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October 18, 2000 
 
Professor Paul Kellermann 
3 Scott Building 
State College, PA 16801 
 
Dear Mr. Kellermann:  
 
To educate you on the role of writing in various fields, we have prepared this report to 

introduce the variety of writing practices utilized in the areas of Finance, 

Telecommunications, Management Consulting, and Social Sciences.  For each field, this 

letter will inform you of the different types of documents used, the relative significance 

of each, the overall importance of writing in our professions, and finally will conclude 

with a comparison and contrast summation.  

Finance 

Finance revolves around money.  Finance majors go into a variety of areas such as 

investments, banking, or corporate accounting.  Presentations, e-mail, and memos are all 

very important in all areas of finance.  According to Dave Keller, a Financial Accounting 

manager at Johnson & Johnson, timeliness and accuracy are essential with respect to 

business writing. Mr. Keller coordinates with his business partners to report financial data 

to senior executives.   

  

Presentations are the most important form of business writing in finance. PowerPoint 

slides are used to summarize data and to facilitate presentations.  In this medium it is 

important to include concise, relevant financial information.  The specific audience, 

senior management, is focused on the numbers involved.  Although numbers should be 
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the primary focus when giving a financial presentation, clear written explanations of the 

data are critical to the audience’s understanding. 

 

More central to daily financial work, e-mail has become the most popular form of 

writing.  Financial managers can quickly exchange information with each other using this 

form of communication.  It is a versatile method because it can be both a formal and 

informal means of writing.  Examples include letters to senior executives and informal 

messages to associates. 

 

Although used less frequently than e-mail, memos are another form of business writing.   

These are generally used when messages are widely distributed.  Mr. Keller used this 

method when informing the finance department of accounting deadlines.  When using 

this medium it extremely important to state clear and concise objectives.  This is critical 

because inaccurate or late information can be costly to the business. 

 

Overall, financial accountants spend around 25% of their time writing.  However, when 

writing a presentation, e-mail, or memo, the material must be timely and accurate.  

“Accuracy cannot be stressed enough” in the financial field.1  Mr. Keller reports that 

great writing is not crucial to advancement in the financial profession, but without 

effective skills it is difficult to build a good reputation. 

Telecommunications 

Within different areas of telecommunications, writing is essential to successful business 

interactions.  The most important types of writing within the industry are e-mail, business 

                                                 
1 Naficy, Mariam. The Fast Track New York: Broadway Books, 1997, 156. 
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letters, and minutes to meetings.  Jim Deak works for the North American Numbering 

Plan Administration.  His team studies areas around the country that will soon run out of 

area codes, assigns the new phone numbers and deals with other numbering aspects.     

Because telecommunications companies are frequently neutral, writing must be carefully 

planned so there is no bias.   

 

One of the most important forms of writing is e-mail.  According to Mr. Deak this is “the 

most fundamental type of writing” in his business.  Like many others in the industry,  Mr. 

Deak and his team work out of a virtual office.  They are located all over the country and 

rarely meet.  Therefore e-mail is the main way to communicate with co-workers as well 

as customers.  On average professionals in this situation may write about thirty e-mails a 

day.  Less precision is required when writing e-mail as with a letter, but it still has to be 

formal.  Conveying the correct tone in e-mail is difficult and misunderstandings can 

easily cause conflict.  Professionals are usually cautious about using email to resolve 

disputes because of these problems.  According to Mr. Deak, it is best to answer 

questions or respond to opinions of people in the industry using e-mail.  

 

Letters are extremely important when dealing with regulatory commissions and the 

Public Utility Commissions.  These letters are usually answers to a request for more 

information.  They are in standard letterform, with a letterhead (see appendix).  Because 

these letters are going to be seen by many throughout the industry (PUC’s, wireless, Bell 

companies etc) they have to be well written, accurate and concise.  Letters are frequently 

passed around for others to edit.  The letters must be formal and without emotional or 

political innuendos.  Since so much care goes into these letters, they could take up to a 
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week to complete.  With the proliferation of e-mails in addition regular printed letters, 

people do not have time to sit and read poorly written information. “Come to the point 

quickly in your written materials. Time is a premium for today's readers. Florid prose, 

whether in white papers or web sites, turns away more readers than it lures. Simple, direct 

writing is the best way to communicate the value of your product or service.”2  This 

statement is very true for letter writing in the telecommunications industry.   

 

Another common type of writing used in the field is minutes from meetings. Since 

meetings are frequently conducted all over the country, minutes help update those who 

were not present.  Minutes are usually sent out electronically, but hard copy also must be 

sent to regulators. A specific format is followed which includes things like ground rules, 

statements for the record, discussions of consensus, followed by the proceedings.  

Minutes are sent out no more that two weeks after a meeting was conducted and are three 

to four pages long.  Adobe Acrobat is a necessary program for all of the staff because it 

enables users to view and combine specialized elements of different programs like Power 

Point, Excel, and Word into one easily read document.  These can then be placed into the 

Adobe Acrobat version of the minutes to enhance understanding and replicate the 

meetings as closely as possible. 

 

Writing is involved in much of the work in this industry, and a large portion of daily life 

is devoted to this skill.  According to Mr. Deak, the best way to improve one’s writing is 

to read and to write constantly.   “Writing is critical to everything that we do” as Mr. 

                                                 
2 Galatowitsch, Sheila. "Writing For Clarity:Some Helpful Tips From Wordsmith."  Corporatewriter Web     
Site.  15 October 2000. <http:www.corporatewriter.com> 
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Deak states.  Since writing is so essential to this profession, advancement within the 

industry is largely dependent upon this skill.    

Management Consulting Writing 

Management consulting is a team and goal oriented field where effective communication 

through clear writing is absolutely necessary.  The most important documents are 

proposals to recruit new clients, memos, and e-mail.  According to Liz Negrotti, a 

PricewaterhouseCoopers management consultant, key components of successful group 

and goal management are understandable and concise written communication.  In 

addition, effective writing has a direct correlation to personal success in the consulting 

industry. 

 

Proposals are the starting point from which the entire consulting industry has developed.  

The first step in starting a new consulting project is outlining a successful plan that the 

client approves and supports.  It is vital that the proposal is clearly organized and 

translates technical jargon into understandable concrete language.  Ms. Negrotti says, 

“Approximately 25% of my time is devoted to designing well thought out proposals that 

demonstrate how PricewaterhouseCoopers can improve the functionality of business.”  

Further, she mentioned proposal writing is the most important writing both in terms of 

communication with clients and outlining goals and determining specific actions plans. 

 

Memos are the primary source of communication between management consultant teams 

and senior management.  The majority of consulting projects involve having several team 

members onsite with the client and others working from either home or the office, while 

management resides at headquarters.  During a project, it is vital that everyone maintains 
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common goals and has the ability to respond to changes in the project on a timely basis.  

Ms. Negrotti strongly supported the claim by the Purdue University Online Writing Lab 

that states, “Regardless of the specific goal, memos are most effective when they connect 

the purpose of the writer with the interests and needs of the reader.”3  Ms. Negrotti also 

concluded that it is imperative that the consultant team work together towards a single 

goal using similar methods approved by senior management, without disrupting team 

members. 

 

E-mail, the most casual writing used in the consulting field, is very important because it 

allows members of the project team to relay information and ideas to other members 

daily.  Ms. Negrotti reports that e-mail often includes specifics about systems interface, 

programming errors and solutions, or minor changes in analysis.  In many cases, 

consultants working on the same project will not have face-to-face contact for more than 

a week.  During that time period, however, it is valuable to have knowledge of what other 

consultant are doing in order to avoid duplicate work and provide maximum information 

to the client.  Without e-mail, consultant teams would not be able to work independently 

while achieving a common goal. 

 

Overall, writing is an essential component of management consulting.  It allows teams to 

solve intricate problems with the approval of both management and clients.  Moreover, 

the most successful consultants are often those who can convey the most effective 

message through writing.  Ms. Negrotti imparted that, “In many cases, the only contact a 

                                                 
3 Purdue University Online Writing Lab, Memo Writing. 14 October 2000 
<http://owl.english.purdue.edu/handouts/pw/p_memo.html>. 

http://owl.english.purdue.edu/handouts/pw/p_memo.html
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consultant will have with managers in charge of promotions is through memos and other 

forms of writing.” 

Social Sciences 

Since most people in this field of Social Sciences are both professors and researchers, 

writing constitutes a large portion of their daily life.  Several different types of writing are 

crucial to success in the Social Sciences including journal articles, e-mail, and reports.    

According to Linda Perry, a Senior Lecturer at the Pennsylvania State University and a 

specialist in Japanese society, writing is crucial to success in this field.   

 

Journal articles are the most important form of writing for social scientists. Analyzing 

and explaining data and statistics within journal articles is a crucial part of the writing 

process and is usually the first step to composing an effective research paper.  Unless 

research procedures, results, and analyses are clearly communicated, the entire project 

will be in jeopardy.4  High-quality writing is achieved in part through clarity and the use 

of proper English.  As simple as this seems, many journal articles do not meet these basic 

requirements.  Using unnecessarily complex terminology frequently reduces the clarity of 

the article’s message.5  Since research is frequently performed using surveys and field 

research with the public, articles must be written so that those laypeople that participated 

in the research are able to read what has been written about them.  Further, if a researcher 

has a specialty, like Japanese culture, clear writing becomes paramount to effective cross-

cultural communication.  These journal articles are the basis of the professors’ reputation 

and contribute heavily to their success and advancement in this respected profession. 

                                                 
4 Babbie, Earl and Halley, Fred. Adventures in Social Research Thousand Oaks: Pine Forge Press. 1998, 
243. 
5 Babbie and Halley, 243. 
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Recently, e-mail has taken on an important role in research and collaboration.  

Researchers are able to use e-mail and teleconferencing software to coauthor articles, 

share research, disseminate information, and simultaneously revise each other’s work 

without ever meeting in person. Additionally, e-mail is used to organize frequently held 

professional conferences.  Mrs. Perry reports that the increased dependence on e-mail 

communication has limited the use of memos, making them the least important form of 

writing in the field.   

 

Although much less important in daily life, as professors, reports are sometimes 

generated on topics such as increasing enrollment in a particular class, or as tools of 

search committees looking to hire new researchers or professors.  While not the most 

frequently used type of writing, reports are important to establish a record, make 

recommendations, request information, or commence a search.   

 

Effective writing is extremely important in the Social Sciences.  Mrs. Perry reports that 

60-70% of her time is spent writing and that advancement is almost entirely dependent 

upon good writing and being published.  She says, “That’s the whole ball game.  I’d say 

advancement is 90-95% dependent upon effective writing.”   In the Social Sciences, not 

only is success contingent on writing, the writing has to be clear, precise, and appropriate 

to the audience.     

Summation 

While each of our professions feature unique forms of business writing, there are many 

similarities as well.  Each field cited e-mail as an important part of business 
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communication.  Both Finance and Management Consulting use memos in their 

profession (see Table 1).  While there are many similarities in these disparate fields, each 

also has a form of business writing unique to that profession.  PowerPoint is distinctive to 

Finance, minutes to Telecommunications, proposals to Management Consulting, and 

journal articles to the Social Sciences.  The time spent writing in the industries spanned 

from Finance and Management on the low end to Telecommunications and Social 

Science on the high end (see Figure 2).  The dependence of advancement on good 

writing also varied heavily between fields.  Upward mobility in Finance was the least 

dependent on writing, but the most crucial to advancement in the Social Sciences.     

 

 

 

Table 1: Relative Importance of Documents 
 

Profession First Second Third 
Finance PowerPoint Presentations E-mail Memos 
Telecommunications E-mail Letters Minutes 
Management Consulting Proposals Memos E-mail 
Social Sciences Journal Articles E-mail Reports 
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Figure 2: Time Spent Writing by Field 
 
 

Despite the differences, we discovered that writing is essential to success in the all areas 

of the business world.  The purpose of this report was to enhance your understanding of 

the different types of documents used in each of our fields, their relative significance, the 

overall importance of writing in our professions, and to compare and contrast each.  We 

hope you have a better sense of the type and role of writing in Finance, 

Telecommunications, Management Consulting, and Social Sciences.   

 
 
Sincerely, 
 
 
 
Andy *****  Gillian ****  Lou ******  Kristin ******* 
   
 
 


