Better Business Writing with Style. Four tips for English for Business students by
Andrew D. Miles.
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Better Business Writing with Style!

Put your main points first

Readers will know what you consider important. You'll
also save people tfime and give them
the chance to stop reading if they are

not interested. Main: principal.

Chance: opportunity.
Use headings op 4

Heading: title.

Include headings to guide readers Effortlessly: easily.
through your ideas when you produce Vague: not accurate.

anything longer than a page. One of



your tasks is to make sure your message is understood
effortlessly so it makes sense to tell your readers what
every section is about.

Write short sentences

10 Common
Try to keep most sentences to less Link Words
than ten words and seldom go However, if, and,
over twenty. Need to explain therefore, unless,

consequently,
because, as, while,
since.

something complicated?
Combine them with link words such
Qs but or so.

e | need a new computerso I'll buy
one.

e Edis not here but you can email Sara if you wish.
Avoid being abstract

Readers find concrete statements more helpful than
theoretical ones so you should support any general
statement with examples or facts.

For instance, the sentence “Competition in our sector
has increased considerably” needs to be amplified,
because considerably is vague. One way to quantify
the change would be to write: “Last year we faced
three competitors in our sector; this year we face five.”

e There has been a severe drop in production. —
Production fell by ten percent.

e Some lines are doing better than others. —
Our X line has sold 30,000 more units than our Y line.



Limit emails to a few paragraphs

You might have many important things to say. However,
getting your email read is more important than
whatever you've written on it. Emails are often checked
from smartphones or even smartwatches so brevity is
always welcome. Need to explain something complexe
Send an attfachment.

Andrew’'s advice?¢ Concrete and short is better than
abstract and long.
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