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ClientClient--Focused WritingFocused Writing

It’s really not all
about you
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ClientClient--Focused Writing Focused Writing 

Keep your reader in mind as you write
Adjust your writing to the person and 
the situation
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Features Vs BenefitsFeatures Vs Benefits

Feature – An identifiable characteristic

Padded 
Seat

Soft 
Handlebars

Fat Tires

Reflectors
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Features Vs BenefitsFeatures Vs Benefits

Benefit – An advantage that is relevant 
to the customer

Softer 
Ride

Comfy Grip

Smoothes 
Out Bumps

Safer at Night
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I, I Yi Yi! I, I Yi Yi! 

We tend to think, and write in the first 
person
Client-focused writing thinks and 
focuses on the second person
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I, I Yi Yi!I, I Yi Yi!

We have clutches from all the major 
manufacturers, so you won’t have to search for 
the clutch you want.  
You’ll find the clutch you want because we stock 
all of the major manufacturers. 

Pete’s Parts is dedicated getting your car fixed, 
and getting you back on the road, faster. 
You’ll be back on the road faster when you rely 
on Pete’s Parts. 
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Keep it FreshKeep it Fresh

Stay away from clichés
Our company is growing by …
And last …
That is going to be easy as …
Keep your nose …
We’ve been through some trials …
His bad behavior should be nipped …
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The Communications PlanThe Communications Plan

Audience: 
Who is the reader?
Objective: 
What do you want the reader to know, 
feel or do?
Messages: 
What are the key points you want to 
communicate? 
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Becoming a Better WriterBecoming a Better Writer

A difficult skill, but you can always learn 
and improve

You were born 
crying ... everything 
else about communication 
you learned




