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Strategies for teaching business writing in higher education
(on English language material)

Abstract. The global social and economic changes have intensified the close personal
and business contacts between the representatives of different countries. In today’s
world the number of people who are traveling abroad on private or business issues
are growing. Accordingly, it is not surprising, that there is a pressing need for such
employees who with their high professional skills can communicate fluently in
English. In today’s competitive job market one of must-have Skills is undoubtedly,
the effective skill for business correspondence. All types of business correspondence-
letters, email messages, faxes, memos, CVs, resumes, reports, minutes and many
other documents must be tailored in a proficient, comprehensive, and informative
way.In the process of formation professionally oriented foreign language skills it is
necessary, that teaching process should be based on really motivating, interesting and
stimulating activities.

The article gives the detailed analysis of the role and importance of modern teaching
approaches (Task-based and student-oriented) and strategies in the process of
teaching business writing to EFL students. Some models of professionally oriented
techniques and drills are illustrated in the given article.

Key words: global, changes, English, business writing, contact, writing, skills,
correspondence.
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60Eb30, 3053 F9Mdos PodsMNWSE SHoMTMML MmBo0sM-bogdosbo
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056500, dE5B30Ls MY BMOIoL g3Lgds/QoRMMIY0s, S6gsM0To ©s 5. 8. 6o~
09 0baolvE 9bsBg 9539 FIMIPOMOBYE 30 M3 ) 0bg OWOS. L
5MLgdMo bgdosbo FgMob Lagzegdol MGMMOS S 35G35 30 bsd30Ws©
L5 F0MHMYOL 9630056M9dLS S F98YMT ob39HL.
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3w900L 0bm35306M0, LAHMI6EJOYBY MM0gbEMYdIMwOo, 0bEMsdEoMMo
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BgL (bogddosbo) 3MHgL3MbYIBEOOLMZ0L sTIBILOSMYdGE0s F9dIRO MMbO
Go30b 300M603530s: 1) 8900939 mOH09bG0MgdMwo, 2) 0bxzm®dszorwo, 3)
©5350(j3mbgdgo (39MOL¥IsBOME0) S 4) WYOMHYNBOMO. DOMNMYNIE Jom-
396L 2006605 13930830960 5TIM3Bs s sb0TBMWgds (Bohns, 2015: 2-6). sbg
9525005, d9093D9 MM0gbEH0MYdMo 3m3MB03o300 d0daqdL d30mb-
39@L 363093 Mo dmgdggdolzgb b dmgdmeo 0blEMmmdiogdol gltrv)-
©90d0l396, 0bxzMMT>30IE0 BslosmMol 3m3Mbo3s30s F0Bbs olvbogls d30m-
H39wol 06x3MOI0MYISL, BsMFIMBIdgwo (39MOLvsHBoEo) bolosmol 3m-
8996035305 8085605 0dob3gh, HMI LMHIMBML d30mbzgwo dmEgdv-
@0 3OHM©JEHOoUL 56 LgH30LoL ¥Y30MoEHIM5T0, brrgrm MsBymz0mo bsbols 3o
95099g0gos  obgmo  B9gasBH0MH0  bsllosmol  0bxgm®mIsizools, Mmymemos
d90dagds ogml  dog. LodbobMOEsb 5393905 96 bgxzslol Fgdzocgds.
G003 359003, bogdosbo [gMolmzol sdobolnsMYdYE0s s DM MO
068305300l go33ws, 5589w 3Mb3M9G o LoEYISE00B Fodmdobaty,
560369909053 (339079050 @S JoboloYgdgeos (Kassem, 2017: 151-163).
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(Lundin, 2008: 432-445). c0635¢06m0 Lowo s §gemol Igbodsdobo 3meqgd-
Ao MbsM-$393900L Femds M30MHMdM  JobslosmMYOEgdos  9BgJGHWOO
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3069L3mbYbEOOL T9A960LSL oberogom dolo 3608369 MdOL gosBEMYdS o
3069dEHweo §960L bs@-b393900L BsIMYse0dqds/LOEygmas, 3530b Gmas
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50560865309, H©MA LY5IPOGHMMOM 30M>090do Logdosbo (doBbls) 0by-
@ob®ol  Logergds/oMBegdol 3Gmi3gldo, Lodfbo®m, mogl 0bgbls
0l90 TSOMIMEGOIO BOJBHMMIIO OMYMOGOOEYs: 1. LysroGmEmom dg-
3500069Md900L5mM30L 4963MM3b0wo MMOL LodEzoMmy, Moz AoM339mwfho-
WO BMI3L F9Momo 3Mod@o3z0bsm30l MRGM d9¢0 EOMOL EsTMdLL
@5 2. 0590 L5356 X0TMYIOLS O 5JEH03MBYOOL 4505 FoMdJOYO MBO Bo-
035, HMIWIdoE JoMOMIIO BMIMNBOMYGOMW0S 46M6TdEH03ME0 bseo-
Dol s 300bg5-msMRTobol MbBs®-B393900L BmOHIoMmgdsbg (Min, 2009: 75-

114



77); 039 9939 boBsLdom Mbs 5©036036Mmm, HMA Ms35BH03 IO S MG~

33560l 99396@gd0l  Mamgdgwymas Loddosbo  Fgmol  Lfagargdol

363980 9839090005, 30650096 B5385Mm© WO OISl FoTMoYIbL
LEHI6EJOOLIMZ0L LYo Lol 50Y3Z9GYIM0 MCRTBOL FobbmM0g-

@905, HMIgois bLyJdosbo, MBOEOSTMEO S B3YE30R0OO LEGOW0o bolios-
0©J05. M5MRT60LOL 530 GdI0s ©IBOL BMMOTOLS s sSHOOL FosMNYd-
WO 9IME90s. 535LMD YOO, LoFoMM bEgds MMOYObsOl 3o 3gmeEo
©@9dbO3MMO s FMITIBH0ZNMO JegIgbBHJO0 0mMIMPIBML goblbgs390 0
3MbLEHOI3090005 O BOHIBYOOm, B33 BA0MmSE 5MBL3TMOLO 3ModEH030oL
39000b393500 35633999 MbgObEMdSL Jabols F9abfogargarmomgzols. 3mMg-

JAM0 360535¢03wo 9b50-B393900L  d9doboBdols LMEygmass Lfsgwgdo-
Lol 999(300090o@ 8093956600, 30650056 bmy 99dmnbgzgz5d0 53@MdOMAGMS-

’00bL (CV)/Ogbomdgh 993900l 36Mm3gldo 49650 gdol, sdMTom go0ms-
0930l JoLoMOMGOJE 30953580 b3sslbgs MEMYBOBE0sMs, sfglgdw-
WM, I35MESY6EHJOOLS s 396YMB0g3gdOL LobgEfimgdsms, 535580~
bgwo 0 Fombmeo 056590gdMmdgd0L J00mgds dmombmgl s E03wols
- 9b 0946935 629eM3560, 296LEBOZOMWO 01¥) obMLsBO3ME0, 3MEM9]EHMEo
3990mygqbgd0ol  Mbs®-B39390L, I6033bgerm3z560 Fow(g39d0Ls O LJdosbMdS-
935090505 B5dMmmM30obsL 30, BIbOL bsdgm s S§HIYm BmOTGdOL seeg30L
05300056 530¢905L. GOy F900b39398d0 30 BIBOL ¥3oMHM BMEOIJOOL (0bgo-
603030, 2960b©030) 458MmYgqbgdsl. Logdosbo Fgmol  Lfsgwrgdolsls 53 gbmd-
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d0@ ™30l FbMOg 535 M) 00 EMBOLANYDdYOOL 2obGm0OYOL TgEgboloysh. mo-
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94), 59 Ly30MbYdBY 3OHMJEHWIo 39F5tds FIMoMbM3L 39oMROLAE 356 -
39 255DMgdMo, LHogargdol msbsdg®mmgzgy doymdgdols s bgmbgdol
3990996905l Logergdols 3Mm3gldo, Goms Mo3 d90dwgds MBOM™ dg@o dmEo-
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3900L BMMIoMGd0L 3OMELd0 0ligmO MBTgEMHM3Z9 890MEYdOLS s JoE-
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3> (a learner-centered approach).

5359059 ©x8wndbgdmwo gbob Lfogwqds (Task-based Language Lear-
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00309090 IHAsMYISLE @S 93539 O™ IMboGHMO0bal MFg3l LGHwwg-
6®90UL. LEGHMIBEGHOO BMIMLOMYINGIO 5CI056 31FY6035305DY, SEBdsM W3-
Om 393G 3MOJGHMMmdol bsxbg, 0d3s ol I9gBH0 YmMmeEgds dma-
9360 9353%9 993939 3. 59mE560L 999y - 9Bs0bO s 3MSJBH03s. FoLfogz-
9090 3735mdL 3mB3MgEM 9bMdMOZ Lozombrdby, MHMIWgdoE ™ozl
0bhgbL IgmM9 9B93DY (ImboEHMM0bYOL gobbmMEogugdolsl Jsliffogzwgdgwms
MAM93wglmds 0603653l Bmas F93mdgdoL s bGMIbGMs 3Mb3MYEHME
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0900056 O 4930350 MBOM HOYIEOLZ9b.

LEAHMIBGHDBY MHOYbEGMYOMWwo Boymds (a learner-centered approach)
15430560 3MEMGB3MbEYbEEOL FacMob Loz gdoLsl Lo MHAbMmds© BOOL dscm
3mGH035305L  3EboL 250M353905L056 F0dsMrINgdsdo. Fgalfogwrgergdo 56
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9m3509gMd0LSL Y30 MdEsE dmgmbmggdsm (Horea, 2017: 968-970).

15530 900L BHM9O0E0E0 FgmMEIdoLLRsb 4oblbgs3900me0d doymdy-
30l 130653 qlMds 08590 IEYMISMYIMOL, OMI BEMIbEHIOL LsdroEgds gd-
9350  BM3MLOMYdS IMIBEObME Mgo® 3m36035305%g, bmenm Jqd-
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@90l 5393l oo 499Mm0Yggbmb yz9ws gbmdMm0g0 MglMLO Momos [o®dodg-
000 205M0356 1530 15336035300 5TMFIBIL. 515900 5JFH03MdS bsors SB-
39690L BEBHIBbEHYOL oo 9bMdMOZ30 3MA39EIbE30YdOL BEMdOL LL@ s
dwoge dboMggdl, gl doymds oblszMmEmIdom 3OHMEMIGwos Ggdlfs-
3Yms 9697w X3BI880, LdSE LAMIBAHIRL FobLLZZIONEO goed-
6030 bs6-6393900 459660 S TgLsdsTOLSE, BMYOIOMO TomYsbo MGFOH™
03909L5Q  BOYEIOL  3NHIOIAHYW  ©ZIWYOL, Do 3o YBOH™ g
3930maAsL ¢d390L. 9Lz gEqd0 0d969gb 296339 25TIMEOOEGOL o
3Bl Ls3MmoMmo  LsdgBHY39Ww™  53dGH03Mmdgd0L  MbaM-h393900L  mbol
dqbobgd.

9390 dmyz35600 4359436 Fogo0mgdo oligmo Lobgwrddwzsbgwrmgdo-
6, OHMaMM0355 Business Letters For All (Naterop, Weiss, Haberfellner, 2008:
104-108) o> Writing Fitness, Practical Exercises forBetterBusinessWriting (Swe-
nson, 1988: 9-70) 060l 965%g Logddosbo 30MHgl3Mmbgbigool Lffsgwgdol-
030b 396399036000 (589600 Logatx0dMmms Mo, HMIGMs Qodmyq-
69053 LHogwgdols 3emigido dobsbdghimbomo doy3sRbos:

EXERCISE # 1—SPELLING [Swenson]. The sentences below contain ten words
commonly misspelled in business communication. Correctly spell the word in
brackets. (Note: hyphens may or may not indicate missing letters.) Compare your
answers with the correctly spelled words on the next page. Look up any words
you misspelled. Memorize the correct spelling using the procedure outlined
above.

1. Your request is not (consist-nt) with company policy.

2. The meeting will be in our branch office near the (capit-1) building.

3. An (exten-ion) of benefits will be offered to all employees.

4. Compensation and benefits are (sep-rate) issues.

5. The new policy will (super-ede) the old one.

6. Please refer to the instructions on the (pre-ding) page.
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7. The manager said that it (oc-ur-ed) to him that the employees needed more
information about the project.

8. What they (of-er-ed) was unacceptable.

9. How will the new plan (ben-fit) the organization?

10. Another study is an (un-ec-es-ary) way to spend money

EXERCISE #2—SPELLING SHORTCUTS. Following are three handy shortcuts to
improve your spelling. (1) If a word gives you trouble, deliberately mispronounce
it, emphasizing the troublesome part of the word. To fix the spelling of words such
as separate and benefit in your mind, say ,sep-ay-rate®, ,ben-ee-fit“. (2) Look for
little words in big words. Noticing the word iron in environment can help you
remember the longer, more difficult word. (3) Use gimmicks to fix the spelling of
difficult words in your mind. For example, ,Many capitol buildings have an ‘o’
shaped dome®. Correctly spell the words listed below. Use the memory devices

suggested on the next page (or make up your own) for any words you misspell.

. expl-nation-----

. pron-nciation-----
. cat-gory------

. priv-l-ge------

. gasol-ne--------

O P NNV A W N =

. super-ede (s or ¢?)-------

10. contr-versial----------

EXERCISE #3—USAGE. And now for some of the finer points. Even advanced
students may find this usage quiz challenging. Good luck!

1. Which is correct? (a) scholar-athlete, (b) wildly-successful debut.

2. Which is correct? (a) 19 BC, (b) AD 565.

EXERCISE #4—ACTIVE VERSUS PASSIVESENTENCES. Following is a formula
for more readable writing. Use simple, active sentences made up of familiar,
concrete words. First, write with active sentences. In an active sentence, the doer
of an action is named first, before the verb. In a passive sentence the doer (if
mentioned at all) appears in a phrase after the verb: ,,The meeting was changed by
the sales manager®. Change each of the sentences below from passive to active.

Passive: The meeting was called to order by Ted
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Active: Ted called the meeting to order.

Plans for the conference will be made by the staff assistant.

An error has been discovered by our staff.

The report will be reviewed by us.

A decision was made to terminate the search.

The mistake in billing will be rectified by the supplier posthaste.
Receipt of your letter is acknowledged and appreciated. Cost-cutting procedures
are advised by the vice-president.
3. Do you underline, or place in quotation marks, the names of: films, TV
programs, paintings, ships, song titles, episodes of a TV program?
4. Which of the following should be underlined, which put in quotes?
Bible,Genesis, Koran.
5. When you are absolutely certain, do you say ,doubtless®, ,no doubt®, or
y2undoubtedly“?
6. Find the error in the following statement (from a speech by Sen. Edward
Kennedy): ,If I was to make a political decision, it would be a different
announcement today*.
7. Which of these advertising slogans is incorrect grammatically? (a) ,,Us Tareyton
smokers would rather fight than switch®. (b) ,,For we fullfigured gals*.
8. Which is correct? (a) high school teacher, (b) earners hair brush, (c)
smallbusinessman.
9. Which is correct? (a) in regards to, (b) as regards, (c) in regard to.
10. Which spelling is correct in each of the following word pairs? (a) all
ready/already, (b) all right/alright, (c) a lot/alot.

M3 3590030 0bawoly® 9bsBgy Logddosbo 3mMHgldmbogbaool 3m-
990 FoMds0r30L50030L boFoMMms 1Hogwgdol Mobsdy-Mmgg, 0b@EgMs-
JBH0MO0 80aMIgdoLy S BEMIBHIH0)00L 0bEIBLOMGO A5TMYgbgds, MMAg-
o3 80856MHmo 046905 99abfagargums Mibmgbmd®mogo gofitm3mmao-
960 B53YBHY39L ™ 59EH03MO0L 9539dEHOO bsM-B393900L BMOTOMYISLS S
39630050905B9. Loddosbo (d0BbYL) Vb olwGOLMZ0L ITobolOsMGdG0s
dogaro Moo G9gMHdobmemyo®o, gdlolzmeo, gMsds@ozowo ©s LEowo-
LEAHOINOO M530L9dIMYO60. Y39es 58 boBLOL BarMds s 9g3oLEBHMEEIVY)-
o gmOIom oo 309G Mwo 4odmEgds dmombmal, MHmAd Lfagas/-
LHogargdol  3Mmaglo  Fsgduodogr®ms  IMMRJOMo  ogmlb  LEHMIbGHs
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5063 9M9LgdsLS s 3500 FMEH035300L 5350EgdoL390, LsFomms, ™A Lfjsg-
©900LsL 0O 5JGH03MBYOO 250M30Ygbmm, HMIYd0E MY MMO Bsdgd)-
939 bLoEGwYS30900L Aboglo 046939, M3 “YYGOWWMBEISW IWIIOM J53ET-
Bl Imobgbl Jomo 9bmdM030 3m33939bE0gd0L 898 A9B30msMYdSLS s
LEOHYEYNRIBY, Brog 09308 FbM03 LEGMIBEGHIOL Tgdamddo 99odergdobgdls
9189JAMMO© 5 EVMIMEGOOL  2o6M9dg 0530 oM™ 36  BydoldogMo
oMol dJmbg oMo mdomo Labol sgsgdol dglcrvegdsls doBbglol
L3gOHMdo  3OMGBILB0YO b5gd0sbMBOLS.
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