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A 
acronyms, 100–101 
adjectives, 108 
adverbs, 108 
analogies, 103, 105 
Andrews, Paul, 100 
Anguished English, 105, 127, 169 
apostrophes, 137–138 
Arizona Republic, 104 
article writing, sample steps, 237–240 
attachments, e-mail, 152 
audience analysis 

e-mail, 151–153 
feedback/peer review, 122–123 
professional reports, 176–177 
reader meter, 234 
writing/revision, 56–58 

 

B 
bad news letters, 166–167 
beginnings, effective, 62–65 
Better Investing, 67 
biased language, 101–102 
Bird by Bird, 39 
bird walk, 24 
brainstorming, See idea mapping 
brevity, 106–109 
Buchanan, Pat, 103 
bulleted lists, 140, 149 
 

C 
capitalization, 141–142 
cause and effect as an organization technique, 20 
claims letters, 167–170 
clarity, 91 
C.L.E.V.R. solutions 

See also practice exercises 
about, 89 
clarity, 90–99 
economy of writing, 106–109 
language, 99–106 
variety, 111–115 
writing rules, 116–121 

clichés, 99–100 
Cliff Notes, 41 
closing a sale, 216–217 
colons, 133 
combining sentences, 115 
commas, 129–132 
communication, electronic, 145–157 
comparing/contrasting information, 19 

complaint letters, 167–170 
Complete Guide to E-mail, 154 
Complete Idiot's Guide to Office Politics, 146 
composing e-mail, 148–150 
concluding Power 1 

definition, 24 
sentences, 67–69 

conclusions to documents, 67–69 
conjunctions at the beginning of sentences, 120 
contractions, 121, 137–138 
conversational writing, 75–79 
copyediting marks, 124 
correspondence, See templates, writing 
cost-benefit analysis, 195–196, 198–200, 205–207 
courtesy in writing, 117–118 
cover sheets for faxes, 156 
Cracking, Michael, 16 
credibility, professional, 127–128 
 

D 
dashes, 134–135 
descriptive writing, 102 
directed goals, 217–219 
document organization, 17–18 
documents, bodies of, 66 
Dr. Julie's guiding principles, 73–75 
 

E 
E-biz writing, 145–157 
editing/copyediting marks, 123–124 
electronic communication, 145–157 
e-mail, 145–148, 151–156 
E-mail Rules, 156 
em dashes, 135 
emotion-evoking language, 225–227 
emphasis with punctuation, 116 
endings of documents, 67–69 
executive summaries, 179 
expediency/efficiency in writing, 2–3, 5, 27–30 
 

F 
A Farewell to Arms, 71 
faxes, 156–157 
feedback, 121–123 
first drafts, 38–40 
Five Indispensable Time Management Habits, 136 
Flynn, Nancy, 156 
font size and style, 141, 156 
Food and Wine, 68 
formatting, 139–141 
fragments, sentence, 119 


