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Instructions 

• Go to menti.com and use the code 32 80 61 
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Presentation agenda 

Expectations from Plenary 
Know Your Audience 
Concept of Business Writing 
Context of Business Writing 
Focus on Report Writing-Principles/Guidelines 

 
 



Expectations of Session 
Chair…. 

That you understand key business writing techniques – 
by transfer of learning (that you are able to put the 
learning in to practice in your workplaces) 
That you are as interactive and participative-this how 

we learn from each other. 
No one is an expert! 
Remember-"work expands so as to fill the time 

available for its completion". Parkinson’s law 
 
 



Background of writing: A 
look at History 



Background of writing: A 
look at History (Pen) 



Background of writing: A 
look at History (Technology) 

This diagram gives a broad view of media history, emphasizing the 
major events and general trends. 
Seven milestones in the development of human communication; 
printing, telegraph and telephone, photography and motion pictures, 
radio and television, digital media, mobile media and social media. 



Background of writing: A 
look at History (Technology) 

Things began to change-The Age of Technology was upon us 
End of the 19th Centaury 
1900s-Radio/TV 
1950s-Digital Media 
1960s-Technology has little impact. 
1990s-Technology is for academics-Exponential increase 

in scholarly writing-mostly journals. Using IMRAD 
Structure 
1980s-Internet get to homes-The rise of e-writing, still 

mostly journals. 
1990s- Mobile media and e-commerce 



Background of writing: A 
look at History (Technology) 

Things are now changing fast-The Age of Technology 
Intensifies with Social Media 
Beginning of the 20th Centaury 
2000s-Social Media 
2010s-Digital world-Internet language is born-4COL 

(2005),YOLO (2011),ON FLEEK (2015),WOKE (2016) 



Medium: Tools of Writing 

Gadgets 
Computers-Mostly reporting 
Tablets-Mostly emailing 
Smartphones-Mostly texting-Emails/Wassup/Sms 

Print 
Pen 
Paper 



Concept of writing: 
Types/Formats of writing 
Letters (Telegraph) 
Emails (Facsimile) 
Resumes/Bios 
Memorandums/Stateme

nts/Releases/References
/Requisitions 
 
 
 
 
 
 
 

Blogs/Articles 
Notes/Briefs/Papers 
Reports 
Proposals/Concept 

Notes 
Plans 
Presentations 
Speeches 

 



Concept of writing: 
Types/Formats of writing 

Example: Letter 



Concept of writing: 
Types/Formats of writing 

Example: Position Statement 



Concept of writing: 
Types/Formats of writing 

Example: Report Extract from  
Annual Capacity & 
Performance Assessment 
(ACPA) Report 
 



Contexts: Objectives of 
Writing 

Information-educative, entertainment, religious,artistic 
Reviews 
Recommendations/Advisory 
Opinions 
Appraisals 
Releases 



Contexts: Influence o 
Culture in Writing 

• High Context 

– Information resides in 
context 

– Emphasis on 
background, basic 
values 

– Less emphasis on legal 
paperwork 

– Focus on personal 
reputation 

• Saudi Arabia, Japan 

• Low Context 

– Messages are explicit 
and specific 

– Words carry all 
information 

– Reliance on legal 
paperwork 

– Focus on non-personal 
documentation of 
credibility 

• Switzerland, US, 
Germany 



Audience: Readers of 
Writing 

Internal Stakeholders 
Committees 
Boards/Executive 
Managers 
Staff/Colleagues 

External Stakeholders 
Public/Society 
Customers 
Shareholders 



Environment: Situations that 
you write for 

Correspondences  
Meetings 
Workshops 
Training sessions 
Lectures 
Conferences 
Events 



 
 
 
 

Business Writing for Your Work 
Place 

Reports 



Categories: What is the goal 
of the report 

Incident  
Periodic 
Investigative 
Progress 
Trip/Call/Field 
Major 



Preparation: Writing a 
Reports 

Purpose.-Understand the assignment 
Readers/Audience. 
Implications-look at the bid picture. 
Data-from research/consultations. 
Examine the evidence-numbers & narrative has to 

make sense. 
 



Drafting: Writing a Reports 

Structure-use a template/model for logically ordering 
the report. Always work with drafts/samples. 
Opening-Title, Subject, Purpose, Context 
Middle 

Evidence (Findings, 
Feedback/Facts/Figures/Charts not 
Fallacies/Fiction) 
 Evaluate your sources 

Closing-Main points (Informational),Conclusions 
(Analytical),Recommendations (Advisory),Next 
Steps (Feedback/Follow up) 



Reviewing: Writing a Reports 

Strengthen the report- 
Stage 1-Self Review-ToR/Read out loud 
Stage 2 –Peer (Colleague) Review 
Stage 3- Validation Committee/Meeting 

By making Additions, Sub-tractions, Revisions, always 
check for; 
Ideas-Simple, strong and clear-Manage perceptions 
Language-Professional 
Voice-Objective 
 



Refining: Writing a Reports 

Structure/Design 
Sentence style 
Word choice 
Spelling and Grammar-proof reading 
Punctuation 

 
 



Guide: Writing a Reports 

APA Style Guide-Academic Writing 
Harvard Style Guide-Business Writing 
The pyramid principle Book by Barbara Minto-Lessons 

from McKinsey 
 



Contacts:Questions/Comme
nts & Feedback 

Shivo L. Isiaho, Training and Technical Assistance Manager 
M: 0714265104/0733697135 | 
E: shivo@firstgroupcompany.com 
Skype:shivo.lawrence 
Twitter: @Shivoh 
  
First Group East Africa Limited 
Office Tel: 0202589334 | F: 0203601100 
Physical Address: 1st Floor, Block A, 22 School Lane, 
Westlands, LR 1870/3/464. 
Postal Address: P. O. Box 12171 00100 NBI, KE 
Web Address: www.firstgroupcompany.com 

mailto:shivo@firstgroupcompany.com
http://www.firstgroupcompany.com/

