Notes – The New Rules of Business Writing 

1. Most people aim for the wrong target.
Define what makes writing good and what makes writing bad.  Use those rules to guide your own writing.
2. If you can say it, you can write it
“Old” business writing is awkward and filled with jargon.  Taking a conversational approach allows you to be understood while helping you connect with the reader.
3. Forget yesterday – write for today
Traditional business communication is wordy, passive, and dull.
To work in today’s speed-charged, over-communicating world communication must be crisp, fast and transparent. 
Write as if you’re speaking: say out loud what you’re trying to communicate, then write that down.
4. Planning is the magic ingredient
Step-by-step system to plan your writing
1. Identify your goal. What’s the message? Desired outcome?
2. Think about your audience. Who is it? What do you know about the person or group?
3. Determine the right tone and format based on 1 and 2.
4. Map the content based on your answers.
5. Organize in a way that works for your purpose.
6. Begin with a strong lead.
7. Write the middle quickly.
8. Build your conclusion.
9. Read what you’ve written and evaluate, cut, fix, tighten, and sharpen.
Using these steps will make your writing more organized and allow you to better present yourself.
This system will slow down your writing as you get used to using it; but over time will make your writing faster as you will save time on editing or re-writing documents.
5. To achieve your goal, look below its surface
Put into words the key points of your message and what you are trying to accomplish before you start typing.
If you understand the point you are trying to get across you will eliminate fuzzy details in your writing.

6. Cut to the chase: Put the bottom line on top
Put the most important information on the top line of the message.  
This allows the reader to understand what you’re talking about right away, rather than having to search to find the important information. If the reader has to search they may miss the point or give up reading before they get to what’s important.
Most email messages contain much more information than they need. Articulate your goals and you’ll recognize exactly what information to include.
7. “Me” –focused messages fail
Take time to figure out what your recipients care about, who they are, how they see the world. Frame your message based on these factors
Factors: Age/Generation, Gender, Education Level, Role in the Organization, Your relationship to the person, Strong Suits (Technical, Relationship, Detail Oriented, Big picture thinkers), weak suits (tech challenged, impatient, short attention span), cultural/ethnic/religious background, languages, their interests and what they care about, their hot buttons, your competition for their attention, their preexisting beliefs about what you’re trying to pitch.
Anticipate what questions the person/group you are writing to will have and write to those questions.
8. People are not the same: write for differences
Be aware of generation gaps and tailor writing accordingly.
Age has a big impact on how a message will be received and what will be perceived as important to the reader.
9. Tone makes-or breaks-your message
Relationships should guide your choice of tone; try picturing the person in your head as you write to them.
Avoid communicating Anger, Disappointment or other emotional feelings in messages.
Avoid writing criticism because it can be taken the wrong way when read as oppose to spoken.
Avoid using jokes or sarcasm because their tone is easy to misinterpret in a written message.
10. Knowing your inside story is key
Ask “what will it take to achieve my goal” content needs to be just right, not too much, not to little.
Use content mapping to make sure you’ve hit all your points.
11. Forget outlines – organize your thinking
Identify your goal and your audience and map the content you need; information gaps will become obvious, so will the best way to organize what you are trying to say.
What you write reveals how you think. 
Fuzzy writing presumes fuzzy thinking which is not acceptable in business.
Content Mapping:
1. Explain the need briefly
2. Announce the relevant date
3. Show details in practical terms
4. Mention advantages
5. Re-state to reinforce understanding
6. Offer a way for reader to get answers to their questions
7. Mention any negative results of inaction or failure to respond
12. How to organize is a personal choice
Options for how to organize your writing:
1. Divide and conquer: List your major project components and give each a separate piece of paper or computer file to address the important points.
2. Create a master list: Skim your notes and make a list of the most important ideas or elements. Review the list to see what order seems most logical and rearrange as necessary.
3. Color Code: Use colored markers to go through material and highlight information that is related to other information with the same color code.
4. Bubble it: Put each major idea on paper with a circle around it. Then draw lines between circles to those ideas that connect. Thinkmap.com has an example of this technique.
5. Don’t look now: Write down the main points you remember about a topic without looking at your notes and then review your material for backup in each category.
6. Tell somebody: Ask yourself “what would I say if my boss/cube-mate/whoever asked me why I did this, why does it matter, what did I find?”
7. Let your computer do more of the work: Use project management software or websites.
13. Every message you send has a psychological impact
Frame your message by anticipating the emotional response the reader will have.
Subject headings: “Share a good idea, win a prize” vs. “Introducing a new suggestion system”
When the news is bad: show a human face, think about how the recipient will react, map the content in response to the anticipated reaction and give details which will re-assure the recipient.
It’s not a bad idea to have a few trusted colleagues review your “bad news” message before you send it.
14. Effective messages lead with strength
Today’s business audience is impatient, make sure they get the point right away.
An effective lead must:
· Tell your audience how the subject relates to them
· Indicate why the subject is important in general
· Suggest what you will be asking them to do.
15. To succeed, cover your ground and remember “the ask”
After the lead, write the “meat” of the message quickly (with spell check off), then turn spell check back on to fix errors and make the point clear.
You can use bullet points, sub heads, lists, etc. to break up informational material.
Include “the ask” at the end, wrapping up your point and explaining what you want/need from the person
If “the ask” is vitally important include it in the lead and re-state it in the conclusion.
16. Your goal and audience determine the best way to communicate
Which method of communication to use depends on your relationship with the recipient and the nature of the conversation.

Emails:
· Good for scheduling meetings, providing/requesting information, giving updates and making assignments.
· Keep emails short and deliver bulky material as an attachment
· Remember Emails can live forever, don’t write anything that will come back to haunt you.
Letters:
· Good for formal communication and recognition.
· Can communicate more warmth than email, good for relationship building
Telephone calls:
· Good when you need to figure out or explain something complicated
· Good when time is short, more personal and interactive than emails, letters, texts.
Texting:
· Advantages: Fast, Practical, accessible.
· Disadvantages: Cryptic, informal, may cause problems with generation gap.
Meetings:
· Advantages: 70% of information is communicated non-verbally, can reinforce relationships and team culture.
· Disadvantages: It is hard to record all information communicated at a meeting.
· Use meetings when the topic is sensitive or possibly hurtful, for brainstorming, making a pitch, or discussing a major decision or organizational change.
Unified Communications:
· Unified communication is a mass email or voice mail to a large group.  Make sure information is relevant to all parties receiving the message.
17. The best writer’s don’t write; they rewrite
View your document as a first draft. Write what you need to then tighten and edit.
Use short words and short sentences, big words don’t make you sound any smarter and can be confusing if used in the wrong context.
Use short paragraphs and subheads that frame each point.
Keep documents short: Reducing the length of a document by half will double the chance of it being read.
18. Rhythm and transitions make writing move
Build in transition words to connect facts and thoughts so your writing will seem logical, persuasive and inevitable.
Each transition should link paragraphs so each point connects to the next which eliminates choppy writing.
19. Less can be a whole lot more
Your goal is to strip your writing of anything that isn’t necessary to communicate your point
1. Cut words and thoughts that don’t contribute to your message.
a. Look for words that don’t reinforce your argument or lead the reader in a different direction and throw them out
2. Use an eagle eye to spot repetitions in words, phrases and ideas.
3. Look for repetitive sounds in your copy.
a. Reading what you’ve written out loud will show you where you need to make changes. Doing this highlights awkward constructions and repetitions
b. Ex: “this method will immediately identify the need for clarity.” vs. “this method will instantly show you why it’s important to be clear.”
20. Passive thinking and jargon undermine clarity
Passive and inactive writing come from lazy thinking and often a futile desire to avoid responsibility. Have the guts to say “I”.
Murder that jargon, even highly educated and “in the know” people hate seeing unnecessary jargon, acronyms and abbreviations.
Words and phrases to avoid using:  
	· Synergy, Synergies
· Scaling Up
· Value-Added
· Functionality
· Top Talent
	· Gain traction
· Leapfrog
· Leverage
· Mission-critical
· Best Practice
	· 110%
· Shovel-ready
· 360-degree thinking
· Outside the Box
· Benchmark


More at http://www.squidoo.com/businesscliches

21. You don’t need grammar drills to spot your writing problems
Common grammar mistakes:
	· Heavy use of the word “of”
· Too many to’s
	· Too many words ending in ing
· Too many words ending in ion


Editing Tip #1: Distance yourself from the work by a day or a few hours when you can. This will make it easier to spot anything awkward, ambiguous or unnecessary. Use for important emails and documents.
Tip #2: Have a friend or colleague review your writing
Tip #3: Practice editing your work by selecting a page long document you’ve written and simplifying sentences until you’ve reduced the document to a half page. Then try to add in 25% more information, if you’ve edited well it will be hard to add in anything else.
Tip #4: use the find function on a word processor to search words ending in ing and ion, make changes where necessary.
22. Use e-mail to communicate in the fast lane-powerfully
Be thoughtful and apply good writing techniques when writing emails; treat them with the same level of importance as a hand written letter. 
Emails can last forever and be shared easily. Poorly written or offensive emails can cause more problems than just about any other type of communication.
Review your emails before sending to make sure there are not mistakes and that you are communicating what you want to.
23. Good subject lines say, “open sesame”
Come up with subject lines that tell your story directly, clearly, and concisely or your message might end up in the trash without being opened.
Don’t be cutesy, suggestive, bold or nasty in subject lines.
Good subject lines will make it easy for a recipient to understand what a message is about and will make it easy for them to find that message again.
24. Know your e-mail do’s and don’ts
Email Do’s
· Put the bottom line on top. Don’t make people guess what the message is about
· Take the time to write strong subject lines
· Make emails short and stick to one subject
· When you have a major goal to accomplish plan a series of emails about the topic rather than one huge email containing all the information. 
· Use attachments when the subject is long and complex
· Use short and concise words, sentences and paragraphs.
· Aim to avoid making the reader scroll.
· Make sure text size is readable on the screen
· Organize clearly and simply. Bullet points and numbered paragraphs are good.
· Follow up. Check to see if an email was received if you don’t hear back.
Email Don’ts
· Don’t forget to ask what you want at the end, even if you have to repeat
· Don’t use fancy graphics that require HTML
· Don’t use a color other than black for your typeface
· Don’t use all capitals or exclamation marks
· Don’t use email for subtle messages, avoid sarcasm, irony, and for the most part humor.
· Don’t email something you wouldn’t want your boss/client/mom to see.
· Don’t write angry. Keep emotions about of your emails.
· Don’t click send without proofreading.
25. Writing good progress reports is worth your time
Think through why you’re asked to write something: this tells you the logic to follow and enables you to do a good job on assignments that are routine but important.
Even in “boring” documents you need to use a strong lead, remember the audience, use appropriate tone and include the appropriate content while being concise and revising for clarity.
26. [bookmark: _GoBack]Letters: They live! And you need them
27. Letters build relationships
28. Cover letters matter, big time
29. Good reports generate action
30. Organizing complex projects isn’t that hard
31. Well-crafted proposals win
32. The letter format lets you shortcut proposals
33. Root grant applications in “mission” – yours and the funder’s
34. Writing is the missing factor in your competitors websites
35. Web sites built on keywords and content build traffic
36. A home page must crystallize who you are
37. Blogging and social media are powerful business tools
38. To blog for yourself, be yourself, but carefully
39. Good business blogging is edgy
40. Tweeting and texting: the ultimate self-edit challenge
41. E-letters focus marketing and reinforce branding
42. Good PowerPoint is more than pretty faces: It starts with writing
43. Strong resumes focus on accomplishments not responsibilities
44. Fliers are easy all-purpose promotional tools
45. It pays to think PR and send news releases
46. Writing articles boosts your career
47. The virtual world offers self-publishing power
48. Good headlines help your writing work – a lot
49. Skillful interviewing is a major (but unrecognized) business asset
50. Readers are global: Try not to confuse them
51. Clarity is next to godliness
52. You can fix your own grammar goofs

