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About Illumine 
Illumine Training provides management and 
personal skills development, focused on 
developing better brains for better business.  
 
The unique portfolio of high quality, high 

impact training, builds skills in six inter-related areas: Learn, Absorb & 
Understand; Write, Speak & Influence; Creative Thinking & Innovation; Meetings, 
Facilitation & Coaching; Engagement & Personal Balance; and Management & 
Leadership Essentials. 
 

 
 

The range of courses and workshops has been developed to contribute 
significantly to organisations’ management and personal development agendas – 
with a strong focus on high levels of skills transfer and a wide variety of flexible 
delivery options. 
 
The company was founded in 1996 and has worked extensively with many of the 
UK’s leading companies and public sector organisations, contributing to staff, 
management and leadership development programmes.  
 
All courses apply accelerated learning 
principles to ensure that learning is 
maximised. In order to support learning, all 
course participants are provided with free 
access to Illumine’s web-based online learning 
area. 
 
 

 
Mind Map® and Mind Maps® are registered trademarks of the Buzan Organisation 

 

Illumine Topic Guide 
 

 

 
 

Effective Written Communication 

 
Most of us have to write as part of our work. Our written work will vary from 
short emails and memos to lengthy, structured reports and briefing papers that 
run into tens or even hundreds of pages.  
 
Each time we write we are creating an impression. Put simply, when we write 
well – coherently, persuasively and adhering to the rules of grammar - the reader 
is left with a good impression. When we ramble and pepper our writing with 
spelling mistakes and grammatical errors, we also leave an impression! 
 
Whatever the purpose of the writing or the form of the output, following a 
simple process can make an enormous difference to the efficiency, impact and 
effectiveness of our writing… 
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About Illumine Topic Guides: 

Illumine Training has produced a range of topic guides on subjects related to 

different aspects of effective thinking – the focus of its training. They are 

intended as an overview and ‘desktop reference’, not a comprehensive review 

of the subject. 

 

Feel free to share them (in their entirety please) or direct friends and 

colleagues to the full range of guides at www.illumine.co.uk/guides 

http://www.illumine.co.uk/
mailto:info@illumine.co.uk
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Effective Writing 
 

There are three basic steps that 
will make writing easier for you 
and for your readers: 

 

1. Planning 
Professional writers spend more 
than twice the amount of time 
planning, compared to non-
professional writers. Planning is key 
both because it helps writers to 
gather their ideas and information 
and because it helps stimulate 
creative thinking. 
 

The simplest – and most effective 
planning technique is Mind Mapping. 
How to Mind Map® is the subject of 
another topic guide, but the key 
thing is to adopt a two stage 
process. Stage one (see map right, 
on planning reports) is to explore 
the subject as widely as you can, 
capturing your objectives, the 
readers’ perspectives and multiple 
ideas for possible content. In stage 
two you can then structure your 
report and decide what you will and 
won’t include. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The Quick Draft 
Once you have a plan it is far easier to draft your document. You know where you are 
starting, you know where you are going and you have some key milestones for your 
journey. However, avoid the temptation to revise as you go along and once you have 
started writing, don’t stop - keep going. If you make an error, leave it. If you can’t think 
of a word or phrase, then leave a space to fill in later. Remember that nothing comes 
out perfectly the first time, so instead of perfection, aim for a draft that contains 
everything you want to say. 

3. Editing 
This is the most important step of all. 
Invariably this means cutting down on 
your text, not adding to it! Here are 
three particularly important areas: 

 

i. Are you managing your readers’ 
attention? If your sentences are too long 
or too complex then break them down. 
Shorter sentences will help you to be 
clear and concise. They make it easier 
for readers to follow what you are 
saying.  

ii. Create movement with more active 
writing. Turn passive sentences into 
active ones. Often this is simply a 
matter of putting the ‘doer’ before the 
verb and the ‘doee’ after the verb. So 
‘The director wrote the report’ is active 
while ‘The report was written by the 
director’ is passive. 

iii. Create more energy by finding the 
action. Replacing long nouns with verbs 
will enliven your writing. So change ‘We 
would appreciate your signature on the 
contract’ to ‘Please sign the contract’.   

 
 

Special note: Illumine topic guides are 
intended as a quick overview and practical 

guide. They are a personal interpretation of 
the topics based on our experience as 

trainers and practitioners of the techniques 
in question. 

  
Find out more… 
Training  

 The Writing Dynamics™ course is available from Illumine (www.illumine.co.uk/wdyn)   

 Improving grammar is covered in Grammar On The Rocks™ (www.illumine.co.uk/gram)   
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