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Day 1, Session 1: Identifying audience, purpose, and messages (3 hours) 
In the morning, the instructor will lead participants through the exercises in How to Write 
Riveting Reports. Participants will use a current or recently completed writing projects as 
the basis for completing the following exercises. 
 
Each participant will be asked to figure out what he or she is writing and for whom: 
 
• What is the report’s main topic? 
• Who’s going to read the report? 
• What’s the purpose in writing the report? 
• How long should the report be? 
• How much time can be spent writing it? 
 
Those answers will guide participants in formulating their main and supporting messages: 
 
• Articulate the main message, in 25–30 words 
• Articulate three or four supporting messages, each in 25–30 words 
• Identify the most effective structure to communicate those messages 
 
 
Day 1, Session 2: Developing a detailed plan (4 hours) 
After reviewing the techniques from the morning session, participants will learn to 
develop a paragraph-by-paragraph plan for their report. 
 
• Use supporting messages to develop an outline with engaging, communicative section 

headings 
• Create a paragraph-by-paragraph plan for each section 
• Make strong points about each paragraph topic 
• Assemble details, examples, and comments under each point 
• Convert the raw material into draft paragraphs 
• Revise the draft—taping it on a wall to balance sections, ensure consistency, and 

review the line of argument 
 
The instructor will be available to meet individually with the participants after the second 
session. 
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Day 2, Session 1: Editing yourself (4 hours) 
The instructor will lead participants through selected exercises in Edit Yourself: 
 
• Trimming the fat 
• Choosing better words 
• Making pronoun references clear 
• Rearranging pairs and series from short to long 
• Making long sentences shorter 
• Mastering that and which 
• Using the active voice 
• Using parallel constructions 
• Being consistent in spelling, capitals, symbols, numbers, and punctuation 
• How to get the most out of the ClearEdits editing software 
 
After each cluster of exercises, participants will apply these techniques to samples of 
their writing. The session will also include a group discussion of editorial style at the 
participants’ organization. This session will begin in the morning and continue for about 
45 minutes after the lunch break.  
 
Day 2, Session 2: Writing powerful paragraphs and stunning sentences (4 hours) 
The instructor will lead participants through the exercises in How to Write Powerful 
Paragraphs: 
 
• Unify each paragraph around the point 
• Bind a paragraph’s sentences in a linear flow 
• Make and support points in compelling ways 
• Link paragraphs by using the usual rhetorical devices 
 
Participants will then move to exercises from How to Write Stunning Sentences: 
 
• Organize sentences effectively 
• Draw attention to the main point 
• Involve the reader in the writing 
• Emulate the patterns of the best sentences 
 
As with the first session of the day, participants will apply the techniques to samples of 
their own writing after completing the exercises. The group will discuss how these 
techniques can be applied to their daily writing tasks. 
 
 
 
 
 


