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Better Business Writing Skills

Ten Essential Skills, Strategies, and Tips for

Better Business Writing

Write clearly. Get read. Get results.

Poor writing is not a style issue.
It is a performance risk.

These ten essentials lie at the heart of the Better
Business Writing Skills one-day training and
define what effective business writing looks like in
practice.

1. Write with a Clear Purpose — Not Just
Good Intentions

If you cannot state the outcome, do not start
writing. Every effective business document
answers three questions upfront:

e Why am | writing this?
¢ What decision or action do | want?

e« What does success look like for the
reader?

e Writing without purpose produces long,
ineffective documents.

2. Put the Reader First — Always

Readers do not read carefully. They scan. Good
business writers design documents for:

e Busy people
o Partial attention
o Fast decisions

This means clear headings, logical flow, and
obvious conclusions.
If the reader must hunt, you have failed.
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3. Plan Before You Write — Structure Beats
Speed

Five minutes of planning saves thirty minutes
of rewriting. Effective writers:

o Decide the message before the wording
e Order ideas logically

e Separate facts, conclusions, and
recommendations

e Structure creates clarity. Clarity creates
confidence.

4. Master the ABC Rule: Accuracy, Brevity,
Clarity

Professional writing is precise, lean, and
unambiguous. Strong writers:

e Check facts before opinions
e Remove unnecessary words
¢ Use simple sentence structures

e Brevity is not bluntness. It is respect for
the reader’s time.

5. Use Plain English — Not Casual English

Clear does not mean informal. Professional
writing sounds:

o Direct but courteous
o Confident without arrogance
e Human without being chatty

e Plain English increases credibility. Jargon
destroys it.
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6. Control Tone to Project Authority

Tone is how your writing feels to the reader.
Effective business tone:

e Calm under pressure
o Firm without aggression
e Constructive when delivering bad news

Tone mistakes damage trust faster than factual
errors.

7. Write to Influence, Not Impress

Good writing moves decisions forward.
Persuasive business writing:

e Anticipates objections
e Addresses risk openly
e Makes recommendations explicit

If the reader must guess what you want, they will
delay.

8. Cut Ruthlessly — Without Losing Meaning

Editing is where professionals separate from
amateurs. Strong editors:

e Remove repetition
e Replace vague phrases with specifics

e Shorten sentences without softening the
message

e Less text. More impact.

9. Get Emails Right the First Time

Most workplace confusion starts in email.
Effective emails:

o State the point early
e Make actions unmistakable
e Avoid unnecessary recipients

e A good email reduces follow-up. A bad
one multiplies it.
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10. Write One-Page Summaries That Senior
Leaders Read

If it cannot be summarised, it is not clear yet.
High-quality summaries:

¢ Lead with conclusions
o Highlight implications

e Support decisions, not details for its own
sake

Senior readers reward clarity with trust.

What You Need to Know
This course is practical, not theoretical.
Participants leave with:
e Clear writing frameworks
o Editing checklists
¢ Real examples from their own work
o Greater confidence under pressure

The result is writing that saves time, reduces
friction, and improves decisions—immediately.
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