Writing Workplace Documents

There are many different types of workplace documents.  Some examples are:

· Messages

· Memorandums (memos)

· Business Letters

· Minutes from meetings

· Agendas

· Annual reports

· Presentations

· Diagrams 

· And many, many more
Messages, memorandums, minutes and agendas are usually workplace documents that are prepared for internal use. That is, these documents are only used and read by people inside your organisation.

A memorandum (or memo) sends information to people in your organisation about a work related topic.  Today, most messages of this type are sent by email, but in some instances a hard copy of a memorandum is distributed to staff members.

An agenda is a list of topics that are planned to be discussed at a meeting.  It is used a guide to the Chairperson of a meeting, to keep the meeting “on track”.  The minutes of the meeting are the record of the matters that are discussed during a meeting.  They are a “formal” record of what took place in a meeting.

Messages come in all sorts of formats.  From a simple phone message to an email to a short message left for a work colleague.  Whatever the format, it is important to be sure that people’s names are spelt correctly, that phone numbers or other figures are written down correctly.  It is also important to mark on the “message” the time and date as well as who is leaving the message.  Above all, it is vital that you use clear and neat handwriting.

Business letters are used to send information to people externally or outside your business.  

The most commonly used format for a business letter is known as a fully blocked, open punctuation style.  (see following pages for setout, etc) This simply means that all lines begin at the left margin, and there is no punctuation in the address, opening and closing salutations.

Constructing a good letter

Constructing a good letter needs some thinking and planning.  You should prepare a draft of your letter.  Put down your ideas (briefly), perhaps in point form.  Then build on these points by elaborating and adding more information.  Then finally make any other changes you think may be necessary before preparing a final copy.

There are three basic parts to a letter.  You should prepare the following as a draft first, then edit it, before preparing a final copy of your letter.  This gives you the opportunity to “improve” on your letter.
The opening paragraph:

· Says “why” you are writing the letter

· Says “what’s in it” for the reader

· Could be interpreted as a short “summary” of the rest of the letter

The body of the letter

The body of the letter is the longest part.  It can be as short as one or two paragraphs or go on for pages.  
The body carries all the facts.  When you are “drafting” your letter, it’s worth building a scaffolding first – a set of headings for the main points you intend to cover.  If there are several points, list them separately.  Later, each point will take on a new paragraph.  

Keep in mind a logical order for your points.  When editing your draft, be prepared to move paragraphs around until the sequence is right.

The closing paragraph

The closing paragraph should be short and basically should say “why” you have written.  It summarises your main points.  It should make it clear to the reader what you want them to do, what you hope will happen!

FINALLY, revise your draft, make any changes you think are needed, and prepare a final copy.
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	File Reference 
	Ltr1 Damian Nunn (not used on all business letters)


	Date
	30 October 2007


	Inside Address
	The Manager

Apex Training Services

17 Sycamore Road

BORONIA   VIC   3155



	Attention Line
	Attention Mr Damian Nunn



	Salutation
	Dear Damian



	Subject Line
	Letter style



	Body
	Thank you for your letter of 20 June requesting information about business letter styles.

The main parts of a business letter have been identified in this sample. You will notice that the Subject line follows the Salutation. The attention line follows the inside dress, before the salutation. The enclosed sample indicates how much space should be left between each part

Letters are most commonly prepared in the fully-blocked letter style using open punctuation. This style is regarded as the easiest to key and it produces the cleanest-looking documents.

Note that in open punctuation the date is keyed as 24 June 2005 (not 24th June). Punctuation is not used in the feature lines; it only appears in the body. 

Use ‘Yours sincerely’ to close a letter addressed to a person by name, for example ‘Dear Mrs Brown’. Use ‘Yours faithfully’ when the letter is addressed to a title, for example ‘Dear Madam’ or ‘Dear Manager’. Use an initial capital for ‘Yours’ but lower case for ‘faithfully’ or ‘sincerely’.



	Close
	Yours sincerely

	Organisation
	

	Author
	Janet Parker

	Title
	Administration Manager



	Initials
	Jp. mh

	Notation
	Enc
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	2-4 enters
	Ltr2 Damian Nunn (not used on all our business letters)


	2-6 enters
	30 October 2007


	Two enters
	The Manager

Apex Training Services

17 Sycamore Road

BORONIA   VIC   3155



	Two enters
	Attention Mr Damian Nunn



	Two enters
	Dear Damian



	Two enters
	Letter spacing



	Two enters between paragraphs
	Thank you for your letter of 20 June requesting information about spacing in business letters.

The main parts of a business letter have been identified in this sample. This letter includes notations regarding the number of Enters to be pressed between each part.

You will notice that the top margin should be set to between 5 cm and 6 cm to allow for a printed letterhead. If the letterhead is included as part of the document leave 2 to 6 blank lines between the file reference line and the date.

The Enter key is only pressed once following each line in the inside address, and after both the closing and the author’s name. Everywhere else, Enter is pressed twice, except after the date, and after the organisation’s name, where it is pressed between 4 and 6 times depending on how long the letter is.

Letters are generally keyed in Arial 11 or 12 pt unless company policy dictates otherwise.



	1 enter
	Yours sincerely

	4-6 enters to allow space for signature
	

	1 enter
	Janet Parker

	2 enters
	Administration Manager



	1/2 enters
	Jp.mh 

	
	Enc
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