General Business Writing Tips
By Ruth Anderson (with some adaptations of Alan Chapman’s Writing Tips)
To Write Successfully

Always make your reader’s life easier.
That’s it. 

That is the secret behind effective business writing. It is the single most important thing to know about business writing. Everything that follows here, and in this course, is just details -- different things to do (or not do) that can make the reader’s life easier.

Purpose

The general purpose in business writing is to communicate. Your specific purpose may be to inform, to persuade, to request something or to gain information. Keep in mind that your reader does not know your specific purpose, so you have to make sure that it comes across clearly in what you write. 
The first step in making your purpose clear to your reader is for you to know your purpose is writing. What do you want to accomplish? When you are clear about why you are writing, and what your goal is, you will be able to express yourself more clearly. This will increase your chances of meeting your goal.
Format

Using common formatting conventions is one of the ways that you make your reader’s life easier. Often your intended reader is very busy and does not have a lot of time to look at what you have written. When you use standard formatting in your writing the reader knows where to look to get key information quickly. This increases the chances they will read and understand what you have written and, therefore, that you will accomplish what you set out to do with your writing.
On the other hand, if you use the wrong formatting style for the occasion or, worse, ignore formatting completely, it is quite likely that you will frustrate and annoy your reader.  You do not want an annoyed reader.

Simplicity

Plain is good. Focus on facts. In the English-speaking world short sentences have become common and are often more effective in business communication than long ones.
Avoid flowery language and too many complex sentences. 

Clarity and Conciseness

Be clear. Include enough information for the reader to understand you. If you want the reader to make a decision or to do something make sure you have given them enough information. Try to think about what the reader will need to know. If the reader needs to ask you for information that you could have easily included, you are wasting their time. If the reader needs to ask you to clarify what you have written, you are wasting their time. Do not waste your reader’s time. 
Be brief. Only include the information you need to include. Extra, unneeded information can distract from your purpose and also waste the reader’s time. If the reader feels that you are wasting their time you may have an annoyed reader on your hands.

The following are general tips from a business writer that will help you make life easier for your readers:
Writing Tips
writing techniques for cover letters, adverts, brochures, sales literature, reports

Adapted from Alan Chapman 
People judge others on the quality of their writing, so it's helpful to write well. Here are some simple tips for writing letters and communications of all sorts.
· Remember that effective written communication is enabling the reader to understand your meaning in as few words as possible.
· Avoid lengthy preambles. Don't spend ages setting the scene or explaining the background, etc.
· Use short sentences. More than fifteen words in a sentence reduces the clarity of the meaning. After drafting your communication, seek out commas and 'and's, and replace with periods.
· If you are selling, promoting, proposing something you must identify the main issue (if selling, the strongest unique benefit) and make that the sole focus. 
· Don't use old-fashioned figures of speech. Avoid 'the undersigned', 'aforementioned', 'ourselves', 'your goodselves', and similar nonsense. 

· Don't use all CAPITAL LETTERS - even for headings. Words formed of capital letters are difficult to read because there are no word-shapes, just blocks of text. (We read quickly by seeing word shapes, not the individual letters.)

· Avoid fancy fonts. They may look clever or innovative, but they are more difficult to read, and some are nearly impossible.

· Use 10-12 point size for body copy (text). 14-20 point is fine for main headings, bold or normal. Sub-headings 10-12 bold.

· Any printed material looks very untidy if you use more than two different fonts and two different point sizes. Generally the fewer font changes the better. 

· Use language that your reader uses. 

· This ideally extends to spelling for US English or UK English. For example: words which end in IZE in US English can quite properly be spelled ISE in UK English, for example: organize/organise, specialize/specialise, etc. Similarly many words ending in OR in US English are spelled OUR in UK English, for example favor/favour, humor/humour, color/colour, etc.

· Avoid jargon, acronyms, technical terms unless essential.

· If your organisation has a 'house' font then use it.
· If your organisation doesn't then it should.

· Black text on a white background is the easiest colour combination to read. Definitely avoid coloured backgrounds, and black.

· Italics are less easy to read. So is heavy bold type.
· If you must break any of these font rules, do so only for the heading.

· Limit the length of main, attention-grabbing, headings to no more than fifteen words.

· In letters, position your beginning between two-thirds and three-quarters up the page. This is where the eye is naturally drawn first.

· Use left-justified text [even on the left, ragged on the right] as it's easiest to read. 
Avoid fully justified text as it creates uneven word spaces and is more difficult to read. [Fully justified text is even on both the left and right margins. This paragraph is presented in fully justified form to demonstrate what this looks like. As you can see extra spaces are added in the middle of the lines. This can look strange and make your writing harder to read. It also looks less relaxed and less inviting.]
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