Overview of Better Writing Techniques


	How can you engage your readers?




	To do this
	Try this

	Identify your audience
	Ask:

· Who are you, the reader?

· What do you need to know?

· Why do you need to know?

Say... 

“When you apply for a grant, you must send us the following.”

Don’t Say...
“Grant applicants must provide the following.”

	Organize to serve your reader
	Methods:

· Step-by-Step

· Outline

· General-to-Specific

· Detailed Tables of Contents


Say...
Petitions for Rulemaking and Exemption

11.63 Where and to whom to I send my petition for rulemaking or petition for exemption?

11.64 What information must I include in my petition for rulemaking?

11.65 How does the FAA process petitions for rulemaking?

Don’t Say...
Petitions



	Use a question-and-answer format
	Say...
Does this rule apply to me?

1. This rule applies to you if you are a certificate holder required to conduct screening under a security program.

2. This rule applies to you if you are a traveler on an airplane for which screening is conducted.

Don’t Say...
No certificate holder required to conduct screening under a security program may permit any person to have …. A dangerous weapon, either concealed or unconcealed, accessible to him or her while aboard an airplane for which screening is required.


	How can you engage your readers?  (Continued)



	To do this
	Try this

	
Use you and other pronouns to speak directly to readers
	Say...
· You

· We

· He

· She

· They

Say...
You must provide Form-A23 to the FAA.

Don’t Say...
Form-A23 must be provided to the FAA.

In questions, use I to refer to refer to the reader; use We to refer to the FAA.

	Use the active voice
	Say...
We have proposed regulations.

Don’t Say...
Regulations have been proposed by the Federal Aviation Administration.


	How can you write more clearly?




	To do this
	Try this

	Use short sentences
	Say...
You must ensure that the following items cannot shift during an emergency landing:

1. Galley equipment

2. Serving carts that are not in use

3. Crew baggage carried in the crew or passenger compartment

Don’t Say...
The certificate holder must provide and use means to prevent each item of galley equipment and each serving cart, when not in use, and each item of crew baggage, which is carried in a passenger or crew compartment from becoming a hazard by shifting under the appropriate lad factors corresponding to the emergency landing conditions under which the airplane was type certified.

	Write to one person, not to a group
	Say...
You must properly fasten your shoulder harness.

Don’t Say...
Each crewmember must have his or her shoulder harness properly fastened 

	Use the simplest tense you can
	Say...
These sections tell you how to meet the requirements for a private pilot certificate.

Don’t Say...
These sections describe types of information that would satisfy the application requirements for a private pilot certificate.

	Use must to indicate requirements
	Say...
· Must

· May not

· Should (if you want to recommend, not require)

Don’t Say...
· Shall

	Place words carefully
	Say...
“You are required to provide only the following.

Don’t Say...
“You are only required to provide the following.


	How can you write more clearly?  (Continued)



	To do this
	Try this

	Put long conditions after the main clause
	Say...
“Complete form 9-123 if you own more than 50 acres and cultivate grapes.”

Don’t Say...
“If you own more than 50 acres and cultivate grapes, complete form 9-123.

	Use if-then tables
	Say...

If

 
      Then you must           

      You fly over


   maintain an altitude

     an uncongested 
      
  of at least 500 feet above

          area


       the surface.

Don’t Say...
Over other than congested areas, an altitude of 500 feet above the surface except over open water or sparsely populated areas, must be maintained.

	Avoid confusing words and constructions
	Say...
Develop procedures to protect the safety of the ground crew.

Don’t Say...
Ground crew safety protection procedures development should be done.


	How can you make your documents visually appealing?




	To do this
	Try this

	Use lots of informative headings
	Say...
Applications for a pilot certificate

Don’t Say...
Applications

	Write short sections
	Say...
2.1.3.4 Operating experience and operating cycles:  Pilot Crewmembers

2.1.3.5 Operating experience and operating cycles:  Flight Engineers

Don’t’ Say...
2.1.3.4 Operating experience, operating cycles, and consolidation of knowledge and skills

	Include only one issue in each paragraph
	Say...
We will publish an advertisement to solicit bids 30 days before the sale.

1. We will publish the notice in at least one local newspaper and in one trade publication.

2. The notice will identify any reservation within which the tracts to be leased are found.

3. We will mail the complete text of the advertisement to each person listed on the appropriate agency mailing list.

4. Specific descriptions of the tracts will be available at the superintendent’s office.

Don’t Say...
Notice of a bid advertisement shall be published in at least one local newspaper and in one trade publication at least 30 days in advance of sale.  If applicable, the notice must identify the reservation within which the tracts to be leased are found.  Specific descriptions of the tracts shall be available at the office of the superintendent.  The complete text of the advertisement shall be mailed to each person listed on the appropriate agency mailing list.


	How can you make your documents visually appealing?  (Continued)



	To do this
	Try this

	Use vertical lists
	Say...
With your application for a drilling permit, provide the following information:

1. Depth of the well

2. Casing and cementing program

3. Circulation media

4. Expected depth and thickness of fresh water zones

5. Well site layout and design

Don’t Say...
Each completed well drilling application must contain a detailed statement including the following information:  The depth of the well, the casing and cementing program, the circulation media (mud, air, foam, etc.) the expected depth and thickness of fresh water zones, and well site layout and design.


	What words and expressions should you avoid?

	· abeyance

· above (as an adjective)

· afore-granted

· aforementioned

· aforesaid

· before-mentioned

· henceforward

· hereby

· herein

· hereinafter

· hereinbefore

· hereunto

· prior to

· promulgated

· pursuant to

· said (as a substitute for “the”, “that”, or “those”)

· same (as a substitute for “it”, “he”, “him”, “she”, or “her”)

· thenceforth

· thereunto

· to wit

· under-mentioned

· unto

· whatsoever

· whensoever

· whereas

· whereof

· whosoever

· within-named

· witnesseth
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