
ENGLISH BUSINESS WRITING TIPS

I'm excited to share these top 87 business writing tips with you. They were honed while I studied English Literature and
Rhetoric, taught writing.

The You-attitude more often than not motivates the reader to act towards your desired direction, makes you
appear more trustworthy, and promotes a feel-good atmosphere. Getting your objective clear is the crucial first
step before everything else that follows. Want to contribute? Thanks, Anna. Be Aware of Attitude and
Perspective This is a rarely emphasized aspect of business writing. Using words such as "about" rather than
"concerning," "expect" rather than "anticipate," and "part" instead of "component" will make your writing less
stilted. All you have to do is tap or click on one of the words in those subtitles to get more information. But
here are the most essential elements of improving anything you write: Get your objective clear. It works,
right? Unfortunately, too many people approach writing with no clear process, so this can feel like a daunting
prospect. Finally, here is a list of common grammar mistakes people make in English. Also, try to use neat
handwriting so the reader understands your message. Stick to a nice, clean type style such as Helvetica or
Times New Roman and limit the number of fonts you use in correspondence. And if you use a technical term,
are you certain your audience will understand it? Than vs. Proofread: look for spelling, grammar and
punctuation errors. That leaves another 13 ways that your writing can be improved. Pretend that your first
draft is perfect, or even passable. Letters of inquiry: I am writing to inquire aboutâ€¦ Would you be kind
enough to provide me with some information aboutâ€¦ I would be appreciative if you could help me find
outâ€¦ Could you tell me whetherâ€¦ I would also be interested inâ€¦ Cover letters: I am writing to apply for
the position ofâ€¦ I am writing in response to your advertisementâ€¦ I would like to apply for the position ofâ€¦
I am particularly interested in this job becauseâ€¦ As you can see from my resume,â€¦ As you will notice in my
resume,â€¦ I am currently employed byâ€¦ I am keen to pursue a career inâ€¦, becauseâ€¦ My main strengths
areâ€¦ I would be available for an interview startingâ€¦ Should you require any further information, please do
not hesitate to contact me. Here are some examples: Dear Ms.


