WRITING IN THE DISCIPLINES: BUSINESS

THE BASICS

Business writing aims to inform, persuade, instruct, or record/document. The purpose of an
assignment is often dictated by the audience or client.

WRITING STYLE
Simple language in short sentences and paragraphs Clear focus and main idea
Easily digestible data Be concise and conscientious
o Examples: Pie charts, graphs, bullet points Personable
Content often divided into sections Active voice
American Psychological Association or Chicago Manual * Presgnt tense whenever
Style citations possible
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