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	TASK

The aim of this unit is to assist you to develop writing skills suitable for a business situation. This task requires you to prepare a document suitable for use within an organisation. This document will probably be a report to provide information or to propose a solution to a problem, but you could also produce a newsletter or informational material for external organisations. 

The document should have a clearly stated purpose which is given in the introduction and you will be assessed on how effectively the document satisfies that purpose. 

The document should be presented in a way that follows business writing conventions and guidelines such as ‘house’ style, either those of your own organisation or those recommended to you. It should be written in a clear, accurate and well-structured way using an effective and appropriate tone. Language and level of formality should be appropriate for business writing.

Your document should be supported by basic statistics and visual material that are relevant to and support the content of the document and are correctly referenced in both the document and the appendix. 

You will need to produce a short summary explaining the context, intended audience and details of your purpose or objective in writing the document. This should be attached to your submission.

NOTE:
You may be producing a document specifically for this unit, in which case the document can be one which you have been or might be required to produce for use within your organisation, or for an organisation with which you are familiar.

You may be using material from another unit(s) as the content for your document in which case you need to remember that the assessment criteria for those units will also be assessed.

You should plan to spend approximately 8 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Know how to write for business

The document you produce should satisfy the unit assessment criteria shown.


	· Produce a piece of business writing for a defined purpose (40 marks)
· Produce a piece of business writing that satisfies an organisation’s business writing conventions (20 marks)
· Use effective and appropriate tone, language and level of formality to meet specified standards when writing for a business purpose (20 marks)
· Incorporate basic statistics and visual material in the content or in an appendix (20 marks)


	By submitting I confirm that this assignment is my own work
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