
!on�t Tell *e Your .urpose for Writing 
 
!ow many times ha.e you rea1 an email3 letter3 report3 or proposal that 5e6an3 78he 
purpose of this 1ocument is to ; 5lah3 5lah3 5lah;<=   An1 the writer of the 1ocument 
6oes on for another sentence or para6raph3 promisin6 what he or she is ?OAB? to tell 
you.  A purpose statement is liDe a prose ta5le of contentsE it merely promises to tell 
rea1ers somethin6 laterFFif the rea1ers Deep for6in6 ahea1.  
 
AG1 prefer the writer Hust tell me rather than promise to tell me. 
 
8o 6ra5 your rea1erGs attention3 open with a messa6e statement rather than a purpose 
statement.  A messa6e statement informs.  At summariIes the Dey points of the entire 
1ocument.   
!"#$%&'( 8his email is in response to your reJuest to pro.i1e further information 

a5out the B8A con.ention eKpenses. 

)'&&*+'L A ha.e re.iewe1 the tra1eMshow opportunities at the B8A con.ention Nay 
9M11 an1 estimate our total eKhi5it an1 tra.el eKpenses to 5e 
approKimately Q153500. 

!"#$%&'( 8he purpose of this report is to outline some of our plans in the marDetin6 
efforts to 5e 1irecte1 5y Tohn Uyno.er. 

)'&&*+'( 8he No1el 4098W marDetin6 efforts to 5e 1irecte1 5y Tohn Uyno.er 
inclu1e a 1irectMmail campai6n3 free pu5lic seminars3 an1 a re5ate coupon 
pacDa6e1 with the pro1uct. XeY.e outline1 5elow .... 

ZonGt Hust 7set the sta6e= for your messa6e.  Pull the curtain. 
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