Writing for the Web: Clear and Concise


Clarity: Rewrites 
	Abstract
	Concrete (or at least less abstract!)

	Visual representation
	Drawing, photograph, diagram, sketch

	Facility
	Building, office space, factory, laboratory, offices at 221B Baker Street

	Furnishings
	Furniture, desks, chairs, cabinets, shelves

	Educational materials
	Text books, handouts, work books, CD-ROMs, videos, DVDs


1. The MHMRB identifies problems and recommends improvements in patient care for facilities that provide medical and psychiatric services.

2. The auditors investigated the situation.


3. They discussed the matter and reviewed the relevant regulations. 


4. The investigator must check the discrepancy in the data.


5. You must complete a MyCAA Career and Training Plan before you apply for MyCAA Financial Assistance (FA).

6. Financial aid does not include compensation for books, computers or student activity fees.


7. The department staff investigated complaints 2 – 3 working days faster.


8. To complete the proposal, we require the following: 
· Detailed, to-scale floor plan of the existing office arrangement at 221B Baker Street
· Detailed, to-scale floor plan of the proposed office rearrangement at that location
· Photos of the existing and proposed workstations, chairs, shelves and storage cabinets
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