Introduction to the module
I trust that you have read (or are busy reading) Tutorial Letter 101, and the Introduction to the module (Study Guide). Having done that, you would have noted the following salient points:
· This module is about Workplace English. You will learn about the format, structural requirements, and the general nature of business documents. This will be done while simultaneously fostering proper use of English as a language in general, and English as it applies to business documents in particular. The emphasis is on the correct use of language in writing business documents.
· Business documents include: letters, memoranda (one memorandum, two memoranda), email correspondence, reports, proposals, presentations, and documents related to meetings (mainly, minutes of meetings). See the Table of Contents as well as Study Unit 01 of your Study Guide.
· In order to understand and be able to produce business documents, you will have to master the following skills (again, See the Table of Contents as well as Study Unit 01 of your Study Guide): planning, information gathering, drafting, revising, editing, and proofreading. Make sure you understand what these terms mean. That is; what is planning, information gathering, drafting, revising, editing, and proofreading? It is extremely important that you know what these mean, that you can define and explain them. Read the Study Guide, use the dictionary, find alternative definitions on the web, look for synonyms of these terms. Whatever you do please make it a point to understand and internalise these terms as they are central to the entire module. These terms are the key that will open each chapter for you. If you have a working understanding of them you are well on your way to passing this module.
· This module has four chapters. We use the term Study Unit. Therefore, this module comprises of four Study Units: (1) Writing Skills in Professional Correspondence, (2) Meetings, (3) Report Writing, (4) Proposals and Presentations.
· You are going to write two assignments. Assignment 01 is compulsory. You must submit assignment 01 in order to gain exam admission. Failure to submit this assignment means you won’t be allowed to write the exam. Pay attention here because Tutorial Letter 101 includes assignments set for the first semester as well as assignments set for the second semester. Do not lose focus. Answer the assignment applicable to your semester. In this case that will be Semester 02. Make sure you include the applicable unique assignment number. It is good advice to lightly scratch out Semester 1 assignments due dates and unique assignment numbers. Do this with a pencil, lightly.
· [bookmark: _gjdgxs]Assignment 01 will test your knowledge and skills of Study Unit 01 and Study Unit 02. Assignment 02 will test your knowledge of Study Unit 03: Investigative Report and Progress Report. This does not mean you can ignore Study Unit 04 as exam questions are set based on the entire content/all study units.
· In addition to Tutorial Letter 101 and the Study Guide, you also have the Workbook. In the Workbook, you will find interactive activities on grammar and language usage as well as activities on assignment and exam preparation. The Workbook is exactly that, a book that you use while working on your studies. Try to do the activities in the Workbook as well as those in the Study Guide. It is a vital component of your studies.
· Page 09 of Tutorial Letter 101 outlines a good study plan. Read it and try to adopt the suggested plan.
NB: Unisa is a distance education institution. You will do most of the learning and studying on your own. That does not mean you have no help at hand. I as your E Tutor am here for you and I am in contact with your lecturers. Study hard, ask questions on the group site. I will answer your questions, and where necessary, refer them to lecturers for added clarity. Tutorial Letter 101, explains the Specific Outcomes of this module. That is; what you would have learned after passing this module. 
Please go back to your Study Guide and read Study Unit 01. Read the Introduction intensely and understand it. Read the rest of Study Unit 01 at a relaxed pace. Ask questions where you don’t understand.

