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If you want to skyrocket your 
business to the top, read this 

special report!

Are you an entrepreneur because you like being your own boss? Do you 

want to live a life where you call the shots and spend more leisure time 

with your friends and family?

Your expertise is valuable to your market, but in today’s tough economy, 

competition is stiff. The image that your small business projects in writing 

can determine if a client hires you or not. Whether you work from home as 

a solopreneur or have a physical location with employees makes no differ-

ence. You no doubt believe you provide quality to your customers, but do 

you find yourself asking these questions?

•  Why do my reports get ignored?

•  Why do my proposals get rejected with no apparent reason?

•  Why don’t I get positive responses to the letters and emails I   

send?

•  Why don’t my marketing materials have an impact?

 •  Why am I struggling to break free from my competition?

 •  Why am I not the go-to person/company in my specialization?

The answer could be poor writing skills. 

The Wall Street Journal recently surveyed corporate managers for their 

top requirements of potential employees. Ranked in the top three was 

impeccable writing skills. If corporations demand this of their 

employees,doesn’t it stand to reason that they would demand it of the 

consultants and entrepreneurs with whom they do business?
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If you want to stand apart, your skills must be top-notch. They are the true 

public face of your business. Your writing is YOU. Your customers and 

clients will judge the quality of your products or services by the quality of 

your written communication. They will judge you by how you handle this 

skill set.

This special report provides an overview of the five biggest writing mis-

takes entrepreneurs make. No matter what kind of business you have, 

follow the tips to avoid these errors so you can impress your clients and 

outshine the competition.
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Mistake #1:
Not Following The Writing Process

The Mistake

The first mistake many small business owners make is not following the 

proper steps when creating a message. They write down their thoughts, but 

they don’t realize that the message may be targeted to the wrong audience, 

in the wrong format, missing critical information, and/or not in logical order. 

How to Avoid the Mistake

There is an established order in which documents should be created. This 

is called “The Writing Process.” Leaving out any of the steps shown below 

can cause major headaches. 

 

     1. Determine your purpose
     2. Visualize your audience
     3. Develop your main point
     4. List the supporting information
     5. Decide on a format

     6. Prepare an outline
     7. Write a rough draft

     8. Revise your document
         Revision cycle 1
         Revision cycle 2

     9. Proofread your document
         Proofreading cycle 1
         Proofreading cycle 2

             10. Prepare the final draft

Planning Steps

Composing Steps

Editing Step

Proofreading Step

Final Step
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Planning Steps

Step 1: Determine Your Purpose

Why are you writing this message or document? Is it to: 

 •  instruct?

•  request?

•  recommend?

•  warn?

Or is the purpose to:

•  inform? 

•  report?

•  persuade?

You shouldn’t move to the next step until you know.

Step 2: Visualize Your Audience

Who is the audience for this document? Some possible audiences are 
listed below:

     •  managers

     •  potential clients

     •  end-users of a product

     •  experts in your field

     •  non-experts in your field

     •  marketing people

     •  sales people

     •  professional association 

Your audience will determine the content, the type of words you use, and 

how you say them.
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Step 3: Develop Your Main Point

Consider two key elements when developing your main point:

      1.  What you want your readers to understand from your document

      2.  Your viewpoint (for or against, pro or con, etc.). It must be abso-

lutely clear.

Step 4: List the Supporting Information

Gather facts, figures, charts, graphs, and other information for your main 

point and your subtopics.

Step 5: Decide on a Format

In this step, you have to decide how to present your material:

     •  letter

     •  e-mail

     •  memo

     •  report

     •  proposal

     •  case analysis

     •  brochure

     •  flyer

     •  agenda

     •  advertisement   

 

Composing Steps

Step 6: Prepare an Outline

There are two main methods of outlining: mindmapping and traditional 

Roman numeral/Arabic numeral structure. Mindmapping is a freeflow form 

that starts with a central circle containing the main idea and then has 

spoke radiating out with circles at the ends containing the subtopics. With 

either form, include as many topics as it takes to cover the information. 
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Step 7: Write a Rough Draft

Draft your document to the point where it contains as much information as is 

available. If another party has requested this document, keep in mind any 

requirements that have been specified, such as length. 

Businesspeople don’t have a lot of time to read, so you have one chance to 

make your point. Include all necessary facts and background information; at the 

same time, incorporate only the details this audience needs. Convey that data 

using simple, easily understood language. Always maintain a polite, professional 

tone, even when presenting bad news.

Editing Steps

Step 8: Revising

Cycle 1

At this stage, editing for content begins. Always edit a hardcopy of the document 

and not from the computer screen. Give the rough draft a review and:

     •  add missing information

     •  look for repetitious/redundant words and sentences

•  rewrite confusing or awkward sentences or paragraphs

     •  check the technical accuracy of the information 

  •  ensure all client-specified requirements are followed

Read your document aloud; you will catch errors that you won’t notice reading 

silently. Adjust the document if it is too short or too long to meet any length 

requirements.

Read it over again just for the writing mechanics. Then read it a third time just for 

technical accuracy.
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Cycle 2

Make the corrections from Revision Cycle 1. Print out another draft. 

Content editors are critical. Have two or more knowledgeable people review 

your document for the same items discussed in Cycle 1. One person should 

check for sentence structure, missing information, etc., while a second 

should check for technical accuracy. Repeat this step as necessary.

Proofreading Step

Step 9: Proofreading

Cycle 1

When you are sure that missing information has been added and all redun-

dancies and confusing or awkward sentences have been corrected, have at 

least two people proofread your document for grammar, spelling, and punc-

tuation errors that you may have missed. These readers should not make 

any editing changes. 

Cycle 2

Now have the same people read the document for formatting errors. Have at 

least two other people who have never seen the document review it also.

This step is explained in more detail in Mistake No. 4 on page 15.

Final Step

Step 10: Prepare the Final Draft

Once the document is thoroughly proofread and all corrections have been 

made, prepare the final draft and send it to the recipients.
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Mistake #2:Mistake #2:Mistake #2:Mistake #2:
Having Poor Grammar, Spelling, Having Poor Grammar, Spelling, Having Poor Grammar, Spelling, Having Poor Grammar, Spelling, 
and Punctuation Skillsand Punctuation Skillsand Punctuation Skillsand Punctuation Skills

The MistakeThe MistakeThe MistakeThe Mistake

Grammar, spelling, and punctuation skills may evoke memories of boring 

drills in grade school, but nothing ruins a person’s credibility more than a 

business document with even a few errors. 

How to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the Mistake

Grammar 

Become proficient at spotting and correcting the following:

     •   Sentence fragments

     •   Run-on sentences

     •   Comma splices

     •   Agreement problems

 - subject/verb

 - subject/pronoun

     •   Improper 

 - pronoun forms

    - verb forms

     - verb tenses

     •   Misused adjectives/adverbs

     •   Incorrect word choice/misused words

     •   Redundancy/wordiness

     •   Passive voice

     •   Double negatives

     •   Dangling/misplaced modifiers
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Don’t rely on grammar check. It picks up mostly passive voice, and it 

doesn’t tell you how to correct the errors.

Spelling

Read your document aloud so that you can catch any spelling mistakes. 

Don’t rely only on spell-check. It is no more reliable than grammar check.  

It will fly right over incorrectly spelled words that still spell English words, 

such as “write” for “right,”  “your” for “you’re,” “four” for “for,” “two” for “to” 

or “too,” etc. There is no substitute for the human eye. 

Know the proper usage of capitalization, abbreviations, and numbers, but 

avoid abbreviations such as those used in texting. They have no place in 

the business world if your aim is to impress. 

Punctuation

Be proficient in using and placing the following:

     •   commas                                    •   colons                                           

     •   apostrophes                              •   semi-colons                      

     •   quotation marks                        •   hyphens   

     •   exclamation points                    

                                            

If your documents contain the grammar, spelling, and punctuation errors 

described above, your clients may conclude that the quality of your 

products and services is poor. If you don’t care enough to ensure the 

documents your own company puts out are perfect, how can clients be 

sure that you would do a perfect job for them?

Keep a dictionary on your desk along with a grammar reference guide. 

Since the English language constantly changes, replace the dictionary 

every four years and the grammar guide every five years.
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Mistake #3:Mistake #3:Mistake #3:Mistake #3:
Not Using Accepted Document Formats Not Using Accepted Document Formats Not Using Accepted Document Formats Not Using Accepted Document Formats 

The MistakeThe MistakeThe MistakeThe Mistake

To look professional, documents must be produced in the standard 

formats. Each type of message has its own formula. One size does not 

fit all. 

How to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the Mistake

Writing the following kinds of messages in the correct manner is critical 

to achieving their purposes:

• good news

• bad news

• persuasion

• argument

Likewise, each format has its own structure:

• e-mail

• letter

• report

• proposal

•     manual

•     tutorial

•     ad

•     brochure

•     flyer

•     postcard

•     agenda
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Within the report category, there are several different types, such as:

•  informational    •    instructional

• progress    •    evaluation

• recommendation   •    analytical

•     comparative    •    feasibility

It is also critical to know the differences between an:

•   executive summary

•   abstract

and how to write a:

•   cover letter

Master the appropriate structure for all of these. 
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Mistake #4:Mistake #4:Mistake #4:Mistake #4:
Not Proofreading before SendingNot Proofreading before SendingNot Proofreading before SendingNot Proofreading before Sending

The MistakeThe MistakeThe MistakeThe Mistake

In this economic downturn, entrepreneurs and small business owners are 

doing more and more of the work themselves. The result is that they are 

scurrying around trying to fit more into an already jampacked day. Some-

times, this means overlooking steps 8 and 9 of the writing process, often 

with disastrous results. 

“I didn’t proofread a contract before sending it out,” says Sharon Johnson, 

the owner of a small machinery company. “I left a zero off the price of our 

most expensive piece of equipment. 

The customer got it for $5,000.00 

rather than $50,000.00. It’s an error

I won’t repeat.”

How to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the Mistake

Proofreading Cycle 1

Even if you consider yourself an expert writer, never let any written 

document go out under your name or out of your company without 

ensuring that everything is error-free. Never proofread on a computer 

monitor. Take the time to print out a hardcopy of your documents and 

e-mails and proofread them several times by:

 •   reading aloud

 •   reading backwards

 •   holding a straight edge under each line
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Ask others who are skilled at writing mechanics to be your proofreaders.  Ask 

them to read the document three times. They should read it forward silently. The 

second time, they should read it forward aloud. The third time, they should read 

it aloud backward to see each word individually. Have them look for the following 

errors:  

   •  grammar

     •  punctuation 

     •  spelling 

Proofreading Cycle 2

You and your proofreaders should now check for formatting errors:

•  text out of alignment

•  mismatched fonts

•  spacing errors

•  incorrect word divisions 

•  bad line breaks

     •  too many hyphens at the end of the lines on the same page

     •  lack of white space 

     •  unintended font changes
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Mistake #5:Mistake #5:Mistake #5:Mistake #5:
Not Formatting for Visual AppealNot Formatting for Visual AppealNot Formatting for Visual AppealNot Formatting for Visual Appeal

The MistakeThe MistakeThe MistakeThe Mistake

Professional documents should not look like they just came off your word 

processor. Your aim is to look like a professional business, not like a 

student creating a term paper. Too often reports are all in one font and 

size, lack enough white space for easy readability, and are not visually 

appealing.

How to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the MistakeHow to Avoid the Mistake

Get advice from a page layout person who can help you develop a 

professional style to which all documents produced in your company must 

conform. Also study page layouts produced by other companies. 

Use headings in a larger font size to define the sections of your reports 

and proposals. Incorporate graphics. Avoid clipart, if possible. Use photos 

instead. You can find terrific business graphics free on Microsoft’s gallery 

website at http://office.microsoft.com/en-us/images/business-

CM079001906.aspx
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The Bottom LineThe Bottom LineThe Bottom LineThe Bottom Line

Standing out from your competition is critical to your success. Brand your 

business with quality. Ensure that every document that goes out of your 

company is in the correct format and is error free. You’ll position yourself 

as an expert, attract more clients, and skyrocket your company to the top. 

I show small business owners and 
entrepreneurs a simple step-by-
step method for writing all types of 
business documents. My Business 
Writing Mastery Home Study 
Program allows you to learn at 
your own pace. Each step of the 

course comes with a video, audio, and work-
book so you can learn quickly and easily. For more details, go to 
page 20 of this special report or www.businesswritingmastery.com. 

                                         - Carol J. Amato
                                                                            The Writing Coach
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Business Writing MasteryBusiness Writing MasteryBusiness Writing MasteryBusiness Writing Mastery

Home Study ProgramHome Study ProgramHome Study ProgramHome Study Program 

Coming January 2012!

To begin your journey perfecting 
your business writing skills, I’d like 

to invite you to check out my 
Business Writing Mastery program 
at www.the-writing-coach.com/
businesswritingmastery.

In this 5-module, step-by-step pro-
gram, I will teach you how to write all types of business documents so that 
you can position yourself as an expert, attract more clients, and skyrocket 
your business to the top.

Each module takes you step-by-step through the process for writing that 
particular type of document. Rather than the information overload 
provided in one-day seminars, you get an in-depth explanation and 
examples for each step accompanied by a video, audio, and workbook. 
Learn at your own pace. There’s no need to move on to the next step 
until you are comfortable with the one you are currently studying. 

Through these modules you will learn how to write:

  •  emails, letters, and memos that impress your clients

  •  amazing reports

  •  proposals that win

  •  user-friendly manuals and tutorials

and how to:

  •  create eye-catching brochures and flyers

Purchase just the module or modules you need or save by buying them as 
a bundle.

To get on the mailing list so you’ll be notified first when this program is 
available, e-mail info@the-writing-coach.com
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17 Secrets to 
Make Your 

Small Business 
Look Like a 
Fortune 500 
Company

by Carol J. Amato

Small businesses are the backbone of the economy, but in this 
recession, being at the top of your industry is all the more 
critical to achieving the dream lifestyle that you want. Whether 
you’re new to the world of entrepreneurship or you’ve been in 
business for years, you may be wondering what will set you 
apart.

In this e-book, 17 Secrets to Make Your Small Business Look 
Like a Fortune 500 Company, author and small business 
writing coach Carol J. Amato shows small business owners 
and entrepreneurs the simple secrets to make your company 
rise above your competition.

For an investment of only $27, you can learn the secrets to sky-
rocket your business to the top! 

Call (800) 606-7895 or e-mail info@the-writing-coach.com to 
get your copy now! 
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Write Your Way to WealthWrite Your Way to WealthWrite Your Way to WealthWrite Your Way to Wealth

Coaching ProgramCoaching ProgramCoaching ProgramCoaching Program 

Do you want to impress your clients and be the go-to 
person in your industry? Do you want to reduce or 
eliminate cold-calling and have clients come to you?

Nothing impresses a client more than being handed a 
book (or books!) you’ve written. Being able to call your-
self an author puts you in a league above other small 
business owners and entrepreneurs. Not many are tak-
ing this additional, lucrative step. 

No doubt you have extensive knowledge in several 
areas of your industry. Putting your expertise into book or e-book form 
will:

  •  position you as an expert

  •  gain you instant credibility

  •  widen your market to international level

  •  help you garner top-notch speaking opportunities

  •  attract a higher level of client

  •  create an additional stream of income

  •  draw media attention 

Don’t be overwhelmed by the idea of writing a book. With my easy, 
step-by-step Write Your Way to Wealth system, you’ll effortlessly write 
a quality book in six short months through a combination of group and 
individual telecoaching and user-friendly instructions in video, audio, 
and workbook forms. 

Among the many things you will learn are how to:

  •  develop a brand strategy with your book

  •  organize your information for maximum impact and usability

  •  create valuable information products from the same source material

  •  ensure your page layout is visually appealing

  •  publish your book in e-book and print forms
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“Carol acted as a mentor to me. With her guidance, I began to include 
educational teacher/study guides with each of my books. Since I began 
incorporating educational material with my manuscript suggestions, I've 
had five picture books accepted for publication. It was the example she 
set in her informative teleseminar that set me on the path to publication.” 

                                                                    - J. Aday  Kennedy
      Freelance writer/author 
     The Differently-Abled Writer
     www.jadaykennedy.com

“Carol is a great person to do business with. She's straightforward and honest, yet 
easy to work with. If you work with Carol, you can trust her to do the right thing, 
every time. I can't say that about most people.” 

                                                                                     - Dave Broughton
                                                                                       Marketing Consultant
                                                            WhimPublishing
                                                                                       www.whimpublishing.com

“I would highly recommend Carol Amato without hesitation. Her 
expertise...is  exceptional. She was always timely, even with last-
minute requests. Without fail, she delivered just what we needed and 
was meticulous and thorough. Above all else, Carol was a pleasure to 
work with. She was always...willing to go the extra mile. She knows the 
ins and outs of the business and was a great asset .... She is a con-
summate professional.”

                                                           -  Rhonda Fischer
                                                                    Award-winning author
                                                              Randy Kazandy
        www.randykazandy.com

“I...finished my manuscript—an extensive collection of reflective essays 
written by my past and present students from the International Bacca-
laureate program at J. W. North High School.... Carol was efficient and 
thorough and willing to go through each...essay with me..... Afterwards, I 
had no clear idea how to present this book project to prospective pub-
lishers, but with Carol’s help, I learned how to query...publishers and 
how to communicate with them in...person. I got not only one publisher 
acceptance..., but two! I was able to choose...the better fit for my book. 
Without her assistance, the process never would have gone as 
smoothly or as quickly. I am certain that her coaching helped me make 
the necessary connections with the publishers.”

                                                                - Ann Camacho
                                                                  IB English Teacher
                                                                  John W. North High School
                                                                  Riverside, California

What others say about Carol J. Amato....
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What others say about Carol J. Amato....

“I have learned a tremendous amount of valuable information that I have immediately 
implemented at work and will continue to use in my future.”

- Tony Soares

“Thanks...,Carol, for being such a great [coach] and being patient when I couldn’t fig-
ure out how to get my words on the page right.”

- Trudy Miller

“You have been a great [coach] and have given us a lot of material to take with us. It 
has been a pleasure being in this workshop.”

- Tracy Godwin

“Thanks...,Carol! I have taken two of your workshops now and I must say that I am 
always surprised at how well [they] flow. It has been great to have you as [a coach].”

- Jacklyn Couchman

“It was a pleasure to learn from you in this workshop. [It] was phenomenol and I could 
not have asked for an easier, more communicative session.”

- Mia Sardarsingh

“This has been the best workshop! It has made me more confident and much more 
valuable. Because of what I learned, I actually landed an amazing new job about 
three months ago.”

- Dusty Crowell


