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EFFECTIVE WRITTEN COMMUMICATION
Rules of good writing

Write clearly

Keep sentences short simple and to the point. Write clearly and at a level that the reader will understand.

Be courteous

Show consideration for your correspondent. This does not mean using old-fashioned phrases like ‘your kind enquiry’ or ‘your valued custom’.

Such phrases should be avoided. Courtesy means replying promptly to correspondence. It also means understanding and respecting the recipient’s point of view.

Avoid jargon

A good business letter will use no more works than are necessary to convey a clear and accurate message. It should be free of long-winded unnecessary jargon.

Write naturally

Try to show an interest in the recipient and their problems. Your message should sound sincere without being condescending. Write naturally, as if are having a conversation.

Structuring your message

The composition of most business documents should follow a simple four-point plan. Make sure all your business documents are structured in accordance with this plan:

1. Introduction (Background)

Why are you writing?

2. Detail (Facts and Figures)

Give instructions

Ask for information

Provide all essential details

3. Response/Action

Action for recipient to take

Action you will take 

A conclusion

4. Close 

A simple, relevant closing sentence

