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Capturing reader’s attention is crucial in the whole field of writing. First, never assume the reader is aware of what you are talking when trying to convey a message. According to Glen Long, from BoostBlog Traffic, the writings you make are manual instruction for bringing together ideas in your reader’s mind. For that reason, words accompany tangible terms, not arguable, abstract ones. According to William Zinsser, clarity comes from getting rid of confusion. For good writing, you have to present a hand-written draft which can be very convenient for a reader to assess and decide which part should be cut out. In the age of business terminology as well as management buzzwowords, never converse with someone who cannot understand you or do not intrude to anybody’s affair. Whenever you are able to send an email to members in a business organization, never fire it off, just send it. Secondly, do not help out when you can as well as do not do something for a reason of when you could do it for it.

When narrowing down to make organizational checklists, I can categorize between a bad checklist and a good one. Lets us first focus on bad checklists; bad checklists are always too long and complex to use, furthermore, bad checklist are impractical. They are established by disk jockeys with no aware of the circumstances they can be deployed. These checklists treat people using tools making them look dumb as they try to spell out every single step. Lastly, bad checklists, instead of turning people’s brains on, they turn them off. On the other hand, good checklists are more precise and objective. In addition, good checklists are more efficient and easy to use even in the toughest situations. Moreover, they always never spell out everything, instead, they pinpoint the most critical as well as important steps; the ones that even I highly trained expert could miss. Lastly, good checklists are way too practical.
