
Using the Inverted Pyramid Style of Writing

Traditionally, when composing an essay, we start with a 'foundation' and gradually build to a conclusion in a pyramid style. We might write an essay or article using the following structure: 

1. Present the problem statement 

2. Related or supporting information
3. Methodology- How did something occur?
4. Results

5. Conclusion, outcomes or most important 
information

Journalists, on the other-hand, use an inverted pyramid style of writing. They generally start with the main conclusion or outcomes and get progressively more detailed towards the end of the piece like so:

1. Conclusion or most important 
information
2. Supporting information 

3. Background and technical details 


Since Web users and email readers typically scan text, using the inverted pyramid form of writing is a good way to get the most important information in front of your readers –first. Position your main points (who, what, when, where, why and the how) at the beginning of the article, and then go into more detail towards the end of your piece.

Example # 1:   Yale Library Celebration

Who, What, Where, When, Why and How: Most Important Information
Yale Library Celebration

In celebration of its 75th anniversary of Sterling Memorial Library, the Sterling Memorial Library announces the "Treasures of the Yale Library," a season of special events, lectures and tours between October and April, 2006. You can view more information about any of the anniversary events at: www.library.yale.edu/75th or email your questions to anniversary75th@yale.edu . 

On October 3, the first event of the series will be held in the Memorabilia Room (inside the Wall Street entrance) between 10 a.m - 4 p.m. A schedule of events and activities throughout the day is listed below. 
· Tour of the “Arts of the Book” Collection in Sterling 11 a.m. - please register at: anniversary75th@yale.edu 

· Tour of the Preservation Department – see how rare, old or damaged books are repaired, restored and conserved 2 p.m.- please register at: anniversary75th@yale.edu 

·  “Arts of the Book” Open House noon- 4 p.m. 

· Manuscripts and Archives Open House – a chance to view close-up some of the treasures of this rich and diverse collection noon- 2 p.m.
Supporting Information
The day will also include an “Antiques Road Show” table, hosted by Manuscripts and Archives and the Beinecke Rare Book and Manuscript Library from 11 a.m.-2 p.m. Employees are welcome to bring old books and documents; the librarians can advise you about their history and preservation.

Additional Details
Brochures outlining the entire program will be available on campus next week. For more information about the events during the year, please visit the following web site http://www.library.yale.edu/75th. Please note that some of the library tours require registration beforehand and that space is limited.



 Example # 2: YSM Custodial Services Chooses Employees of the Month

Who, What, Where, When:  Most Important Information
YSM Custodial Services Chooses Employees of the Month

Yale School of Medicine’s (YSM) Junious Barnes, Tassoula Nicolaou, Clifton Best, Diane Adkins-Via, Giovanni D’Onofrio and Douglas Pouncy, Sr. have been honored as Employees of the Month for January through June 2005, respectively, by a committee of their peers. The six were announced at the first-ever YSM Custodial Services’ Employee-of-the Month presentation on June 29 in The Analyn Center. A luncheon honoring the six recipients was held with their supervisors and co-workers. Their photos will be displayed in locations on the YSM campus.

Why, How: Supporting Information

The honorees were rated on attendance, personal appearance, attitude and conduct toward co-workers and customers, initiative, responsibility, flexibility, efficiency and courtesy. YSM Custodial Supervisor Geneva Coleman announced the winners, who accepted their plaques to the applause and cheers of fellow custodians and management colleagues, who filled the auditorium. Vibha Buckingham, associate director of the department, enthusiastically concluded the ceremony with heartfelt thanks to all who made the department’s inaugural event a success.
Details

Employee-of-the-Month committee members were Crystal Streater, Novella Greene, Jennifer Mueller, Roger Bacote, Nick Delano and Frankie Galloway.
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