
 

Better Business Writing: The Right Word. A tip for English for Business students by 

Andrew D. Miles. 

 

 

 

Business writing 

should be 

positive in tone, 

easy to follow 

and 

convincing. 

 

How can we 

manage to do 

this?  

 

One way is to 

be extra careful 

with the words 

we use. 
 

 
Better Business Writing: The Right 
Word 

Use positive words  

They create positive rapport. Write “Your booth is very 

well designed  this year” instead of “Your booth was 

badly designed  last year”. Tell someone “You look 

dazzling in this dress” rather than “The other dress made 

you look older”. 

 

 



Use everyday vocabulary 

Favour plain words over 

jargon. Complicated 

vocabulary is harder to 

understand. Of course, 

write specialised terms if 

your readers are familiar 

with them but go for 

simpler words when 

possible. Choose begin 

instead of commence, 

help instead of assist and 

use in place of utilise. Your 

text will be easier to read 

and therefore easier to 

understand.  

- 

Add one adjective for strength  

Just one adjective in the part of the sentence you are 

interested in, so as not to wash down meaning.    

 The cutting-edge product was built in the modern 

Riverdale factory (we want to stress on the 

product being new). 

 The cheap rusty machine created innumerable 

problems (we want to show the machine is 

cheap).  

 

 

Simplify your writing! 

Procure  -  Buy 

Comply with  -  Follow 

In the event that  -  If 

At the present time  -  Now 

In the near future  -  Soon 

Implement modifications  -  Change 

Not later than Monday  -  By Monday 

With the exception of  -  Except for 

Have a requirement for  -  Need 

Under the provision of  -  Under 

Pertaining to  -  About. 



Vocabulary  

 

Plain: simple. 

Jargon: specialised words. 

Cutting-edge: innovative. 

Rapport: empathy. 

Wash down: dilute. 

Dazzling: impressive.  

Booth: stand. 

Stress: emphasise. 

 

 

Spell out contractions for 

emphasis 

It’s one thing to write “I 

don’t want this” and 

another to say “I do not 

want this”.  

Likewise, “We will do that” is 

stronger than “We’ll do that.” 

 Andrew’s advice? Use simple, 

positive words and only stress what’s 

important. 

 

 

Want to improve your English? Learn at your 

office with English for Business. Contact us at 

www.englishforbusiness.es or at 902 108 127. 
 

 

 

http://www.englishforbusiness.es/

