5 Tips for Professional
Writing
Write emails and reports that are clear, concise and confident.

Start with the Purpose

State why you are writing in the first sentence. Your reader should know
immediately what action is needed.

Keep Sentences Short

Aim for 15-20 words per sentence. If a sentence needs a
second read, split it in two.

Use Active Voice
Write 'I will send the report' not 'The report will be sent'.
Active voice is clearer and more direct.

Structure with Headings

Break longer emails into sections. Use bullet points for lists.
Make it easy to scan.

End with a Clear Next Step

Always close with what happens next: a deadline, a
question, or a specific request.



