Get What You Want
by Using the Right Words

Thanks to the marvel of modern-day technology, most of us are writing more than ever. Whether it’s disputing a billing error or simply sending out a corporate email, it’s essential to write compelling, clear and concise text. Following are some essential tips to achieve maximum results in minimum time:

1. Use the KISS Method: KISS stands for Keep It Simple, Stupid. George Orwell’s rules for effective writing state that you should never use a long word when a short one would do, and you should avoid jargon and eliminate extra words whenever possible. By avoiding filler, fluff and other hyperbole the message is clear and easier to read.

2. Get the Goal in Mind: Before you begin writing, determine the main objective or goal of the message. People are bombarded with too much information, so make it easy for readers to understand the main purpose by presenting it early in the message. Support the position with relevant facts, figures and data, then provide an actionable ending with complete contact information.

3. Read and Review: Do a last-minute review by carefully reading through the entire text prior to printing or sending. Spelling, synonyms and syntax errors, incorrect contact information, or other simple mistakes can destroy a message and reflect negatively on the sender. When sending messages by email, check the recipient list and use a relevant title for the subject line. It makes email easier to find and helps prevent unpleasant surprises.

