|

CLEAR THINKING .
MADE VISIBLE

An architectural approach to
practical business writing,
editing, and proofreading. T | (==
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Good writing is
— clear thinking
made visible.
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GOOD BUSINESS WRITING IS NOT DECORATION. IT IS A WORKING TOOL.

- Helps people understand faster.
- Drives decisions sooner.
- Acts with less friction.

Clearer thinking produces clearer writing,
and clearer writing produces better results.




THE COMPOUNDING COST OF MUDDLED DOCUMENTS.

THE FRICTION PIPELINE

MUDDLED People judge
documents quickly.

THINKING COSTLY
| BACK-AND-FORTH

BLOATED PROPOSAL / *

g T ¢ VAGUE EMAIL \ A muddled emalil

! A= or a bloated

] NN e \ proposal does not
: VAl NS/ SIESTRA) / just waste time—it
: NS | ar — ' i > ¢ suggests muddled
(072 , ;_._‘ A\ 7 MNE “‘\\; thinking.

= "' 2P, A clear document
. AR/ P does the exact
st ' reverse.

LOSS OF
CONFIDENCE
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THE MINDSET SHIFT: AMATEUR VS. PROFESSIONAL

|« i t

Primary Goal To Impress To Express

Starting Point What | want to say V:z::,;hti r,f,ffﬁr

First Draft Polishing every line early Capturing main points fast

Language Inflated phrasing and jargon Plain, precise English

bt

Editing Focus Cosmetic/Grammar only Structural logic first
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THE ARCHITECTURAL LIFECYCLE OF ADOCUMENT

“Many writing problems are simply planning problems in disguise. Good writers do not rely on
inspiration—they separate the stages and do the heavy lifting before they chase elegance.”
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= Planning, research, and Fast first draft. Focus on Structural and logical Fine-tuning language,
outiining. Lay the foundation. capturing main points and refinement. Test against grammar, and flow for
structure. Don't polish. reader needs. maximum impact. Final
execution.
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PHASE 1: THINK (PLANNING IS PREVENTION)

A sound structure stops drift, duplication, and dead ends before they reach the page.

READER PROFILE

" PRIMARY FOCUS AREA

DIST. A-E

REF. 1200

INFD FLOW PATH

THE BLUEPRINT CHECKLIST

- Define the audience before
the argument.

- Decide the specific action or
decision you want.

- Gather facts and group related
points into a logical order.
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FRONT-LOADING: PUT THE POINT NEAR THE TOP

J

The Main Point /

Recommendation
(Purpose appears early)

Supporting Evidence
& Findings

np

N 4

Background Details
& Scaffolding

PLESN
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Busy readers do not want a scenic

route. This style respects the reader
and makes the document easier to
test and act on.
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THE EXECUTIVE SUMMARY: A STANDALONE DECISION TOOL

An executive summary is not a warm-up act. If a reader sees only the summary, they
must still grasp the entire case.

> 4 1. Purpose of the document.

> T4 2. Central findings.

> T 3. Main conclusions.

> [ 4. Recommended actions.
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PHASE 2: DRAFT (CONSTRUCTING THE SKELETON)

Drafting is a matter of control. First drafts should move.
Their job is to get the skeleton in place, not to sparkle.
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KEY RULES

- Draft forward: Momentum
over perfection.
- Headings, not hope:

Sketch the framework first.
- Resist polishing early: —
Early perfectionism is often
just delay wearing a
smarter suit.
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NEVER USE A LONG WORD WHERE =...
A SHORT ONE WILL DO. — GEORGE ORWELL
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» Proofreading
(Saved for the final gate)

* Sentences
(Tighten phrasing, cut clutter)

e Paragraphs

(One clear idea per paragraph)

e Structure

(Fix logical flow and headings first)

“Polishing weak

logic is like
waxing a car
with no engin
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PHASE 4: POLISH (THE FINAL GATE)

Proofreading checks accuracy after the thinking and editing are done.
Small errors cause significant damage because they distract the
reader and undermine trust.

¢ Check names, dates, figures,
and formatting.

¢ Grammar and punctuation are
servants of clarity.

e Correctness matters because
it protects meaning.

“Brevity is the

soul of wit.”
’_-— William Shakespeare |
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\ |
- THE INVERSE EFFORT LAW OF WRITING

The more structural heavy lifting the writer does during planning and editing,
the less cognitive friction the reader experiences during execution.

A

INTENSITY / EFFORT

Writer’s Structural Effort

Reader’s Cognitive Friction

Think Draft Edit Polish
TIMELINE
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SKILL GROWS THROUGH USE

Writing is not a spectator sport. It improves through revision,
comparison, and rewriting. Practice is where skill becomes habit.

- THE FINAL
CHECKLIST

V[ Think before you write.

| :|~/ Lead with your main point.

._\7' Use plain English and
N | precise wording.

V[ Edit in layers and
proofread last.

?J Write for results, not
display.




