BLUF Implementation Checklist
for Content Creation

@ Identify the Core Message

[] Determine the primary message or conclusion of
your content.

[C] This is the 'bottom line' your audience remembers.

@ Start with the BLUF Statement

[C] Begin your content with the BLUF statement.
[] Concisely present the main point upfront.

@ Organize Content Strategically

[ Arrange your content to support and elaborate on
the BLUF statement.

[J] Place the most important information at the
beginning.

@ Trim Excess Information

[J] Remove unnecessary details that don’t contribute
directly to your BLUF.
[J Keep the content focused and to the point.

@ Enhance Readability

[ Use short paragraphs, clear headings, and bullet
points.
[J Make key points easily digestible and stand out.

@ Maintain a Consistent Tone

[(J Keep your voice consistent throughout the
content.

[J Blend BLUF with narrative elements where
appropriate.

@ Balance Depth with Brevity

[J Focus on a few key points.
[] Use lists or bullets to break down complex ideas.

@ Ensure Engagement

[] Use descriptive subheadings to guide the reader.
[J Incorporate visual elements like images or graphs.

@ Optimize for SEO

[] Integrate primary keywords in the BLUF statement
and throughout the content.

(] Ensure the content is mobile-friendly and easy to
read.

g Conclude Effectively

[J Reinforce the main message in the conclusion.

[] Summarize key points and provide a call to action
or closing thought.

@ Review and Edit

[J Review your content to ensure it aligns with BLUF
principles.
[C] Edit for clarity, conciseness, and impact.

@ Gather Feedback

[] Seek feedback from colleagues or your target
audience.

[J Use insights to refine and improve the content.



