
 
Dedicated to building powerful writing skills 

POWER W RITING TIPS  
Fall 20 0 8  Is sue  

 “. . .  practical to o ls  I can  use  right aw ay, an d the y w o rk.” 

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! 

Organization 
 
Time is valuable. 
Help your readers 
find information fast 
by organizing your 
message. 

Ne w s le tter Spotligh t 

J .  G.  LE V I T T  P R O F E S S I O N A L  D E V E L O P M E N T  
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Organ ize  fo r Re su lts  
 

Six simple organizing tips can improve the productivity of your 
documents. These tips provide the following benefits: 
 

x� Getting and keeping the reader’s attention 
x� Making information usable and easy to find 
x� Improving organization by categorizing 
x� Increasing clarity and conciseness 

 

Tip 1.  Get to the point. Frame the topic in the first three sen-
tences to keep readers’ attention and boost understanding. 

Tip 2.  Limit each paragraph to one idea. Keep the message 
clean and clear. 

Tip 3.  Keep paragraphs to no more than ten typed lines. If it 
gets longer, make a new paragraph—even if you are still 
discussing one topic. 

Tip 4.  Aim for no more than 15 to 20 words per sentence. This 
improves readability and keeps structure manageable. 

Tip 5.  Guide readers with headings.  Categorize information with 
headings to improve organization and logic.  

Tip 6.  Use bulleted or numbered lists to emphasize content 
details.  This makes complex material more readable and 
avoids dense paragraphing that impedes comprehension. 

Quo table  Quo te  
 

“Don’t agonize. Organize.”  
 
Florynce Kennedy  

Participants Say: 
x� Julie, Jeff, and Peggy are 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. 


