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Figure: How to write compelling documents





Tip:  Make sure you take notes while you are working through the points listed below. 

1. Goal and target audience

· What do you want to achieve with the asset?

· Identify the problems that you want to address with your new document

· Whom exactly are you trying to convince?

· You may need several versions for different audiences

· Through which channels can you best communicate with your chosen target audience?


2. Usage context

· How do you want to deploy the asset, what will be the context?

· Which other documents and communication tools may you be using at the same time?

· Aim to provide all necessary information while minimizing duplication

· What should happen next?

· Identify whether you need further assets for the next steps, e.g. standard follow-up emails or an order form


3. Content focus

· What should be the key message(s) of this particular asset?

· What will be the call to action, i.e. what do you want the target person to do next?

· What should NOT be covered, in order to keep a narrow enough focus?

· Avoid distraction, confusion and general information overload


4. Format and style

· What is the most appropriate way of communicating your message to the chosen target audience?

· Choose your combination of elements like email, letter, presentation, short / long brochure (paper or PDF), video, web page,...

· Identify the appropriate style of communication - large graphics with short summary vs detailed information

· Get the reader interested and make it easy to absorb your main points

· Get to the point and be specific in your wording

· Use meaningful and interesting headers

· Break up the text visually and make it easy to read - use bolding and bullets, limit the number of type elements

· Write from your reader’s point of view - describe what the reader will get as opposed to what you offer

· Use an appropriate level of jargon

· Make it as simple and seamless as possible for the target audience to take the desired action

· Is your chosen format simple enough to maintain over time?

· Which elements of your organization’s general style do you need to use (your organization should have a Style Guide)?

· Font style, colors

· Writing style

· Typical images

· Logo, URL, contact details

· Copyright notice, confidentiality notice, date

5. Ownership, deployment and maintenance

· Who is the overall owner of the asset?

· Who is required to provide input / get bought in?

· What is your deployment plan?

· Who will implement it, whose help is required to finish it off (e.g. graphics / web designer)?

· Who needs to be informed / trained and how (internally and partners)?

· Do you need to create / update relevant sales & marketing check lists?

· Do you need a specific communication plan to launch it to your target audience and support its spread?

· How will you test it before deploying it widely?

· How will it get maintained so that it stays up to date?

· Who will be in charge of maintaining it?

· How often will it need to be maintained and how will you manage that?

· How will you communicate updates?
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