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AGENDA
Why this matters

PRE-WORK: Audience, Message, Format

HOT TIPS: Memos, Presentations, Emails

Making the message land

Dos and Don'ts 
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WHY THIS
MATTERS

Enhance effectiveness at your job--Help you
achieve your business outcomes and
translate your technical expertise to action
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Personal professional branding--Match others'
perception of you to your capabilities and
skillsets

Influencing audience beyond those in the
room--Your acumen, opinions, thoughts
beyond your work product 
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Who Context, level, involvement

What What do they care about? 

Why Why do they need this message?

Where Where is their baseline? 

W R I T E  FOR  T H E  A U D I E N C E

How How will they be impacted by this message?

When Is there a relevant situation around timing? @juliettehanphd



Making your message land

What IS the message: 
Say it out loud and jargon free!

What outcome and action do you seek: 
Brainstorm? Make decisions? Inform?

What narrative approach will land:
Top-down or Bottom-up narration?
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F O R M A T

Brainstorming, New Concepts, Project
introduction, Broad research

Presentation

Story telling is primary; deliver decisions;
mass dissemination

Memo

Progress update, moving the ball forward,
easy alignment (how personal?)

Email / quick note

maybe just call?
@juliettehanphd



WHAT IS A
MEMO?

Memos, or Executive Memos, are short-form
documents that narrates and informs, in an
easy-to-navigate format.

Great memos are brief and informative, and
gets the audience "on the same page." 

Memos serve a broad range of function
depending on purpose and audience, e.g.,
policy announcement, Board of Director
summary, informing business decisions.
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WHAT IS A
MEMO?

Memos, or Executive Memos, are short-form
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WHAT MAKES
THIS GOOD?

succint writing: avoid jargon, humor,
pretentiousness, long phrasing
exec summary upfront if the content is
long
creates narrative for longer appendix
gets to the point right away
formatted with heading, alignment to
break up structure and ease of read 
specific subject line
tells the reader what they should know
(without burying them in data)

@juliettehanphd



got to the point
simply written
points are clear

@juliettehanphd



how to get better

Read many of them: activist
letters, newspapers, etc.

Practice writing them and
reading them out loud

Approach templates very
sparingly: Know what you want
to say first 
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INSPIRATION

I DIDN'T HAVE TIME TO
WRITE A SHORT LETTER

SO I WROTE A LONG ONE
INSTEAD

MARK TWAIN
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86%
PREFER EMAILS OVER
OTHER METHODS OF

COMMUNICATION AT WORK



121
AVERAGE NUMBER OF

EMAILS AN OFFICE
WORKER RECEIVES IN A

WORKDAY

SOURCE: https://www.statista.com/statistics/456500/daily-number-of-e-mails-worldwide/
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What do you think of this email? 
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de-bottleneck
your workflow!

Elements of compelling emails
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Clear, short subject line

Provide context or reminder (standalone content) 

Use bullets and short phrasing

Synthesis and next steps with deadline and implication 

Attach long form separately

Mind your tone and humor
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Cover page
Agenda / Objective
Executive Summary << Write this first
Problem statement << What is in and out
Methodology 
Analysis 
The Answer
Implications
Next steps
Appendix

Anatomy of a Presentation 
(CHOOSE YOUR OWN ADVENTURE)
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Show thoroughness
and rigor of your work

Let audience know
their perspectives
have been included

Add credibility of
sources to your work

WHY?

Methodology Slide
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How to show complex data or concepts

One thought at a time!
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How to show complex data or concepts

 Start with the narrative
in simplest form

1.
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How to show complex data or concepts

 Start with the narrative
in simplest form

1.

2. Show complicated
stuff last, drawing
attention to only the
pertinent parts
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How to show complex data or concepts

 Start with the narrative
in simplest form

1.

2. Show complicated stuff
last, drawing attention to
only the pertinent parts

3. Minimize
visual
changes
between
narratives
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Great presentations...

Reduce burden on audience

Limit information to "must know"

Narrative-forward

Format is as required by content

Clear thesis
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Pre-align with the audience

Send out the pre-read

Minimalize work for audience

Be mindful of length and density of material

Mind the culture

Making the message land



Break context by reading backwards
Step 1

Y O U  M U S T
Q U A L I T Y
C H E C K :
B R E A K  C O N T E X T
C U E S

Step 2 Step 3
Pick on feature at a time: spelling,
data checking, etc.

Read out loud and ask someone else
to check your work
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INSPIRATION

BEFORE YOU LEAVE THE
HOUSE, TAKE A LOOK IN
THE MIRROR AND TAKE

ONE THING OFF
COCO CHANEL
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