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The document provides readers with everything they need to achieve the writer's business objectives.

· The document achieves the writer's business objectives.
46

· The writing suits the reader's knowledge, education, technical expertise, need for concrete explanations, and need for depth of knowledge.
48

· The document gives readers everything they need to be successful in achieving the business objective, with no unnecessary information.
54

· The response to a request provides what the person asked for, under the conditions specified.
61

· The document gives readers information at the specific points where they need it for maximum understanding.
67

· When readers have differing needs or abilities, a version of the document or sections of the document match every reader's needs and abilities.
69

· Topics are presented in the same order throughout and all the contents in each part are linked.
72

The document has explicit introductions to the explanations.

· The e‑mail subject line uses words that alert the reader to the contents, required action, or critical information in the e‑mail.
72

· The introduction explains everything readers need to know to be able to understand why they are receiving the document.  
94

· The introduction contains actions the reader is expected to perform and critical information the reader must remember.
100

· The document includes conclusions and recommendations in a summary at the beginning.
101

· A clear statement of the contents is included at the end of the introduction.
105

The document has a clear framework that guides readers through the information.

· The information is in clearly defined information blocks.
112

· Each information block has an explicit opening statement.
118

· Longer lists have an opening statement of the contents and explicit openings for list items.
123

· Shorter lists are broken out with numbers and bullets.
129

· The document is presented in a clear visual blueprint so readers can see the organization as they read.
143

· Tables are used to organize matrix data.
154

· The document ends with a conclusion that helps readers achieve the business objectives.
157

· When appropriate, a feedback loop is included that reflects the importance of the content and the reader's characteristics.
159

The document contains explanations that are so clear they cannot be misunderstood.

· Problems and issues are described concretely, in detail.
166

· The document states directly, unambiguously, and completely what the writer is requesting. 
169


· Key terms are used consistently.
171

· The writing fully explains the concept behind every new key term as the reader encounters it.
174

· Every explanation is focused.
178

· The document communicates technical subjects clearly to non‑technical readers.
183

· Instructions and procedures are complete and concrete. 
192

· The document provides sufficient, relevant evidence for statements.
199

The document has clear, concise paragraphs, sentences, and words.

· The writing is concise.
208

· Clear, effective paragraphs help readers identify, understand, and remember concepts.
216

· The sentences are complete, simple, clear, and straightforward.
221

· Only simple punctuation is used.
229

· The document uses words every intended reader will understand.
237

The document has well-written sentences, correct usage, and clear formatting.

· The sentences are well written, with correct usage.
257

· The formatting makes the text as readable as possible.
262
Using These Standards
You may distribute these standards freely, without special permission from the author.  You may also adapt them to fit your company or agency.  If you use these standards as they are here or in an adapted form, you must include one of these statements on the first page: 

R. Craig Hogan, Ph.D., Explicit Business Writing: Best Practices for the Twenty-First Century (Normal, Illinois: The Business Writing Center, 2005).
Or,

Adapted from The Business Writing Center's Standards for Business Writing (R. Craig Hogan, Ph.D., Explicit Business Writing: Best Practices for the Twenty-First Century [Normal, Illinois: The Business Writing Center, 2005]).
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