
NEW TRENDS IN BUSINESS WRITING STYLE

When it comes to business writing, there's a distinct trend bubbling away â€“ the continued shift towards plain-English
writing. For example, Plain English Campaign has done a fantastic job of educating companies and helping them to
improve their business communications through its.

Only then you can proceed to write. However, maintaining a personal style adapted for your reader is not
incompatible with following corporate guidelines that ensure written communication reflects the
professionalism and values of the organisation. Longer Business Documents When you produce a long and
complex document such as a report, you should provide an overview at the start. Armed with this change
request, you can add another tactic to champion your strategy of focusing on people by streamlining processes.
For longer documents, your plan may include: facts that you need to check or look up; a list of people whose
input is required; the titles of sections or subsections; a list of illustrations or diagrams required. Is there a
profile of the person that will help you determine their interests and communication style? Consider these two
examples: A. By using the company Intranet to distribute the forms and customizing the HRIS system with
employee logins, much of the research and forms could be done by the employees themselves. These
questions will help you decide whether you need a brochure, letter, memo, e-mail or other form of business
writing. Images Please supply all images as. These are the most basic questions related to your audience.
Make It Recognizable You have a unique personality that should shine through the text you write. Saves Time
â€” A style guide saves time by providing quick answers to format, style and accuracy questions that occur
when writing 2. Your business blog will have to be chock full of wonderfully entertaining content that
educates as well. This was done using standard industry procedures primarily telephone surveys of
randomly-selected customers. You will need to practice writing shorter sentences, containing only one
thought. And it's a trend that's here to stay. What should the reader do? On the flip side, by having a clear idea
of what the goal of your communication is, you are more likely to convince your reader to act. Sentence case
for headings In the past, we used initial capitals for all important words in titles and headings. Following each
mutually inclusive step can allow you, the business writer, to facilitate strong communication that has positive
results for your business. Effective business writing can promote positive business results in many ways,
including: Creating value for stakeholders Helping to align stakeholders with company strategies and goals
Allowing the writer to engage in continuous learning The writing suggestions below will improve the way you
write at any lengthâ€”from an informal e-mail to a full business proposal. This article should help you to gain
confidence and to know where to start and how to progress. A style guide includes useful lists of these
technical nuances which can be time consuming for each individual to check. Have a look at the corporate
style guide of Yahoo! These very clients may actually prefer documents that are fresh and easy to read and
that reflect the modern, forward thinking ethos of the company they have engaged. Time is of the essence in
business writing. Channels, or modes of communication, can be divided into internal or external, formal or
informal. Step 2: Decide on the communication channel. If you use this style, make sure each bullet point is
grammatically consistent with the stem statement. With five straightforward steps and some practice, you can
be your own copywriter and reinvest the money you would have spent on external help for your business. Why
Business Writing Is Important The reason writing, or any sort of business communication, is important is the
same reason we engage in business: to create positive business results. We still use this style for book titles e.
If no templates exist which is common if you are a member of a very small company, or if you work for
yourself use a previous example of the same type of document to create a template. For example, OCBC Bank
in Singapore saw sales revenue from its wealth-management products grow after it introduced clear and
easy-to-understand marketing brochures. It is recommended that WidgetInc targets this segment by advertising
on popular game and video websites. This makes the need for clear and effective writing even more important.
You will need to find unique ways to say the same things that others are saying â€” ways that are really
engaging for your reader. The structure of the content also involves the way your document looks like. Who
else will benefit? The supervisor then investigates the number of days the employee has and partially fills out
a form for the employee to complete and sign before approving the request.


