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When you write a , You are aiming to sell your
Idea or convince someaone to accept your idea.

Rabesi the womes | wpdisn

proposal |
, v
| |memo
o
letter
o
report
(o

Maha Malif's Compilation

oualilicu vy vailiiouvainici



Quarkian & 8l V0 Wy w50 AR TN Jsnusrg 3SR ] Totaf sbarks 7

Microsoft Word offers many templates of from
which to choose which suits your purpose and audience.
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The is the largest part of the report and it
develops the concepts of the summarized topics.
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The criteria of an Incident Report do not include:
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In business communication, where large amounts of
information have to be communicated are not
effective.
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Business reports are used:
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Developing the content means that you develop your
persuasively and observe ethical technical
writing norms.
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In business communication, a email is sent to
inform a member about a meeting agenda, date, time,
location and upcoming expenditure, fees, costs, etc.
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In the _ version, technology provides many tips
which can help the C.V. writer.
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Identify from the following which one is the part of basic
components of a reverse chronological or a functional
resume;
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A provides clarity for the less specialized
audience.
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In business communication, memos are one of the
most used forms of communication, other
being letters and emalils.
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The

the benefits.

restates the problem, the solutions, and

Erkeol the pomrent aptinm

introduction

O

methodology

discussion

conclusion

. v

R Il s i it i |

Maha Malif's Compilation

oualilicu vy vailiiouvainici



EH0 1athils Wi

[ =R
Cupr Hhari Teme Od 17 &L | 0 denusry 2520

Craesiian 80 of 10 [ Tt Smee 08 1337 AL 18 Jamery 3070

reader with an overview.

Tori el itrkcn

The letter prefaces the reports and provides the
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The clarifies to the audience why this _
proposal is impartant, and explains the problem leading to
the suggestions.
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The of your CV depends on how well it conveys
the content and information.
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High-level executives have CVs that look from
workers on the shop floor.
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Any type of in your CV can backfire and
inaccurate information can damage one for life.
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Usually short reports focus on a single topic, limited in time

frame and comprises of pages.
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You write a resume when you are a non-
traditional job applicant, returning to work after a gap and
are not fresh graduate.
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In business English the first thing to keep in mind while
writing emails is recognizing
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the degree of formality in writing.
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The
effective.

of the main ideas is what makes the report

Earbirrll the poment aptinm

O

introduction

development

v

conclusion

recommendation

Maha Malif's Compilation

oualilicu vy vailiiouvainici
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letier gives information to clienls, vendars and tells them what they are recedving, helping 1o focus readers’ attention on important things
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In business letter, the subjed line s placed two spaces below reader's name and two spaces shove
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The length of a business letter  can range from one page of lext to more than pages. I
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The Inside address and the heading, | @ the readers’ address, the complimentary close and signatures are essentials of all
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In business English, is used for routine
communication within the company and addresses a wider
audience who might be receiving complimentary coples.
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