
Writing has a huge impact on our  
brand identity.
So it’s important for us to find a cohesive way of communicating 
amongst ourselves and to those on the outside.

This is How We Should 
Be Writing at Teraflow...



The Day You Became A Better Writer

Business writing is about clarity and  
persuasion.

Simple means getting rid of extra words.

I went from being a bad writer to a good writer after taking a one-day 
course in “business writing.” I couldn’t believe how simple it was.  
I’ll tell you the main tricks here so you don’t have to waste a day in class.

The main technique is keeping things simple. Simple writing is  
persuasive. A good argument in five sentences will sway more people 
than a brilliant argument in a hundred sentences. Don’t fight it.

Don’t write, “He was very happy” when you can write “He was happy.” 
You think the word “very” adds something. It doesn’t.
Prune your sentences.

Humour writing is a lot like business writing. It needs to be simple.
The main difference is in the choice of words. For humour, don’t say 
“drink” when you can say “swill.”

When your messaging and communication is cohesive, a strong 
brand voice is developed. This builds trust with the public and  
improves outside awareness.

For us to find that cohesion, it’s important to understand which 
approach to take when writing. And although we have very  
technical people, we don’t need to have a technical approach  
to our messaging

In fact, the simpler your 
writing is, the better.

Lessons From a Comic Strip Author 
 
We could sit down and write about all of the ways that you should  
be writing at Teraflow. But the man behind Dilbert comic strips,  
Scott Adams, already beat us to it. And we sure ain’t going to break 
what ain’t broken. 



Your first sentence needs to grab the  
reader. 

Write short sentences. 

Learn how brains organize ideas. 

Go back and read my first sentence to this post. I rewrote it a 
dozen times. It makes you curious. That’s the key.

Avoid putting multiple thoughts in one sentence.  
Readers aren’t as smart as you’d think.

Readers comprehend “the boy hit the ball” quicker than 
“the ball was hit by the boy.” Both sentences mean the same, 
but it’s easier to imagine the object (the boy) before the action 
(the hitting). All brains work that way. (Notice I didn’t say,  
“That is the way all brains work”?)

By simply doing an online search, you’ll come across hundreds  
of sources with similar advice on effective writing. 

While it might not be enough for you to create and publish an 
award-winning novel, these tips will act as a guide to ensure your 
writing is clear, coherent and concise.

That way, everybody, internally and externally, can understand  
our messaging.

Copyblogger
is one of the top resources for all things writing. They have  
amazing content on how to effectively communicate, persuade  
and inform through the written word. 

So we took some of their advice to share with you. 
 

More Writing Hacks  
to Improve Your Skills

That’s it. 
You just learned 80% of the rules  
of good writing. 

You’re welcome.



Keep It Simple, Stupid. 

Shorten Your Paragraphs. 

Stop Repeating Yourself. 

Remove The Fluff. 

Writing is Rewriting. 
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Your word choices should be easy to read and 
understand. Using flashy, academic terminology can confuse and discourage readers  
from finishing your text. The simpler you keep your writing, the quicker it’s understood.

Our brains prefer taking in small chunks of information. The longer  
the paragraph, the more nauseating it can be. Try and avoid clustering 
your sentences into giant webs of text - keep it short and to-the-point.

If you repeat yourself, readers become bored and frustrated. In a way, you’re 
insulting their intelligence. Don’t over-explain. Write a sentence that engages 
the reader, then elaborate in the next sentence or paragraph.

Fluff words that qualify your text can be distracting and off-putting. Words like rather, 
sometimes, very and little should be used sparingly or removed altogether. It just sounds  
a little better if you sometimes take those rather annoying words out. See what I mean?

Writing requires you to go back and write again. Once you’ve written something, 
you need to ensure that it makes sense and you’ve tweaked it according to these 
guidelines. Cut out unnecessary words, shorten paragraphs and sentences, don’t 
repeat yourself and keep it simple.

The tips and hacks we’ve given you will 
make it much easier to write in a clear 
and concise way. Remember, the easier  
it is for people to read, the better your 
content is. 

Being that practice takes time, we have 
something that might speed up the 
process.

There exists an online tool that analyses 
your text and gives it a readability score. 
This free tool will help break down all of 
your sentences and guide you towards  
an improved final product.

Keep Your  
Writing at  
Grade 8 Level

The Hemingway Editor 
will make your writing 
stronger and more 
effective. It helps edit 
your writing so that 
your words are clear, 
concise and 
understandable.

So in what way can 
this tool help you?

 https://hemingwayapp.com/



Easier Readability
We want a Grade 8 student to be able to understand what we are writing about. Sure,  
some words will be technical, but our writing should look at making complex ideas 
simple and easy to understand. It doesn’t mean that we’re writing for teenagers or kids.

In fact, Ernest Hemingway’s work scores as low as 5th grade readability. The tool gauges  
the lowest level of education needed to understand your content.

Writing that scores at a 15th grade level is not better than writing at an 8th grade level. 
A high grade level often means it is confusing and tedious for any reader.

To help you notice sentences that are difficult to read, Hemingway highlights them in yellow. 
For the most difficult sentences, it uses a red highlight.

Fewer Adverbs 
Excessive use of adverbs can end up doing more harm than good. If you’re not careful, 
it can either weaken the entire sentence or change the context of your message.  

Here is an example: 

This document will show you how to write better.
This document will simply show you how to write better.

Using the word ‘simply’ changes the flow and slightly alters the context of the sentence. 
The Hemingway tool picks up on adverbs that can either be changed or completely removed.

Kill The Passive Voice:
Passive voice isn’t as strong as active voice. See for yourself:  
 

Passive: The document was used.  
Active: The team used the document. 
 
The active voice shows the subject (the team) performed the action. 
They used the document. It’s direct and stronger than the passive voice sentence.  
It’s not wrong to use the passive voice, but focus more on using the active voice.

The Hemingway tool will pick up on passive and active sentences, giving you a 
dvice on where you can make changes.

Simplify Vocabulary:
The Hemingway tool also shows you where you can simplify language and vocabulary. 
While some academic vocabulary is specific to your field, think about simplifying other 
words in your writing. It’s hard to read an entire text with academic language.  
So it’s wiser to always try to find the words that best describe what you mean.

Complex Sentences: 
The tool also points out sentences that are long and complex. Try to break some of  
these up. You want clear sentences with some variety in your writing.  

Some sentences are bound to be long, but make sure those sentences aren’t hard to 
understand. So, when you see a sentence that’s hard to read, edit it for clarity.



Writing has never been easier.

It all comes down to practice.  
The more you write, the easier it will be. 


