Tip Sheet MAGNUS OPUS #6 Your final great work

   1.  COVER SHEET with your name, my name, class section, date AND TITLE

   2.  AUDIENCE SHEET Include your ABSTRACT, with a brief audience analysis: in this, tell who you are writing for, in what format, and why they need this document. Finally, IDENTIFY YOUR CITATION STYLE
. Samples:

a) I am writing for accounting interns and entry-level accountants who need information on how the Sarbanes-Oxley Act treats executive compensation, particularly bonuses and perks.  My document is part of a series of internal training memos.  My professional peers expect formal, parenthetical APA citation.

b) I am writing for my marketing clients who do not know how to use e-marketing effectively.  My proposal defines key e-marketing tools (web sites, web stores, e-mail coupons and pop-up ads).  As irritating as pop-ups are, they are effective in certain markets, especially food and entertainment. My clients prefer natural language citation with complete sources at the end of the document

c)   Performance artists need help with two challenges: 1) achieving peak performance    and 2) addressing stage fright or performance anxiety.  My User's Guide/FAQ Sheet is  posted on my website and will be made available to theater/music majors at the Clarice Smith Center. Natural language citation with hyperlinks to sources AND a bibliography will help me reach my audience.

   3.  BODY 7-10 pages
· Structured for the Audience with headings and, perhaps, subheadings.

· Opens strong, creating interest for the audience (UNBORING!).  

Try telling a brief story, presenting a key case, citing a controversy, using breaking news, compelling numbers or statistics:  all good opening moves.

· Makes clear your point IMMEDIATELY.  Main Message or Problem Statement should appear early (within first three paragraphs). Mark with a highlighter. Do not leave your point to the end, solely, though you may restate your main message. 

· Progresses through the major arguments/evidence/examples supporting your key idea.

· Relies on strong, short! paragraphs limited by a key idea.

· Supports claims with evidence (numbers, quantifiers, too; sources as needed)

· Uses bullets and numbered ideas when helpful to the audience

· Showcases strong sentences marked by lean predicates and clear subjects. 
· Selects active voice over passive, present tense when current or ongoing, short predicates instead of long, flabby verb strings.

· Uses parallel structure.
· Prefers simple, clear, direct language.  Watch out for plethora (just NO!) utilize (USE), endeavor (TRY), really unique (RARE), begin to commence (START), in today's society (NOW), in today's fast paced world of technology (just NO!).  LIMIT use of IT, THERE IS and THERE ARE: those "empty subjects"!

4. CITATION!!!!!!  (Terps don't let Terps plagiarize.)
· Includes sources at the end, in APA or MLA format; I expect seven sources If not and your context is special, remind me in the audience analysis above. Use your annotated bibliography.
· In-text citation either formal parenthetical OR natural language (tell me in the audience analysis above.)
· If you use IMAGES, consult with me.  You must follow the citation/attribution tips from the designed document.  
Hint on sources? From your annotated bibliography. If you have new sources, you do NOT need to annotate any new sources unless you are concerned about that they are problematic ethos-wise.

�Generally:   Technical audiences use parenthetical citation. Lay audiences prefer natural language citation.  If you use mixed citation, tell me that too, in your audience analysis. Example: parts of your document rely one type of citation, but another in other portions. Is your document to be experienced digitally?  Then, you might rely also on curated hyperlinks.








