
CONCISE BUSINESS WRITING EXAMPLES

9 steps to more concise business writing. COMMENTS For example, the writer with skills can be changed to the skilled
writer. Chop. Finding.

Think about your argument What is the thesis of your paper? Also, watch out for hyperbole. It tends to use
more words to say the same thing, weakening your statements. Don't do it. For example, the writer with skills
can be changed to the skilled writer. Then, within the main body of the document, make them easy to find.
Share this article About the Author Joe Latta specializes in helping organizations create clear, persuasive
marketing and proposal content. With a few keyboard clicks, you've created action verbs, chopped the be-verb
as the main verb, and halved the sentence length. Locate and delete unnecessary modifiers Sometimes the
meaning of a word or phrase implies its modifier, making the modifier unnecessary. Clear and concise
version: I help you overcome the daily challenges of working for a difficult boss, so you feel less stressed.
Think about how the small nuggets of information relate to one another, and combine them in sentences that a
make sense, b put the important news first, and c show that you take pride in writing well. What are you
writing about? Chop 'em! Unnecessary Infinitive Phrases Add this one to the "action words are better than
be-verbs" principle of conciseness. To the chopping block! Active: The committee agreed We are happy to
report that profits are up, and our shares have split. One reason is our education. Less is definitely more when
it comes to business writing skills, but you need to make sure that your ideas are clear to your reader, too.
Clear and Concise Language One of the biggest differences between business writing and other types of
writing is that it needs to be concise. What is their main question? And no strict rules exists about how much
you should tighten your sentences. List all your main topics or themes, with each one accompanied by a
one-sentence explanation. By learning to write concisely, you will be able to fill your papers with more
substantive information. Example: Unnecessary: The duty of a proofreader is to identify mistakes and to
correct them. Bad grammar and punctuation errors will make a bad impression and reduce your credibility.
Are the sentences straightforward and concise? Starting a sentence with a dependent clause can sometimes
bury the important news at the back end of the sentence. Although you may use passive voice at times, try to
use it sparingly. Pretend that your first draft is perfect, or even passable.


