
MANAGER’S EFFECTIVE COMMENTS 
 

Renaldo, the section 
is organized. Now 
make it visibly so.  
 
 
Consider defining 
“capital” and “net 
capital” later, where 
you discuss each—to 
group related ideas 
 
 
Add Capital heading > 
 
 
Yes! ¶ generalizes 
and then explains. 
 
 

Bullet the three ratios. 
End all on % for easy 
comparison. 
 
 
 
 
 
Break long sentence  
 
 
 
 
Net Worth heading > 
 

Capital Adequacy 
 

The term “capital,” as used in this report, includes 
regular reserves, allowance for loan losses, un-
divided earnings and current earnings.  The term 
“net worth,” as used in this report, consists of 
regular reserves, undivided earnings and current 
earnings.  Both are used to measure the credit 
union’s financial strength and its ability to 
respond to changing financial conditions. 
 
The credit union capital position remains strong. 
Capital was increased by $85,797 to $1,302,822 
during the past 12-month period since our prior 
examination, an increase of 7.05%. 
 
Capital represents 19.39% of total assets, and the 
net capital (equity after estimated loan losses) to 
total assets ratio is 19.01%.  The solvency ratio, 
which is the relative worth of a dollar in members’ 
savings after adjusting for known and probable 
losses, is 123.34%.  All these ratios indicate a 
strong capital position, which compare favorably 
to the peer group ratios for credit unions of similar 
asset size, which show capital and net capital 
ratios of 14.82% and 13.99%, respectively for the 
rating period. 
 
The credit union’s net worth ratio is 18.21%.  
Based on this ratio, the credit union is considered 

 
 
 

 

Use “credit union” 
less. Try “you” now 
and then. 
 
 

I’ve underlined 
passive verbs, all 
avoidable. For “was 
conducted,” try “We 
conducted.” Check 
Google for passive 
voice lessons. 
 
 
 
 
 
 
 

Omit ¶, add rating 
to top heading. 
Main messages go 
early. 
 
 
We teach managers 
how to guide more 
and rewrite less—to 
help writers grow 
  

to be a “well capitalized” credit union in the 
context of meeting minimum federal risk-based 
requirements for net worth. 
 
A review of the Allowance for Loan and Lease 
Losses (ALLL) account was conducted and 
revealed over-funding in the account balance 
by $54,014.  The examination further disclosed 
that management did not perform any ALLL 
adequacy calculations during the examination 
period.  A method of calculating the adequacy 
of the ALLL account must be developed in 
accordance with generally accepted accounting 
principles. 
 
Based on the foregoing, the credit union has 
been assigned a CAMEL component rating of 
“1” for Capital Adequacy.   

 

 
 

 

 



 
F INA NC IA L WR IT ING 

BEFORE 
 

Long, dense para-
graph starts with 
details and buries 
answer to key 
question, whether 
repayment is 
adequate 
 
 
 
 
 
 
 
 
 
Solitary sentence 
should join other 
repayment sources 

Capacity.  Repayment from borrower’s poultry 
operation to Biggie Bank will come from a 35% 
assignment.  Repayment for operating note #16 
to Biggie will come from the borrower's portion 
of broiler income.  Overall repayment margin 
with  35% assignment is projected at 17.7% 
which represents a $23,177 cash flow.  Repay-
ment to Biggie is adequate with 5% reduction in 
borrower’s broiler assignment.  However, if this 
assignment is not enough to cover repayment, 
borrower will have to make up difference of pay-
ment due and assignment will be re-evaluated.  
Borrower’s loans with the Association have 
always performed as scheduled. 
 
Borrower also has some income with hay 
production. 
 

Text merely repeats 
table.  What do the 
numbers mean? 

Collateral.  Collateral in this loan will consist of 
161 acres of real estate with improvements, two 
pieces of equipment, and C-stock. 
 

Table aids compari-
sons but isolates 
numbers in boxes 
and delays key ratios, 
those for loan to AV 
and NRV 

Collateral AV NRV 
161 acres and 
improvements 

$ 990,000 $841,500 

Equipment $20,000 $ 17,000 
C-Stock 5,000 5,000 
Total $1,015,000 $863,500 
Loan to AV/NRV 43.2% 50.8%  

 
 
 
 

 

AFTER 
 

Capacity 
Repayment margin meets standards for operating 
note 16: with a 35% broiler assignment, projected 
at 17.7%, which represents a $23,177 cash flow. 
 

Section starts fast 
by saying what the 
numbers add up to 

The borrower has always paid us on time and will 
repay this note from: 
 

• assignment of his part of broiler income 
 

• other sources if the assignment isn’t enough 
(we’ll re-evaluate) 

 

• hay-production income, if necessary 
 

Paragraph starts 
fast with a clear 
generalization.  
Details stand out 
in bullets.  

Collateral 
Meets standards, with an L/AV of 43.2% and an 
L/NRV of 50.85%.  
 
The table shows collateral values for this loan: 
 
 

Collateral AV ($) NRV ($) 
Total 1,015,000 863,500 

161 acres and improvements 990,000 841,500 
Equipment (two pieces) 20,000 17,000 
C-stock 5,000 5,000  

 
Opening words 
spill the beans 
 
Introduces table 
 
Table starts with 
totals and only then 
itemizes.  It avoids 
vertical lines. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
AUDIT WRITING  

BEFORE 
Hotline Report to Congress 

 

Heading is 
unappealing 

 
Audit improves contracting procedures 
 

Opening tells 
only the start  
of the audit 
 
 
All allegations, 
then all findings 
force readers  
to make key 
connections 
 
 
Marathon 
paragraph 
discourages 
reading 
 
 

Our audit substantiated Hotline allegations that the 
contracting office at Known Agency purchased 
revegetation materials and services from Glistening 
Gardens without coordinating the purchase with the 
Vegetation Inventory Control Point (VICP).  The 
complainant also alleged that Agency could have 
saved $6.1 million by acquiring the materials and 
services from VICP.  The audit determined the 
allegation concerning the contracting office’s 
coordination with VICP was partially valid.  The 
contracting office had discussed requirements with 
VICP before contracting with Glistening Gardens.  
The allegation that Agency could save $6.1 million 
was valid; however, the amount of savings was 
understated.  As a result Agency agreed to terminate 
its contract with Glistening Gardens and buy the 
materials and services from VICP.  The contracting 
office’s action resulted in the realization of $14.3 
million in savings. 

 
 
 
 
 
 
 
 
 
 

 

AFTER 

Hotline Report to Congress 
 
Audit saves $14.3 Million  
 

 

Savings appeal to 
this audience 

Hotline allegations led to our audit of contracting  
at Known Agency and savings of $14.3 million.  
Here are the allegations and our findings: 
 

Opening spills the 
beans and sketches 
what’s ahead 

Allegation:  Agency purchased revegetation 
materials and services from Glistening Gardens 
without coordinating the purchase with the 
Vegetation Inventory Control Point (VICP). 
Finding:  Partially valid, though Agency did 
discuss requirements with the VICP before 
contracting with Glistening Gardens. 

 

Related ideas are 
grouped better—
each allegation 
with its finding 

Allegation:  Agency could have saved $6.1 
million by acquiring the materials and services 
from VICP. 
Finding:  Valid, but savings far exceeded $6.1 
million. 
 

Headings make 
groupings visible 

As a result of our audit, Known Agency ended its 
contract with Glistening Gardens and bought the 
materials and services from VICP, saving $14.3 
million.  
 
 

 
 
 
 
Next step for this 
high-level audience: 
prune the report to 
a few sentences  

 
 
 
 
 
 

 



P RESE NT ER TRA IN IN G 

BEFORE 
 

Presentation’s title 
overpowers top 
 
Dark background  
obscures text 
 
Lists aren’t parallel 
 
Two levels use 
same bullet symbol 
 
Dense slide suffers 

 

0I-8D AND SUBS ALTERNATE I-LOAD 
LEVEL 8 TEST REQUIREMENTS 

 

• Purposes For Level 8 Testing: 
• Verification of Flight Software Integrity In A GPC 

Environment  
• Assess Reconfigured Flight Software Performance 
• Alternate TAL Testing Done At Request Of 

Community Analysts 
• Level 8 Verification: 
• Provides Visibility Into Internal Code And 

Performance Per Compute Cycle 
• Confidence Provided That The Flight Software Is 

Functioning Properly Prior To Release 
• Provides Comparison Signature Data 

 

from Times font, tiny  
size, muddy boldface, 
and busy title case 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

AFTER 
 

 
Why Level 8 Testing 

 

• Verify flight software integrity in a 
GPC environment 

• Assess reconfigured flight software 
performance 

• Do Alternate TAL testing at request 
of community analysts  

Level 8 Test Requirements for  
 0I-8D and Subs Alternate I-Load 

 

Two readable 
slides replace one 
dense eye test 
 
Bullets are parallel 
(and start with 
verbs, for vigor) 
 
Slide’s title is at top, 
presentation’s title 
at bottom  

 
 
 

 
Why Level 8 Verification 

 

• Provides visibility into internal code 
and performance per compute cycle 

• Provides confidence that the flight 
software is functioning properly 
before release 

• Provides comparison signature data  
Level 8 Test Requirements for  

 0I-8D and Subs Alternate I-Load 
 

Ideas stand out 
because layout is 
quiet, uncluttered 
 
Double check: is 
technical jargon 
clear to intended 
audience? 
 
Needless noun 
string broken up 

 
 
 
 
 
 
 
 
 
 
 
 

 



 
BUS IN ESS WR IT IN G 

BEFORE 
 

 

Subject isn’t 
much help 

To:  Project leaders 
Subject:  Tantera Projects 
 

Starting with 
background 
delays more 
important 
matters  
 

 Attached is the year’s budget for each of our projects.  
You will notice that money has been budgeted for 
Boston, interns, and technicians in several of the 
projects.  These funds have already been committed and 
should not be considered available for normal project 
work.  The money under “Other Available” is the 
money available for completing your project.  It is your 
responsibility to control this money for successful 
completion of the project. 
 

Updates  
and invoices 
belong in 
separate 
paragraphs 
 

  I will publish an updated budget each month 
showing the monthly expenses and the remaining money 
available for each project.  I will still need to sign all 
invoices relating to Department 33, but you will need to 
initial all invoices relating to your project (except those 
for Boston, interns, and technicians). 
 

This helpful 
information 
deserves a 
helpful layout 

 Project work should not be delayed due to a lack of 
funds.  Please advise me immediately (prior to commit-
ting funds) if funds are not available under your project 
for work that needs to be done.  I will then see if funds 
are available elsewhere under 33, or if necessary, 
investigate funds outside 33. 
 

Rushed 
readers who 
don’t scroll 
will miss the 
action 
 

 Because it is the start of a brand new year, would you 
please give me an update on the current status of your 
Tantera development project?  A one paragraph synopsis 
will do, detailing where you are in the project, the 
planned activities, and the timing.  I would like to have 
this by January 9. 

 
 
 

 

AFTER 
 

To:  Project leaders 
Subject:  Your Tantera Project Update—by Jan 9 
 

 

Subject removes 
guesswork 

 Because a new year is starting, please update me 
on your Tantera development project.  Tell me in a 
paragraph: 
• Where you are 
• Planned actions 
• Timing  
I’d like your paragraph by January 9. 
 

The early request 
and open layout 
invite more replies 
and fuller ones 

 How much you can spend.  The attached budget 
will tell you how much you have to spend this year: 
• Study the “Other Available” column for money 

you may use to complete your project 
• Notice that some projects have committed 

money already (for Boston, interns, technicians) 
 

Headings, best 
when more than a 
word or two, help 
readers move 
around easily  

 Monthly updates from me.  Each month I’ll 
send you a budget showing: 
• Your monthly expenses 
• Money left for each project 
 

Bulleted lists, 
good for all but 
love letters, 
make details 
stand out 

 If you need more money.  Don’t delay work 
for lack of money: 
• Tell me right away—before you commit funds 
• I’ll look elsewhere under 33 or go outside 33 
 

 
Parallelism and 
economy simplify 
and clarify 

 How we’ll handle invoices.  Let’s do this: 
• You initial any invoice relating to your project 

(except those for Boston, interns, and technicians) 
• I sign any invoice relating to Department 33 

Here  no longer 
interrupts related 
paragraphs about 
available money 

 

 



 
EMA I L WR IT IN G 

BEFORE 
 
 
Unhelpful subject 

To:  All employees 
Subject:  PatchLink Implementation 
 

Overly long first 
paragraph is littered 
with minor details 
 
 
 
 
 
 
 
Name of patch 
doesn’t deserve an 
entire sentence 

Information Services (IS) is working to implement 
a software product that will deploy Operating Sys-
tem security patches to workstations.  The software 
product is PatchLink Patch Management System.  
IS will be conducting a test with the PatchLink 
software by deploying a workstation Operating 
System security patch starting Monday, May 27th 
and conclude when all workstations have been 
updated.  The test is expected to be completed by 
Friday, May 31st.  The security patch being used 
for this test is “MS12345 Update to Windows 
Media Player.” 
 

 

Aha! Finally we 
come to what 
interests readers 
most. 
 

The installation process is automated, and will run 
in silent mode.  You will be able to work as usual 
during this process and will notice no impact 
during the update.  
 
If you have any questions, or encounter any 
problems, please call the Customer Support Center 
at 212-123-4567, option 3. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

AFTER 
 
To:  All employees 
Subject:  Security patch to load automatically 
 

 
Informative subject 

Throughout the week of May 27, security 
patches will load automatically on all work-
stations.  Downloading won’t interrupt your 
work or require you to do anything.  
 

Short first paragraph 
answers readers’ main 
questions 

Information Services is testing PatchLink 
Patch Management System, software that 
puts security patches on workstations.  We’ll 
see how well it installs MS12345 Update to 
Windows Media Player. 
 
If you have any questions or run into 
problems, please call the Customer Support 
Center at 212-123-4567, option 3. 
 
 
  

After version cuts 56 
words or 40%—real 
savings multiplied many 
times over in a message 
to a wide audience 
 
 
 
 
 
We teach writers to 
“read” their readers and 
answer likely questions 
in advance. Our tested 
approach cuts down on 
the number of emails 
and improves the ones 
that remain. 
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