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Write with an audience focus
Effective writing speaks to its audience. Write with the reader in mind. One size does not fit all.

What does your audience want and need? What words and illustrations will be meaningful and

relevant? When an audience feels a connection to what you write, the words will resonate with

them, they will understand, they will remember, and they will more likely act on your message.

Convey your key ideas clearly
Quality writing has a clear key message and is organized with a logical flow. When someone reads

what you wrote they should be able to easily answer the question, “What’s the point?”  

Provide clarity. Always begin your writing by determining your key message.  

Everything else should build on your main point and support it.

Write in the modern style
The modern style encompasses a number of best writing practices. It is clear and concise, it avoids

vague or confusing language, and it is written using active voice. The subject is something that  

can be easily visualized by the reader and does the action rather than receiving the action.  

The modern style avoids jargon and is written simply and clearly.

Illustrate and support your ideas
Quality writing supports your key messages with evidence and relevant illustrations. Build your case.

Share statistics, research findings, expert opinions, and personal stories. Describe the strength  

of the evidence. Are there opposing views? Share them, too. Put the message into context  

for your audience. Provide examples that apply to their lives.

Be grammatically correct
Quality writing is grammatically correct. Proper grammar maintains the meaning of your writing and  

is essential to your credibility as a writer. Never accept your first draft. Allow time to elapse  

between writing and reviewing. Embrace the editing process. Get feedback. Refine your work.  

Write. Review. Revise. Repeat.


