
Being Clear

Clear writing involves presenting information in a way that is easy for the reader to understand. When the message
is clear, it is less likely to be misunderstood. Here are three questions to ask yourself when writing a business letter:

• What is the purpose of the message? Is it clearly stated at the beginning of the letter?

• What information does the reader need to know? Have I included all the relevant information?

• How is the information organized? Can the reader follow it?

1 Read the letters below. One of them is not clear and the other is not complete. 
Answer the questions.

1. What is the purpose of each letter?

2. Why is each letter unclear?

Letter 1 Letter 2

2 Choose one of the letters above and rewrite it so that it is clear. Exchange it with a partner 
for feedback. 

Dear Mr. Amponza:

It is with great pleasure that I am sending
you this message for the purpose of
following up on your phone call on the
date of June 9th. I have checked with one
of our computer technicians and there is 
a good possibility that he may be able to
provide your company with the assistance
you have requested. He is available on
June 16th and will be at your head office
by 9:00 a.m. In the event that he cannot
make it on that date, we will inform you 
by way of a phone call the day before.

Sincerely,

Doug Brown

Dear Ms. Rozelli:

Judith and I have known each other for
many years. We worked together at Sears
from 2001–2009. At that time, she and I
were both sales associates in the cosmetics
department. Judith was very hard-working
and she was always willing to work overtime.
The customers loved her because she had
a way of making them feel special. She
would go out of her way to help them with
any requests they had.

As a co-worker, Judith was a very pleasant
person to work with. She was cheerful and
optimistic and always had a smile on her
face. She got along well with everyone in
the department.

Yours sincerely,

Lorna Klutz
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