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Ponder
‘the Plain
Po s1tives

Keepit simple, andyou’ﬂﬁndyourwritmgbeoomesmorefocused » .

'By Rosemarie Ostler

“aving trouble controlling

your word count? Take a
tip from the plain language
movement. Lawyers, business people

" and even those folks at the IRS are

cleaning the debris from their writ-
ing with plain language. |
- They've discovered that clear, con-

cise English doesn’t meari lack of
style. In fact, tight writing-highlights
good stylé more effectively than
wobbly, verbal meanderings. Plain
language works for piofessional writ-
ers, too. Next time you're stuck with
an article or a chapter that bulges at.
the seams, apply these plaln-wntlng

. rules _ . S

Get tothe point

' Don’t waste time with meamngless

introductory sentences Instead of
easing into your topic with general-

izations (“We've all heard it said that . :
 first impressions are important”);

introduce your theme immediately
{“Inappropriate dress can cost you
jobs and promotions™).

. Shorten complex sentences
Variable séntence length adds inter-

€st to a piéce of writing, However,
most sentences should be 20 words

' or fewer, If yc'nil,ﬁnd' yourself break-

ing this rule, consider dividing the
sentence. Your work will be more

_readable. You'll save on “ands,”

“buts,” “whiles” and “a1ﬂ101ig‘hs.” .

Use a.ctive voice

Many of us learned jn ‘grade school
‘that passive sentences are more for-
mal or.clegant. Really, they are less
preo:lse‘ Compare this paragraph’s
opehing sentence with: “Passive sen-

‘tences have often been considered
" more formal or elegant ‘Unless you' .

.. have a reason to use passwe, choose

" active voice.
Two valid uses of passive Voice are

: when you don’t know who per-
- formed the action (“These apart-

when the agent is not the point

(“Your work will be pubhshed more. “

frequently as your writing
improves.”).

Avoild empty subjects
“It is” and “there are” make weak
lead-ins. Instead of “There are many

~Replace multiword verbs

", You can replacé most verb-particle
-} .+ combinations like “leave out” with
.. ments were. built in the 1930s.”). or .-

people who believe the earth is flat,”
say, “Many people believe the earth is
“flat” Besides focusing on the real
subject of the sentence, you save
three words.

E Drop the waiffle words

ML N o

: “Somewhat “very, “rather” and
other adverbs of degree are hedges -

that weaken a piecé of writing. Let’s
_ . face it. People who believe the earth
. isflat are not somewhat strange or
" rather strange—they are strange,
" period. An easy way to reduce wordi-:

ness is to deleté evéry adverb unless
its absence changes the sentence’s -
‘mearing, .

. stronger, more precise verbs like
“omit,” “drop,” “avoid” or “erase”

- After yow've removed the adverbs,
- check each multiword verb, and try
' to replace it with a single word that

packs more punch. WD °

SR 7oy

Rosemarie Ostler, a ]mgmst mnd a former librar- -
inn, has been writing for magazines for about two
years, i -



BT

el etk et

mf‘r | .HN

ooy Surures] /seomosay Sunwtea ] /syql/ 310 gromma / /g

"SSAIPPE [ SuMmOT[O] 3
e puUNoj aq ued SIDTAIDS ﬁw@ﬁumo.% 8 IR BIPIN Arerqr] Uy 0) sury

< \58.53@:@.333 ]/ "&Ev €00Z PO L1

SRR

HmEmU mﬁmuwuz mooc»um ﬂm morreq Hmoh n:.H uEuwﬁm NN /661 Amf
- : S icoek

. TZ Yoop) Ssauisng ,, TOTEM EHSS ORI SPURIL ushoﬁouma “3URK) ‘Z)2I0Y

$197UR?) BIPSJ[ U} 1A SUTUIO PUNLOj SPHIE e Jo Sjdurexy

‘sjayperq apSue ur s8ed awoY 5,9014335 NP JO TH() AP YIM ﬁﬁm
“JUSWNDOP 9L Passadde nok ajep ay3 pue wejsds Lrexqy Jo Areiqy i jo

| SUTRU Al 901ATSS PRQLIDSANS Y3 JO SUTe Ay} ST] ustp ‘uonednqnd jupid feu

413110 A\ 1N0qE vonRILIONT YHM urdaq -a8ed pajrD syrop moL uo ad1a1a8
PRqIIdSqNS B WIOLJ JUSWMDopP e Jurpnpur USYM JewIoy Surmoioy s 35}

‘5o Suo] JeLAIqqe AT NOZ “JUSWIDOP 1}
JO SR} AU} 95T PESJSUL “PAISI] IOYIFIE OU SBY JUSUIIS0P 1 J] ‘sesayjusred ut
JuIew 15ET S, JOWRNE Sl Spnou ‘[erajewr pasenydered 1o uonejonb paxp ¢
SurmoTey AJoTeIpatIuI; S90MOos IMO0A JIPaID NOA JISYM ‘SUOHE)Id X3-Ul 10
aded umo mof ur waw wrox seapr 10 aSenSure] asn noL J1 SADIAIAS AsAY
YEnony puy no£ Spsumdop AU} 9312 IS NOA ‘30mOSa1 9PISING AUe 1§IM Sy

*20U0 JB S301AI9S 3591} JO [[B {bxeas 0} [V 3] PULd,, 9S[] "8}IS
(3 S,JOOUPS a1} YSNON]} SS8008 PUE UDIBIsI ]IS 103 95T Ued SJUsprys
PIYM SIS Pue 1saniord ‘ODSHH S UDLIS SI0[AISS ISeqeiep Paqrmsqns
-J3uIoNT JO AJOLIRA B SIDJJO I9US)) BIPIIN ATe1qr] S,Jo0UpS Y81y mogreg (eof

“S9o1AT0G POqLIDSNG 19JUs,) PIPIJA LIOL) SJUAWMIO0( ST

%

.Nm.Hm Hoom m mmu:mam " Em..nm mﬁ @ﬁm Eﬂmwuu ummd.ﬂw.. RS "B

_ -wuruo punoynod mq ﬁﬁ.:m m paysiqnd 3811y sem yeuy pnIe ue jo spdurexy

-

"UOBUNIOJUL SS830Y

uonednqnd sruonose noge uorreurIopuy “woredgnd jurid
JNOqe UOTJRLIONT]  “NISWINDO(] JO 8IL],, “(1STIJ 3UIel JSe|) Sureu s Ioyny
:I9PI0 ST} SMO[0F A1ud aja[dmod v paym aq sAem[e jsnux pue ajqe[Teae
sfem[e oI 3JIS 21J} PAssaIOE NOA 3)ep PUe.SSAIPPT T} YL, "d[qe[eAr
ST UWOHRLIONIT I9A3JBM 31> ‘SI0JIS) 9IS a3 U0 PaJSI[ J0U ST 20INos
STUOLIS[3 U. MOge uoheuLopun pajsanbar a1 jo swos jewg puy Lewr nox,

"32IM0S eI 10§ SSAIPPE T[] 9} PLE ‘A2IN0S 1Pea
Ppossacoe noA ajep a ‘ayts ap szosuods jer) uonezruedIo 1o uongnysur Aue
jo awreu i ‘ajepdn jsarer 1o wonedsyqnd ITUONII JO S1Ep I ‘alISqEIM
yoea yo apn o ‘(arqeondde 1) wonestiqnd nurd zorxd s apnTe Yore noqe
UOHRULIOFUT ‘DT EE SUIUOC LDEd JO 3T PR JOINE 313} UMOP )LIM “JoU J]
“Bursn a1,n04 90mos oureuy yoea jo £dod e o yuud ‘erqrssod Jaasusm

"DIeasal JUIIU] JOTPU0D NOA S8 PUILL UT S9[0T M3
e doay “Tarses J1 ax{ew OF, “JuogyIp atout qof mof saxew s, “(£07) ,Sired
-3eumod yurxd Jauy se a]qe)s pur Paxy St Jou Ak, pue syiom Surznredio
JO sueaur uo-pasIde e, SIS JSUISNI] YooqpuUuE VN 9u} 03 Surpiosoy

JPUIIFUT U} WOLJ SJUIWNIO(] SURL)



6L
-uoysey ‘ggeT 1dag ¢ ogne Aq 3&3&5 IOTRURS G (] ‘“[PMOT TPIM

.8 :23enypund o3 moy Jo ardurexg
*M3LATI)UI 3} JO UOLEDO] 33 pue &6?“25 Y} JO Ajep NP ‘XU
Jogne A MILATONT,, SPIOM L) ‘O[] 131 IO ST IIM J9MITAIUL 3] 1ISF]

MITAIINI] [EUOSIDJ

F661 Ley sT-1dVv 01
“u03sog "HADM SAd "24vay ], a051d1150)y “YoloualppiN

:ayenyound o3 moy jo apdurexy
*3)ep }sedpErOIq ) pUR (Liue

JI) uonels [edo] JO .bﬁ PUe SIB19] [{ed 3y} I0M)3U A} Jo sureu ) (Aue
¥1) saLras yo afin ) “‘urerBoxd ay Jo apIW A1) ‘eposide Y Jo SREH S (IST]

WRIS0LJ OIpEY] 10 UOISIA]IL

"Op6T ‘O "exde) ey W AT pirfiapuop v s3]

:ayenjoumd o3 moy Jo afdurexgy

A "pamqIusIp 1ea4 sy}
pue 1omqLysip g 1], Aq papacaxd swmeu $,J0IIIIP AP ‘O[T A :3SIT

O3PIA 10 W]Iq

"("po aye] 10 po AP :a[durexa) Iaquumu 10hI9s A}

2I0Joq UOLIIPa W JO SWEW A} IST] :2Jep Jel] J0J UCTHIPa U0 ey} 2101 ]
0T "1 ‘9661 AT[ Gz ss24d aar] o440, VM Sweld,, e ‘suowrmy
:a3enypund 03 Moy Jo ajdurexy

(-oyep snssI pue Jureu Huwmmm?mn ay uUsaMIaq UOTIEN]

-oumd op) -(s)18qumu a8ed a3 pue TaquImu UOHDIS A ‘VIEP UOQIP? 3y
“adedsmau aig Jo SureU S ‘SPTIE Y} JO SR S ‘SUIRU 5, IoUIne A} :3ST]

SA[OUIY IadedsmaN

8L

"87-9¢ 6861 1dog 91 auyy, ,Tepueds Snu( s [regoseq,, ‘g “uossnuSey
3engound o) moy Jo ajduexy
(*orep anss1 pue swreu surzeSew auj udam)

-3q uonenound aoeyd jou o) “(s)raqumu a8ed ayj pue ‘eyep ansst ay)
‘aurze3eur ay] Jo SuTeU U ‘OPRIE ) JO AN U} ‘OUIRU §, IOWFNE A :ISF]

SIPIIY dUIZRSEIA

-avard mﬁ, JO ORI \PpIM UI33q IOJne ou I

"€G4 ‘186 “TdIeR] SI0X MBN "SUIIN JoLapaL]
wjof -pg Augaod fo ASojoypuy sadivp sy |, TOXIMA, “EIAIAG Weld

:ayenpound 03 moy Jo aydurexy
-9091d a3 o (s)requmu a8ed ag pue “paysgnd sem i1 xeaf s Kredwod

Bungsijqnd s ‘paysirqnd sem j1areym L1 a4, pa,, £4q papaoaxrd 1oypa
aup “uona[[eD Ay JO S[IN S “9051d JY] JO IR S} ‘SUTRU S, IOPNE AN JST]

UOTJI3[[0]) B UI MIOM

"auTeu s, Iapear aif} Aq pamoyoy Aq pear,

SPI0M I} DPTIOUL ‘B3] N} IR 1913985eD 10 NON-(]D) © U0 SI jooq JT
"7 Jim urdaq 10 ,,'pa,, £q PAMO][OF IOJTPA IST OURTIE OU JT

T2 39,, AQ PaMO][O) XOUINE 1SITJ JST] :SICUINE SIOUI IO INOJ J|

"JSIIJ WU JSIIJ UM SIOUINE PINY} PUE PUOIIS IST] SIOYINE 3311 10 OM] JT

"8661 “UOKIQ 10X MIN “J00qpUVF] F4S1HfipiS DAL, “tRIep
ayenpund o} mo1] Jo aydurexy

‘paystqnd sem J1 1esd o pue Kuedwoo Sunrysgqnd auyy ‘paysiqnd sem
J1areym A e / Jepydured 10 3{00q 313 JO S[IT) SY] ‘OUIEL S, IOUFTLE A} 35T

spydwue g nyue s5ooyq

»



) 4L

G861
‘5S91,] BYSEIGAN] JO ANSISATU() 1V S Jaydosd saummys siJ,
| 'G6T “ssarg suumApueig
SD[I0K MBN "SI0 UPILIAWY 01BN "UDAIG ‘ZJULN
. “<[UIRY SPORP
/13383y~ /wos podriy-siaquaw/ /:d1jy>
“100Z LeJN G, ST9PEST URDLIDUIY 2ALEN UBOLIGULY J3I0),
861 ‘SIS SWIf[o) Wodre] vs() “dufssapva]
uvtpuf 4of 159N ay1 puy yasunoal, <y PraB(] ‘SpUnwpy
2661 ‘S100g WeIUR IOK MIN "YaSUNIAL
fo afi7 Y] ‘pavaR ino ur mo4i0§ Y M B[V ‘HNoT
"6961 ‘SOUILL,
10X MON L 19 SSOIJ OULY DIIOK MIN HISUNIIL
Jo oft7 ‘worsamy up ousjorn ssvpy urnmelusg ‘exer()
"6961 ‘5521 saLreiqry
107 $00g IOK MIN ‘S0 UYIpU] 1215y 1IRqTY “HiIg

1 POYID SHIOM

"DIJ[TISUO,) SHIOM B 1OF SUTes i ST jeunio] Surmoroy oy ‘apu a8ed aug
UBWR YO PO S0 mo4 1835e (Paymsuo)) sYI0M papn) a8ed ayeredas
e uo readde pmoys reded mo£ urpim 231 Jou pip nq d1doy moL Sunpreas
-31 S[IyM PIsT pue peat o4 soomos Juelrodu 41 sarmbar xaypes) mod j

"3uIeS 91} OP 0} SPISPTYS JSE N4, "SPIePUE]S JUai
-1 1o paseq so[duIexa 9say) YFIM JI0HR J$9( IO IPLU aAeY am ‘(S9anos
auruo Sunp 03 sowod 1 usym ATeradsa) 5[41s pue yetmIo] YA Jo sapnard
-IIOD 1 JO ISNEDIG MOTIRg JE SST [[LM NIOA SUOTRID UCUIWIOD JSOU 9yj JO
sajdurexa 9413 pue IsI[ ST} 103 yeunoy a1 aurpno saded Surmor[oy 3y, 18T
snp 0} Apoarrp puodsazzod prmoys suoneP jxa}-ug moyx, toded mok unpim
paio noL sadimos awp [re jo Sunsy Tesnsqeydre ue ST IS Pai) SHIOM UL

LSI'T ALTINSNOD SSTHOM/AALID SXTHOM V ONTA VA AL

: .
35

:oawzuufﬁmmr sosalaied

Sarea A

(981 2urpjon) *003 qos pue ayeys 0} Uedsy %@ mm
$40q B[] I9UI0 A “UOTOUI? JRLy) tHIM PJISJUT PUR PUBST 5U) jo i
a3espaim Sunumq sy 2109 S ours Spe[q S\ I9PUT ISOX III0A
ST *Apoq S[OUM ST YPUIIM 0} pawaas ey 35113 jo swseds Sur
~19ppriys ‘yeaid ‘puelst ay uo mﬁn 18I 3y) 103 mou way) 03 dn
Jesumy aaed 9] "WIR] YOOUS 8GOS pue mofy 0} wedaq sTes} ],

:SUOHDE IO JO JOTION

aw azprear soq 1au3o au pure ydpey ‘sa1fd 247 Jo p40T JO UOISTIDUOD 3y} 3y

"ﬁowﬁonv ApBuai o aydurexy

] me mﬁEOU EE SMBITIA0 bm«ﬂoﬂm SUOOUED
s se A[qefjonuosum saro ydyey] ‘satj ay2 o p407 JO UOISNPUOD A} 1y

:Sursenydered yo apdurexy

@wH MEEOUV Apoq ﬂoﬁs ST PURIM O3, PAUIIas Jeu} wmﬂm mo mﬁmm%
mﬁ.ﬂmﬁﬁﬂﬁ...

mwunmnomxm Amﬁm 'sa1 a1 JO pAOT JO UOISTIUOD N 1Y

sy aug 0} vmﬁwmm e Jo113 Mo mﬁmmmm qumﬂ.ﬁﬂﬁm
ST &mﬁmm Eﬁ mﬁg wﬁﬂow UIRITIM “sa11.9 ay1 fo p40T JO UOISNPUOD I} 1Y

, £q surodI8A0

.uuﬁﬁﬁum .Hﬁoh Ul papRut dweu sI0ine \pm apdurexy

‘sasayjuared
aprsur o2 suonelr)) "a[in AU} JO SPIOM MIJ JSIJ LR ST “IOYTIE OU ST ISR
J1 zaqumu d3ed a3 pue swmew jse| 5, J0YINE ) Spnpun Aferouss suoner)
‘1aded o4 j0 pus ayy e 3T PaiLD) SHI0M & 03 puodsariod jey; raded mok
Ul SUOHeID 3x33- Jorrq Surpnpur Aq seapr pasenjdered pue suogejonb 105
$301m08 oA 9110 NOK TEMm se Jursenjdered usym 22IMOS A 331D JSTIUL NOX,
“Bursenydered s 31 ‘seapt §,35[2 SUOIOS JNOGE SPIOM UMO INOL U 9JLIMm
NOA USMA "90IN0S 3 91D pue syjrewr uogelonb ur sprom ayy ynd jsnw
nox_‘uoneionb 10a11p v ST I ‘SpIoMm J0eX? S,95]9 ayoawos Adod nok waypy

SNOILVLID IXdI-NI




