
Write a letter to a member of that targeted audience. Tell them why they should take the
action you want them to take.
Put the letter away for at least a day or two. Longer is better.

A  S T E P - B Y - S T E P  G U I D E  T O  R E V I S I O N

G E T T I N G  S T A R T E D

Take your letter out and reread it. Does it still make sense? Circle or highlight anything
that's confusing or that you had to reread, but don't change anything yet!

In a new document, rewrite each of the unclear sentences. Note any frequent mistakes.
This step is not about grammar and rules! It's about readability. 
Identify how you could correct those errors. Think about (don't write yet) how you could
rewrite sentences to make them more clear.
Now rewrite all the unclear sentences. Fill in the rest of the sentences from the original
document.
Tuck the new letter away again for another day or two. Or more!
Continue to isolate unclear sentences until the entire letter is clear and easy to read the
first time.
Write another letter, and notice how your writing has already improved. Perform this
exercise with every piece of writing until you see the errors before you even write them.

Who is your audience? Be specific.
What problem do you solve for your audience?
What action do you want your audience to take?

STEP 1: ANSWER IMPORTANT QUESTIONS
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STEP 2: GET PERSONAL

STEP 3: REVISION BABY STEPS

STEP 4: CHECK GRAMMAR LAST, NOT ALONG THE WAY
Creative ideas get lost when writers try to adhere to rules along the way.
Write freely, revise step-by-step, then use our Ultimate Writing Reference when you're done.


