Business Documents.

These comments extracted from “The Owl at Purdue” 
http://owl.english.purdue.edu/owl/resource/557/01/ 
Focus and Purpose

Business writing is action-oriented. It aims to effect positive change, through both persuasive and informative strategies. It is essential that you have a clear understanding of the purpose of your document.

· What is your purpose in writing the document? 

· What purpose should the document serve for your reader? 

· Is your main point stated early in the document? 

· What do you want your reader to do when s/he finishes reading the document? 

Audience

As in any piece of writing, it is very important to keep your audience in mind. Considering your audience will help you to personalize the document and make it relevant to the reader.

· Have you done enough research about your audience and the organization to which they belong? 

· Is your document tailored to the needs of a specific audience? 

· Are your tone and language appropriate for your audience? 

· What will your audience's feelings toward the document be?

Organization

Effective organization is crucial to the success of a business message. Logical presentation of your ideas makes the document professional. In addition, you need to organize your document so that the busy reader can quickly grasp your main point.

· Does your document proceed in a logical and organized way? 

· Is information arranged in order of importance to your audience? 

· Is similar information kept together? 

· Is each paragraph organized around only one main idea? 

· Do you have key sentences first in each paragraph?

Ask others to read your document and tell you what they think your most important ideas are.

Development

You need to anticipate that your audience will read your document carefully, questioning its validity and claims. Your document should be informative and persuasive, and yet concise enough not to waste your reader's time. Time is money in business. 

· Do you provide enough background information for the message? 

· Have you included specific examples, numbers, dates, names and percentages to support your main point? 

· Do you have graphics (charts, graphs, diagrams, and tables) where appropriate? 

· Have you eliminated unnecessary and/or obvious information to your audience?

Ask someone to read the document and comment if something is unclear and needs more description, explanation, or support.

Formatting

Clean, correct, and professional-looking document portrays you as professional. Proper formatting increases readability of your document and highlights important information, which meets the needs of the busy reader.

· Does your document conform to standard business writing conventions (resume, cover letter, memo, report, etc.) so that your reader can find information where s/he expects to see? 

· Are key points emphasized by using boldface, underlining, or italics? 

· Do you have clear and specific headings? 

· Is there any place where you can improve the readability of the document by using indentation or bullets?

Sentence Structure, Punctuation, Word Choice, and Spelling

Clarity, consistency, and conciseness are essential to business writing that presents information accurately and efficiently. Your care and attention to details will increase the quality of your document.

· Have you used simple language? 

· Have you used parallelism, the use of similar structures for similar ideas, to make your document consistent? 

· Have you chosen appropriate voice, active or passive, for each sentence? 

· For possible spelling and grammatical errors, proofread backwards, from the end of a line to the beginning.

General Format

General APA Guidelines

Your essay should be typed, double-spaced on standard-sized paper (8.5 X 11 inches) with margins of 1 inch on all sides. Your final essay should include, in the order indicated below, as many of the following sections as are applicable, each of which should begin on a separate page:

Title page: includes a running head for publication, title, and byline and affiliation.

[image: image1.jpg]Learning to Format

Running head: LEARNING TO FORMAT

Learning to Format Papers
in aPA Style
Jodi Wagner

Purdue University




Image Caption: Sample APA title page; running head and page number in upper right-hand corner, definition of running head IN ALL CAPS, and vertically and horizontally centers the title of the paper, its author and her affiliation to the page.

Page numbers and running head: in the upper right-hand corner of each page, include a 1-2 word version of your title. Follow with five spaces and then the page number.

Abstract: If your instructor requires an abstract, write a 75-100 word overview of your essay, which should include your main idea and your major points. You also may want to mention any implications of your research. Place the abstract on its own page immediately after the title page. Center the word Abstract and then follow with the paragraph.

Headings: Although not absolutely necessary, headings can be helpful. For undergraduate papers, only one level of heading is necessary. Major headings should be centered. Capitalize every word in the heading except articles (a, the), short prepositions (in, by, for), and coordinating conjunctions (and, but, or).

Visuals: Visuals such as tables and figures include graphs, charts, drawings, and photographs. Try to keep the visuals as simple as possible and clearly label each visual with an Arabic numeral (ex: Table 1, Table 2, etc.) and include the title of the visual. The label and the title should appear on separate lines above the table, flush left. Below the table, provide the source. A sample Figure treatment is shown below.
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Image Caption: A sample figure and caption in APA style.

List of References: Create your list of references on its own page after the last page of your text. Center the title References one inch from the top of the page. Double space. Alphabetize the list of references by the last name of the authors. If the work has no author or editor, alphabetize the work by the first word of the title (excluding A, An, or The).

For more information about formatting an APA style paper, consult the publication manual, visit APA Style Essentials, or view a Sample APA Report or an APA Simulated Journal Article. Annotated bibliography writers might want to visit APA Format for Annotated Bibliographies. (Additional formatting resources, including Microsoft Word templates, are available in our Additional Resources section.)

General MLA Format

MLA style specifies guidelines for formatting manuscripts and using the English language in writing. MLA style also provides writers with a system for referencing their sources through parenthetical citation in their essays and Works Cited pages.

Writers who properly use MLA also build their credibility by demonstrating accountability to their source material. Most importantly, the use of MLA style can protect writers from accusations of plagiarism, which is the purposeful or accidental uncredited use of source material by other writers.

If you are asked to use MLA format, be sure to consult the MLA Handbook for Writers of Research Papers (6th edition). Publishing scholars and graduate students should also consult the MLA Style Manual and Guide to Scholarly Publishing (2nd edition). The MLA Handbook is available in most writing labs and reference libraries; it is also widely available in bookstores, libraries, and at the MLA web site. See the Additional Resources section of this handout for a list of helpful books and sites about using MLA style.

Paper Format

The preparation of papers and manuscripts in MLA style is covered in chapter four of the MLA Handbook, and chapter four of the MLA Style Manual. Below are some basic guidelines for formatting a paper in MLA style.

General Guidelines

· Type your paper on a computer and print it out on standard, white 8.5 x 11-inch paper, 

· Double-space the text of your paper, and use a legible font like Times New Roman or Courier. 

· Leave only one space after periods or other punctuation marks (unless otherwise instructed by your instructor). 

· Set the margins of your document to 1 inch on all sides. Indent the first line of a paragraph one half-inch (five spaces or press tab once) from the left margin. 

· Create a header that numbers all pages consecutively in the upper right-hand corner, one-half inch from the top and flush with the right margin. (Note: Your instructor may ask that you omit the number on your first page. Always follow your instructor's guidelines.) 

· Use either italics or underlining throughout your essay for the titles of longer works and, only when absolutely necessary, providing emphasis. 

· If you have any endnotes, include them on a separate page before your Works Cited page.

Formatting the First Page of Your Paper

· Do not make a title page for your paper unless specifically requested. 

· In the upper left-hand corner of the first page, list your name, your instructor's name, the course, and the date. Again, be sure to use double-spaced text. 

· Double space again and center the title. Don't underline your title or put it in quotation marks; write the title in Title Case, not in all capital letters. 

· Use quotation marks and underlining or italics when referring to other works in your title, just as you would in your text, e.g., 

· Fear and Loathing in Las Vegas as Morality Play 

· Human Weariness in "After Apple Picking"

· Double space between the title and the first line of the text. 

· Create a header in the upper right-hand corner that includes your last name, followed by a space with a page number; number all pages consecutively with Arabic numerals (1, 2, 3, 4, etc.), one-half inch from the top and flush with the right margin. (Note: Your instructor or other readers may ask that you omit last name/page number header on your first page. Always follow their guidelines.)

Here is a sample first page of an essay in MLA style:
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Pete Smith
Dr. B. Boilermaker
English 101

12 october 2005

Building a Dream: Reasons to Expand

Ross-Aide Stadium

During the 2000 football season, the
Purdue Boilermakers won the Big Ten
Conference Title, earned their first trip
to the Rose Boul in thirty-four years,
and played every game in front of a

sold-out crowd. Looking ahead.




Image Caption: A sample first page of an MLA-formatted paper.

