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Qualities of Powerful Writing

st what is good business writing? Exactly how do you spot it? What makes a
memo memorable? Consider these qualities, which will assuredly keep your

{oriting healthy.

Qualities of Powerful Writing

Sense of Audience  Anticipates reader’s needs
Right Tone Is even-tempered, respectful
Informative Content Has substance—says something clearly
Movement Goes somewhere and has a sense of order
Helpful Format  Looks good on the page, is easy (o read, scan, and
retrieve information from
Conciseness  Uses concrete, selective, precise words; is brief but
complete
Voice Sounds like one human being talking to another; has a
strong, credible imprint of the writer; characterizes the
writer; makes reader believe
Originality Says something new or something old in a new way
Rhythm  Sounds effortless, natural

Good Mechanics Observes conventions of spelling, punctuation, and usage;
uses enlightened control by knowingly and occasionally

bending the rules to create a special effect.

Rank the following three samples according to the Qualities of Powerful Writ-
ing. Identifying the poor, the passing, the practically perfect—and what makes
each so—should be easy.
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Version #2

TO: All Employees Who Are Paid Monthly
FROM: The Controller’s Office

RE:  Direct Deposit of Payroll

Regretfully I am writing to inform those of you who have recently
signed up for direct deposit of payroll and for those employees who
previously have been having their pay directly deposited that we will be
unable to have your pay automatically deposited at your bank or financial
institution for the October 25 payroll.

Each monthly paid employee will, however, receive a paycheck
as was the case for September. This decision was made to ensure a
smooth transition to this new system. I felt the need to extend the trial
prenotification period to a second month was essential as the potential
existed that certain wire transfers would be made inaccurately if we
went “live” with the automatic deposit in October.

1 apologize for the inconvenience this may cause you, However,
we are confident that all of the kinks will be worked out in October and
all automatic deposits of payroll will oceur with the November 25

payroll.
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Compare your assessment of the previous samples to this one.

Sense of
Audience

Right Tone

Informative

Content

Movement

Helpful
Format

Conciseness

Voice

Originality

Rhythm

Good
Mechanics

Version #1

* Ignores reader’s
need to get
information
quickly

* Overly dramatic
and formal

* Says something,
but takes forever
and includes more
than reader needs

* Crawls slowly
from point to
point

+ Opening
paragraphs 1o
long

+ Overly reliant on
business jargon and
clichés, compli-
cated language

« Sounds too
formal, stilted:
trying too hard,
pretentious

+ None! Total
dependence on
overused, stock,

stilted language

« Sounds staged

+ Some major flaws

Rank
o Poor

Version #2

Has sense of and
respect for
reader’s time

Even-tempered

Has key
information

Long sentences

block quick

reading. Though

wordy, has a sense

of order

 Short paragraphs
work, long
sentences don't

* Less businessese

than in Version #1

Less pretentious
than Version #1

‘Words like “kink”
and “live” enliven
the writing

* Long sentences
detract from €asy
rhythm

+ No glaring errors

Rank
4 Passing

Version £3

* Keeps memo brief
in honor of
reader’s needs

* Even-tempered

+ Contains just what
reader needs to
know

+ Moves quickly
from point to
point telling
reader what's
changed and why

+ Auractively short,
0 the point

* No wasted words

+ Conversational.
genuine-sounding

« Reliance on own,
simple vocabulary

+ Nicely mixes
sentence lengths
and types

« Adheres 10
conventions

Rank
# Practically
perfect
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