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Understanding Business Writing Goals and the Writing 

Process

In the workplace you may be surprised to learn that business

writing differs from other writing you may have done.

For business messages and oral presentations, your writing

should be:

• Purposeful. You will be writing to solve problems and convey

information. You will have a definite purpose to fulfill in each

message.

• Persuasive. You want your audience to believe and accept

your message.

• Economical. You will try to present ideas clearly but concisely.

Length is not rewarded.

• Audience oriented. You will concentrate on looking at a

problem from the perspective of the audience instead of seeing

it from your own.



Following a Writing Process for Better
Messages and Presentations

The writing process has three parts:

• prewriting,

• writing, and

• revising.



Prewriting

The first phase of the writing process involves

analyzing and anticipating the audience and then

adapting to that audience.



Writing
The second phase of the writing process includes

researching, organizing the message, and actually

writing it.



Revising

phase of the process involves revising, proofreading,

and evaluating your letter.



Scheduling the Writing Process

• Prewriting—25 percent (planning and worrying)

• Writing—25 percent (organizing and composing)

• Revising—50 percent (45 percent revising and 5

percent proofreading)

Because revising is the most important part of the

writing process, it takes the most time.



Analyzing Your Purpose

The primary purpose of most business messages is

to inform or to persuade; the secondary purpose is to

promote goodwill



The Writing Process





Anticipating the Audience

A good writer anticipates the audience for a message:

What is the reader or listener like? How will that

person react to the message?



Profiling the Audience

By profiling your audience before you write, you can

identify the appropriate tone, language, and channel

for your message.





Developing Skillful Writing Techniques

Strive for conversational expression, but also

remember to be professional.





Expressing Yourself Positively



REFLEKSI 

• Informasi penting hari ini

• Manfaat penting dari informasi penting hari ini

• Tindak lanjut yang dapat saudara lakukan



TUGAS





Any Questions?

Thank You! 


