
7: Ensure Clarity and Flow  

Clarity and flow ensure your work is organized so that readers understand your 

message quickly and clearly. 

This guide helps you streamline your structure, add visual clarity, and create a 

logical progression that makes your work engaging and professional.

I will walk you through creating a structured, well-organized document based on 

the recommended outline. Each step builds toward a final product that’s clear, easy 

to read, and visually accessible.

Step-by-Step Guide

Step 1: Structure Your Work

Organizing your work according to a clear, logical structure makes it easier for 

readers to absorb information without confusion. A structured document lets 

decision-makers find essential points quickly and see how each part builds on the 

next.

You may use the recommended outline to arrange your content into key sections, 

each serving a distinct purpose. 

This structure guides the reader smoothly from the introduction to the 

recommendations, ensuring every section is easy to understand and logically 

connected.

Guiding Question: Does my document have a clear, logical progression from 

beginning to end?
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Jef Menguin’s Recommended Outline:

1. Executive Summary: Provide a brief overview of the document’s purpose 

and recommendations.

2. The End Game: State the final objective or goal of the work.

3. The Problem: Define the issue and its impact.

4. Analysis (Data and Evidence): Present research or evidence that supports 

the problem.

5. Options: List and describe the different solutions or approaches considered.

6. Best Solution: Explain the chosen solution and why it’s optimal.

7. Recommendations: Offer specific, actionable steps for implementation.

8. High-Level Implementation: Describe an outline of the implementation 

plan.

9. Timelines and Responsibilities: Define timelines and assign responsibilities 

for execution.

Step 2: Add Headings and Subheadings

Headings and subheadings make it easy for readers to scan sections and understand 

the main points quickly. They act as signposts, helping readers navigate the 

document without getting lost in the details.

Add headings for each main section and use subheadings for complex sections 

with multiple parts. Headings should be brief and descriptive, while subheadings 

provide additional detail as needed.

Guiding Question: Do my headings and subheadings clearly communicate the 

purpose of each section?
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Tips for Headings and Subheadings:

• Be Descriptive: Headings should give readers a quick understanding of 

what each section covers.

• Use Consistent Formatting: Ensure all headings and subheadings follow a 

consistent style (e.g., bold for main headings, italics for subheadings).

• Keep It Simple: Avoid overly complicated or vague language in headings.

Step 3: Use Bullet Points or Numbered Lists

• Why It’s Important: Lists make information scannable and easier to digest, 

allowing readers to absorb key points quickly without wading through long 

paragraphs.

• What to Do: For lists, steps, or key points, use bullet points or numbered 

lists to break down the information. Bullet points are best for unordered lists, 

while numbered lists work well for ordered steps.

• Guiding Question: Are my lists clear and easy to scan for essential 

information?

Tips for Lists:

• Limit to Key Points: Only use lists for essential information to avoid 

overwhelming the reader.

• Use Parallel Structure: Start each bullet point with a similar format for 

consistency and readability.

• Be Concise: Each list item should be brief and to the point.

© 2024 Jef Menguin. All rights reserved. jefmenguin.com/resources/csw-handouts/

https://jefmenguin.com/resources/csw-handouts/


Step 4: Add White Space

White space improves readability by reducing visual clutter, making each section 

distinct and inviting for the reader. A document with enough white space feels 

open, organized, and easy to read.

Make sure there’s adequate space around each section, heading, and list. Adjust 

spacing if necessary to avoid a cramped look, keeping text away from the edges 

and adding line breaks between major sections.

Guiding Question: Does my document have enough space between sections and 

around text to make it visually inviting?

Tips for Adding White Space:

• Leave Extra Space Around Headings: Add a full line of space above and 

below each heading.

• Use Margins: Keep text away from the edges of the page to give it a clean, 

balanced look.

• Avoid Crowding Lists and Paragraphs: Leave a small gap between bullet 

points or numbered items and the surrounding text.
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