CH: 3 – Business Style: Word Choice, Conciseness and Tone
Word Choice
Plain Style:
Plain style or plain language: Style of writing that places value on simplicity, directness, and clarity.
Plain style, with its pared-down, keep it simple approach, is characterized by a few common-sense principles:
· Use common, everyday words, except for necessary technical terms.
· Use reasonable sentence lengths.
· Use active-voice verbs and phrasal sentences.
→Voice: Describes a verb’s ability to show whether the subject of a sentence acts or is acted upon.
→Phrasal verb: A verb that combines with one or more prepositions to deliver its meaning (work instead of devise).
· Use personal pronouns: I, you, and we.
→Pronouns: Words that replace or refer to nouns.
· Use unambiguous language.
→Ambiguous: Describes an obscure or inexact meaning.
· Place the subject as close as possible to the verb.
Word Choice – Step 1: Use Familiar Words:
Pretentious: It is preferable to effect the adoption and implementation of precautionary than to embark on a regrettable course of action.
Plain: It’s better safe than sorry.
If you feel you are writing too pretentious, use Robert Gunning’s fog formula. Follow these tips to avoid common traps:
1) Curb your use of words ending in –ize and –ization.
Plain English		-ize Verb		-ion Noun
Make communal	Communalize		Communalization
Use			Utilize			Utilization
Make best use of	Optimize		Optimization

2) Do not over use words derived from French.
Plain English			French Derivative
Talk, have conversation	Converse
Tell, inform			Apprise
3) Avoid foreign words and phrases.
Plain English		Foreign Word/Phrase
Reason for being	Raison d’etre
For free		Pro bono

4) Use only job-related jargon.
→Jargon: Describes the specialized terminology of a technical field or outdated, unnecessary words used in a business context.

5) Bypass buzzwords.
→Buzzwords: Fashionable, technical, or computer jargon.
Synergy		Co-operative
Globalize		Make or become global
Paradigm Shift		A fundamental change in approach or philosophy
Step 2: Use Fresh and Current Language:
Create a corporate image that is modern and up to date.
1) Replace clichés.
→Cliché: Overused, tired expressions that have lost their ability to communicate effectively.
Tighten our belts		Needless to say
On an annual basis		Make ends meet
All over the map		Protect the bottom line
2) Retire outdated business expressions.
Old Style			New Style
As per your request		As you requested
Comments duly noted	I read your comments
Thanking you in advance	Thank you
3) Eliminate slang.
→Slang: Coined words or existing words that are informal and have meanings specific to particular groups or localities.
Slang			Translation
Greenback		US dollar
Schlepp		Carry, haul
Suit			A business executive
Serious coin		A large sum of money
Blow off		Disregard/ignore
Confab			A conversation
Slugfest		An intense quarrel
SINK			Single, independent, no kids
[bookmark: _GoBack]An exception in slang that is specific to business and management (telephone tag, team player, walk, and spot).
4) Avoid instant messaging abbreviations and emoticons.
→Acronym: Pronounceable word formed from the initial letters of other words.
Abbreviation		Plain English
JTLYK			Just to let you know
B4			Before
Any1			Anyone
→Emoticon: Symbol consisting of a sequence of keystrokes that produce a sideways image of a face conveying any one of a range of emotions.
Step 3: Keep Language Specific, Precise, and Functional:
Every word you write should be clear and purposeful. Tips for writing with precision:
1) Provide specific details that help readers act on information and requests.
→Concrete nouns: Things knowable through the senses.
→Abstract nouns: Things not knowable through the senses.

Abstract: Our company demands loyalty.
Abstract/Concrete: Our company demands employee loyalty to corporate policy.

2) Quantify facts and avoid vague qualitative statements.
3) Avoid ambiguous and non-idiomatic expressions.
→Idiom: Word or phrase that has a meaning different from its literal meaning.
4) Use comparisons and analogies to clarify.
→Analogy: An explanation of the unfamiliar in familiar words.
Step 4: Practice Factual and Ethical Communication:
1) Be reasoned, factual, and moderate in your judgment.
2) Consider the impact your communication has on others as well as yourself.
3) Consult qualified colleagues.
4) Avoid libelous language.
5) Be timely and accurate in your communication.
6) Avoid untrue, deceptive, or misleading statements.
7) Know what you can and cannot disclose to certain parties.
8) Distinguish between fact and opinion.
9) Don’ claim authorship of documents you have not written.


Achieving Conciseness
Long indirect ways of expressing things are a major source of wordiness.
Conciseness means using the fewest words to say what you need to accurately and completely.
Wordy: Please note that you are requested to read and offer your comments on the attached file.
Terse: Read this, Get back to me.
Concise and Polite: Please review and comment on the attached file.
Keep your messages concise:
1) Eliminate long lead-ins
2) Revise noun conversions.
→Verb: Words that describe actions, occurrences, or states of being.
→Noun: Words that name people, places, things, and abstract concepts.
→Noun conversions or Nominalization: When verbs are converted into nouns, often with the addition of a –tion or –ment ending, they lose their power and agency. 
3) Eliminate redundancies.
→Redundancies: Unplanned repetitions.
Absolutely essential
Past experience
Refer back
4) Eliminate or revise empty words and phrases.
Replace			With
Am of the opinion that	Believe
At a later date			Later
Despite the fact that		Although, though
In the process of		Now, currently
With the exception of		Except, except for

You can also remove articles such as: the, a, and an.
5) Use strong, precise, accurate verbs.
Get rid of intensifiers and qualifiers: really, extremely, incredibly, definitely, rather.
Avoid poorly defined, ambiguous verbs.
Replace weak verbs: have, be, am, is are, was, and were.
Replace: could, would, and should.
→Active voice: Writing style where the grammatical subject of a sentence performs the action.
Ex: The script of the speech should be edited and double-spaced.

→Passive voice: The grammatical subject of a sentence is acted upon.
Ex: Edit and double space the script of the speech.
6) Revise prepositional phrases.
→Prepositional phrase: A phrase beginning with a preposition and functioning as a modifier.
7) Eliminate fillers. Empty filler words such as: there is, there are, it is, and it was.
→Expletive construction: Phrase such as there is, there are, it is, and it was at the beginning of a clause, delaying the introduction of the subject.
8) Shorten multiple that/which/who clauses.
Wordy: We offer prices that are competitive.
Concise: We offer competitive prices.
9) Combine shorter sentences, reduce clauses and phrases. Use pronouns (that, which, who, as well as personal pronouns) to combine shorter related sentences and eliminate monotonous repetition.
Tone
Tone: The implied attitude of the author to the reader, as reflected by word choice.
Tune in to Word Connotations:
Denotation: A word’s literal or dictionary definition.
Connotation: A word’s implied or associative meaning, often colored by emotion.
Connotation or emotional overtone: artificial, faux, synthetic, sham, fake, man-made, imitation, mock.
Keep Your Style Conversational:
Formality: The level of writing; whether the writer is using the appropriate register based on an observance of the rules and conversations of writing.
Select the Right Level of Formality: Personal and Impersonal Styles:
Personal style: Seems warm and friendly based on its use of first-and second-person pronouns (I, me, we, us, and you).
Impersonal style: Seems objective and detached based on its use of third-person nouns (he, she, it, one, and they).
Be Positive:
Negative attitude: You cannot use Verified by Visa until you have been issued a password.
Positive attitude: You may begin using Verified by Visa once you receive your password.

Stress Reader Benefits and Relevance:
1) Present meaningful content.
2) Develop a positive attitude.
→You attitude: A writing style that focuses on the reader rather than the writer.
→We-attitude: Focuses on the shared goals and values of the writer and the reader(s).
3) Emphasize benefits to readers.
Be Polite:
Be polite, but do not use extreme politeness.
Use Inclusive Language:
Use inclusive, bias-free language that treats all groups equally and fairly shows sensitivity, consideration, and respect, all of which build good and better business relations.
1) Don’t make discriminatory comments.
2) Use only gender-neutral job titles and salutations.
→Salutation: A greeting at the beginning of a letter.
3) Use masculine pronouns reasonably.
Write with Confidence:
1) Use definite, forward-looking language.
2) Don’t make unnecessary apologies.
3) Use strong, assertive phrasing rather than “weasel words”.
4) Be knowledgeable and informative.
5) Guard against overconfidence. Too much confidence can make you sound egotistical.
Boastful: You will undoubtedly agree that my marketing genius makes me more than qualified for the job.
Confident: My experience in marketing and additional background in public relations have prepared me for this challenging position. 



