Business Writing – Practical Basics
W.J. Klinger

Memos and Papers – the next level
Section Headings

· Use them
· Have them start at the left.  Do not center them.
· If you are talking about N things, then use a numbered list
· If you have several short points to make, use a bullet list
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”
· Try to avoid the word “I” unless you really mean you personally
· 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 almost always the best choice for presenting the information
· Put the comparisons side-by-side
Analysis

· Do not use words such as “I think.”  Present facts and data.
· Do not use works such as “a lot” or “not very many”.  Present the data.
· What “a lot” means to you may not mean the same thing to the reader
· Give the data and the conclusion should be obvious
· When you give an opinion, such as selecting a best option, tell why
· Use terms and concepts from you’ve learned in college.  You’re college educated, sound like it.  If you use 8th grade vocabulary, then perhaps an 8th grader could do the work.
