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Once Upon a Time....
Who, what, when, where?
Set the scene with descriptors that highlight why anyone 
would care

Suddenly....
Describe the conflict or problem that needed solving
Why was it such a problem? What would've happened if you 
didn't try to solve it?

So then...
What did you do to address the problem?
Who did you involve? Focus less on process and more people 
the reader can relate to.
Highlight the logic behind your actions and why it was 
meaningful to do it that way.  

Happily Ever After!
Where do things stand now? How did it all turn out?
What's still to do, or next on the horizon?
Is there something the reader should do to make that happen?



 
 

 

 
 

Familiarity

Simplicity

Call to 
ActionDrama

Relatability

People want to recognize their lives in your story. 
Use local landmarks, names of prominent local 

players, etc. 

Avoid getting into the weeds on an 
environmental issue and spend more time on an 
angle the public may be able to relate to (health 

and safety, recreation, property values, etc.). 

Don’t forget to highlight what the conflict or 
drama in your story is! Why is it important that 
you took/are taking a particular action? What 
would happen if your story ended differently, 

and why would that not be good? 

Avoid technical terms and jargon. Even if your 
reader does understand it, they might not want to 
take the time to read through it all. Look into using 

the Microsoft Word Readability Scale for help! 

Is there something you need your audience to 
do? Don’t forget to mention it! And don’t 

necessarily wait until the end of the piece to 
mention it. Make sure your ask is clear, direct, 
simple, and easy for a reader to follow up on. 


