
Common Errors in Business Writing

Business correspondence should always be proofread for grammar, spelling, punctuation or word choice errors. It is
also a good idea to read the first draft of your correspondence for tone, style and degree of formality to check that
your writing conveys your intended message.

1 The following are some examples of common errors in business writing. With a partner, discuss how
to change each sentence so that it is correct.

2� Search the Internet for other common business writing errors. Choose the errors you commonly
make in your business writing. Read about ways to avoid those mistakes. 

Possible search terms: common errors in business writing

Sentence structure

• Incomplete sentences e.g., Because he wasn’t at work that day.

• Run-on sentences e.g., The meeting was adjourned we all left right after that.

• Comma splices e.g., Julie presented the layout to the clients, they liked it.

Spelling and punctuation

• Errors using capitals e.g., She works in the ford building.

• Incorrect punctuation e.g., Dont use the photocopier.

• Spelling mistakes e.g., Puntuality is very important.

Grammar

• Incorrect use of verb forms e.g., I seen the client yesterday.

• Incorrect subject-verb agreement e.g., Every manager and employee in the company agree 
with the decision.

• Improper use of transitions e.g., The meeting was long although the team talked a lot.

• Pronoun references that are unclear e.g., Sam went to the manager’s office to pick up 
his report.

• Improper use of articles e.g., They discussed advantages and disadvantages 
of the proposal.

• Incorrect use of subject/object pronouns e.g., The boss gave a raise to Julia and I.

Word choice

• Incorrect use of similar words e.g., Their very concerned about how the layoffs will 
effect there morale. 

Improper tone, style or level of formality

• Use of informal style or casual language e.g., He’s really ticked off that people continue 
that is not appropriate in business writing to come late.
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Common Errors in Business Writing (Cont.)

3 The following report has 12 errors. Underline the errors. With a partner, identify the type of error
and correct it. 

Background

On July 17, 2010 one of the warehouse workers at NBR packaging fell off a step ladder while
loading heavy boxes into an eight-foot high storage unit he sustained numerous injuries
including several broken bones. However, this incident follows other similar incidents where
workers have suffered minor injuries using ladders in our various warehouses. 

As a member of the Health and Safety Committee for NBR, I was asked to look into the
possible causes of these accidents and provide recommendations on how you guys can stop
them from happening in the future. This report is based on my observations of how ladders
were being used in our three warehouses over a 10-week period from April to June 2010. Me
and the workers also met to talk about what I observed.

Observations

I observed several unsafe practices involving: the step ladders and extension ladders in the
three warehouses.

• Their were several instances where step ladders was used in a folded position and leaning
against a wall because there was no extension ladder available.

• At times when people were using extension ladders, they were not far enough away from
the wall to be in a safe position.

• Workers were standing on the rear part of step ladders rather than on the front steps which
is also unsafe.

• In one instance, a worker places an extension ladder in front of a door without blocking
the door before climbing the ladder. 

• Some of the ladders in the warehouse are old and are no longer in good condition.

Recommendations

I would recomend that the following actions be taken:

• Create an information sheet with tips on the proper use of ladders to be distributed to all
warehouse staff.

• Provide safety training for staff on a regular basis.

• Replace some of the ladders with new ones that are longer and have safety grips on the
bottom. 

• Consider investing in rolling safety ladders which are safer than step ladders and extension
ladders. Rolling safety ladders they may be costly but they are worth the investment if
accidents and injuries are minimized in the future.
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