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INTRODUCTION

For some, it can be overwhelming to sit down and face a blank piece of paper.
Others find they can start to write with ease. Either way, it can be helpful to break
the writing process down into manageable tasks. Those tasks are:

» organize the content and write a first draft;

» select or design a format and blend it with the text;

» edit the style;

 edit the grammar; and

» apply final touches to the document before sending it on its way.

The balance of Writing for Results examines those tasks in detail.

First Chapter: Organization
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