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April 26, 2018

Dr. Noel Itall
50 Knowledge Lane
Dictionopolis, CA 12345

RE: Invitation to speak at Dictionopolis University

Dear Dr. Itall,

Dictionopolis University is pleased to extend an…



Dear So-and-so,



April 26, 2018

Dr. Noelle Itall
50 Knowledge Lane
Dictionopolis, CA 12345

RE: Invitation to speak at Dictionopolis University

Dear Dr. Itall,

Dictionopolis University is pleased to extend an…



Thank you for considering our offer. 

Please reach out to me with any questions at 888-123-
4567.

Sincerely,

Alec Bings
President
Dictionopolis University

CC: Shirley Wonmoore, Vice President, 
Dictionopolis University
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Important information first

Headings

Bullets

White space













Must use plain language in any document that:

is necessary for obtaining any federal government benefit 
or service or filing taxes;

provides information about any federal government 
benefit or service;

explains to the public how to comply with a requirement 
that the federal government administers or enforces.

Federal plain language act



Think subject-verb-object.

Cut back on the use of adverbs.

Reword clichés. 

Always use the serial comma.

Don’t use scare quotes.

Keep sentences short.

TIPS FOR CLARITY



Utilize Use

Subsequent to After

Prior to Before

Despite the fact that Although; even though

Moreover, additionally Also

SIMPLIFY!



CHOOSE POWERFUL VERBS
Avoid overuse of to be verbs.

The property’s parking lot is narrow.

The property suffers from a narrow parking lot.

It is my intention to submit an application.

I intend to submit an application.



A verb that has been turned into a noun.

We must undertake the calculation of new figures for the 
congressional hearing.

We must calculate new figures for the congressional 
hearing.

The agency conducted an investigation.

The agency investigated.

NOMINALIZATIONS





Instead of:

Individuals must file within 30 days.

Try:

You must file within 30 days.

ADDRESS A PERSON



Instead of:

Your proposal has been received by the 

committee.

Try:

The committee received your proposal.

ACTIVE VS PASSIVE VOICE



Rewrite this sentence in the active voice:

Action on the bill is being considered by the 

committee.

EXERCISE



“The policy was misinterpreted.”

“Complaints were made by neighborhood 

constituents.”

“Failure to pay the fee will result in termination of 

your lease.”

When to use the PASSIVE VOICE







Does this say what I want it to say?

Is this really worth saying?

If I didn’t know the context, would this make sense?

QUESTIONS TO ASK







Have a clear subject line.

Use a professional salutation (“Dear).

Keep things short…

But not “curt.”

Email vs. letters



There are four ways, and only four 
ways, in which we have contact 
with the world. We are evaluated 
and classified by these four 
contacts: what we do, how we 
look, what we say, and how we 
say it.

--Dale Carnegie


