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8. Omit unnecess;df' ds
Q. Read it aloud
/ﬁj 1 0.Have someone else edit it
Read “Effective Business Writing: A Guide for Those Who Write on the Job” (2" edition)
by Maryann V. Piotrowski




18. End with a o a
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19. Choose an appropriate salutation

20. Insert a signature block



http://www.dailywritingtips.com/

28. Limit to one“}"g“ hen pos
29. Identify a contact person, email address, and telephone number

30. Create a catchy heading after writing the story




38. Elimin; 'unnec
39. Cite properly
/) 40. Proofread from end (conclusion) to beginning (introduction)
@)




48. End roe

/) 49. Remember your verbal and nonverbal cues

50. Practice
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