Preparing Good Business Documents

Whole books are devoted to how to write good business documents.  This outline is intended to give you some of the basic rules and pointers to follow.  It includes many of the most common mistakes people make.
The Basics
· Use a simple, clear font, such as Arial.  Never use an unusual, fancy font.
· Always give the authors’ full names
· Always make the work look neat and presentable. 
· Write as though you are being paid to do the project by a customer.  This means you will write professionally and not say things such as “Their benefits are awesome.”
· Always proofread your work.  When you re-read your work, look for sentences that do not give new information; delete them.
· Almost never should you use words such as “a lot”, “many”, and “few.”  Instead, give the data and say how many.  
· Remember to give both a reference at the point you use the data and then list the complete reference on a Works Cited page.
Section Headings
· Use them.
· Headings should be bold.  Have them start at the left.
· When answering questions that are numbered, number the answers
· When answering a question, repeat the question as the heading.
Paragraphs
· A paragraph should have a common idea in it.
· Paragraphs should contain at least three sentences.
· Do not start two sentences in a row with the same word, such as “They” or “I”.
· Do not be “folksy” and use phrases such as “Who wouldn’t want…” or “How could you beat…”
Comparisons
· When comparing companies, products, services, or most other things in business, a table is probably the best choice for presenting the information.
Analysis
· Do not use words such as “I think.”  Present facts and data.
· When you given an opinion, such as selecting a best option, tell why.
· Use terms and concepts from class.  Think about the topics covered and look for ways to apply some of them to the analysis.  If you don’t use concepts from class, then the analysis might as well be written by someone who has not taken the course.
Creating Tables for Comparisons
· You want people to be able to look at a table and immediately get your message
· What is your message?  Is one choice better than another?  Are they all the same
· Can you  see the message without reading the words in the table – that’s the best, if possible
· Tables should have headings for each of the columns and each row.
· Do not put too much information in a row/cell.  If it gets long, break it into smaller pieces
· If the item you are comparing is there or not, then use a simple check mark, X, or other symbol to show if it is there.  Leave it blank, if it is not there.
· Sometimes you need to put in a number, such as number of vacation days.  Then put in the number.
· Avoid at all costs putting lots of words or sentences in a table.
· See the following pages for examples of comparison tables.

· 

Examples of Comparisons Using Charts
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I did not want or expect you to go into the detail that this table did on health benefits.  I include this table only to give you an example of such a comparison.  I think the Plan Description entries have too much information in them.
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