Writing Checklist
Planning Effectively for your Audience
· Who is your audience?

· What is their goal?

· Do you need to reshape their goal?

· How are they going to use your document (e.g., read it straight through, scan it, keep it on a shelf for years and look back at it)?

· Does the audience need to do something with your information? What?

· Can you underline the one or two sentences in your document that tell them what they are supposed to do?

Organizing Sections
· Do you present contextual information first?

· Do the headers tell the reader where they will find the information that they want?

· Do you define unfamiliar terms and avoid jargon when possible?

· Do you present similar information in similar ways and in a consistent order?
Writing Coherent Paragraphs
· Is important information presented before more detailed, supporting information?

· Can you underline the main idea of each paragraph in your document?
· Do you preserve the old-new contract?
· When you look at your subjects in a paragraph, are they basically the same, or are they “chained”?
· Are the concepts in your paragraphs concrete? Do you make abstract or difficult concepts easier for less technical audiences to understand?
Writing Clear and Concise Sentences
· Do you use strong verbs? Do you use action verbs when possible?
· Do you write in the active voice as much as possible?
· Is every word in every sentence absolutely necessary?

