Business Letteer Writing Tip
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Writing Tips
1. Choose clear and familiar words You' Il stand tall in your reader’ s eyes if you replace long words with shorter ones. For example:
Long word Shorter word Long word Shorter word
articulate explain try culmination end facilitate ease or help
Long phrase Shorter word ] | Long phrase Shorter word
at the present time now at your earliest convenience soon be in a position to can in accordance wit
due to the fact that because in the amount of for under the circumstances therefore inthe event that if
in reference to about in view of the fact that because in order that S0 under date of on
2. Put more action into your sentences by using @ 735 Crossword S
active voice rather than passive voice verbs. PIEIRIVIAIS|T|VIE
Passive voice verbs are generally longer in length E Y K
0 . . R RII]s|K UIN[L|E[A|S|H
and don' t get to the point as quickly. For example: c T m
Active: A dozen people read the report. £ 5 N
Passive: The report was read by a dozen people. IMIP I LI EMIEINTT 5 c
Passive voice sentences include a form of the verb v 0 L R
“to be”: am, is, are, was, were, be, being, and been. El|T I
vieE[N[D|O[R plofule|T
3. Know what you want and say it in the first N R N |
paragraph. SITIR[I[IN[GIE[N][T I c
“| want a refund within the next two weeks.” [ A al |A
. . T|R[a|C|E[A]B|L]E U L
4. Call the reader by name Not "Dear Sir, Madam, L TTEIVIEIL

or Ms.” Use the person’ s name, such as “Dear Mr.
Jackson,” and be sure to spell it right.

5. Write the letter from the reader’ s point of view.
Be nice, be positive, be natural. Imagine the reader
sitting in front of you. What would you say to him or
her? And get rid of jargon.

6. Be specific.

You could tell the reader that a new revision was
made. But if you tell the reader, “The new revision of
HRFM-006 has been completed,” now you have
something concrete.
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7. Keep your letters short. 75~100 words in length
(or one page).
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