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	1. What would you do to ensure you are writing clearly for your audience?


▪     All writing should be clear, concise, complete, correct and using plain language to express clear meaning. Writing in a simple style that uses everyday words, which is different than writing academically or for leisure reading. Not use showy words and ambiguous expressions in an effort to dazzle or confuse readers. Writing to express ideas, not to impress others. 


▪   Writing clearly and concisely means choosing your words deliberately, constructing your sentences carefully, and using grammar properly. By writing clearly and concisely, you will get straight to your point in a way your audience can easily comprehend.

     ▪       Plain language means keeping your writing clear and succinct. It means
     removing the content that detracts the reader from your message. 
     For example:
   
    “His report outlined three issues: a lack of high paying clients, conversions, and
     return customers.”
     Is much more effective than:
    “His report to upper management delineated that the issues of the day
     were threefold. 
   
 
   ▪    Drop the jargon. Remove phrases like “burn rate”, “touch base”, and “
    Paradigm shifters”
  

     ▪    Replace inflated language with simple words. For example “transpired” 
    means “happened”, “paradigm” means “ideal”, and “conundrum” is just a 
    fancy word for “problem”.
    

      ▪     Organization. Your message should always be presented in a 
     sequential,   logical, step-by-step manner to make it is easy to follow. 
 ”  
      
       ▪     Use clean design. The presentation of your message is just as important
        as   the words you use. Effective use of white space, headlines, 
        subheadings,   colour, font, images – are all elements that can either support
        your message, or distract from it. 
  

      ▪    Minimize long blocks of Text. Help your reader digest the information you 
       are presenting in small chunks whenever possible. Break long paragraphs 
       into  shorter ones with subheadings, and make sentences no longer than 
       20 words. 



    ▪        Adapting writing to the audience:
     Knowing who your audience is means that you can adapt the content of your 
     writing to address the main concerns of your audience.
     For example, an annual report written on behalf of a corporate organisation must
     address the concerns of stakeholders and potential stakeholders but can
     assume that these readers have at least some background knowledge of what
     the  organisation does  and will not need to include what each individual 
     member of staff does.  


   ▪        Very often, the longer you write, the less you hold a reader’s interest.
   

       ▪     Clearly state the purpose, context and logic of the information. 
   

        ▪     Get to the point: give only the essential, relevant, complete and 
      accurate parts of the message; aim for quality information, not quantity. 
  

     ▪     Give the big picture: start a document of 4 or more pages with a summary. 


     ▪   Keeping your audience in mind while you write can help you make 
      good decisions about what material to include, how to organize your ideas, 
      and how best to support your argument.
     

        ▪       Think of your own objective: Are you trying to inform your readers, convince
      them or raise their awareness of a particular issue? Are you explaining a concept
      to them or asking them to do something? 
   

     ▪        What do you want to happen as a result of this document? 
 

      ▪     Also consider the readers’ objectives: Why are they reading your document? 
        What are they trying to do or learn? 
      
      ▪        Use Familiar Words
It is critical to use words that are familiar to readers and as simple as possible.                   Use words that your readers would use themselves. For example, say:
· “Doctor” rather than “physician.”
· “Get” rather than “obtain.”
· “Use” rather than “utilize.”
· “Carry Out” rather  than “accomplish.”
· “Next to” rather than “adjacent to.”

▪       Use the following questions to help you identify your audience and what you can do to address  their wants and needs:
     -Who is your audience?
     -Might you have more than one audience? If so, how many audiences do you
      have? List them.
     -Does your assignment itself give any clues about your audience?
     -What does your audience need? What do they want? What do they value?
     -What is most important to them?
     -What are they least likely to care about
-What kind of organization would best help your audience understand and appreciate your argument? 
-What do you have to say (or what are you doing in your research) that might surprise your audience?
-What do you want your audience to think, learn, or assume about you? What impression do you want your writing or your research to convey?



2. Would you use the following to write concisely?


a. Active voice.
▪   Using Active voice to be easier to read and understand. Much research indicates that using the active voice makes content livelier and easier to read and understand, especially for web pages. The active voice makes it clear who is doing what. Research has shown that people find text written in the active voice easier to understand. 


▪        Readers prefer text in the active voice. Active voice is simpler and more direct.    You can write the vast majority of sentences in an active voice, which makes it much easier for readers to understand and act upon the information.
    Here are a few examples:
· Passive: The patient is referred by the doctor to a specialist.
· Active: The doctor refers the patient to a specialist.

▪          Sentences written in an active voice flow better and are easier to understand. Using active voice places the emphasis on the subject of the sentence and makes the sentence more straightforward and concise. For example:
· I really love this dog.
· Monkeys live in the jungle.
· She threw the ball to John.
· The dog ran back to the car.
· I made a mistake.


3. Why are clichés and metaphors not used when writing concisely?


When we speak with friends, our language can become full of words that don’t belong in business writing. Avoiding relying on clichés and metaphors to get the meaning across. Replacing those phrases with words we really mean, and that other people will understand more easily. 


Clichés are words and phrases that have been so overused that they lose their impact, even though they may be true. They include phrases like, “dumb as a sack of hammers,” “work like a dog,” or “right as rain.” Metaphors are figures of speech that try and help us understand one thing through the story of another. For example, in As You Like It, Shakespeare compared the world to a stage and all the people as merely players.

 
4. How would you ensure that your writing is correct?
There are a few ways to ensure that a document is factually correct. When writing, making sure listing the source whenever including a fact. These sources can be for our own reference and not part of the final document, but they will help us when editing.


These references will also help us answer any questions that readers may have later on. If at all possible, making sure we go to the original source. If we find a newspaper article that quotes a particular study, for example, go back and find that study. In some cases, we may want to find multiple sources to confirm a particular fact.


It depends on our audience and what kind of document we are writing. It can also be a good idea to include excerpts from our source. For example, rather than try to explain a graph, it might be easier to include the graph itself. Making sure that we have the appropriate permissions and that the source is quoted if we choose to do this.
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