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CLEAR
EFFECTIVE

& Why should I 
write clearly 
and effectively? 

Plain 
Writing 
Act

Plain Writing Act of 2010 requires 
the federal government to write all 
new publications, forms, and 
publicly distributed documents in a 
“clear, concise, well-organised” 
manner that follows the best 
practices of plain language writing.

“Plain, straightforward 
language makes it 
easy for taxpayers to 
understand what the 
federal government is 
doing and what 
services it’s offering.”
Iowa Rep. Bruce Braley



Effective immediately, the practice of 
endeavouring by words, gestures or otherwise 
to beg, invite or secure transportation in any 
motor vehicle not engaged in a passenger travel 
or hire or otherwise acting as a commercial 
passenger carrier, by officers and/or enlisted 
men or women in the naval service at any point 
within the boundaries of this Naval Command, is 
forbidden.

Don’t ask for free rides.

With respect to the question of pets, 

Mary exercised the right of ownership over a 
certain juvenile member of the sheep family.

Mary had a little lamb.

How do I write 
clearly and 
effectively? 

think before 
you write.

What is your 
message?

Why do you 
want it to be 
heard or read?



Who are your 
writing for? KISS

Keep it short and simple. 
Try to write short sentences.  
One idea, one sentence. 

Steeped in sentiment as she lies, spreading her 
gardens to the moonlight, and whispering from her 
towers the last enchantments of the Middle Age, who 
will deny that Oxford, by her ineffable charm, keeps 
ever calling us nearer to the true goal of all of us, to the 
ideal, to perfection - to beauty, in one word, which is 
only truth seen from the other side? - nearer, perhaps, 
than all the science of Tubingen. Adorable dreamer, 
whose heart has been so romantic! who hast given 
thyself so prodigally, given thyself to sides and to 
heroes not mine, only never to the Philistines! home of 
lost causes and forsaken beliefs, and unpopular 
names, and impossible loyalties! 

- Matthew Arnold, Essays in Criticism (Preface) 

Should the supply of gasoline sent to your 
establishment prove to be insufficient to 
meet the demand, application should be 
made to this office for additional quantity.

If you need more gasoline, ask us.

As pertaining to the question of whether or 
not to construct a new storage facility, 
corporate management will ascertain the 
appropriateness of such an issue in the 
near future.

Management will decide next week whether 
to build a new storage facility or not.



don’t be 
wordy. CUT THE 

CLUTTER

“I believe 
more in the 
scissors 
than I do in 
the pencil.”
Truman Capote

WORDY IDEAL
said proudly boasted

despite the fact that although 
for the reason that because
at the present time now, currently

in the event of when
in short supply of scarcity
for the reason that because

tendered his resignation resigned
in the immediate vicinity near 

a number of, several *BE SPECIFIC
at this point in time now 

in order to to

WORDY IDEAL
a number of *BE SPECIFIC

at this point in time now 
for the reason that because
at the present time now, currently

in the event of when
in short supply of scarcity
for the reason that because

tendered his resignation resigned
in the immediate vicinity near 

At this moment in time, students who are 
matriculating through high school should 
be empowered to participate in the voting 
process.

High school students should have the right 
to vote



DON’T BE 
REDUNDANT.

• past history 
• dead body 
• fatal killing 
• free gift 
• advanced prediction 
• enclosed herewith 
• violent explosion 
• attached together 
• descend down 
• final outcome

• absolutely certain 
• actual experience 
• add an additional  
• added bonus  
• advance notice/planning/warning 
• ask a question 
• at the present time 
• basic fundamentals  
• happened at a time when 
• merge together  
• end result 

BE ACTIVE, 
NOT PASSIVE.

Juliet is loved by Romeo.            
Romeo loves Juliet. 

Romeo was given a sad farewell by Juliet.                                        
Juliet gave Romeo a sad farewell. 

The lake was polluted by the company. 
The company polluted the lake. 

Regulations have been proposed by the Department of Health. 
The Department of Health has proposed regulations.

At dinner, five eggs were eaten by Ariel. (passive) 
Ariel ate five eggs at dinner. (active)

avoid legalese 
and jargon



Apply sufficient torque to the brinulator 
valve control ring to ensure that the control 
ring assembly is securely attached to the 
terminal such that loosening cannot occur 
under normal conditions.

Tighten the brinulator valve control ring 
securely.

• above-mentioned 
• aforementioned 
• foregoing 
• henceforth 
• hereafter 
• hereby 
• herewith

• the question as to whether  
• for the purpose of 
• in the first instance 
• until such time as  
• wherein 
• whereof

LEGALESE

AVOID
• time will tell 
• in the nick of time  
• the time of my life  
• without a care in the world  
• a diamond in the rough 
• all is fair in love and war 
• laughter is the best medicine 
• all for one, one for all 
• raining cats and dogs 
• in this day and age 
• a baptism of fire

FINAL THOUGHTS

• Clear thinking leads to clear writing

• Don’t show off. 

• Think about your audience

• Review

• Revise, revise, revise

• Read


