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Reader Suitability

· The document suits the readers.
45-61

· The document gives readers everything they need or request, under the conditions they specify.
61-67, 69-71

Organization

· The document is organized to maximize reader understanding.
67-69, 72-75

Introduction

· The subject line and introduction explain everything readers need to be able to understand why they are receiving the document and what is in the document.
91-99, 105-110


· Actions the reader is expected to perform, critical information the reader must remember, conclusions, and recommendations are presented at the beginning of the document and explained clearly.
100-104

Body Explanations

· The information is in clearly defined information blocks that are marked with visual devices and explicit opening statements.
112-129, 143-156

· Shorter lists are broken out with numbers and bullets.
129-143

· The document contains complete explanations with evidence for conclusions.
165-168,  183-205


· Requests, problems, and issues are described clearly, precisely, and unambiguously.
168-171

· The document uses key terms consistently, and all intended readers understand them.
171-178

· Every part of the document is focused.
178-182

Style and Writing

· The writing is concise.
208-215

· The document has clear paragraphs, sentences, and words the intended readers understand.
216-256

Conclusion

· The document ends with a conclusion and feedback loop, when appropriate, to ensure that readers achieve the business objectives.
157-163

Editing, Proofreading, and Formatting

· The document is polished and proofread, with no usage errors.
257-262

· The formatting makes the text as readable as possible.
262-266

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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