WRITE RIGHT!!!

READABILITY

Writing should be simple, and crisp so that any reader regardless of education or training can understand.  Short words, short sentences, and short paragraphs are best. Clarity relies almost completely on simplicity.

The best way to improve your writing is by studying and editing it.  When you've written a piece, look it over before you send it out.  Examine the long or difficult words.  Could a shorter or simpler word do the job?  If so, revise and use it.  Is the meaning going to be clear to the reader?  If not, you had better change it.

ENGLISH NOT SPOKEN HERE

This memo reached President Roosevelt early in World War II:

Such preparations shall be made as will completely obscure all federal buildings occupied by the federal government during any air raid for any period of time from visibility by reason of internal or external illumination.  Such obscuration may be obtained either by blackout, construction or by terminating illumination.  This will, of course, require that in building areas in which production must continue during a blackout, construction be provided, that internal illumination may continue.  Other areas, whether or not occupied by personnel, may be obscured by terminating the illumination.

President Roosevelt suggested the order should read:

In buildings where work will have to keep going, put something across the windows.  In buildings where work can be stopped for a while, turn out the lights.

Just Plain English                                                      Obfuscation
        no                                                             

negative

        yes                                                             

affirmative

        plan                                                            
conceptualize

        discuss                                                         
dialogue

        good discussion                                                 
meaningful dialogue

        problems                                                        
operational difficulties

CLUTTER

Clutter words and phrases are used in everyday speech but should be left out of writing.  They are a waste of space because they contribute nothing, and worse, they give writing a juvenile tone.

The office has not yet received the report.  Why the "yet"?

Medical screening has already begun.  Why the "already"?

The senator is now serving his third term.  Why the "now"?

ABOUT

Only use the word about with round numbers. Never say "about 879 recipients", always "about 900 recipients".  A general rule is that if it is "about", take it to the nearest I 0 or 100, or whatever.

AS

This simple two-letter word comes in for a lot of ill treatment. The phrases "as to how", "as to what", "as to where" should be avoided. "As to" can usually be replaced by "of" or "about".

WRONG: 

The administrator had doubts as to the program's achievements.

RIGHT:

The administrator had doubts about the program's achievements.

Never use as when you mean because:

WRONG:

He knew about the program as he had seen the forms.

RIGHT:

He knew about the program because he had seen the forms.

"As a result of" should never qualify a verb:

WRONG:

Certification of the home came as a result of a visit by the health officer.

RIGHT:

Certification of the home was a result of a visit by the health officer.

DUE TO AND BECAUSE OF

"Due to" is what you owe the credit union on your car loan. "Because of' is the reason something has or will happen.

WRONG:
The DHR has new flexibility in social services programs due to Title XX.

RIGHT: 
The DHR has new flexibility in social services programs because of 

Title XX.

CLICHES

Avoid them.  Here's a few we can do without:

at this point in time 

acid test 

as you know 

bitter end 

burning issue 

all walks of life 

crowded to capacity 

goes without saying 

foregone conclusion

dramatic new move 

finishing touches 

given the green light headache (for problem) 

in the nick of time 

last ditch effort 

move into high gear 

consensus of opinion 

writing on the wall

UNNECESSARY ADJECTIVES

active consideration

acute crisis

all time record

blissful ignorance

concrete proposals 

considerable difficulty 

definite decision 

effective means 

grateful thanks

integral part 

major breakthrough 

necessary steps 

overall plan 

positive steps 

serious danger 

implicit trust 

undue alarm 

widespread anxiety

and the “VERY” anything should be banned!

FIRST PERSON PLURAL

Watch use of editorial "we", "our", and "us."

Mark Twain once said only presidents, editors, and people with tapeworms have the right to use “we.”
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