Business Writing: What to Consider…

Before writing, determine the…
· Purpose of the communication 
· Why the document is being written and what the goal(s) of the document are?

· Audience 
· Who will be reading the document?

Once you have determined the purpose and audience:
· Determine the information needed in the communication 
· Plan the layout of the communication 
During Writing…
· Choose clear wording (everyday, plain words)

· Be specific and use concrete details and examples wherever possible

· Cut out clutter (remove useless words)

· Avoid jargon (complicated unfamiliar terms, usually from a profession)

· Avoid clichés (common sayings and phrases)
· e.g. at this point in time; easier said than done

