Writing for the Web: Clear and Concise


Clarity

· Use concrete, specific words

· Use active voice: Put the agent in the subject and the action in the verb

                          AGENT      ACTION      OBJECT

The      engineers     assessed      the project.

                         SUBJECT    VERB          OBJECT

Instructions:  In the left column below are abstract words.  In the right column, jot down more concrete words that might be meant by the abstract ones.  You may want to refer back to this section when you revise the sentences below.
	Visual representation
	

	Facilities
	

	Furnishings
	

	Educational materials
	


Instructions: Edit the sentences below to make them clearer.  
1. The MHMRB performs care provision problem identification and improvement recommendations for medical and psychiatric care services in facilities.


2. An investigation of the situation was conducted by the auditors.


3. After a discussion of the matter, a review was done of the relevant regulations.


4. The discrepancy in the data demands checking by the investigator.


5. Completion of a MyCAA Career and Training Plan is required prior to application for MyCAA Financial Assistance (FA).

6. Educational assistance does not include compensation for educational materials, equipment or assorted fees.


7. Attempts were made by the department staff in regard to an improved response time for investigation of complaints.


8. In order to bring the proposed plan to completion, visual representations of the existing facilities and furnishings, and of the proposed replacements, are required.
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