
 
Dedicated to bui ld ing powerfu l  wr i t ing sk i l l s  

POW ER W RI TI NG T I PS 
Spr i ng 20 0 9 I ssue 

 “ . . . pr act i cal  tools I  can  use r i gh t  away, and they wor k .”  

Julie Levitt, Jeff Craig, and Peggy Jordan offer 
solid, professional, on-site training and conference 
workshops.  You’ll take home (and use) a high 
quality participant manual.  Our style is interactive, 
polished, and energetic. Test results document 
participant improvement of 35% or higher. 

Need Writing Solutions for Your Team? Call Us Today! 

     Improve  
  Readability  
 
Time is valuable. 
Help your readers 
find information 
quickly with lists 
and headings. 

Newslet ter  Spot l i gh t  

J .  G.  L E V I T T  P R O F E SSI O N A L  D E V E L O P M E N T  
w w w . j g l e v i t t . c o m      2 0 8 - 8 5 3 - 7 0 2 7       j a l e v i t t @c a b l e o n e . n e t      

E-M ai l :  M ake K ey Poin ts Stand Out  
 

Help readers grasp key points of your e-mail messages quickly with 
headings, lists, and font enhancements. 
 
Headings. Use headings to emphasize key topics, requests, ques-
tions, and due dates.  Use all caps for headings (and bold in HTML 
format).  See three heading examples below: 

  QUESTION(S) FOR YOU     REQUEST(S) FOR YOU    ACTION ITEMS    

Lists. Use numbers, letters, or bullets to make details readable.  
Numbers and letters prevent readers from skipping items in lists of 
over three.  

E-Mail Example with Heading and List 

Su b j ect :   Conference Meet ing -  Act ion I tems 

Chris, 

The next  meet ing of the conference planning commit tee is 
scheduled for Tuesday, May 1 at  2 p.m . in our board room. 

ACTI ON I TEMS 

1.  Please confirm  conference speakers by April 25. 
2.  Also ident ify an I T specialist  to t roubleshoot  equipment  on 
     site. 
 

Thank you for your t imely and quality work on this event . 

Quotable Quote 
 

“You can’t wait for inspira-
tion. You have to go after it 
with a club.”  
 

   ~Jack London 

Participants Say: 
x� Great trainers! 
x� Best writing course I have had. 
x� Solid material—extremely useful! 
x� I have gained many practical tools I can use 

right away, and they work. 
x� Levitt is the Writing Goddess! 

To schedule a course for your team, please contact us at 208-853-7027 or jalevitt@cableone.net. 


