
THE ESSENTIALS OF GOOD BUSINESS WRITING

Business letters, to be good and effective, must contain certain essentials. In other words, business letters should
conform to certain minimum standards of letter.

Be Timely Providing relevant information at the right time is a constant challenge, but an absolute necessity.
Tell the reader very clearly what you want them to do. Provide your contact information such as your phone
number or email address in case anyone has questions. Date: The date should be indicated in the upper right
hand corner of the letter sheet. Heading: Many business organisations use printed letter head for business
correspondence. They range from the routine, repetitive letters to the more complex, goal-oriented ones.
Messages should be accurate and there should not be any misrepresentation and out of context passages. Too
much jargon and technical words  Another important requirement is to break the message into appropriate and
adequate paragraphs. A letter writer should be conscious of this and exercise due care. Once the basic
approach for writing a variety of letters is mastered, it would be beneficial to build a set of ready-to-use drafts
and formats. The attempt has been to make it fairly exhaustive rather than to cover only the minimum
requisites. Worse still, although non-submission of full details maybe due to an oversight or inadequate
attention to details, the receiver may infer that there is a deliberate attempt to withhold or conceal facts and
figures. In all such instances, it is necessary that the damage, the feeling of hurt or ill will, if any, is kept to the
minimum. Just imagine the embarrassment that is caused when people not meant to be invited turn up at the
venue and have to be turned back or when people who have to attend the meeting feel there is only intimation
and no invitation and hence fail to turn up! Impact: The letter should create the necessary impact. One must
take adequate time to put thoughts into words, choosing the most appropriate ones for the context. A few,
powerful, well-placed graphics will accomplish more to get your point across than something that looks like a
bad attempt at scrapbooking. It is typed two spaces below the last line of the body of the letter. A good
business letter can address the prospect and set the sales pitch. For business writing that appeals to the readers
you want, follow these essential ten tips to create effective business communication. It is placed below the
complementary close. The closing paragraph should indicate the expectations, intentions and wishes of the
sender. Poor uses of words and expressions 3. Well-written and imaginatively drafted letters can play the role
of a salesman, a relationship officer, an ambassador and a PRO for business establishments. Effective
communications elicit positive reactions from readers and offer them the chance to create a personal
connection with your company. White space Leave plenty of white space. One way or the other, the message
should be clear. Richard Nordquist is a freelance writer and former professor of English and Rhetoric who
wrote college-level Grammar and Composition textbooks. Consideration means though tfulness. Revise and
Correct Multiple errors in clarity, sentence structure, or grammar undermine your validity and can be
confusing for readers. Know your audience. Good writing style should also encompass politeness or courtesy.
Nevertheless, in terms of choice of words, structure of sentences and intensity of the tone, the letter can and
should be different. The full address, i. In the foregoing paragraphs, we have looked at numerous essentials or
requisites of good writing. Steer clear of slang, but keep your tone warm and remember you are talking to a
human being. The business letter writer should consciously use short sentences with about fifteen-twenty
words at the most. The opening paragraph should be written in such a way that it attracts the attention of the
reader and makes him go through the letter. There is often not much scope to make the letter lengthy and
verbose. Badly written letters cause embarrassment to the people behind the business and show the
organization in poor light. It thereby acts as your ambassador. The choice of salutation depends upon the
personal relationship between the writer and the reader. It takes tremendous insight and skill to express
complex matters and complicated issues in a simple form.


