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Two-Level Format: Title and Paragraphs
To give that message a two-level format, I need to add a physical signal of some sort to
tell you what I want you to see that those paragraphs have in common. That signal is a
label — an abstract umbrella concept — that covers the whole message.
Here’s what the organization chart would look like if I added, in effect, a general
manager to ride herd on the three partner-paragraphs:

MY SPORTS
ACTIVITIES

From January to March, I
play hockey in a
community league. We
play at the neighborhood
arena.

In April and May, I like
to go cycling with my
family. We go out to the
Gatineau bike paths a lot.

In summer, I often play
basketball with my friends
on weekends. A local
school has an outdoor
court where we play.

Figure 4

Format Level 1

MY SPORTS ACTIVITIES
From January to March, I play hockey in a
community league. We play at the
neighborhood arena.

Format Level 2

In April and May, I like to go cycling with my
family. We go out to the Gatineau bike paths
a lot.
In summer, I often play basketball with my
friends on weekends. A local school has an
outdoor court where we play.

Figure 5
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Here’s how it would look as an actual message:
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Note how that heading tells you at a glance what the text is about. Without it, you would
have to read each paragraph and then form your own conclusion about what it was about.
And that conclusion might differ from the one I want you to draw. You might, for
example, decide that this was about things I like to do with other people (as opposed to
things I like to do in solitude).
Note also that the heading — a relatively abstract term — is not carved in stone. For a
different audience or a different objective, I might have chosen this for the same
message:

LEISURE ACTIVITIES
WITH FAMILY AND FRIENDS
From January to March, I play hockey in a community league.
We play at the neighborhood arena.
In April and May, I like to go cycling with my family. We go
out to the Gatineau bike paths a lot.
In summer, I often play basketball with my friends on weekends.
A local school has an outdoor court where we play.

Next Segment: Three-Level Format
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