
 

Communicating 
Credibility 

With Your 

Business Writing 
  
 
 
 
 
 
 

 
• Achieve business success with effective, efficient writing 

• Enhance your image and your reputation as an expert 

• Make yourself more promotable with powerful business writing 

• Attract clients and build business with persuasive writing 

• Get outstanding results and accomplish your goals 

 
 

Alicejane Lippner, MD, JD 
Boca Raton, FL  

If they believe what you are saying, 
they will buy what you are selling! 



 
 

 
Communicating Credibility 
With Your Business Writing 
 
Copyright © 2006 by Alicejane Lippner, M.D., J.D. 
All rights reserved. No part of this publication may be reproduced, transmitted, 
stored, or used in any form or by any means, without the prior written permission 
of the publisher, except for brief excerpts used in published reviews. 
 
Warning and Disclaimer 
The information contained in the written, printed and digitally provided versions 
of this product is strictly for educational purposes only. The author/publisher has 
used best efforts in preparing these materials. Infobriefings LLC and the 
author/publisher make no representation or warranties with respect to the 
accuracy, completeness, authoritativeness, applicability or fitness of the contents 
of these materials. If you wish to apply the information and ideas in these 
materials, you are taking full responsibility for such actions. As always, seek the 
advice of competent professionals (business, legal, tax, accounting, etc.). 
 
 
 
 
 
 
 
 
 
Special Sales 
Books are available at special quantity discounts for purchases made by 
companies, organizations, associations, educational institutions for use in training 
programs, promotion, premiums. Customization is also available. Contact the 
Publisher. 
 
Contact Information 
Publisher: Infobriefings LLC 
7040 W. Palmetto Park Road 182 
Boca Raton, FL 33433 
http://www.communicatingcredibility.com 
info@communicatingcredibility.com 
 
 
ISBN 0-9662096-3-X 
Library of Congress Control Number 2006927270 



 
  

 

  Table of Contents 
   Part I. Introduction               

Communicate credibility          7-8 
Writing affects how you’re perceived 
Poor writing is costly 
Some people are “experts” at destroying credibility 
Rate your writing        9-10 
Schools don’t teach writing skills 
*Tool* Writing Self-Quiz 
Let me guide you       11-12 
Everyone can learn to write better 
Tools and techniques improve writing    

              Enhance your credibility     13-14  
Credible writing gets results 
Credible writing can promote “brand you” 
Credible writing follows basic writing principles 
Use a writing process     15-17  
3s are special 
*Tool* 3-Part Writing Process 
*Tool* Writing Process Mind Map 
Follow the basic steps     18-21 

      *Tool* Business Writing Steps    
    *Tool* Business Writing Worksheet    

  Part II. Issues 
      Step 1. Determine WIIFM       23-24 
  Your audience affects what and how you write 

Your niche market is your audience 
    Focusing on your audience’s WIIFM is crucial 
 *Tool* Niche Knowledge Steps 

    Step 2. Identify your CORE       25-27 
  A well-chosen, CORE-related title is critical 
  *Tool* CORE Worksheet 

*Tool* Sample Headlines and Titles 
     Step 3. Choose a structure       28-29 
  Appearance affects the impact of your writing 

    Modeling avoids reinventing the wheel 
*Tool* Sidelines 
*Tool* Creating Templates   



 
 

 

    Part III.  Information  
   Step 4. Organize the topics                 31-33 
  Organizing methods appeal to thinking styles 

Structure follows a pattern 
Important ideas come first 
*Technique* Mind Mapping 
*Technique* Thinking in 3s 

     Step 5.  Use your resources                 34-35 
  Multiple resources provide information 

Experts are a wonderful resource 
Good writing offers need-to-know information 
*Tool* Team Writing 
*Tool* Steps for Interviewing Experts 

     Step 6.  Write your content       36-40 
Rapid writing ignores your inner critic 
Effective writing is conversational, concise, precise 
Readers need to “get” your message 
Good writing flows well 
*Technique* Rapid Writing 
*Technique* Question-and-Answer Keyword Method 
*Technique* Talking Method 
*Technique* Strip Method 
*Technique* Keyword-in-the-Margin Method 

  Part IV. Impact  
     Step 7. Make an impression       42-46 
  Credibility can be enhanced with how you say it 

Your writing style affects credibility and results 
Copywriting persuades to get results 
Devices (e.g., lists) foster understanding and interest 
Graphics clarify meaning and add impact 

    Step 8. Get results        47-48 
Readers remember best what they read last 
Even on short notice, documents can be written well 
*Technique* Really Rapid Writing Process 

    Step 9. Finalize your writing      49-55 
Constructive feedback is essential 
Some people may not love your writing 
Business and legal issues affect writing 
*Tool* Writing Brief: Issues, Information, Impact 
*Tool* Editing Checklist 



 
  
   Part V. Documents    

Write business briefings               57 
Inform your readers       58-64  
Meeting Notes               
Memo             
Report               
Problem Analysis and Solution 
Instruction Manual  
*Tool* Meeting Notes  
*Tool*  Memo               
Persuade your readers      65-75  
Letter  
Copywriting 
Request for Proposal (RFP)            
Simple Proposal                  
News Release 
*Tool* Copywriting Checklist  
*Tool* Proposal Writing Tips 
*Tool* Simple Proposal 
Tell your story        76-88        
Storytelling 
Presentation   
*Tool*  Seminar/Speech Checklist          
*Tool*  Speech Worksheet  
Deal with technology      89-95      
Facsimile (Fax)             
E-Mail              
Online Content 
*Tool* Checklist for Choosing a Blogger 
*Tool* Template for a Blog Entry 
Handle diversity        96-97 

 International Writing 

 Part VI. Bonuses 
     Bonus 1. Write tips and articles                99-103 

*Tool*  Resource Box  
*Tool* Article Planning Worksheet      

   Bonus 2. Plan to write a book                         104-105 
*Tool*  Book Planning Checklist     

 Part VII. Resources 
 Manage information               107-108 
*Tool* Paper Processing   
*Tool* Evaluating Information  
 Use other resources               109-113 
 Read about the author                           114   



 
 

 
 
 
 
 

Part I. 
 

Introduction 
 
 



Business Writing   7  
 

Communicate credibility 
Why read a book about business writing—about communicating credibility? Why should 
you care about your writing? Because writing well is crucial to your business success! 
Surveys consistently identify communication skills at the top of abilities important to 
executives. Your writing reflects you and your company. 
 
Want more reasons to hone your business writing skills? 
• Excellent written and oral communication skills are critical job requirements for 

executives and high-level managers. 
• Your writing is often the first (and only) impression people get about you. 
• Everything you write represents you—how professional you are, how well you think, 

how effectively you make decisions. 
• Other people (not in your intended audience) see your writing and evaluate you, too. 
• Decisions about promotion include consideration of how well you write. 
• Effective writing—the ability to communicate clearly—enhances your image and 

reputation as an expert. 
• Good writing gets you published and promoted in academia, so you don’t perish. 
• Outstanding communicators are trusted, respected, successful—and rare. 
• Successful writing communicates credibility and gets results—persuades readers to 

buy what you’re selling, to take action, to accept your viewpoint. 
• Skillful writing promotes you, your ideas, your products and services, and your 

company—sets you apart from your competition. 
• Clear communications provide your staff with the need-to-know information and 

knowledge they need to perform their jobs. 
• Effective communication connects with readers, evokes credibility, establishes a 

relationship, builds business, and boosts profits. 
 

Writing affects how you’re perceived 
Your writing affects your reputation. Your primary personal asset for achieving success 
is how others think of you. Your writing showcases your ability to communicate, to 
think, to make decisions, to get results. Even if your ideas are brilliant, they won’t do any 
good if nobody “gets” them, if they’re not communicated clearly and persuasively. 
 
What’s “brand you” like? What’s your niche—your specialness, unique expertise? How 
are you positioned in your company? Your industry? How well do you communicate 
brand you? What do people think and say about you? When colleagues and customers 
hear your name, what do they think? Are you special in the minds of your audience? Do 
they feel your passion and enthusiasm for what you do? Is your writing helping—or 
hindering—brand you? 
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Poor writing is costly 
Ineffective writing harms your company, harms you. Fuzzy messages and fuzzy thinking 
are disastrous. If you write without clarity, you risk your credibility. Readers start to 
question if you know what you’re talking about. Maybe, you’re hiding something. Or, 
your thinking is faulty, you just can’t write well. Poor writing—poor impression. Don’t 
tarnish your reputation or damage your business by writing poorly. 
 
What do you think of the paragraph below? It’s an exaggeration to make a point, to have 
fun. But, how many times have you received correspondence that was almost this bad? 
  
 

 
 
 
 
 
If you received a note like this, what would you think about the writer? How much 
credibility would the person rate? Are you convinced to take action? If this were a cover 
letter with a résumé, would you hire this person? Or, waste time on an interview? What 
about a note from a colleague that reflects lack of attention to detail, faulty thinking, 
inadequate writing skills? How would your impression of your colleague be affected? A 
poorly written letter, a poorly presented speech—they all damage credibility. 
 
I’m sure your writing is much better than the sample paragraph above. But, even small 
errors can be jarring in communications from a person at your level of experience and 
expertise. Consider each contact with a prospect, client, colleague, industry expert, 
company executive, as if you were going for a job interview or sales presentation. Your 
reputation is at stake with every word you write. Use your writing to establish and 
enhance your credibility with everyone you encounter in your business life. 
 

Some people are “experts” at destroying credibility 
Want another lesson in destroying credibility? Years ago, I attended a half-day 
presentation for attorneys about writing a non-fiction book. The concepts were good and 
they were presented effectively. Recently, I serendipitously discovered the speaker’s 
website. I bought his expensive, unnecessarily bloated book. I didn’t receive everything I 
ordered. He never responded to e-mail or phone messages. But, I began to receive his e-
zine every few weeks, surprisingly with some useful information. Then, he apparently 
discovered affiliate marketing. E-zines arrived every one to two days, with sales pitches 
for other people’s products. The connection to his product was often loose, at best. The 
so-called articles in his e-zines were ads. Instantly, he destroyed any remaining credibility 
with me. His communication skills (or, lack thereof) ruined my perception of this 
“expert.” I can only imagine how others reacted and responded. 

Writing if crushull to your suxcess. How well do you Write? Its really so very very 

much of a pain to reed bad stuff. Ain’t it? Their’s no xquse not to get it write every 

time. Sure you don’t need to no nuttin else? Do what I tell you cause its important to 

listen to me. I’m all ways write. Its a slam dunk, yeh? 
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Rate your writing 
What about your business writing? Are you satisfied with how well you communicate? 
What effect does your writing have on your reputation, on your image in your niche and 
your company? Does your writing demonstrate your competence and knowledge? Is your 
credibility enhanced or harmed by your writing?  
 
Do you accomplish your goals with your writing? What’s the impact of your writing on 
others? Are you making a connection? Establishing rapport? Do you sound truthful? Do 
readers understand your message? Do they take action? 
 
How believable are you? Does your writing convince readers they’re making the right 
decision by listening to you, doing what you ask, buying your viewpoint or your 
products? Does your target audience buy what you’re selling—your products, services, 
viewpoint, opinions?  
 
Words are your tools. How well do you use your tools? Are you a handyman or skilled 
craftsman? Are you a word artist? Do you use your words to display and showcase your 
expertise? Or, do you get performance anxiety when you need to write? Suffer page 
paralysis, word worry? Can’t seem to get going? Don’t know how to develop your 
writing skills? 
 
Do you find these metaphors about writing a bit exaggerated? I’ve used them to illustrate 
an important device to create interest, help readers understand, make a point, get 
attention. Do you use writing devices? What techniques do you use to convey your 
message with clarity and impact? 
 

Schools don’t teach writing skills 
Most businesspeople haven’t been properly taught the critical skill of writing. Writing is 
taught ineffectively in most schools and universities, including business schools. Students 
learn about the mechanics. They often learn about writing creatively. But, they don’t 
learn the skill of writing. Mastery of results-oriented writing is virtually ignored. 
 
Students don’t know how to write to communicate—to present a clear, easily understood 
message, one that persuades, gets results. They lack a system, a writing process, the tools 
to write well, efficiently, effectively—and painlessly. Schools foster quantity, not quality. 
What’s probably even worse, the educational system makes writing unpleasant—no 
wonder most people dislike writing. 
 
What’s your writing like? Take the quiz to see how much you need help—now.  
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Writing Self-Quiz 

How much do you need this guide? Take this self-quiz. Compute your writing score. 

(1) I have too much writing to do.  Yes _______  No _______  

(2) I don’t have enough time to write. Yes _______  No _______  

(3) I have trouble getting started.  Yes _______  No _______ 

(4) I don’t bother planning my writing. Yes _______  No _______ 

(5) Organizing thoughts is a problem. Yes _______  No _______ 

(6) I’d like to write more persuasively. Yes _______  No _______ 

(7) I don’t know how to rapid write.  Yes _______  No _______ 

(8) Writing client letters is challenging. Yes _______  No _______ 

(9) My proposals don’t get funded.  Yes _______  No _______ 

(10) I want my speeches to get results. Yes _______  No _______ 

(11) My writing is boring.   Yes _______  No _______ 

(12) I try to squeeze a lot on one page. Yes _______  No _______ 

(13) Nobody has given me feedback.  Yes _______  No _______ 

(14) Nobody has praised my writing.  Yes _______  No _______ 

(15) I hate writing.    Yes _______  No _______ 

(16) I want to communicate credibility. Yes _______  No _______ 

(17) I need help!    Yes _______  No _______ 

(A+) My writing is perfect.   Yes _______  No _______ 

Your Score 
Yes to item (A+) Stupendous Writer: I don’t believe you. Writing is never perfect. 
Yes to 1 to 3 items  Expert Writer: Read this guide at your leisure.  
Yes to 4 to 6 items Average Writer: Start reading this guide now to get help. 
Yes to 7 to 9 items Salvageable Writer: Read every word immediately, do what I say. 
Yes to >9 items  Pathetic “Writer”: Don’t read—memorize every word! (Kidding!) 

By using the writing process and the methods you’ll discover in this guide, you’ll soon be 
on your way to better business writing. Even if you score well on the quiz, you can 
improve your writing. Races are won or lost by a difference of fractions of a second. 
Similarly, small changes in your writing—tweaking it—can make large differences in the 
results you get. Nobody’s writing is perfect. All of us can improve. But, the goal isn’t 
perfection. It’s effective business writing—communicating credibility, successfully 
accomplishing your goals, getting the desired results. Let’s get started! 


