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ERG Communication Writing Tips
If you are a communication leader for an ERG and don’t have much experience as a communicator, these writing tips are for you.

Before anything, KNOW your audience. It is essential to know who your audience is, what types of communication vehicles they prefer, and how best to communicate with them. Use the ERG Stakeholder Definition and Messaging Worksheet to do a quick and effective audience analysis. 

Write using simple words. You are not writing a dissertation. Simple language ensures that no matter who you are communicating with, your message will be understood. 

Get to the point. Be clear about what you want your reader to know and then get to the point. Getting to the point increases the chances of your readers reading and understanding your message. 

Grab the attention of your readers. Use an attention-grabbing title or subject line. Remember, you only have eight seconds. 

White space is your friend. Keep paragraphs short and visually appealing (white space). If something is crowded with words, you will lose readers before they read the title. 

Communicate through storytelling. Everyone loves a good story. Make it real and relatable. 

Give me substance. No fluff, just the good stuff.

Use a simple writing format. 1) Tell people what you’re going to tell them; 2) Tell them, and 3) summarize what you told them. It sounds simple, but it works. Another way is to show and then tell. Show it to me, then tell me what it is, then help me understand the why and the how. 

Must dos:
· Uses verbs and nouns to create action.
· Let go of the word ‘that.’ 
· Don’t use the same word in the same sentence. Use the thesaurus to find a word with the same meaning. 
· Don’t change verb tenses between sentences.
· Proofread your work.
· Use spellcheck or the editor feature in Word.
· Proofread your work again. 
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