A few tips on business writing
Introductions should state the ‘bottom line’ of the paper.  Be sure to tell me your recommendation.
Don’t write in ‘joke’ style where I don’t know the punchline until the end.

Avoid ‘throat clearing’ sentences.  “There are many important strategic issues raised by this case.”  Just tell me what they are!

The first sentences of every paragraph should be a topic sentence.  
The remainder of the sentences should support the assertion made in the topic sentence.
Use mainly short sentences rather than long ones, although some variation in length improves reader’s interest.

Shorter words (use) are better than longer ones with the same meaning (utilize).
Avoid repetition

Avoid too many value-laden adverbs & adjectives

Avoid passive voice:


“I argue…” rather than “It is argued that…”

To root out passive voice, search your document for ‘is’; re-write the sentence with an active verb instead.
Indent paragraphs.
Keep paragraphs short.  
Break things down into bite-sized pieces to assist your reader

Headings and sub-headings help both reader and writer.  Headings help writers structure the flow of the argument and avoid repetition.

When you write, figure out the structure of the argument – the outline – first, then fill in the details to support your main points.  
The main items in the outline will become the headings and subheadings in the paper.
