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Tip 1: Be concise

Explanation: Don’t say in 20 words what you can say in 10.

Example: Dan’s Burgers is so excited to share that we will now be accepting credit cards as a new 

form of payment!           Dan’s Burgers now accepts credit cards!

Give it a shot: Transform a recent social media post or customer email in the space below. Use half 

the number of words to convey the same meaning.

Tip 2: Avoid the -ing
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Explanation: Verbs that end in –ing are hard for people to read. When customers stop reading, 

they stop buying. Change -ing verbs to simple -s verbs. This small change makes a huge difference!

Example: Business World is selling widgets.            Business World sells widgets. 

Give it a shot: Mary is serving happy customers. 

Tip 3: Use simpler words

Explanation: Using bigger words does not make you sound smarter. It just makes customers lose 

interest and move on.

Example: Smoothie World solely utilizes product from cows bred in close proximity.                 

Smoothie World only uses milk from locally raised cows.

Give it a shot: Determining the most significantly qualified contractor is a daunting task.

Tip 4: Use the active voice

Explanation: The main part of your sentence should perform the action. It shouldn’t receive it. 

Readers are most comfortable with sentences structured SVO: subject, verb, object.

Example: Sally’s Pies was recognized by the local Chamber of Commerce with an award.                 

The local Chamber of Commerce recognized Sally’s Pies with an award.

Give it a shot: Customers are irritated by the passive voice

Bad grammar may make your business look unprofessional and can cause you to lose business.

Visit www.midwestwriting.com to download our handy Grammar Guides.

Tip 5: Grammar sells
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