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Organize Your Writing 
Strategies  
A.   Start documents and 

paragraphs with main 
point sentences 

B.   Arrange paragraphs 
in a purposeful and 
logical order 

C.  Offer “sign posts” to 
keep readers on track 

D.  Order sentences 
within paragraphs into 
a “point-evidence-
explanation” structure  

 
Why it Matters  
The frontal cortex in our 
brains scans the 
environment to look for 
ways to predict what’s 
going to happen. 
Specifically, the brain’s 
“Area 47” targets 
predictability. 

By organizing our writing 
in a way readers can 
predict, we help readers 
more easily digest written 
material. Main point 
sentences and signposts 
(words indicating what’s 
coming next, or 
wrapping up what just 
happened) especially 
help readers in this way.                                                   

 

 

 
Help Readers Better Follow Your 
Writing through Good Organization  
Busy workplace readers have a lot on their plates every 
day, including sorting through emails, reports, and 
proposals. Readers will better respond to writing they 
can easily follow and understand.  

By ensuring your writing is presented in a manner that’s 
logical for a reader, you increase the chances readers 
will respond positively to your writing. Organized writing 
also helps ensure readers understand all content, and 
follow any included instructions accurately.  

Well-organized writing answers readers’ most important 
questions right away. Upon receiving written 
communication, readers want to know: 

§   Why am I receiving this? 
§   What do I need to do in response? 

Organized writing answers questions like these in the 
first paragraph, and goes on to support and explain 
these concepts in the body paragraph(s). 

By providing main point sentences for your overall 
communication, and mini main point sentences for each 
paragraph, you help readers predict what’s coming, and 
better interpret what they should do in response. 
Well-organized writing also features purposefully-
ordered paragraphs, offering signposts along the way 
so readers know where they’re at and what’s coming. 
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STRATEGIES 
Begin with a clear and concise 
main point sentence. 
Every document or email has a point to 
make, and starting out clarifying this point 
helps your reader understand the purpose of 
the document or email.  

To write a main point sentence, combine 
information like who, what, why, when, and 
where into a sentence, and put this as your 
lead sentence.  

Start with who + what, and then add why, 
when, and/or where as needed. 

For example, in “All participants (who) should 
read (what) last week’s minutes before 
attending (when) this week’s meeting,” we 
learn who, what, when. 

In “Please provide us with a list of volunteers 
so we can thank them individually,” we also 
learn why. 

 

Arrange paragraphs in a 
purposeful order. 
When writing documents or emails with 
multiple body paragraphs, we should choose 
a purposeful order that’s logical and works 
for the reader.  

Arrange your paragraphs in a logical order 
following a plan or process, like: 

§   Chronological or timeline 
§   Steps in a process or procedure 
§   Cause and effect 
§   Problem and solution 
§   Question and answer. 

Offer “signposts” to keep 
readers on track. 
Keep information clear and easy to follow for 
your reader by providing check-in 
“signposts” along the way. Sign posts let the 
reader know where they’re at in your 
document, to they don’t get lost.  

Methods for signposting include: 

§   Use topic sentences to start each 
paragraph, clarifying what we’ll learn in 
that paragraph 

§   Use transition phrases when linking to 
new content, like “in addition,” “further,” 
to elaborate.” 

§   Conclude each paragraph with a wrap-
up sentence of that paragraph’s main 
point and relation to your overall point. 
 

Organize paragraphs into “point-
evidence-explanation.” 
The order of sentences within a paragraph 
matters too. Ensure your sentences don’t 
jump from topic to topic by starting with your 
paragraph’s topic sentence and then moving 
into the supporting details or evidence.  

Sentences within a paragraph can often 
follow this organizational approach: 

1.   Topic sentence: main point sentence for 
that paragraph 

2.   Evidence: facts, data, or examples that 
show your point is true 

3.   Explanation: discussion of why the 
evidence is relevant, and what we learn 
from the point and evidence. 

 


