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Learning Outcomes 

After studying this chapter, you should be able to  
1. Polish business messages by revising for conciseness, which includes 

eliminating flabby expressions, long lead-ins, there is/are and it is/was fillers, 
redundancies, and empty words, as well as condensing for microblogging.  

2. Improve clarity in business messages by keeping the ideas simple, slashing 
trite business phrases, dropping clichés, scrapping slang and buzzwords, 
rescuing buried verbs, and restraining exuberance.  

3. Enhance readability by understanding document design including the use of 
white space, margins, typefaces, fonts, numbered and bulleted lists, and 
headings.  

4. Recognize proofreading problem areas, and apply effective techniques to 
catch mistakes in both routine and complex documents.  

5. Evaluate a message to judge its effectiveness 
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Stopping to Revise: Applying 
Phase 3 of The Writing 
Process 

The final phase 3-x-3 writing process: 
- Editing: improving the content and setence structure 

of your message 
- Proofreding: involves correcting its grammar, spelling, 

punctuation, formal, mechanics 
- Evaluating: process of analyzing wether your message 

achieves its purpose 



Microblogging and 
Conciseness 

 Microblogging is a term you probably haven’t heard very 
often, but chances are you have posted a microblog 
message today. As its name suggests, microblogging 
consists of short messages exchanged on social media 
networks such as Twitter, Facebook, and Tumblr.  



Polishing Your Messages 
by Revising  for 

Conciseness  

In business, time is indeed money. Translated into 
writing, this means that concise messages save reading 
time and, thus, money. In addition, messages that are 
written directly and efficiently are easier to read and 
comprehend. In the revision process, look for shorter 

ways to say what you mean..  



Cutting Flabby Expression 



Editing Empty Words 

- In the case of Twitter, it increased users 
but lost share value.  

- Because of the degree of research 
required, the budget was increased.  

- We are aware of the fact that sales 
soared when pushed by social 
networking.  

- Except for the instance of Toyota, 
Japanese imports sagged.  



Microblogging and 
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Example of 
Company Massages 



Improving Message Clarity 

One of the most important tasks in revising 
is assessing the clarity of your message. A 
clear message is one that is immediately 
understood. Employees, customers, and 
investors increasingly want to be addressed 
in a clear and genuine way. Fuzzy, long-
winded, and unclear writing prevents 
comprehension. 



Keep it Short and Simple 



Slashing Trite Business Phrases  



Applying Document Design to  Enhance 
Readability 

- Employing White Space 
- Understanding Margin and Text 

Alignment  
- Using Appropriate Typofaces 
- Understanding Types, Size, and Using 

Techniques 
- Numbering and Bulleting List for Quick 

Comprehension  
- Adding Heading for Visual Impact 

 



Figure 6.3 

Day 1 

Mercury is the 
closest planet 

to the Sun 

Day 2 

Despite being 
red, Mars is a 

cold place 

Day 3 

Neptune is 
the farthest 

planet  

Day 4 

Jupiter is the 
biggest planet 

of them all 





Proofreading to Catch Errors 

Recognizes proofreading problem areas and 
apply effective techniques to catch 
mistakes in both routine and complex 
documents 
- What the watch for proofreading 
- How to proofread routine documents 
- How to proofread complex documents# 



Evaluating The Effectiveness of 
Your Messages 

- Encourage feedback from the receiver of your message so that you 
can determine whether your communication achieved its goal.  

- Be open to any advice from your instructor on how to improve 
your writing skills. 
 
 

 



Conclusion 
In this chapter we learn to applying phase 3 of the 
writing process, how to polishing your messages by 
revising for conciseness, microblogging, improving 

message clarity, applying document design, 
proofreading to catch errors, and evaluating the 

effectiveness of your messages. 
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