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In reviewing our Deliverable 1, we found that there were many things we could improve upon. We searched through the books provided to us and have come up with six ways to communicate our points more effectively. We took the Principles of Composition, Organization, Wording, Phrasing, and Punctuations and applied them to make sure the Deliverable is not only improved but also easier for you to appreciate. Like home improvements here are the improvement tips that helped us make Deliverable 1 better. 
· Chop Down the Branches from the Tree


Just like you would chop down a branch from a tree, you should break a subject into separate topics. You then take these topics and cover each in a paragraph, just keep it short because people hate long paragraphs. In the case of our Deliverable, we should have set up our entire paper in the opening paragraph by breaking down the topics we would cover. What we did instead was just explain the subject of the paper without any proper introduction to the topics. We fixed our error by actually making our opening paragraph 4 sentences long and setup what we would be discussing in the rest of the paper. 
· Cut the Hedges to See More Clearly


By having particular words or phrases in your paper you can come across as sounding unsure of yourself, also referred to as hedging. So in order for you to see our points more clearly we should “cut” the hedges out of the paper. What this helps to do is make us appear to be more confident and trustworthy in our statements. In our case we used the words such as: we think, almost, probably, might, and could. By removing these words we not only trimmed our paragraphs but we made it easier to understand and we come across sure of ourselves. 
· Remove the Weeds out of the Lawn


Related to the last tip this improvement tip revolves around the idea of taking any words, sentences, and phrases that don’t add meaning to the topic and deleting them. This helps in making us get our point across in a more efficient way, we are cutting all the unnecessary things and still getting our message to you. This also helps because it saves you time from reading stuff that was put in just to fit a requirement and doesn’t actually add any significance to the subject matter. Like weeds in a lawn that don’t belong there, they not only make the paper look bad in the end but it would be better if they were just removed. We can fix these problems by making our paper more to the point, more concise, just saying what we need to say without worrying about making it more than the requirements ask for. 
· Don’t Forget to Take a Break and Breath


While you were reading our Deliverable 1, we are sure you ran out of breath at least once. The reason behind your shortness of breath was not a problem with your health, but a problem with our sentence construction. We had long sentences, we kept going and going without any end in sight. In order for you to remember our thoughts and ideas we should have broken sentences down to make it easier to retain. One of the reasons we had long sentences was because while we were trying to get a point across we became redundant. We started putting hedges in and didn’t realize it was a problem until we got it back and read it out loud. 
· Make a Do To List for Everyone


In order for someone to follow our tips of succeeding in your class, we should have given them instructions on how to act on them, told them what to do next. Once someone is contemplating the ideas and benefits of the ideas we should have said something to make them act on the advice without delaying any further. All we did in our paper was illustrate that if you listened to us you should expect a good grade but we didn’t give them that sense of urgency, the consequences of not listening and acting on our advice right away. We fixed our problem by putting in our closing statement that it was better to act on this advice immediately if you wanted to see the results, because the longer you wait the more this information will be irrelevant. 


· Bad News Can Turn into a Happy Ending

In a sentence or paragraph to make something sound positive, you put the good information at the end. It is said that to make something seem optimistic you provide the bad information first and then end by giving the good information. It seems they use this technique in most newscasts, for example they start by telling us about the destruction that a hurricane caused and then the next segment before they go to a break is about how people are rebuilding and getting their lives back together. Instead of feeling scared and uneasy you feel like things are going to work out for the better. In our paper when we gave advice on how to succeed in this class, we started with good information and ended with a warning, which doesn’t send a good signal if another student was to read it and try to follow it. All we had to do here was explain the difficulties student face in the class at the beginning of the sentences and then end with how satisfied they will feel when they put in the effort and finish the course. 

Improvements on Deliverable 1 were made easy by using the Elements of Business Writing book. The book helped illustrate the problems we were making in our paper and how to fix them. We used it to delete a lot of ineffective and unnecessary words and sentences and instead put information that should get our points across more effectively. The tips listed in this memo have helped immensely in our paper and we believe we showed how in this memo for you. 
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