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Welcome to the Tech-Talk Database (www.tech-talk.com).  Login in with your organization’s member 

username and password.  Use these writing techniques to communicate effectively with others. 

 

TECH-TALK DATABASE   
Go to: Search by TOPIC, “COMMUNICATIONS:  WRITING” 

 

WRITING RULES 

1. CONTIGUOUS SENTENCES: Never have the same word in two sequential sentences.  

https://www.tech-talk.com/writing-repeating-words-in-two-contiguous-sentences.html 

2. RULE OF THREE: If you put “4” in a row, all will be forgotten.  

https://www.tech-talk.com/writing-the-rule-of-three-3.html 

3. SENTENCE LENGTH: Vary how long your sentences are. It makes a difference.  

https://www.tech-talk.com/write-varying-sentence-lengths-keeps-interest.html 

4. HOW MANY SYLLABLES: Try to avoid three-syllable words and higher.  

https://www.tech-talk.com/writing-watch-your-word-and-sentence-length.html 

5. ONE SENTENCE PARAGRAPHS: White space is king!  

https://www.tech-talk.com/write-one-sentence-paragraphs.html 

PRONOUN REFERENCE 

6. TO WHAT DOES THE PRONOUN “IT” REFER?: Be specific and clarify. 

https://www.tech-talk.com/what-is-it.html   

POWER WORDS 

7. “SO THAT”: Give the benefit, the result. Becomes more convincing. 

https://www.tech-talk.com/two-little-words-one-powerful-effect.html  

8. “BECAUSE”: Give a reason … any reason. Conveys respect. Gets buy-in.   

https://www.tech-talk.com/email-the-magic-of-a-single-word-because.html  

SPECIAL TECHNIQUES 

9. COMMUNICATING WITH BULLETS: Guidelines to make lists more effective. 

 https://www.tech-talk.com/writing-communicating-with-bullets-and-numbered-lists.html 

10. BEING POSITIVE, AVOID “N’T”: Convert negativity to positive statements. 

https://www.tech-talk.com/talk-write-being-positive-avoid-the-nt.html    

11. BOLD OR NOT TO BOLD: Only part of a sentence. Convey the message through skimming. 

https://www.tech-talk.com/bold-or-not-bold-entire-sentences.html  
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Exercise #1:  No Duplication of a Word in Contiguous Sentences.  Circle all that violate this rule. 

 

The reason a person feels overwhelmed is that they’re thinking about an entire 

process instead of just the next step. One thing to keep in mind when feeling 

overwhelmed is that you can’t do everything, but you can do anything one thing 

at a time. 

Whatever you’re trying to accomplish, including writing and publishing a book, 

is just a series of small steps.  It’s about breaking things down into a series of 

manageable pieces. If success is a process, then that process would consist of 

reaching mini-goals (taking small steps) day in and day out. 


