© 2010 Sebranek Inc.

contents
Preface: Managing Through Writing

How will this manual improve workplace writing? 1
What competencies are needed for 21st century business? 2
What is good writing, and how can | benchmark it? 4

Part I Strategies for
Effective Management Writing

PRACTICING MANAGEMENT-WRITING BASICS
Strategy 1: Write a Document in Four EZ Steps 8
Strategy 2: Analyze the Situation 10

DEVELOPING STRONG IDEAS
Strategy 3: Develop Strong Claims 12
Strategy 4: Support Your Claims Effectively 14
Strategy 5: Use Deductive or Inductive Logic 16
STRENGTHENING ORGANIZATION
Strategy 6: Use Three-Part Structure 18
Strategy 7: Be Direct or Indirect as Needed 20
Strategy 8: Order Information in Lists 22
USING A PROFESSIONAL VOICE
Strategy 9: Use Appropriate Formality 24
Strategy 10: Keep Your Voice Positive 26
CHOOSING THE BEST WORDS
Strategy 11: Use Fresh, Precise Words 28
Strategy 12: Use Fair, Respectful Language 30
IMPROVING SENTENCES
Strategy 13: Energize Your Sentences 32
Strategy 14: Write Tight, Balanced Sentences 34
EDITING FOR CORRECTNESS
Strategy 15: Correct Unclear Wording and Faulty Sentences 36
Strategy 16: Correct Common Errors 38
CREATING READER-FRIENDLY DESIGN
Strategy 17: Develop an Effective Page Design 40
Strategy 18: Make Sound Typographical Choices 42



Part Il: Time-Saving Formulas

for Organizing Correspondence

Share Good or Neutral News (The SEA Formula) 46
Break Bad News Gently (The BEBE Formula) 50
Persuade Your Reader (The AIDA Formula) 54

Part lll:  The Seven Traits and Your Writing
Benchmark Your Writing 60
Provide Productive Feedback 64
Assess Employee Writing 66

Part IV. Forms of Management Writing

Create Application Follow-Up Messages 74
Create Employee Evaluations 78

Create Position Statements 84

Create Policy Statements 88

Create Procedures 92

Part V.  Leading by Communicating:

Best Uses of Management Writing

Know When to Write 98
Manage Team Writing 100

Delegate and Direct Writing Tasks 102 /‘\

Manage E-Communication 104
Use a Writing Code of Ethics 106

Ul Y8uelqas 0L0C ©



