
FIRST-TIME
LEADER

Procter & Gamble was famous for its one-page memos. Everyone used the same basic format and same outline for every memo. This meant that readers knew exactly where to find what they were looking for in any memo. This is an abbreviated guideline to Procter & Gamble’s format – not a bad starting point for developing your own writing guidelines.

TOWELS (Think – Outline – Write – Edit – Leave – Send)
Think 

Think through the point you want to make, benefit to the reader, and image you want to portray of yourself. Assemble your evidence: analogy, statistics, authority, judgment.

Outline

Overview: What, why, when, benefits/costs, agreements (not how)

Background: Key facts, objectively

Recommendation/conclusions: What, how (not why)

Rationale/findings: Support for recommendations/conclusions (because) – analogy, statistics, authority, judgment.

Discussion: Expand on how; discuss other alternatives and risks.

Next steps/indicated actions
Write

Edit

a) Macro edit for evidence and logic

b) Micro edit

Leave

Then re-read

Send[image: image1.png]



Tool 7.2


Writing Guidelines












This form is described in First-Time Leader by George Bradt and Gillian Davis and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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