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POWER WRITING TIPS

Spring 2009 Issue E-Mail: Make Key Points 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.

Newsletter Spotlight  Numbers and letters prevent readers from skipping items in lists of
over three.

@»@ Rggg;gﬁﬁy E-Mail Example with Heading and List

Time is valuable. Subject: Conference Meeting - Action Items

f Help your readers
F find information Chris,
|

quickly with lists

and headings. The next meeting of the conference planning committee is

scheduled for Tuesday, May 1 at 2 p.m. in our board room.

ACTION ITEMS

QUOtabIe Quote 1. Please confirm conference speakers by April 25.

“You can’t wait for inspira- 2. Also identify an IT specialist to troubleshoot equipment on
tion. You have to go after it site.
with a club.”

Thank you for your timely and quality work on this event.
~Jack London

Need Writing Solutions for Your Team? Call Us Today!

“...practical tools| can useright away, and they work.”

Julie Levitt, Jeff Craig, and Peggy Jordan offer Participants Say:

solid, professional, on-site training and conference X Great trainers!

workshops. You'll take home (and use) a high X Best writing course | have had.

quality participant manual. Our style is interactive, X Solid material—extremely useful!

polished, and energetic. Test results document X | have gained many practical tools | can use
participant improvement of 35% or higher. 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.




