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Writing for academic purpose (and this applies to Business writing) requires you to write in the Third person. This essentially means providing an objective voice in your writing style. When you write in the First person- your personal point of view is expressed more. This means you tend to start your sentence with 'I' (first-person singular) or 'We' (first-person plural). First person needs to be avoided in order to make your writing more objective.
Tips:
1)  If one of your exam question requires you to write a formal business letter. You will need to adhere to UK style formatting. What does this mean? (See page 79 of prescribed book)
It means your letter has to include Addresses, a date and salutations.
Please read and understand Chapter four (4) of the prescribed book. Work with ACTIVITY 4.1.
2) The other form of communication in a Business Contexts is that of Memoranda. Do you know how to format a 'MEMO'?
Please read page 83-85 of prescribed book and work on ACTIVITY 4.2
3) Instruction and Procedure
A standard operating procedure (SOP) document provides step-by-step instructions to employees on how to carry out a task correctly and what records they need to keep.
Please read page 85-88 on prescribed book and work on ACTIVITY 4.3.


Below are a few links that will give you more guidelines on writing in the third person.

Kindly have a look at them – these links are very helpful and should assist you tremendously 

http://www.humanities360.com/index.php/tips-for-writing-in-the-third-person-5-63811/

http://learners.ncu.edu/writingprogram/writing_center.aspx?menu_id=138

http://owll.massey.ac.nz/academic-writing/1st-vs-3rd-person.php

http://www.aims.edu/student/online-writing-lab/tools/point-of-view

http://ask.metafilter.com/111930/Academic-Writing-No-first-person

http://www.ehow.com/how_8202547_write-research-paper-third-person.html

http://www.ehow.com/how_2154310_write-third-person.html 

http://press-release-examples.com/examples-of-writing-in-the-third-person.html


