ENGL105 Unit 5
TO: Tina Nicholas
CC: Annalise Copland
March 13, 2018

Re: Writing Effectively
Dear Future Student Tina,
It is important to understand that effective writing should be targeted and succinct, which means the writer should help the reader thoroughly understand the meaning and objective of the piece of work. Every word in the passage should be necessary and properly placed. By using concrete language one can eliminate vagueness. Use active rather than passive voice. Passive voice is used when writing history books or any other piece of writing in which the writer wants to avoid responsibility. For example, the Indians were subdued and relocated to reservations. In this sentence, the reader has to decipher what really happened. If the writer decides to use active voice he or she would help the reader understand clearly what may have happened to the Indians for them to be forced into reservations. It is also important to avoid the use of words like “you, that, there is, e.tc.” when writing. Such words are “wordy” and less effective in getting an important message across. Thus, writing effectively will help one get full credit in all academic writings that may include essays, research proposals, and so forth. 
Writing effectively can help one convey message more professionally. No matter how knowledgeable or skilled could be, if cannot convey message clearly in writing, or if one’s written materials contain spelling, grammatical, or other errors, his or her reputation and opportunities in the workplace may suffer. For example, when one is writing a business proposal he or she should be able to use terms that are professional, persuasive, and ones that can inform a particular intent to various stakeholders. 
By learning how to write effectively, one would also be able to express personal concerns in a language that is acceptable. There is no better way for expressing how one is feeling or thinking than through writing. Inability to write effectively can make someone be misunderstood. Effective writing can also help one organize ideas especially when writing something helpful for others to read. For example, when writing an inspiring article one needs to write concisely to ensure that readers get the most out of the content written.  

Sincerely,

Tim Mister
Phone: 6625234380
Email: tim.mister@student.ctuonline.edu
