:

Define writing purpose

= Why am | writing this letter — what has led up to it?
+ Whatdo | hope to get out of it (my maximum aims)?
+ What do | expect to get out of it (my realistic aims)?.

+ What type of message am | delivering — good news,
bad news or a persuasive message?

+ What information do | need to provide?




1.7 Good practice
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Good practice

AvoD:

 obscure, unfamiliar words and highly technical jargon
«  lengthy sentences and paragraphs

« discourteous or too famiiar tone

« long sections of unbroken text

»  structure unsuited to the letter's purpose

« cichéd routine openings that sound insincere

= negative, pessimistic expressions.

+  newideas inthe closing paragraph

 acosing that does not state what s required

+  anuntidy format




1.8 Types of good-news letters
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+ An inquiry
- Arequest
+ An acknowledgement

+ An introduction

g
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1.9 Writing plan for a good-news letter
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1.10 Sample good new letter
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sample good new letter

1:am delighted to inform you that we have accepted
your proposal for a grant from the Foundation. The:
Foundation is always eager to support much-
needed charities such as yours

Enclosed you will find a sheet detailing the terms of
your grant, including the total amount, accounting
procedures, and how we will assess your progress.
Please photocopy the sheet, then sign, date, and
retum it by the end of June.

Congratulations on being chosen for the grant. We
ook forward to working with you in the near future.




1.11 Writing plan for a bad-news letter
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1.12 Types of bad-news letters
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Types of bad-news letters

+ Order refusals

+ Saying 'no’ to a request for credit

+ Refusing an adjustment

+ Declining invitations and requests for favours




Notes:

1.13 Sample bad news letter - wrong
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Sample bad news letter - wrong

Unfortunately, we cannot allow you to apply the lease
payments you've been making for the past ten months.
toward the purchase of your Sako 600 copier:

Company policy does not allow such conversion. Have.
You ever wondered why we can offer such low leasing
‘and purchase prices? Obviously, we couldn't stay in
business long if we agreed to proposals such as yours.
You've had the Sako 600 copier for ten months now, Mr.
Waters, and you say ke its versatility and reliability
Perhaps we could interest you in another Sako model
— one that's more within your price range. Do give us
call




1.14 Sample bad news letter - better
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Sample bad news letter - better

We're happy to lear that you are enjoying the use of the Sako
copler you've been leasing for the past ten months. Like our many
customers, you have discovered that Sako copiers offer
remarkable versatity and relabily.

(One of the reasons we're able to offer these outstanding copiers at
such low leasing rates and equal low purchase prices is that we:
maintain a sim profit margin. I our program included a provision for
‘applying lease payments foward the purchase price, our overal
prices would have to be higher.

Athough lease payments cannot be credited toward purchase.
price, we can offer you other Sako models that are within your
price range. The Sako 400 delivers the same relabilty with nearty
‘a5 many features as the Sako 600.

Please let us demonstate the Sako 400 to your staff i your offce;
Mr. Waters. Our representative, Tracy Wison, wil call you soon o
arrange a time.





1.15 Writing plan for a persuasive letter 

(AIDA formulae)
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1.16 Types of persuasive letters
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Types of persuasive letters

+ Collection letters

+ Sales letters

* Asking for favours, information




1.17 Sample persuasive letter

[image: image17.jpg]| THE UNIVERSES
QVADELAIDE
Sample persuasive letter

The Jon Smith Scho fr the Gied has baen prasented with a rare and
wonderful opportunty. An anonymous donor has offered us 8 110-2
malching grant, based on our abity 1 raise donatons

You were such a strong supporter of the schoolin ourtma of cisi ast
year. Wa are tuming o you now n hopes o enisting your support.
Basicaly, for avery S2 you give, the donor il donate 1.

Tnanks o your pastsuppor, e have broughthe school out of the red.
We have greatybrosdened our donor base end are no longer dependarnt

‘ona fow benefactors. However,ther s il much thet remains o be done.
The salaies of our teachers temain ralatvaly low compared f the national
average and our faciiies are inneed of major renovaton and maintenance.

Help us make the most of this opportunty. Plesse
urwebsits and you can donate using your credit card.

5444 1100 orgoto.




1.18 Now you try. When you have written your 

letter, click on the blue box to see a sample answer.
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1.19 Sample answer
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Sample answer

Dear Mrs Adams

Our travel insurance policies cover many diffeent ssues, ncluding.

1095age loss and liness overseas. We do recommend them to all

ourclents.

The insurance polcies contain a great deal of detail so we ask all

ou clens to ensure that hey are famiar with the content and that

they sign the approprate form {0 confim tha they have read the

polcy carefully. We have your signed form on ou les

Whie earyretum s covered for many circumstances, business

problems are ot included i tnose. I terms of th policy, the 5620

il not be refunded in this case.

We fust tha your business i now progressing well and you wil

5001 be able {0 travel agan. We have enclosed a 550 voucher

towards your next tip.

Yours sincerely




1.20 Planning a long report
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Planning along report

Six step approach:

+ Define the report's purpose
+ Consider the reader

+ Determine the issues involved

+ Collect information

+ Sort and evaluate the information
+ Prepare the outline




1.21 Needs of the writer
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Needs of the writer

The writer needs to:

« define the purpose of the long report
« define the report's scope and limitations
« state why the topic is worth investigating
« know all the facts

+ know how long the report will be used

« present reasonable, unbiased information,
arguments and conclusions.




1.22 Needs of the reader
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Needs of the reader

The reader needs:

 to know the significance of the report
+ information and evidence

+ an analysis of the information

+ conclusions

+ recommendations.




1.23 Organise information
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Decide on a logical sequence of headings:

Organise information

+ Chronological sequence (a time progression)

+ Order of importance (from most to least important,
or from least to most important)

« Geographical identity (by state or city)
Inductive order (from the general to the specific)
Deductive order (from the specific to the general)
« From cause to effect

Following a problem-solving method




1.24 Report-writing style
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Report-writing style

The language in a long report:

+ presents facts and information objectively

- takes an impersonal approach that removes
most reference to T, 'we’, ‘us’, ‘our’ and ‘you'

+ balances use of the passive voice and active
voice to ensure the report is not dull and wordy.

* uses culturally neutral words to ensure the
report meets the needs of a diverse range of
readers.




1.25 Front matter of a long report

[image: image25.jpg]| THE UNIVERSITY.
QVADELAIDE
Front matter of a long report

Essential parts:

- Title page.
+ Letter of transmittal

+ Abstract, synopsis or executive summary
+ Table of contents

Optional parts;
 List of tables

« List of figures
+ Authorisation document




1.26 Body (main text)

[image: image26.jpg]| THE UNIVERSITY.
gmmwue
Body (main text)

Essentialparts:

+ Introduction
+ Discussion and analysis of the reports findings.
+ Development of ideas

+ Conclusions

+ Recommendations

Optional parts:

« Tables
- Graphics.




1.27 Endmatter of a long report
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Essential part:
+ Reference list

Optional parts

+ Appendix
+ Glossary

g
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1.28 Executive summary
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Executive summary

Order of information:

« First paragraph gives a background to the report
and identifies the issue (problem) and purpose:

« Next paragraphs present the scope and
limitations and findings of the investigation
including brief details of the general procedure
(what was investigated and how)

« Final paragraphs wil include the significant
considerations, analysis, decisions and major
recommendations (if required)




1.29 Three sections in the body
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Three sections in the body

Introductory section

« defines the report's main task or topic in @
purpose statement, presents the terms of
reference and states the report's scope

Central section

« investigates and analyses the findings,
presents a balanced, comprehensive view,
brings out the relationships between ideas

Final section
« presents conclusions and recommendations




1.30 Edit and review – a six-step approach
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Eiminate obscure language, unnecessary jargon,
abbreviations

Correct any speling, punctuation or grammatical errors,
restructure paragraphs that lack unity

Check that the introductory part of the body identifies the
report's purpose clearly

‘Check for any unsupported opinions, remove careless
inaccurate or conflcting data, verify that the arguments
are ogical

Remove unnecessary information that s rrelevant o the
main argument, findings or discussion; add any missing
information

Proofread and check that each of the essenial
‘components of a long report format achieves its purpose:




1.31 Summary

[image: image31.jpg]| THE UNIVERSES
Q'IADELAIDE
Summary

- Business correspondence
. Formal reports
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