HOW TO WRITE WELL

For years I've heard “How can | write better?”

It's an important question, since it impacs everything
from meamos o marketing materials, correspandence o
business plans.

Well-written materials are persuasive, use key phrases
{al appropnate times), charm the reader and make her
want to read more. Good wiiling presents axperise in
both a succinct and mberesting way, is well-organized,
and speaks o the audience in language that is readily
understood and related to.

Ifyou've read this far, head nodding (as opposed to nod-
ding off], you may find these rules helpful to keep your
reader's attention. And whether you use these guidelines
to Increase your business' success or imvite neighbors to
a Bunco game, your audience will be both maore appre-
ciafive and receptive to your message.

= Ha clear aboud your abjective. Select one man lopic fo
focus on af a fime.

= Anficipale queshons youwr sudience may ask You want
readers o feel salishied alter they've himshed reading
your malaria

= Wiria ke pou speak. | really speak fhis way Its not
praffy, bud thare i is

= ot fo the poind quickly. Otherwise the epes of your
avdrance mambars will glaze owvar,

= Asw yoursall "IWhat's in it far the reader?” Than be sune
fo provide somelfhing of value.

= Address the reader’s concarns. What pain is the reader
fagling tha! you can halp resolva?

« Don't be afrand to make bald faclual sfatemants. Think
Muhammead Al's “Faoat e & bulterlly, sfing Mhe a bee.”
« Hemembar the demographics of your avdience. Don'd
write abrowd Moz ar if your audience kes the Dixe
Chichs

= Dont owverdo the defails. Painl your ideas with broad
slrokeas.

= Walch the tona of youwr waling. Dont spaak over powr
readar’s head, nor freal her ke an diatl.
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s Lot athars raad
your words for &
different perspac-
five. Five people
read aveary arficle
I winle to catch
any problems

* Proof and egi
your work, [ read
my stulff ow! lawd
fa find mistakes.
Samalimes back-
wards i read |

= Haan i orga-
nizad. and kasp
i short. Wa're sl
busy Make your
pourdd._than slap
= Laarm spalling
and grammar.
Spell Chack
doesnt always
work, 50 learn fo
use a dichionary

= Ask the reader o fake an aclion. Like my

column? Tall the edilor, and Il be back in a fulure 15508

s Useg a P85 — 80% of readers read them.

Thara you have it — 10 easy loals guarantesd o praven!
your audience fram sroczing whle reading your meas-
B398

Firatly, whalaver you're wiiling, have & sirong finish fo
your massage. | hes everything you've wnlten info a neal
bundie while leawing fhe reader with somathing fo fhurk
about. s fppically the shongeast pord you wanled o
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