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SHORT SENTENCES
Short sentences are easy to read and hard to misunderstand.

Long sentences are hard to read and easy to misunderstand, even if they are
grammatically perfect.  They offer ample opportunity for misreading what subject
goes with what verb or what adjective modifies what noun.

Here is an example of a long sentence similar to one I edited recently.*

In our dealings with the provinces, we have relaxed our negotiating
position in exchange for offsetting rigor through principles requiring
a consensus approach, in cases of serious risk only, as well as
considerations of costs and benefits, recognition of the provisional
nature of the decision and the importance of review and follow-up,
along with the important element of transparency.

In editing this, I found it hard to break the sentence into its two major components. 
I wasn’t sure whether the first major component of the sentence was this:

In our dealings with the provinces, we have relaxed our negotiating
position in exchange for . . .

or this:

In our dealings with the provinces, we have relaxed our
negotiating position in exchange for offsetting rigor
through . . .

Similarly, I found the second major part of the sentence hard to figure out.  I
wasn’t sure which parts were attached to which other part or parts.  I then spoke 

* I have modified the sentence to protect confidentiality.
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with the author and sent him my interpretation of what it meant.  The following is not
the exact form of what I sent, but it conveys the meaning:

In our dealings with the provinces, we have relaxed our negotiating position
in exchange for three elements.  The first is offsetting rigor through
principles requiring a consensus approach, in cases of serious risk only. 
The second is consideration of costs and benefits.  The third is recognition
of the provisional nature of the decision and the importance of review and
follow-up, along with the important element of transparency.

The author replied that I had misread the sentence.  Here’s what it turned out to
mean:

In our dealings with the provinces, we have relaxed our negotiating position
in exchange for offsetting rigor through principles requiring three elements. 
The first is a consensus approach, in cases of serious risk only.  The second
is consideration of costs and benefits.  The third is recognition of the
provisional nature of the decision and the importance of review and follow-
up, along with the important element of transparency.

http://www.writingforresults.net/member/services/forum/forum.htm
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SUB-PARAGRAPHS

Did you find it hard to plow through that example on long sentences?  It wouldn’t
be surprising if you did.  Let’s take another approach to the problem.  

Here’s the original sentence again:

 In our dealings with the provinces, we have relaxed our negotiating
position in exchange for offsetting rigor through principles requiring
a consensus approach, in cases of serious risk only, as well as
considerations of costs and benefits, recognition of the provisional
nature of the decision and the importance of review and follow-up,
along with the important element of transparency.

And here is the exact form of what I sent to the author for comment (but without
the underlining used here):

In our dealings with the provinces, we have relaxed our negotiating
position in exchange for:

S offsetting rigor through principles requiring a consensus
approach, in cases of serious risk only;

S consideration of costs and benefits; and

S recognition of:
S the provisional nature of the decision;
S the importance of review and follow-up; and
S the important element of transparency.

http://www.writingforresults.net/member/services/forum/forum.htm
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The author saw in an instant that I had misread the original.  Here’s the way it
should have read:

In our dealings with the provinces, we have relaxed our negotiating
position in exchange for offsetting rigor through principles requiring:

S a consensus approach, in cases of serious risk only;

S consideration of costs and benefits; and

S recognition of:
S the provisional nature of the decision;
S the importance of review and follow-up; and
S the important element of transparency.

Note how quickly you can read and understand the two examples above.  Do not
hesitate to use sub-paragraphs in memos and briefing notes.  They are not elegant,
but they do a big favour for both you and your readers.  Acts and regulations use
this technique extensively to avoid confusion.

http://www.writingforresults.net/member/services/forum/forum.htm
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BLOATED
BOA CONSTRICTORS

Some sentences appear to have swallowed another complete
sentence that is stuck right in the middle.  They resemble a
boa constrictor that has just swallowed a pig whole. 

Here is an example.

Hard to Read:

On March 15, 2000, our new policy package, including amendments
to existing legislation, introduction of new legislation, funding for
priority areas, particularly research and development, and
establishment of a new unit to foster industry partnerships, will be
released to stakeholders for comment.

Better:

On March 15, 2000, our new policy package — including
amendments to existing legislation, introduction of new legislation,
funding for priority areas, particularly research and development,
and establishment of a new unit to foster industry partnerships —
will be released to stakeholders for comment.

Better Still:

On March 15, 2000, our new policy package will be released to
stakeholders for comment.  The package includes amendments to
existing legislation, introduction of new legislation, funding for
priority areas, particularly research and development, and
establishment of a new unit to foster industry partnerships.

http://www.writingforresults.net/member/services/forum/forum.htm
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Best:

On March 15, 2000, our new policy package will be released to
stakeholders for comment.  The package includes:
S amendments to existing legislation;
S introduction of new legislation;
S funding for priority areas, particularly research and development;

and
S establishment of a new unit to foster industry partnerships.

http://www.writingforresults.net/member/services/forum/forum.htm
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MARATHONS

Some sentences go on forever,
seemingly with no end in sight.
There’s always a way to break 
them into shorter sentences.

Here is an example.

Hard to Read:

Issues you could address at the conference include Canada’s
commitment to sustainable development through emissions reduction
in the widget sector and the development of quality standards for
widget manufacturing in order to tap new export markets.

Better:

One issue you could address at the conference is Canada’s
commitment to sustainable development through emissions reduction
in the widget sector.  Another issue is the development of quality
standards for widget manufacturing in order to tap new export
markets.

Best:

Issues you could address at the conference include:

S Canada’s commitment to sustainable development through
emissions reduction in the widget sector; and 

S the development of quality standards for widget manufacturing in
order to tap new export markets.

http://www.writingforresults.net/member/services/forum/forum.htm
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“HOWEVER” OPPORTUNITIES

Hard to Read:

While some environmental non-government organizations favour
taxation and regulatory methods to control greenhouse gas
emissions, the Government has decided to use voluntary partnerships
to elicit co-operation from industry, institutions and the public.

Better:

Some environmental non-government organizations favour taxation
and regulatory methods to control greenhouse gas emissions. 
However, the Government has decided to use voluntary partnerships
to elicit co-operation from industry, institutions and the public.

http://www.writingforresults.net/member/services/forum/forum.htm
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TOP-HEAVY SENTENCES

Some sentences have a great long subject sitting on top of a tiny predicate.  The
reader is kept hanging on and hanging on, without knowing what’s going on until
the last few words of the sentence.

Here’s an example:

Hard to Read:

On June 30, 1992, our proposal to consolidate responsibility and
resources for widget management by forming a new regulatory
agency to be called Widgets Canada was endorsed by Environment
Canada.

Better:

On June 30, 1992, Environment Canada endorsed our proposal to
consolidate responsibility and resources for widget management by
forming a new regulatory agency to be called Widgets Canada.

Best:

On June 30, 1992, Environment Canada endorsed our proposal to
form a new regulatory agency to be called Widgets Canada.  This
agency would consolidate responsibility and resources for widget
management.

I said elsewhere that active verbs are more effective than passive verbs.  Here’s an
exception.  To fix the following top-heavy sentence, I’ve changed the active verb
“will attend” to the passive “will be attended by”.

http://www.writingforresults.net/member/services/forum/forum.htm
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Hard to Read:

The Honourable Anne McLellan, Minister of Justice, the Honourable
Paul Martin, Minister of Finance, the Honourable Allan Rock,
Minister of Health, the Honourable John Manley, Minister of
Foreign Affairs, and the Honourable Brian Tobin, Minister of
Industry, will attend the meeting.

Better:

The meeting will be attended by Honourable Anne McLellan,
Minister of Justice, the Honourable Paul Martin, Minister of Finance,
the Honourable Allan Rock, Minister of Health, the Honourable John
Manley, Minister of Foreign Affairs, and the Honourable Brian
Tobin, Minister of Industry.

Best:

The meeting will be attended by:

S the Honourable Anne McLellan, Minister of Justice;
S the Honourable Paul Martin, Minister of Finance;
S the Honourable Allan Rock, Minister of Health;
S the Honourable John Manley, Minister of Foreign Affairs; and 
S the Honourable Brian Tobin, Minister of Industry.

or:
The ministers affected will attend the meeting.  

Note that the last option makes a content change, not a style change.  It is your job
to decide whether the abstract phrase “the ministers affected” is sufficient for your
message.

http://www.writingforresults.net/member/services/forum/forum.htm
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RELATIVE CLAUSE OPPORTUNITIES

I have given you a detailed section on relative clauses.  These clauses often signal
that you have a chance to make two short sentences out of one longer sentence.  

Here is an example.

Hard to Read:

Widgets Canada’s Export Policy Branch, which analyzes trends in
widget trade, fosters trade opportunities in North America and
overseas, and advises on export policy, is planning a Team Canada
mission for February 1997.

Better:

Widgets Canada’s Export Policy Branch — which analyzes trends in
widget trade, fosters trade opportunities in North America and
overseas, and advises on export policy — is planning a Team Canada
mission for February 1997.

Best:

Widgets Canada’s Export Policy Branch analyzes trends in widget
trade, fosters trade opportunities in North America and overseas, and
advises on export policy.  This branch is planning a Team Canada
mission for February 1997.

or:

Widgets Canada’s Export Policy Branch is planning a Team Canada
mission for February 1997.  This branch analyzes trends in widget
trade, fosters trade opportunities in North America and overseas, and
advises on export policy. 

http://www.writingforresults.net/member/services/forum/forum.htm
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or:
Widgets Canada’s Export Policy Branch is planning a Team Canada
mission for February 1997.  

or:
Widgets Canada is planning a Team Canada mission for February
1997.  

Note that the last two options make content changes, not style changes.  It is your
job to decide whether an abstract term such as “Widgets Canada” or “Widgets
Canada’s Export Policy Branch” would be sufficient to convey your message.  In
making that decision, bear in mind that organizational matters that are of vital
importance to your job may be significantly less relevant to the decisions the
Minister must make.

Here are a few other examples:

SPECIFYING CLAUSES

Before

This morning Michelle will meet with
the accountant who is auditing our
books.

After

An accountant is auditing our books. 
This morning Michelle will meet with
her.

Jacqueline has decided to turn this
problem over to the management
consulting unit whose expertise lies
in database management.

One of the management consulting
units has expertise in database
management.  Jacqueline has decided
to turn this problem over to it.

Richard has been chosen to lead the
task force that we set up last week to
develop an implementation plan.

We set up a task force last week to
develop an implementation plan. 
Richard has been chosen to lead it.

http://www.writingforresults.net/member/services/forum/forum.htm
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DESCRIBING CLAUSES

Before

I would like you to meet my
supervisor, who has worked here for
three years.

After

I would like you to meet my
supervisor.  He has worked here for
three years.

Jacqueline has decided to turn this
problem over to the Management
Consulting Unit, which has expertise
in database management.

Jacqueline has decided to turn this
problem over to the Management
Consulting Unit.  It has expertise in
database management.  

Richard has been chosen to lead the
Green Energy Task Force, which was
formed on March 30, 2001.

Richard has been chosen to lead the
Green Energy Task Force.  It was
formed on March 30, 2001.

http://www.writingforresults.net/member/services/forum/forum.htm
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“THEREFORE” OPPORTUNITIES

Hard to Read:

Because Widget 22-B is bulky, heavy, slow, difficult to use, hard to
maintain and more expensive than we can afford, we have decided to
buy Widget 38-C.

Better:

Widget 22-B is bulky, heavy, slow, difficult to use, hard to maintain
and more expensive than we can afford.  Therefore we have decided
to buy Widget 38-C.

http://www.writingforresults.net/member/services/forum/forum.htm


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


	Button002: 
	Button003: 
	Buttonx: 
	Button071: 
	Button001: 
	Button073: 
	Button006: 
	Button007: 
	Button076: 


