Business Writing – Practical Basics
W.J. Klinger

Memos and Papers

· Your writing represents you
· What does it say about you?

· You are thorough?

· Thoughtful?  Analytic?
· Never leave a spelling error or grammar error

· If Word flags it and you think it’s right, change it anyway
The Basics

· Always make the work look neat and presentable 
· Use a simple, clear font, such as Arial (Times Roman is ok).  Never use an unusual, fancy font. 
· Unless you are selling something, don’t give marketing hyperbole.  Do not say things such as:
· “Their benefits are awesome.”
· “Who wouldn’t want to buy it?” 
· Almost never should you use words such as “a lot”, “many”, and “few.”  Instead, give the data and say how many.  
· Cite your sources.  Yes, even in the real world you need to show where you get your information.
· Present numbers in numeric form
· $500, not “five hundred dollars”
· 15%, not “fifteen percent”
· $345, not 345$
· Here’s a simple outline that will work for many business papers and talks:

1. Tell them what you will be telling them (why should they be interested?)

2. Tell them

3. Tell them what you told them (summarize)

· Always proofread your work

· Look for sentences that do not give new information; delete them

· Made the paper shorter, not longer

