Written Communication Skills

Written communication can involve a memo, letter, or report. Internal or external communication will indicate a more formal or less formal tone to the document.

If something is important enough to put in writing, then it requires that the language used to convey the message be correct in terms of grammar, style, and spelling. 

	Do
	Don’t

	Be clear and concise
	Use jargon or write unnecessary words

	Use correct grammar and spelling
	Allow a document to circulate that includes spelling or grammatical errors. This will impact your credibility.

	Include your name and telephone number for further clarification
	Send out a document that is not clearly stating who you are

	Write in the active voice.

For example:

Send the revised pricing….
	Write in the passive voice.

For example:

You may send the revised pricing…

	Clearly state what action is required
	Be vague if there is a response required


Whether the communication is formal or informal, the guidelines displayed above will help to improve the quality of what you send out.

