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Powerful Written Communication 
Skills  

 
HOW TO STRUCTURE WRITTEN COMMUNICATIONS 
 

REASONS FOR WRITING 

The most usual reasons for writing to someone are: 

 
• To give information/advice on an issue 

• To provide guidance/instruction 

• To respond to a problem/complaint 

• To refuse or grant approval (eg for a loan) 

• To persuade or influence a change in the readers views 

• To confirm that an action has been taken. 

 

Your readers want to understand what you want to convey in the minimum time and with 

minimum effort.  You can help them to achieve this by developing your ideas and 

information in a logical sequence. 

 

This is highly unlikely when you start work on a new report.  Individual ideas and pieces of 

information will come to mind as a result of research, which together provide the overall 

picture—but this may not be apparent at the outset. 

 

The following may help you in the structuring process: 

 

 Pattern notes  To identify key topics and facts. 

 ‘Thought pyramids’  To structure the whole report and each topic within it. 

 Appendices   Place all additional material required to support and verify  

     the key elements of the report in an appendix. 

 Illustrations   Remember that well constructed charts and diagrams  

     communicate more clearly and effectively than the written  

     word. 
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How To Structure A Written 
Communication 

The biggest cause of problems in writing is the failure to clarify thoughts before you start. 

It is vital to do all your thinking before you begin writing. A simple routine of six steps will 

help you produce a strong structure: 

 

1. Aim • Establish the aim. Are you writing to instruct, inform, persuade, 

influence, or change the reader's views? 

2. Collect • Brainstorm and jot down all your thoughts and ideas on paper, in 

pattern form if appropriate. 

3. Group • Group the ideas under headings or themes. Use the pattern notes 

approach to 'box' or 'balloon' the thoughts. 

4. Order • Order and number the themes according to your aim. 

 

Your outline is now clear. If necessary, get it approved at this stage, to save time and 

effort later. 

 

5. Write • When you know exactly what you want to say, write the letter or 

report, bearing in mind the principles of aim and language. 

6. Polish • Check and polish the pages. Is the tone right? Nobody gets it right 

first time. Get someone else to read it for you. 

 

Note: The first four steps involve thinking, and only the second two writing. 

 
  


