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And while these terms are sometimes unavoidable and can occasionally be helpful as shorthand, they often
indicate lazy or cluttered thinking. Follow her on Twitter at carolynohara1. Compared to other books on
writing, this book is shorter, simpler, and easier to read, not to mention inline with modern business theory.
With cross-functional teams and technological innovation in the workplace, it is important to avoid jargon,
wordiness, and hyper-formalities. Pascal, B. Are the sentences straightforward and concise? Discussing
techniques to better clarify, summarize, and tighten the prose. He ends this section discussing the use of
graphics in writing. The recap at the end of each chapter helps reinforce everything discussed and along with
the appendixes, serves as a great place to look over when referencing the book. E-mail, business letters,
memos, reports, and appraisals are covered, usually in detail and with examples. His writing was already well
received by colleagues and peers but much of his experience was rooted in academic writing. Writers often
mistakenly believe using a big word when a simple one will do is a sign of intelligence. All chapters end by
recapping the main points of the chapter. This review will serve to as a short primer and critical analysis of
this work. Cut every unnecessary word or sentence. The final section addressed popular forms of writing,
using all the concepts discussed. In all respects, this book compares favorably to other similar writings.
Blackburn suggests reading passages out loud. Green comprehensively applies these points in the final section
on common forms of business writing. Green does an excellent job explaining why these points make writing
effective and how to employ them. Most importantly, build time into your schedule for editing and revising. A
much better and quicker read than a traditional textbook. It then applies this concept to an example text, which
makes the text more communicable, clear, and concise. All of the points are useful tools for effective writing,
and should be used liberally in the business environment. This is evident in each section of the book, which all
serve to communicate his main points. In general, each chapter starts with a writing concept, why it is impor I
had to write a review on this book for a class: Introduction Good writing is essential to success in business.
Present your main idea as soon as possible. HBR guide to better business writing. He ends by explaining why
proper grammar is important, and why critical feedback from peers is an excellent way to improve writing.
Each chapter is to the point and succinct; there is no difficult language or hyper-formality to slow
communication between the author and reader. Quick and clear information delivery is essential in the
business environment; this means writing should be logical, economical, and easy to understand. Finally, they
should avoid common mistakes that make writing difficult to understand, too long, or put a barrier between
the audience and message. David has carried these practices to the private equity firm he founded in Miami,
the McCombie Group. References Garner, B.


