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Unit 4: Written Communication

Written Communication: A Comprehensive Guide

Error Reduction Across Revision Passes
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Document Blueprint Reference -

Document Type Primary Purpose
Professional Quick, concise exchange of
Email information or requests

Formal external
communication,
record-keeping

Business Letter

Detailed analysis, findings,

Report and recommendations
Memo Internal brief or reminder for
swift action
Persuade or justify a course of
Proposal

action or funding

Essential Sections

Subject, Salutation, Opening, Body, Closing,
Signature, Attachments

Sender’s Address, Date, Recipient’s Address,
Salutation, Body, Complimentary Close,
Signature, Enclosures

Title Page, Abstract/Executive Summary,
Introduction, Methodology, Findings, Discussion,
Conclusions, Recommendations, References,
Appendices

Header (To/From/Date/Subject), Purpose,
Background, Action Needed, Closing

Cover Letter, Executive Summary, Problem
Statement, Objectives, Methodology, Budget,
Timeline, Qualifications, Conclusion

Ideal Length
= 300 words

1 page

Varies (5-50 pages)

= 1 page

Depending on scope
(10-100 pages)
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1 The Strategic Role of Written Communication

In knowledge-driven workplaces, ideas must travel across time zones, cultures, and technologies. Written communication
therefore serves three strategic functions: documentation, deliberation, and distribution. Unlike oral exchange, a
written record can be archived, audited, and repurposed. It slows cognitive processing, allowing the recipient to re-read
complex arguments and the writer to refine nuance. Finally, well-crafted text scales—an eloquent proposal can convince a
single investor or an entire board without dilution. Consequently, mastering the craft is a leadership imperative, not
merely a clerical task.

2 Core Principles: Clarity, Conciseness & Coherence

Principle Diagnostic Question Writer’s Toolkit Example Snippet
Will a first-time reader Short sentences (=< 25 words), concrete [J “Our firm anticipates
Clarity understand my intent in one nouns, strong verbs, plain English leveraging synergies...” = [] “We
pass? vocabulary (avoid utilise, prefer use) will combine our teams to...”

Can any word, sentence, or
Conciseness paragraph be removed without
hurting meaning?

Do ideas flow in a logical Topic sentences, signposts (first, Paragraph progression: problem
sequence with clear connectors? however, therefore), parallel structure - analysis - solution

Eliminate fillers (very, really), merge 0 “It is important to note that...”
redundant clauses, use active voice - [] “Note that...”

Coherence

Mnemonic: C* = Clear + Concise + Coherent. Violating any component fractures reader comprehension; observe the
triangle holistically.

3 Document-Specific Frameworks
3.1 Professional Email

Subject Line - 6-10 words that preview action: “Action Required: Q3 Budget Approval by 5 Aug”.
Greeting - Mirror recipient’s formality (Dear Dr Kumar vs Hi Riya).

Opening Sentence - Provide contextin =25 words.

Body - One idea per paragraph, use bullets for > 3 items.

Closing - Specify next step: “Please confirm by EOD.”

Signature - Name, designation, phone, optional pronouns.

Tone Guidelines
Positive Frame: Instead of “You failed to attach the file,” write “The file didn't come through—could you
resend it?”

3.2 Business Letter (External Stakeholders)

Sender’s Address — Date — Recipient’s Address — Salutation — Introduction (purpose) — Details (facts/evidence) - Call to
Action -» Complimentary Close (Sincerely) - Signature Block —» Enclosures.
Maintain one-inch margins and left-justify text. Single-space paragraphs, double-space between them.

3.3 Analytical Report

Front Matter - Title Page, Abstract.

Introduction - Background, objectives, scope, methodology.

Findings - Data visualisation, tables; interpret what the data shows (avoid conclusions here).
Discussion - Why it matters; relate to objectives.

Recommendations - Actionable, prioritised, cost-benefit aligned.
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6. Back Matter - References, appendices, glossary.

Readability Check: Aim for Flesch-Kincaid Grade = 11 unless audience expertise demands higher complexity.

(See the interactive “Document Blueprint Reference” table for quick section checklists and ideal length.)

4 Grammar, Punctuation & Spelling

Errors undermine ethos. A Grammarly study (2023) linked frequent spelling mistakes to a 14 % drop in recruiter callbacks.
Essentials:

Subject-Verb Agreement - Media are reporting (collective noun plural).

Comma Placement - Use the Oxford comma for unambiguous lists: red, white, and blue.
Hyphen vs Dash - Cost-benefit (compound adjective) vs 2024—2025 (en dash).
Spelling Consistency - Stick to one standard (UK organisation vs US organization).
Capitalisation - Proper nouns and section headings; avoid random emphasis.

URewNRE

Tip: Run a final pass set to a larger font size or printed copy—visual novelty exposes hidden typos.

5 Structuring Formal Documents: Proposals & Memos
5.1 Proposal Architecture

Cover Letter - Persuasive snapshot (= 1 page).

Executive Summary - Written last; summarises entire proposal.
Problem Statement - Evidence-backed need.

Objectives - SMART (Specific, Measurable...).

Methodology - Gantt chart for timeline, RACI matrix for roles.
Budget - Iltemised table with contingency line.

Qualifications - Organisational CV, case studies.

Risk Management - Identify, assess, mitigate.

Conclusion - Re-emphasise value.

Evaluative Rubric: Impact (30 %), Feasibility (25 %), Cost (20 %), Innovation (15 %), Compliance (10 %).

5.2 Memo Skeleton

Header Field Content
To/From Formal titles and departments
Date ISO 8601 (2025-07-30)
Subject “FY 25 Q1 Expense Policy Update”
Purpose One-sentence reason
Background 1-2 concise paragraphs
Required Action / Recommendation Bulleted steps
Deadline & Contact Specify and sign off
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6 Error Anatomy: Common Pitfalls & Preventive Tactics

Pitfall Example Prevention
Run-on sentences “We launched the pilot it exceeded KPIs.” Split or use semicolon.
Nominalisations (verb—noun) conduct a review - review Prefer verbs.
Passive overload “The report was written by the team.” =< 20 % passive; convert to active.
Jargon & Acronyms “Our SLA breached the KPI due to an MTTR delay.” Expand on first use; ensure relevance.
Template abuse Copy-pasted placeholder fields left blank. Final checklist before dispatch.

7 Revision Science: From Draft to Publication
The adjacent Error Reduction chart visualises diminishing returns across four passes. Optimal workflow:

Structural Pass - Validate logical order; rearrange sections.
Stylistic Pass - Tighten sentences; apply C3.

Technical Pass - Grammar, punctuation, citations.

Proof Pass - Typos, formatting, hyperlink check.

il A

Use version control (“v1_draft”, “v2_client-review”) to avoid overwriting. Engage a peer reviewer for mission-critical
documents; fresh eyes catch latent ambiguities.

Conclusion & Quick-Fire Checklist

Audience first: Adjust tone, depth, and terminology.

C3: Clarity, Conciseness, Coherence.

Document Blueprint: Follow the prescribed section order.
Grammar hygiene: Trust but verify with manual read-through.
Revision cadence: Minimum four passes, as charted.

Mastering these layers transforms written text from mere information into influence. Use the interactive table to
cross-check structure and the revision chart to benchmark quality gains—then iterate until your words work as hard as you
do.
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