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8.2 BUSINESS CORRESPONDENCE AND REPORTING 

language used in an article can be formal or informal depending on the target audience, but it must be less formal 
than a report.  

What can an article do? 

Unlike a report, an article can do much more than simply report an event or state facts. 

• It can offer suggestions and advice.  
• It can provide information on various topics/subjects.  
• It can bring about a comparison.  
• It can describe a location, person, object, technology, etc.  
• It can simply amuse and bring a smile on a reader’s face.  
• It can enable readers to think, hence it can influence.  
• It can offer opinions, arguments/counter arguments. 

Format of an Article 

An article is usually considered as a part of informal writings. There are no rules or techniques to abide by while 
writing articles, yet an organised structure is preferred. Hence, a basic outline of the format needs to be studied.  

Heading/Title:  Eye- catching; illustrating the central theme  

By Line: Writer’s name (to be mentioned under the title towards the right) 

Introduction:  Establish the context. (Draw the readers’ attention using anecdotes, startling facts, statistics, 
rhetorical questions or quotations.) 

Body: 2-3 paragraphs detailing the various aspects of the topic i.e. merits, demerits, causes, consequences, 
effects, advantages, disadvantages.  

Conclusion: A formal and logical end to the written content; a summary of all that has been included in the article. 
One may conclude with a final opinion, recommendation or a comment expressing a hope, a warning, an appeal or a 
call for action.  

Points to Remember 

• The topics should be unique and of relevance. 
• Know the target audience. 
• Identify the aim of writing the article- to advise, inform, entertain, compare, describe, etc.  
• The title should be short and eye- catching.  
• Begin with a striking opening sentence which gets the readers interested in the topic.  
• The writer must have enough to say; enumerate your ideas before writing.  
• Be true to what your write, make assertions and go by them throughout the article.  
• Keep the article brief; unnecessary repetitions and irrelevant information makes it boring. 
• Break the article into paragraphs to delineate it into separate ideas. 
• Pay attention to the choice of voice and tense. 
• Conclude logically.  
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3 ARTICLE WRITING 8.3 

Steps in Article writing 

Like reports, articles too need to be well written to hold the readers’ attention. The stages of article writing are 
discussed below.  

Step 1: Identify the target audience 

Before you begin writing, it is important to consider who the intended readers are. Are they a specific group such as 
students or businessmen, or adults in general?  

Step 2: Identify the purpose of writing 

Identify the aim of the article. Is your aim to advise, suggest, inform, compare and contrast, describe, etc.?  

Step 1 and Step 2 are the deciding factors in determining the layout of your article, its style, language and level of 
formality.  

Example:  

If the topic for the article is ‘Careers in Commerce’, then the target audience will be students of Commerce. The 
article would be an informative one, detailing the various careers that a commerce student can choose from, 
colleges/universities, eligibility, and selection process. The tone must be formal, and the language should be easy 
and straightforward for comprehension. If the article is meant for doctors, then technical jargon related to the field of 
medicine can be used.  

Step 3: Collect and select information  

The third step is to collect information that is available on the selected topic. You may use various sources such as 
books, interviews, etc. Read them and select relevant information.  

It is important to ensure that the information you have collected is authentic and reliable.  

Step 4: Organise the information sequentially and logically  

Once the information has been gathered and selected, you must organise it so that it follows a logical order. You can 
make use of mind maps and flow charts  to organise the content. 

Example 1:  
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Example 2: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: Write the article 

Once you have determined the information you are going to use and organised your ideas, write the article. The 
article could be formal, semi-formal or informal, depending on your target audience.  

First, give your article a title that catches the attention of the reader. Then begin writing the article with a striking 
opening sentence which addresses the readers and gets them interested in the topic. Remember to present a 
strong argument for your ideas supporting it with evidences or data/statistics. Your attempt must be to develop 

Problems caused by demonetisation:  

• A large section of the population does not have 
bank accounts or use plastic money  

• Traders, taxi operators and the tourism sector 
have been hit hard.  

• People are going through a harrowing time 
and long queues  

• A limit has been imposed on withdrawals 
from banks 

• Factory labour and other daily wage workers 
are unemployed  

• Farmers and people in rural areas also facing 
hardships 

• Drop in the money in circulation will cause 
deflation 

Advantages of demonetisation:   

• Helped govt. fight fraudulent 
activities  

• Difficult to hide black money 

• Govt. able to track transactions  

• Stopped/ reduced terrorist 
funding 

• Help attract domestic investors 

• Created fear in the minds of 
people about tax theft.  

Demonetisation Reasons for implementation –  

• Inflation                                 
Corruption,                            
Prevalence of a cash 
system     - prevalence of 
black money  What is demonetisation? 

A currency unit is stripped off its 
status as legal tender. 

Old unit of currency is replaced with 
a new currency unit. 

Solutions:  

• Every citizen to have an
account  

• Use cashless modes of 
payment – IMPS, 
cheques, net banking, 
etc.  

• Separate queues for 
money withdrawal and 
exchange 
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5 ARTICLE WRITING 8.5 

your ideas as much as you can to make them interesting and substantial. Finally, conclude with your strongest 
point. 

Use vocabulary and descriptive language appropriate for the article. Linking words and expressions, and a variety of 
vocabulary will only improve your work and make it more interesting. Use passive voice, humor, rhetorical questions 
to make it riveting. 

Do not talk about yourself. You are writing for the general public, not a close circle of friends. Your opinions are 
only interesting to other people if you can justify/explain them. 

Sample Articles 

Article 1 

The colour green: corporate conscience or fashion statement? 

by Brendon Craigie 

Hotwire has conducted a major audit looking at the greening of corporate communications and its potential influence 
on consumer purchasing habits across Europe. 
They researched five sectors (retail, banking & finance, manufacturing and automotive, utilities and technology & 
telecoms) in five countries (the UK, France, Germany, Spain and Italy) looking at how frequently companies use 
green issues in their external communications vehicles. In this instance press releases were selected as the 
representative communications tool. We coupled this with pan-European consumer research that identified how 
green issues affect the purchasing decisions of consumers in the same sectors and countries. 
Contrary to popular opinion, companies across Europe do not greenwash their communications wholesale. The 
Hotwire study has found that across all the sectors green appeared as a theme relatively infrequently - in only 7.5%-
17% of companies' external communications. French companies use green issues the most at 17% while German 
companies are least likely at 7.5%. These are interesting findings – with Germany very much an international leader 
in terms of energy efficiency we put it more down to regional 'style' than the reality of the companies' initiatives. 
However, while it is good to see that companies are not opting for a cheap greenwash across the board, it is also 
interesting to note that they are not in sync with consumer interest for green products and services. While companies 
communicate about green issues relatively infrequently the consumer interest in all things green is high. When asked 
to score their interest in 'green' between 1 and 10 (10 being the highest) European consumers scored averaging  
between 6.3 (Germany) and 8 (France). Consumers in Spain, the UK and Italy scored 7, 7.2 and 7.7 respectively. In 
other words, consumer interest is high but in terms of corporate communications, companies are not doing much to 
satisfy the interest. 
The technology & telecoms sector is an interesting sector in terms of how it currently communicates around green, 
and what influences the buying decision when purchasing technology products and services. The UK is the only 
country that communicates in any volume (22% of technology companies' external communications) about 'green'. At 
5 out of 10, the consumer research indicates that 'green' is not a very compelling driver for British consumers in the 
technology space, however there is some interest and UK-based companies are doing a few things to garner that 
interest. In the rest of Europe, PR professionals in the technology space have huge opportunities. While consumer 
interest is pretty high at between 5.5 and 6.1, the companies' corporate communications efforts have so far ignored 
the green agenda. In France only 7% of external communications by technology companies include the green theme, 
in Germany 1%, Spain 2.9% and in Italy 0%. There are some big openings for being the green champion in the 
technology & telecoms industries in France, Germany, Spain and Italy.  

(Source: http://www.reusablearticles.com) 
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Article 2 

The Health Problems of Tattoos 

by Paul Silver 

Tattoos have been around for thousands of years, but they have always had their health problems. The main 
potential problem with getting a tattoo is infection. 

The tattooing process involves pushing pigment far down into the dermis of the skin with a needle. With modern 
stainless steel and sterilization machines, this is much easier to keep clean and problem-free than the original 
tattooing method of rubbing ash into wounds, but problems can still occur. If a tattooing needle is not completely and 
totally clean when it pierces your skin, it can deposit germs deep into the skin along with the pigment it is delivering. 

A major problem with infection from unclean tattooing is it can infect the recipient with Hepatitis B. In turn, hepatitis 
can cause inflammation of the liver, which is painful to start with, and if left to develop can become chronic and cause 
long-term damage and even death. 

Initial symptoms of a Hepatitis infection can last for up to two weeks, and include a raised temperature, headache, 
and lack of energy. After this, jaundice can develop, and then potentially anorexia, nausea, vomiting and diarrhea. If 
left untreated you will probably then experience upper abdominal pain, a tender, enlarged liver and enlarged lymph 
glands in your neck. 

By this point, the pain and other symptoms should have taken you to the doctors. They will need to carry out blood 
tests to confirm which strain of Hepatitis you have contracted (there are five types, A-E.) If you have developed a bad 
infection, you may need hospital care to recover, mainly so doctors can spot if you have the early stages of acute 
liver failure. 

Up to 95% of adults with a Hepatitis B infection will recover fully, but the rest may develop life-long chronic Hepatitis, 
especially if they already have immunodeficiency problems before they get the infection. 

Infection can be prevented by good living conditions, and Hepatitis B can be prevented with a vaccination, which 
many tattooists will have as a preventative measure as they do not wish to catch Hepatitis B from their customers, 
some of who may carry it unknowingly. 

When you receive a tattoo, be confident that the tattooist's equipment is properly sterilised, that they have been 
checked out by the local health department, and that you're confident that they are clean. No responsible tattooist will 
mind showing you how they ensure their equipment is clean and safe. When the tattoo is healing, make sure you 
keep the tender area clean, and that you do not expose yourself to possible infection through poor hygiene or living 
conditions. 

After receiving your tattoo, if you run a temperature, get headaches or a sudden lack of energy to do anything, get in 
touch with your doctor straight away. It is much better for it to be diagnosed as not being a problem than to risk 
having a Hepatitis infection and not having it treated as early as possible. 

Instead of getting a permanent tattoo, you could get a temporary one. They are available in a wide range of designs, 
from star tattoos to tribal styles, and don't carry any risk of infection. 

(Source: http://www.reusablearticles.com) 
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Article 3 

Genius has gender? Only in our minds 

When Cambridge University advised its examiners to avoid words like ‘genius’ and ‘brilliant’ because they exclude 
women, many of us rolled our eyes and dismissed it as political correctness gone wild. But close your eyes – what’s 
the first image that comes to your mind when you hear the word genius? Is it Albert Einstein? Stephen Hawking or 
Srinivasa  Ramanujan, perhaps? Shakespeare or Premchand? Steve Jobs? Whether you’re female or male, odds 
are your mind sees a man. 

These associations affect our perceptions of others, which in turn affects their self-image and choices. Gender gap in 
the sciences, for instance, can be partly explained by the notion that these areas call for ‘genius’ or raw natural 
ability, which many women don’t feel confident they possess. Reasons for that lack of confidence are also cultural; in 
the US a depressing piece of research found that even six-year-olds were likely to think of only boys as ‘brilliant’. 
When professors are rated, it’s men who’re described as stars and visionaries, and the same qualities are 
overlooked or disparaged in women. Think of the routine putdown ‘hysterical’, which literally means a disorder 
caused by the womb. 

The idea of a lone genius is a Romantic myth; hard work, collaboration and luck have as much to do with 
accomplishment as ability, and none of these traits are sexual characteristics. Thinking harder about how we fling 
around words like flair and brilliance might foster a better intellectual climate, all around. 

(Source: http://blogs.timesofindia.indiatimes.com) 

Article 4 

The Current Rise of Women Entrepreneurial Leaders 

By Brent Gleeson 

As the positive movement for gender equality in the workplace gains significant momentum, the data not only shows 
forward motion, but many opportunities to be taken advantage of. Cultural progress is of little value unless there is a 
framework to channel mindset and behavioral transformation into actions and results. 

Women have long been underrepresented in entrepreneurship, yet the number of women entrepreneurs in the US 
has increased over 30 percent since 2007. For some more recent and interesting data, according to 
Smallbiztrends.com, 57% of women business owners expected their revenues to increase in 2018. This suggests 
that women-owned businesses are just about as likely to grow at a similar rate as male owned businesses (59% of 
male-owned businesses said they expect revenue growth). 

Over the past 15 years, these women-owned firms have grown at a rate 1.5 times greater than other small 
businesses and were estimated to provide more than 5 million jobs by 2018. Whether women more quickly become 
dissatisfied with climbing the corporate ladder or just can’t ignore the drive to pursue their passions, female business 
owners have historically begun their entrepreneurial journeys earlier in life than their male counterparts. According to 
a Guardianfinancial.com survey, 51 percent of female business owners were under the age of 50 when they 
launched, compared to 44 percent of men. However, the largest group of female respondents were in their fifties, so 
it seems women are becoming business owners at almost every stage of adult life. 

The latest numbers regarding women in business can’t be ignored. There are 9.1 million woman-owned businesses 
nationwide, employing 7.9 million employees and generating $1.4 trillion in sales, according to the National 
Association of Women Business Owners. 
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Enough data already. The facts speak for themselves. The downside is that, in our opinion, barriers in the standard 
workplace environment, in some part, drive this growth in female entrepreneurship.  

So how about leveraging the momentum of this great movement to generate tangible results? Culture 
transformations, whether they be in an organisation, an industry or any environment typically fail unless there is a 
framework and diverse mechanisms to translate desire into action and lasting change. 

(Source: https://www.forbes.com/) 

Article 5 

The Impact of Social Media on Society 

Almost a quarter of the world’s population is now on Facebook. Nearly 80% of all internet users are on this platform. 
Because social networks feed off interactions among people, they become more powerful as they grow. 
Thanks to the internet, each person with marginal views can see that he is not alone. And when these people find 
one another via social media, they can do things — create memes, publications and entire online worlds that bolster 
their worldview, and then break into the mainstream. 
Without social media, social, ethical, environmental and political ills would have minimal visibility. Increased visibility 
of issues has shifted the balance of power from the hands of a few to the masses. 
While social media activism brings an increased awareness about societal issues, questions remain as to whether 
this awareness is translating into real change. 
Some argue that social sharing has encouraged people to use computers and mobile phones to express their 
concerns on social issues without actually having to engage actively with campaigns in real life. Their support is 
limited to pressing the ‘Like’ button or sharing content. 
This is a very human reaction when people are given options that absolve them from the responsibility to act. A 2013 
study by the University of British Columbia’s Sauder School of Business found that when people are presented with 
the option of ‘liking’ a social cause, they use this to opt-out of actually committing time and money to a charitable 
cause. On the other hand, when people are allowed to show support in private, they are more likely to show 
meaningful support in terms of making a financial contribution. 
The researchers found that a public endorsement is an action meant to satisfy others’ opinions, whereas people who 
give in private do so because the cause is aligned to their values. 
It’s been said that information is power. Without a means of distributing information, people cannot harness the 
power. One positive impact of social media is in the distribution of information in today’s world. Platforms such as 
Facebook, LinkedIn, Twitter and others have made it possible to access information at the click of a button. 
This means that the longer the information is in circulation, the more discussion it generates and the greater the 
impact of social media. 
While the world would be a much slower place without social media, it’s caused harm as well as good. However, the 
positive impact of social media is astronomical and far surpasses the ills associated with sharing. 
At the end of the day, sharing is about getting people to see and respond to content. As long as the content is still 
relevant and the need for information still exists, it’s always worthwhile for any organisation to use social media to 
keep publishing. 

(Source: https://www.simplilearn.com/) 
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Article 2 
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Ans. 2. 

Given below are the value points that will be helpful in writing the articles 

1) Card payment on a high after demonetisation.  
• On Nov. 8, 2016 – govt. announced discontinuation of Rs. 500 and Rs. 1000 notes. 
• The move forced people to use options such as Internet banking, mobile banking, credit and debit 

cards, mobile wallets and other prepaid payment instruments.  
• Digital transactions have grown by 400 to 1000%. 
• This figure does not include transactions done through Master and Visa cards. 
• People to be educated about digital payments through websites and television.  
• Increased transactions on e-wallet.  
• Volume of transactions using Rupay card has increased from 3.85 lakh per day to 16 lakh per day. 
• These digital transactions will ensure money comes into the system.  
• All transactions/ money will be accountable. They will generate tax, thus developing the country’s 

economy.  
• The government will develop better welfare plans when money will be deposited in banks.  

2) Mumbai: No longer India’s economic capital  
• Mumbai preserves the charm of an open dynamic urban space, owing to preferential decision-

making on investment, Delhi appears to have been surging ahead of Mumbai. 
• Mumbai has ceded its position as economic capital of India to Delhi. 
• The Oxford Economics forecast for 2030 shows that Delhi is predicted to be at the 11th spot, 

Mumbai will be 14th. 
• Delhi has outpaced Mumbai post-liberalisation, in physical infrastructure and social infrastructure.  
• Since Delhi is the capital, businesses want to be closer to it for clearances.  
• The availability of infrastructural facilities affects the cost thus attracting the businesses.   
• High cost of land and labour in Mumbai is unfavourable to business and does not offer suitable 

inducements to attract investment—domestic and foreign.   
3) Unempolyment: an obstacle in the country’s economic growth 

• The world economy is facing 2 major challenges - unemployment and poverty.   
• Financial crisis caused by unemployment leads to an overall purchasing power resulting in poverty 

followed by an increasing burden of debt. 
• In India, the problems of underemployment, unemployment and poverty have always been the 

main hindrances to economic development.  
• Another colossal problem is the large population.   
• A critical aspect is the regional disparity.  
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8.12 BUSINESS CORRESPONDENCE AND REPORTING 

• Mass migration from rural to urban regions is adding to the problems of unemployment and 
poverty. 

• Economic reforms, changes in the industrial policy and better utilisation of available resources will 
reduce the problem.   

• The government must initiate long term measures for poverty alleviation.  
4) Phishing  

What is phishing?  
• Phishing is a cybercrime in which a target or targets are contacted by email, telephone or text 

message by someone posing as a lawful organisation to tempt individuals into providing sensitive 
data such as personally identifiable information, banking and credit card details, and passwords.  
The information is then used to access important accounts and can result in identity theft and 
financial loss. 

• Tactics Used for Phishing.  
• Deception Phishing - Sending out a mass email and trying to convince users to click the link in 

the message.  
• Tab-Nabbing -Seeking to impersonate popular websites that have been left unattended for some 

time, and trying to convince users to re-enter their credentials. 
• Malware Based Phishing - Aimed at small and medium -sized businesses (SMBs).  Inserting 

malware onto a user’s computer (by email attachment, download, etc.) in order to gain information 
and exploit vulnerabilities. 

• Key Loggers and Screen Loggers are a type of malware that can record a user’s keystrokes and 
activities – sometimes even your entire display 

• Search engine phishing - Phishers create websites with “offers” and have them indexed 
methodically within popular search engines.  

How to prevent phishing attacks? 
• Use spam filters. Generally, the filters assess the origin of the message, the software used to send 

the message, and the appearance of the message to decide if it’s spam.  
• Change browser setting. The settings of the browser should only allow reliable websites to open 

up. 
• Change password on a regular basis. Those websites that require users to enter login information 

may be open to security attacks. Change passwords on a regular basis, and never use the same 
password for multiple accounts.  

• Banks and financial organisations use monitoring systems to prevent phishing.  
• Legal action can be taken against fake websites.  
• Organisations should provide security awareness training to employees to recognise the risks.  
• Changes in browsing habits are required to prevent phishing.  
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5) Covid 19: Impact and Strategies for Education Sector in India 
• Country began shutting down schools and colleges temporarily as a measure to contain the spread 

of the novel corona virus. 
• Impact of crucial time of the year- board exams, entrance exams, admissions, etc.  
• long-term impact on the continuity of learning for more than 285 million young learners in India  
• Structure of school, learning and teaching methodology effected. 
• Handful of private schools could adopt online teaching.  
• Low-income private schools/government schools shut because of no access to e-learning 

solutions. 
• Disrupted the higher sector education as well which is critical determinant’s of a country’s 

economical future. 
• Students have been barred to leave the country. 
• Unemployment shot up from 8.4% in mid-March to 23% in early April and the urban unemployment 

rate to 30.9%. 
• Disruption is pushing policymakers to figure out how to drive engagement at scale while ensuring 

inclusive e-learning solutions. 
• Strategies required to manage the crisis : 

o Continuity of learning in government schools and universities.  
o Learning solution at least for marginalised needs to be developed. 
o Reconsider the current delivery and pedagogical methods in school and higher education 

by seamlessly integrating classroom learning with e-learning modes to build a unified 
learning system.  

6) The Importance of Good Mental Health at Workplace 
• Nearly half of Gen Z and millennial report feeling stressed. 
• Career, finances, and family welfare are common problems. 
• Physical and emotional stress is the reason why people miss their work. 
• Mental health effects overall performance.  
• Stress is the legitimate reason to take time off from work.  
• Statistics- age group (18-29 & 30-39) shows higher rate of anxiety and depression. 
• Mental health is important for all in a workplace. 
• Research and study about root cause of stress is important for the mental condition of all 

employers and employees. 
• Discussing about the mental health is not a stigma. 
• Steps to improve mental health – stay connected, take time to ask and listen, collaborate and 

share resources. 
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8.14 BUSINESS CORRESPONDENCE AND REPORTING 

7) Role of Entrepreneurship in Development 
• Influential role of entrepreneurship in economic growth of a country 
• Wealth creation and sharing 
• Creating jobs 
• Balanced regional developments 
• Standard of living 
• Community development 
• Exports 

8) Growing health problems in the youth today: Causes and Consequences 
• Causes of health issues: a crisp list 
• Rush of life 
• Anxiety issues due to office work 
• Sedentary lifestyle 
• Bad eating habits 
• Erratic sleep patterns 
• Demanding family 
• Effects 
• Lifestyle diseases on the rise 
• Physical health issues 
• Strain on eyes 
• Young deaths 

9) Should the voting age limit be lowered to 16? 
• Knowledge explosion     
• Youth has more awareness 
• Globalisation 
• Advent of internet 
• Kids are street smart 
• Too young 
• Immature 
• Get influenced very soon 
• Indecisive and impatient 
• Impulsive decision makers 
• Lack of holistic vision at 16 yrs. 
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