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Chapter 4 – Chapter Introduction

• Purpose:
• Learn specific writing formats
• Format refers to the layout of the publication 
as well as the way it is presented and arranged
• The formats will include Letters, Memoranda, 
Instructions & Procedures, and Reports 
Writing



Chapter 4 – Key Concepts (Explanation)

• Letter:
• Letter remains the single most important format for 

formal correspondence
• Letters are an important part of the so called “paper 

trail” that businesses use to document processes.
• Most commonly use business letter format is called the 

block format – everything is aligned with the left margin 
and paragraph breaks are indicated by a blank line



Chapter 4 – Key Concepts (Explanation)

• Letter:
• Address > return address (writer’s) comes first. It can be 

right aligned (UK style) or left aligned  ( US style) – UK 
format is commonly used in South Africa
• Date > can follow either UK or US style format. 
• Full name and address of the person you are writing to 

follows your address and date.
• Salutation (greeting) are followed by comma in the UK 

format, or colon in the US format   
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Chapter 4 – Key Concepts (Explanation)

• Letter:
• Headings > It’s a high level summary of what one is 

writing about
• Headings are printed in capital letters, or in bold, or 

underlined – not all three at the same time.
• Try use strong, clear noun in your heading.
• Only use “Re” when you are replying to a letter using 

the same subject heading as your correspondent  



Chapter 4 – Key Concepts (Explanation)

• Letter:
• Content:

• Your fist paragraph should consist of one or two 
sentences, concise and make your purpose clear – who 
you are and why you are writing

• Second paragraph should contain a request
• If required, third paragraph may include your wish for 

the future



Chapter 4 – Key Concepts (Explanation)

• Letter:
• Complementary Close:

• Understand the difference between carbon copy (cc) 
and enclosure (Encl)

• Also note the difference between casual and business 
letter closure 



Chapter 4 – Key Concepts (Explanation)

• Memoranda (MEMO):
• Often used for day-today communication in the 

office – circulated in house
• Memos are used for three main purpose:

• Bring attention to problems
• Solve problem or suggest solutions
• Circulate important information among staff members 
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Chapter 4 – Key Concepts (Explanation)

• Instructions & Procedures:
• Simply like explaining in details to a third party how 

things need to be done the way you want them
• Helps in instructing every one in the business 

about their roles and responsibilities, which impact 
in the smooth running of each business
• These details are produced in the Standard 

Operating Procedures (SOPs) 



Chapter 4 – Key Concepts (Explanation)

• Instructions & Procedures:
• Standard Operating Procedures (SOPs):

• Is an official policy document, often takes the form of a manual 
• Provides step-by-step instructions to employees on how to carry 

out a task correctly and what records they need to keep
• Advantages of SPOs are:

• Provide direction
• Show who does what in an organisation
• Reduce training time
• Improve communication and teamwork
• Maintain standards   
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Chapter 4 – Key Concepts (Explanation)

• Reports:
• Considered the longest and challenging document.
• Because of length, reports are divided into parts, sections, and / 

or chapters
• Types of reports include:

• Financial report > mandatory statements and voluntary contextual 
disclosure

• Feasibility report > assess the viability of certain actions / projects
• Progress report > status of an on-going project
• Cost-benefit analysis (CBA) > weighs total cost of a project versus its 

total benefits
• Research report > topic investigation, normally scholarly for post grad 

degree   



Chapter 4 – Key Concepts (Explanation)

• Reports:
• Terms of reference (TOR):

• Also referred to as Introduction, Foreword, Background, 
Overview, Summary, or Abstract  

• This is an introduction of a report, which is the instructions 
given to a committee indicating what needs to be 
investigated

• TOR will cover the following information:
• Background of the project (who called for the report, when)
• Purpose of the report (what it should investigate and why)
• Scope of the report (what area does the report cover 



Chapter 4 – Key Concepts (Explanation)

• Reports:
• Methodology / Procedure:

• This is a description of the methods by which one arrived at the 
information presented in one’s report.

• Common methods for acquiring information for a report include:
• On-site observation
• On-site interview
• Telephonic interview
• Questionnaire
• Literature survey
• Audit
• Critical analysis 



Chapter 4 – Key Concepts (Explanation)

• Reports:
• Findings:

• These are discoveries made during the course of a report’s 
investigation

• They are directly related to the method or procedures followed

• Findings are often published separately in the form of a press 
release, which is a friendly summary that the general public will find 
easy to read and understand



Chapter 4 – Key Concepts (Explanation)

• Reports:
• Conclusions:

• It’s the logical deduction one makes from findings
• Make sure that each conclusion is linked to findings

•Recommendations:
• Reports that investigate specific problems usually end with a set of 

recommendations

• These are suggestions about what actions should be taken to rectify 
problems that were listed under Findings and Conclusions  



Chapter 4 – Key Concepts (Explanation)



Chapter 4 – Key Concepts (Explanation)

• Reports:
• References & Appendices:

• This is a list of references / sources consulted 
• Also contain attachments of all appendices
• References include books, documents, reports,  

articles, websites, etc that one has cited in the report  



Chapter 4 – Summary

• Most written business communication 
takes the form of letters, memos, 
procedures, and report
• Understanding the format of these 

business communication formats helps 
in improving one’s professional profile
• As an accountant, your success depends 

on your ability to be exact – precise, 
rigorous, and correct, and this is proven 
by a correctly formatted document 



Chapter 3 – Key Activities

• Please refer to the following 
Activities from your Study Guide 
and Prescribed Book and get 
involved in the student discussion 
in MyUnisa Discussion Forum

• Study Guide
• Activities 1 - 7

• Prescribed Book
• Activity 4.1 – 4.4
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