
TECHNICAL TERMS USED IN BUSINESS WRITING

Which words and phrases are best for business writing? While the answer to this question depends greatly on your line
of business, it pays to build a.

Keep in mind the connotative meaning when choosing a word. State exactly why you're writing the
correspondence upfront. Pay close attention to titles, names, and genders: Have you ever received a message
in which you were addressed incorrectly? Connotations of words may be positive, neutral, or negative.
Explains or justifies an Action: Professional communication allows a business entity to explain their beliefs or
to justify their actions. Balance sheet A balance sheet details the company accounts at a certain point in time
often the end of the financial year. If you have, you know just how irritating it is. Connotation: Positive Based
on cultural and personal impressions of what it means to be skinny, the reader may have positive connotations
of the word skinny. Of course, the content of business writing relates to a business entity but it also relates to a
specific and purposeful transaction between the writer and his or her audience. Almost all business writing is
produced in order to achieve a certain purpose, making a call to action important. Most dictionaries provide
the following information: Spelling. Start-up Start-ups can offer a more relaxed working environment. Buy-in
This term refers to the idea of gaining acceptance for something. Most people use slang when they speak and
in personal correspondences, such as e-mails, text messages, and instant messages. The brain often skips errors
that were made in the recent past but will catch them later. Lean Denotation: Lacking or deficient in flesh;
containing little or no fat. For example, "The decision has implemented to suspend production," leaves the
interpretation of who made the decision to call it quits open. Core competency This bewildering phrase refers
to the strengths of a person or company. Avoiding Slang Slang describes informal words that are considered
nonstandard English. Cold call This is a phone call, usually from a sales representative of a company, to a
potential customer or client who is not expecting the call and with whom there has been no previous contact,
with the aim of trying to sell them something. Again, using the example above, choosing the word "decided"
rather than "made the decision" makes reading easier for the audience. Sloppy writing, poor word choices, or
an unearned overly familiar attitude can come back to haunt you. Business plans are essential for those setting
up or developing a business, and will be needed in order to secure funding from banks, the Government or
investors. Using a Dictionary and Thesaurus Even professional writers need help with the meanings, spellings,
pronunciations, and uses of particular words. Little mistakes happen, but people will judge you for them. How
to say the word. Exercises 1. No one knows every word in the English language and their multiple uses and
meanings, so all writers, from novices to professionals, can benefit from the use of dictionaries. Notice that all
the words have a very similar denotation; however, the connotations of each word differ. Stay genuine and
always use language that is plain and clear. Even so, you don't always have to use a contraction. Specifics can
be attached separately. In the world of business jargon, it refers to an area of expertise. We introduce you to a
few such terms here, so that you know what they mean if you hear them yourself and so that you know what to
avoid saying in a business environment! Write tight. Use active rather than passive verbs. It is merely a neutral
descriptive word. In the event you are looking for a new way to say something, Ginger synonym provides
instant help to enrich your documents and improve your business vocabulary. Here are some examples:
Advantage: A specific benefit or improvement Benefit: A specific, positive outcome Calculate: To do
something with numbers, i. Precise selection of your words will help you be more clearly understoodâ€”in
both writing and speaking. Specific: My teacher, Ms. This simply means that they are on holiday.


