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Be short, be simple, be human
— Sir Ernest Gowers









Take your time

Thinking and structuring 50%

Writing 25%

Editing and proofreading 25%



Big picture

• Purpose of the document

• Content that supports the 
purpose



The inverted pyramid



The MADE structure

M Main message

A Action

D Details

E Extra information





Headings guide the way





Choose your heading
• Introduction

Label

• Plain English saves you money
Statement

• Include information the reader 
needs to know
Instruction

• How long do I have to appeal?
Question



Be descriptive in 4–10 
words
Attendance survey results

Results released of June attendance 
survey

School attendance is falling, says June 
survey





Make language easy 
to read
Paragraphs:
• 65 words, one topic
• topic sentences

Sentences:
• 10–25 words
• One idea



Cut the clutter

• In a number of… With regards to

• There is, there are

• Develop-MENT, install-ATION

• Past history, close proximity



Use clear words

Precise, familiar

• Purchase? 

• Obtain? 

• Influenza? 

• Irreducibly pluvial?



It all adds up to tone 

A sense of …

• clarity

• courtesy

• connection

• confidence

• comfort



Presentation

White space

• C - consistency

• A - alignment

• R - repetition

• P - proximity

Proofread perfectly for professionalism
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