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There's no denying it. lt doesn't rnatter who vo, ur", in* ivp; ;i;;;il;;;;;;;; ;;tiil i; ;;;; '
out to, or what kind of transaction yolr represent. we can all improve the way we communrcate.
Regardless of whether you're crafring an emair, posting on Facebook or even just sending a
quick text mes$age, it's importanlr your me$sage is welr structured and gets youf pornr across
cteany.

lmage credit: Unsplash vi;r

lf you've ever asked yourself questions like, how can you save iime writing emails and getting to
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Lost tor wofds? Writing tips for the digital marketerthe point cluickly, or frow can yot) ncr(jase the likelif
enrerils, then you need sofrc netp, 

tood people will actt'rally open your ntarkrling

The book, , tt;:

be more than ten years orci, but it's pages are stjil burstjn s urrcn g,lldr^!yr:r:::";ff:fi::il:itsrep-by"$tep gLride to anal
typ e s or m e s sa s e $,,,,,,,,,,:::;,' :';;ffi,[;:lff ;: r] il: : :ffi '; ffi ; iil iIffi llia rast tead, bLri irt r:rder to
absorb each chaprer ,,",T:,l.',:i:filfi:?:il,?ilj,:il:,,,,^,'ilj,,ffJ::|'l,;_i:tr:ir."

f:,ffii::lifference 
in tinte seivings arrd rrarked ktcret:sern rhe effecrivo ne$s or ycxu

ller* are *ame r4uiek titrst; trrsr* th,t ytetak:

'1 t)on't use ALL cAp$ in thr: surrject line or messzr5;r: bo11y, "1.his goes fr_rr irro*oting opr_;rrhouse listings, sencling olt VoLlr rrewslelter, or.roqueslitrg; Lrrg,,;nt re;sponses, lt looks likeyou're yelling.

2 Not every e-ntail is a marketirrS; pretle. A sirnple rnelssag--1e to coordinatc: tr.ansactior-r logisticsdoesn't retcluire your rniarl<etirtg ltrochure be se
he'eathvoLrr signarure,. Arons thc,.re .uon,* ,,n;:l;l:'riffiil'il::'il|]."ffioo;',,r:T:
is longer than your rle6$agc. yr:Lrr:rwarcjs, leadership;r;rrti<;i1:ration, atncl oervircs; we.re:nreant fof your wehsite. D,tn,t ;lbu$e tfris sperce,

3. Not;rll e-rnajls deserve a I,eripcJnse. lncrezrse yoL.rr ytr.t.rcir.rctivity.by oniy rosponclinq to e-marls trat require a io$pons6. you rrray rrri'k yor-r.ro r-;eing polite rry responcling tr.reverything, but your rerrrier,i t,ke Lip tho recipients, iinrr,., roo.4. Consider your audience typr: wlrerr usir_rg enroticorl$. fjeniof ar corporateclents nrjght soetlrisr a$ a turnoff, even if yoLr'r'e onry irr'iencling to kr,;ep t;e r;on.rrnunication rightheartecl.S short' abrLlpl messages rniiv signal lacl< of errpathy in r;er.tain sitr.iatjor.rs. J'irke that cxtf;rfive seconds to sencl ie v/arfir nleseagc] that shows you c?tfe,6 Avojd cntt$ciotts l'anlbiing li yor-r trotice youreelf r';rrrhlrrr5; wrrt:, i;p'akirrlJ to othofrj ihefe,sa good chanco it hi,rppons r:loctronically too.
T Change e-mair surrject riner wh'* a tasrr rrvorvos into a rrow ciir.ection of sonreonfr ei$e rJetsiinvolveci Many prclf.rssic.rttals; u$o c-nrail sLrfrjoct lirres to organi z: incontirrylmgr.j$asre $;they'il appreciate yoir herpingl thenr be; nrore: effir;ierit. 

-""""I
{3 Distinguish between lnlbfmalion v$. fecorrnrenoatrons. ML$ l;tatistics fepresent theinrorrnati.n, but you acra varLre with yoLrr inte rpretation of ,rat data.I Differentiate your writing styl, ft..rr thr: occasjon, your t'irr: shoL.rrd vary urhcn you,re givirQshowinq instt'uctions, explainlrrg honre-buying processe$, provirling tle fin jtions ol urrfar-riliarternrs, and cornyro:;itrg the eliA section of your wr:irsite. Alwayi; consicier thr: ne;ecjs; of ilreariolence in eaoh situation.

10 tJse speech-to-text tools Thc; aver?7gc) pefson can speak throe tinres fasier a.]an they canwrjte. AnrJ tyr)ing on mobire dr:vices js even iess efficjent thar.r u$iirg a ful keybor:rci.Practice using yoirr corlrptrtef , tahlet, or nrobjle phone s;)eech-recognition sofiware to eniijrin new messages lhis will itrrprove your writing procluctivity arrrJ response: trme. Eventuallyyou rllay be able to clevelop speecir-'ro-text as unconscious skill set, like clrivirg a cerr.
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