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P O W E R P L AY ™ #7 

W W W . B I L L F O U R N E T . C O M

BLUF
A  T E C H N I Q U E  F O R  C O N C I S E  A N D  E F F E C T I V E  C O M M U N I C A T I O N

BLUF is a military acronym that stands for Bottom Line Up Front

This simple tactic provides what is needed from the recipient at the start of every 
communication—whether written or verbal. 

When to use the BLUF Technique
BLUF is best used when some type of action is needed from the recipient. i.e.,

• Asking for a response or feedback

• Approvals

• Decisions

How to use the BLUF Technique
1. Introduce your team to the technique. Resolve that you and your team will start using 

BLUF in emails when action is required by recipients.

2. Begin your emails with “BLUF—” followed by the need or conclusion at the beginning of 
the communication in 1-2 sentences. Then, write the rest of your email. 

TIP* Include the BLUF— hyperlink as a quick reference for your team or a reader that 
isn’t familiar with the technique.

3. Assess and provide feedback If you feel a team member’s BLUF didn’t appropriately 
convey the action or response required.

Example

https://thepersimmongroup.com/bluf-how-these-4-letters-simplify-communication/
https://thepersimmongroup.com/bluf-how-these-4-letters-simplify-communication/
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