franklin covey style guide for
business and technical communication

Franklin Covey Style Guide for Business and Technical Communication offers a
comprehensive framework for effective communication within the realms of
business and technical writing. This guide not only emphasizes clarity and
conciseness but also encourages the use of a structured approach to convey
messages efficiently. Understanding and applying the principles outlined in
this style guide can significantly enhance both individual and organizational
communication efforts.

Understanding the Franklin Covey Philosophy

The Franklin Covey approach to communication is rooted in several key
philosophies that guide their methods. These philosophies shape the way
professionals should write, ensuring that messages are effective, engaging,
and easy to understand.

1. Focus on Clarity

Clarity is paramount in business and technical communication. The style guide
encourages writers to:

- Use simple language and avoid jargon unless absolutely necessary.
- Break down complex information into manageable chunks.
- Define any technical terms that may not be familiar to the audience.

2. Emphasize Purpose

Every piece of communication should have a clear purpose. This philosophy
drives writers to:

- Identify the primary goal of their communication.

- Tailor content to meet the needs of the audience.

- Ensure that every section of the document contributes to the overall
purpose.

3. Foster Engagement

Engaging communication captures the reader’s attention. Franklin Covey
promotes the idea that writers should:



- Use active voice to make sentences more dynamic.

- Incorporate storytelling elements where appropriate to create a connection
with the audience.

- Use visuals to support and enhance textual information.

Key Principles of the Franklin Covey Style
Guide

The Franklin Covey Style Guide outlines several principles that are essential
for effective business and technical communication. These principles serve as
a foundation for writers to build upon.

1. Use of Plain Language

The guide advocates for the use of plain language, which means:

- Avoiding complex words and phrases.

- Using everyday terms that are easily understood.

- Writing in a straightforward manner that does not require specialized
knowledge.

2. Consistency in Tone and Style

Maintaining a consistent tone and style helps in establishing a solid brand
voice. To achieve this, writers should:

- Adhere to a specific tone that aligns with the company’s culture (e.g.,
formal, conversational, etc.).

- Use a consistent format for headings, bullet points, and lists throughout
documents.

- Follow a uniform citation style for references and sources.

3. Active vs. Passive Voice

The choice between active and passive voice can significantly affect the
readability of a document. The guide recommends:

- Using active voice for most sentences to create a more direct and engaging
narrative.

- Employing passive voice judiciously when the doer of the action is unknown
or when the focus should be on the action itself.



4. Structure and Organization

A well-structured document enhances usability and comprehension. Franklin
Covey emphasizes the importance of:

- Creating a clear outline before writing to organize thoughts.

- Using headings and subheadings to break up text and guide readers.

- Including summaries or key takeaways at the end of sections to reinforce
main points.

Techniques for Effective Business Communication

Business communication often involves conveying information clearly and
persuasively. The Franklin Covey Style Guide offers techniques to achieve
this effectiveness.

1. Writing Emails

Emails are a primary form of business communication, and the guide suggests
the following:

- Begin with a clear subject line that summarizes the email'’s content.
- Use a polite and professional salutation.

- Keep the body of the email concise, focusing on key points and action
items.

- Conclude with a call to action or a summary of expected responses.

2. Creating Reports

When creating reports, it’s essential to maintain clarity and focus. Writers
should:

- Use an executive summary at the beginning to provide an overview of the
report.

- Organize the report into sections with clear headings for easy navigation.
- Use bullet points and numbered lists to present data clearly.

- Include visuals such as charts and graphs to illustrate key findings.

3. Delivering Presentations

Effective presentations are crucial in business environments. The style guide
recommends:



- Structuring presentations with a clear introduction, body, and conclusion.
- Using slides to highlight key points rather than as a script.

- Engaging the audience with questions or interactive elements.

- Practicing delivery to ensure confidence and clarity.

Technical Communication Best Practices

Technical communication often involves more detailed and specialized content.
The Franklin Covey Style Guide provides specific best practices for this type
of communication.

1. Audience Analysis

Understanding the audience is critical in technical writing. Writers should:

- Identify the knowledge level of the audience regarding the topic.

- Tailor the complexity of the language and concepts to fit the audience’s
expertise.

- Consider the audience’s needs and expectations when structuring the
content.

2. Documentation Standards

Adhering to documentation standards ensures consistency and professionalism.
The guide suggests:

- Following a specific format for technical documents (e.g., user manuals,
technical specifications).

- Including a table of contents and index for easy navigation.

- Providing clear instructions with step-by-step guides when necessary.

3. Visual Aids

Visual aids can enhance understanding in technical documents. Writers are
encouraged to:

- Use diagrams, flowcharts, and screenshots to clarify complex information.
- Ensure that visuals are labeled and referenced in the text.
- Keep visuals simple and relevant to the content.



Conclusion

The Franklin Covey Style Guide for Business and Technical Communication is a
valuable resource for professionals aiming to enhance their writing skills.
By focusing on clarity, purpose, and engagement, writers can effectively
convey their messages. The principles and best practices outlined in the
guide serve as a foundation for producing high-quality documents that meet
the needs of both businesses and their audiences. Embracing this style guide
can lead to improved communication, greater understanding, and ultimately,
more successful interactions in the business and technical fields. By
implementing these strategies, organizations can foster a culture of
effective communication that drives success and innovation.

Frequently Asked Questions

What is the Franklin Covey Style Guide?

The Franklin Covey Style Guide is a comprehensive resource designed to
enhance business and technical communication by providing guidelines on
writing clarity, structure, and consistency.

Who can benefit from using the Franklin Covey Style
Guide?

Professionals in various fields, including business writers, technical
writers, project managers, and anyone involved in communication within
organizations can benefit from the guide.

What are some key principles outlined in the
Franklin Covey Style Guide?

Key principles include clarity of expression, active voice usage, audience
awareness, and the importance of concise language to improve comprehension.

How does the Franklin Covey Style Guide address
audience analysis?

The guide emphasizes the necessity of understanding the audience's needs,
preferences, and expectations, which helps tailor messages for maximum
impact.

Does the Franklin Covey Style Guide provide examples
of best practices?

Yes, the guide includes numerous examples and case studies that illustrate



best practices in business and technical communication.

How can the Franklin Covey Style Guide improve team
communication?

By establishing a common framework and set of standards, the guide helps
teams communicate more effectively and consistently, reducing
misunderstandings.

What role does formatting play in the Franklin Covey
Style Guide?

Formatting is crucial; the guide outlines specific formatting rules that
enhance readability and visual appeal, making documents easier to navigate.

Is the Franklin Covey Style Guide applicable for
digital communication?

Absolutely, the guide includes recommendations for both print and digital
formats, addressing the unique challenges of online communication.

How often should one refer to the Franklin Covey
Style Guide?

It is advisable to refer to the guide regularly, especially during the
drafting and editing phases of writing to ensure adherence to the recommended
standards.
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