Writing for Business
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Writing for Business is an online writing course designed for learners who need to improve their
business correspondence skills. It covers over 100 everyday business situations and provides
realistic writing practice in the form of emails, letters, reports, presentations and memos. Writing

tasks can be sent to a tutor for personal feedback.

Level: CEFR B1- C1| TOEIC® 440+ *
Number of Lessons: 105 (Digital)

Lesson Duration: Approx. 60 mins

Key Content: Writing emails,
Formal letters, Reports, Presentations,
and Memos

Additional Features: Correction by an
experienced online tutor

Writing for Business is available for use on a PC, laptop or 9.67+ tablet via a browser.

*TOEIC® is a registered trademark of the Educational Testing Service (ETS). Writing for Business is not endorsed or approved by ETS.

About Writing for Business

Writing for Business can be used flexibly
as a stand-alone course, or as a homework
supplement for students who need to
improve their writing skills in business
contexts.

Those who are willing to study 2-3 hours

a week over several months will see a
significant improvement in their ability and
will have increased confidence in managing
communication with colleagues in a wide
range of business situations.

Skills Training Retry

Explain why you are writing

IQ1 th

Which is the best opening paragraph and why?
Click on the correct answer.

——————————————————

Thank you for your email yesterday. | would like to | This s the best opening answer.
meet.

I
I ; ) I
Thank you for your email yesterday is a polite way of
! thanking somebody. !
1 I
Thank you for your email. | would like to arrange a | 1 would iike to amange a mesting to show you our latest |
mesin. W vt o showyou o s cosars. ¢ | designs is 2 pote way to askfor a meeting. It also tates
I
I
I
I
I

the aim of the meeting (to show your latest designs).

1

Thank you for your email yesterday. | would like to 1
aange a mesting to show you ourlatestdesigns. (2 | |
1

__________________

Now write this section P

Scaffolded Lessons

At the start of Writing for Business, students
complete a short writing test, and are then
provided with lessons at their recommended
level to choose from.

Each lesson begins with a Case Study which
clearly summarises the context and the
objectives for the lesson. This is followed by
a series of activities to help students learn to
plan, draft, and finalize their writing before
applying their skills to a realistic writing

task. Students are fully supported with tips
and writing models before they move on to
complete the final task.

g
From: Rodrigo Alves
To: Alison Castle Kane -

Subject: Silmara Moreira: Tagalua project
CeagisicastelRas] What is your objective?
One of our designers, Silmara Moreira, recently designed Who are you writing to?
and completed the software for the Tagalua project in a
very short time. The company was very happy with her Why are you writing?
work, so | thought maybe you could write to thank her? What 3 points do you need to include?
Best wishes, ———|

Show Objective
Rodrigo Alves
Operations Manager

In this paragraph, you need to arrange a time and place to meet.

Q1 e =
Which sentence talks about when you can meet?
Click on the correct sentence to highlight it.
——————————————————
Would it be possible for you to come to our office on | Correct!
Granger Road? @i here ffom Mondays 1o Thursaays! 1
‘and can meet you at any time of day. We use from Mondays to Thursdays to mean every day
between Monday and Thursday (Monday, Tuesday,
| Wednesday, and Thursday).

1
At any time of day means you can meet when the other
person wants to meet (morning, afteroon, or evening).

A premium course structure can be
organized so that students can send each of
their writing tasks to one of our online tutors
for feedback. They will receive detailed
comments on how well the objective was
met, as well as comments on organization,
accuracy, range and style. Students can also
share their tasks in the Gallery to learn from
others following the course.
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Writing for Business features:

e 105 lessons broken down into 7 levels e Structured practice to help learners
from B1 - C1. plan, draft and finalize their writing with
helpful tips and model writing
e Topics and tasks that cover a wide for reference.

range of everyday business contexts.
* Printable end-of-lesson reviews with

® Personalized feedback from a model texts, dos and don’ts and
tutor on writing tasks that details useful phrases.
task achievement, organization of
information, range and accuracy of ® Built-in progress updates and an end of
language used, and style and register. course test to measure improvement.

Lesson Flow

Lessons follow a systematic cycle of presenting the context and objectives, practice and
preparation, and completion of a realistic writing task.

The material is broken down into short modules so that students can begin a lesson, take a
break and simply pick up where they left off.

From: Samantha Stewart
To: Ryan Sayers
Subjoct: possivle mesting

Entry Test 020: O10ME.w OI Ok 85X -
L i ———

Level

Lo s 6 7 8 9 10 Tes
Tosk Objctive 27

“

HiRyan - What is your objective?

My name is Samantha Stewart and we met aithe Design

ing to?
o Who are you writing to’

Wite an email il o the hotel manager.

I manage a chain o hotels and we are interested in N
buying funitur for wo nw hotals. You said that you ! L d
Arranging a meeting had some intresting designs to show me. g ™ omanoe @ meeting,
e xution oo arang et | What points are you going to include?

Make sure you

invite the reciplent to meet;

suggest a possible place to meat;

1am going to be in Baltimore next week. Is his good for
You? Can you email me and let me know?

best
Samantha

St Y|

An introductory test assesses Each lesson is based An introductory Case Study

students’ ability and ensures on a realistic, everyday and Objective are presented so

that students are working at business situation. students clearly understand what
the right level. they will do in their writing tasks.

Pl SK / 15t Submission
an Your answer to the task objective. Flemember to pian, craft and fnalize your wrting.
First, plan your writing. Planning helps you think of ideas and put them in a clear, logical order.

You've finished the lesson and sent your task to your tutor.

students' Tasks for the

Drag the notes onto the left-hand side in order to make a clear;logical plan.

manu page fo tis lesson.

ones you ik and edi your orginal Task o improve it

i 3. Confiming Ry
. callmeon 4432760925 toconfim

‘anather one for me to cormect. It wil help you learn from your mistakes. .
4, Simon e Maiste

Students are supported through a clear Work can be submitted to an online tutor for
training cycle where they learn to plan, feedback on how well the objective was met,
draft and finalize their work. organization, accuracy, range and style.

The lesson content of Writing for Business is customizable to make mini-courses that will fit specific syllabus
and program requirements.
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