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Generating content
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association

Everything you know 
about the topic

….. constrained by your purpose

Mind map 1
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Indoor air pollution

problem

regulations
causes

research

cost

time inside

groups

elderly

unwell

worse than 
outside

more likely 
into lungs

combustion

smoking

heaters

building 
materials

controls

ventilation

none

$12B

Workbook exercise

Mind map 2

Questions the user 
will have

….. constrained by what the 
user already knows
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Indoor air pollution

my health

what is the 
government 
doing

what’s it 
like for me

how can 
I find out 
more

cancer

my family

baby

what can I do

work

office 
machines

heaters

home

how can 
I stop it

fans

what else

Workbook exercise

Make judgements 
about content
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Mind map to generate content
1. Everything you know
2. The questions users will have

Make judgements about what to include 
and what to leave out

Organising  and structuring 
content

• Organise for the reader
• Write ‘point first’
• Layer information

Consider 
‘what will they need to do with this 
information’

Organise for the reader
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Terrain masking

Terrain masking results from the 
existence of mountains, hills, trees, and 
buildings between the gunner and the 
target. The local terrain profile will 
influence the distance which low altitude 
targets will be unmasked; i.e. not be 
hidden behind a hill or other terrain 
features. Terrain masking is a primary 
consideration in establishing a red-eye air 
defence, and its effects can be minimised 
by proper site selection.

Choosing observers sites

The site you pick for an observer will affect 
how far away he can spot targets. 
Mountains, hills, trees and buildings may 
hide a low-flying target from the observer. 
This is called terrain masking.  Choose a 
site where the terrain has a low profile so 
it will not mask targets.

The observer has to pick out an aircraft 
from the background it is flying against. He 
can see an aircraft that contrasts with its 
background better than one that is 
camouflaged to blend with the 
background. For example, most aircraft 
blends well with a background of 
mountains. When you pick an observer 
site, be sure to think about the 
background of the direction the targets 
will probably be coming from.

Consider: 
what do they already know?

Organise for the reader

From the known to the unknown

From the familiar to the unfamiliar

From the simple to the complex
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Digestible chunks

Organise for the reader

Keep related content together

Units of information that the user can 
get their head around (unit size varies)

Write ‘point first’

The key point

explanation

justification

expansion

Orients your reader

Provides context for 
what follows
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Fact
Fact
Fact

Conclusion

Develop knowledge 
this way

Conclusion
Because
Because
Because

Explain knowledge 
this way

Senior Managers

Operational people

Specialists

Key ideas

Explanation and evidence

Specialised data

Readers Structure 

Business readers are predictable. They usually read for 
information, not for pleasure. They are constantly under 
pressure from other demands that compete for their time. 
The thoughtful writer tries to convey as much information as 
possible, accurately and as clearly as possible, in as little 
reading as possible.

Business reading is different to reading a novel. Don’t try to 
hold your readers in suspense. Get to the point fast. Often a 
reliable headline is all readers need. Readers are eager to put 
your document aside as soon as they decide they have all they 
need.

The skilful writer ensures really important information is 
received properly. What is the one statement about which a 
writer would be willing to say: "It's all right if my readers read 
nothing else”. That should appear at the beginning. And if it 
does, it may be truly all right if the reader reads nothing else.

In wanting to stop early, the reader is not lazy or irresponsible; 
the reader is reading only for information, is busy, and is eager 
to receive important information quickly, then move on.
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Workbook exercise 
last two pages

Indoor Air fact sheet 

We need to establish 
indoor air quality standards

Make sure your home 
is well ventilated

Other organising structures

• Topic, sub-topic
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• Indoor air pollution impacts
• Causes

• Pollutants
• Activities 

• Effects
• Short term
• Long term

• Individual response
• Ventilation

• Mechanisms
• Government response

• Research
• Standards
• Regulation

Other organising structures

• Topic, sub-topic

• Chronological

Other organising structures

• Topic, sub-topic

• Chronological

• Function

• Product

• Alphabetic
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Other organising structures

• Topic, sub-topic

• Chronological

• Function

• Product

• Alphabetic Dioxins
Polluted waters
Sydney Harbour
Health risks

Filtering waste water
Removing graffiti

Wheels
Engines

Answer Your proposed 
solution

What’s happening 
now?

In what ways is this 
inadequate?

Where should we focus?

Situation

BUT

Complication

SO

Focusing question

Example

Statement in response to the 
question

Supporting argument for your 
answer. Starts with
“that’s because ….”

A brief story to illustrate the 
point

Point

Reason
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Question and answer
Must be real questions in the 
users’ mind.

Answer the question 
immediately

Are best after an explanation

But I’m forced to 
use the 
organisation’s 
template…..

Reports

The question you are answering

Why the question needs to be answered

The answer

Other information you found

How you answered the question

Data
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Layer information

Fact sheets

Reports

Detailed findings

Layer information

Headings

Intro paragraph

Main text

Sidebars

Heading

Intro paragraph

Main text

Sidebar

Information design by 
Montague Leong Design
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Headings

Intro paragraph

Main text

Sidebar
Information design by 

Montague Leong Design

Organise for the user

Organise point first

Layer information

Structure your content

Dot points



13 September 2017

1. An approach to writing 16

Talking headings 

navigation and 
information 

Introduction

Conclusion

Section 1

Section 2

Section 3
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On the web, readers don’t read, they scan.
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Talking headings, not click bait

Information vs stimulation
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Headings – other thoughts

•no more than two lines long

•at least one sub-heading per page

•use search terms

Heading 1

heading 2

heading 2

heading 3

heading 3

heading 3

heading 4

heading 2

Heading 1

Heading 1

Heading 1

No more than 7 
items in a heading 
group

Not deeper than 4 
levels of headings

But, numbers are good
• to show sequence
• for later reference

Usually, don’t number headings
use good layout instead
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Use talking headings to 
provide both information 
and navigation

Establishing indoor air standards will 
protect public health

Indoor air pollution can be more 
damaging than outdoor pollution

Indoor air is polluted by common 
materials

Health impacts can be severe

Good ventilation can help.

Talking headings for your document
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All this work 
every time?

effort

significance


