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	Writing for business 

	Level:
	3

	Credit value:
	1

	Unit guided learning hours
	4

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1 Know how to write for business 

	
1.1

1.2


1.3



1.4


	
Produce a piece of business writing for a defined purpose
Produce a piece of business writing that satisfies an organisation’s business writing conventions

Use effective and appropriate tone, language and level of formality to meet specified standards when writing for a business purpose

Incorporate basic statistics and visual material in the content or in an appendix 


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to write for business as required by a practising or potential first line manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2008 NOS: 

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M3.05 – Writing for business

	Location of the unit within the subject/sector classification system
	15.3 – Business Management

	Availability for use
	

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· The value of the written word in avoiding errors and providing permanent records
· Image, structure, layout conventions including “house styles”
· The purpose and conventions of letters, memos, reports and e-mails in use within the organisation
· Planning for writing, including use of available information and the needs of the recipient 
· The importance of objectives and the reader
· Report structures – to meet standard and specific requirements (ILM and/or in-company formats)
· Incorporation of statistics and visual materials, and the use of appendices to enhance understanding 
· Effective and appropriate use of tone, language, level of formality in a range of cases
· Supervised practice or simulation to develop the ability to apply knowledge and skills
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