
STANDARD BUSINESS FORMAT ESSAY

Paragraphs written in business format are structured in a formal, professional and well-organized When you're writing a
business document, consider how the.

Wrap up the paragraph with a summary sentence. Also do NOT use a title page unless the assignment
specifically asks for one. Keep your sentences short and to the point. Direct quotes must also be cited using
the required format style. When you're writing a business document, consider how the paragraph will appear
on paper, the organization of the paragraph and its placement within the total document. If you are NOT
indenting, you will start each paragraph flush to the left margin. The blocking take the place of quotation
marks, and unlike in a regular in-paragraph quotation, the parenthetical citation goes outside of the final period
instead of inside of it given that the blocked quote might contain several sentences. To change the setting so
that page numbers do not display on the first page, go to the Format men, drag down to Document, and click
on the Layout button. Use the width of your thumb as a rough guide. Paragraph Content Each paragraph
should address a single main idea. Give your essay to a friend to go through it before writing your final draft
or rather use professional proofreading services available online at affordable prices. Each paragraph carries
the main idea. Although it is not wrong to leave two spaces after a period, it is quite acceptable nowadays to
leave only one space after each punctuation mark. References 3. Instructions: Type the quotation in its own
paragraph, without quotation marks, and remove the indent from the first line. You have the chance to restate
your thesis statement and once again support your stance. Be consistent in the way you format your
paragraphs. Block Format The most common visual format for paragraphs in a business document is the block
format in which the beginning of a paragraph is not indented. Paragraphs written in business format are
structured in a formal, professional and well-organized manner. Begin by creating a thesis statement which
must tell your reader the purpose of your essay. The single statement must carry the overall response to the
problem. Left justification is preferred as it will not leave big gaps between words. If you submit a paper in
another font, I will change it on the file I download. Right Justify and Automatic Hyphens: Do not right justify
your entire essay and do not automatically format hyphens if you are using a word processor to type your
essay. Paragraph Order A business document, such as a report or letter, begins with a paragraph that
introduces the subject of the document. This should be the default for Word, but if your default setting is to
have left and right margins of 1. For documents following APA format, put a short version of your title instead
of your last name and the page number in the upper right corner. Ensure that the strongest points appear first
and at the last paragraph within the body of the essay, the others can be fixed in the middle of the body
paragraph. If the document is lengthy, use headings to separate major sections. Or you can use these keyboard
shortcuts. Follow this topic sentence with a few sentences that support the main idea. This should be the
default for Word, but if your default setting is to have 10pt spacing after paragraphs, change your default.
Write the concluding paragraph This part must be given much importance as the introduction part. Electronic
submission of documents is becoming more common as e-mail is being used widely. Simply write: 4
Remember, there is no period after the page number. Do not introduce any new ideas at the conclusion;
summarize your prior arguments. Make it short; write three to five sentences. It is not easy to do the editing
and the proofreading on your own. This is followed by one or more paragraphs that develop the subject. When
paragraphs are not indented, it is difficult for a reader to see where a new paragraph begins, hence
quadruple-space is called for between paragraphs.


