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Business Writing Tip #138 Make Your Writing Easy to Read 
Posted on September 18, 2014 
By Dalice Trost 
 
 
The debate about using Plain English continues. The latest episode 
started with an essay by English author Will Self, “A Point of View: 
Why Orwell was a literary mediocrity”. 
  
Yet, the point is not about whether we should all write, or avoid, Plain 
English. It is about using the appropriate language for the situation. 
When relaxing, there’s nothing more enjoyable than plunging into a 
literary novel and discovering new, and often obscure, words. Words 
that allow the imagination to roam free and create its own version of 
the story. 
  
But this blog is about Business English. 
  
Business English needs to focus on clarity. 
  
It needs to be to-the-point. 
  
It needs to be understandable by all of the people who need to understand it. Many of these people 
are non-native speakers of English, often with a more restricted vocabulary that native speakers. 
  
So against that background, I offer three short pieces of advice (there will probably be more to come 
in future posts): 
 
1. Your first draft will rarely be good enough. Make sure you reread it before you submit, or send, it. 

Three useful questions to ask yourself:  
A. Is the meaning clear? 
B. Will the recipient know what to do? 
C. Will they know when to do it by? 

  
2. Avoid long sentences. It’s easy to get lost in long sentences. It’s easy to lose track of the subject. 

And it’s easy for reader’s to lose interest. Cut long sentences into two. 
 
3. Watch out for ‘very’ and ‘really’. In most cases these words can be cut without any change to the 

meaning. I mean, it’s very obvious, isn’t it? It’s really difficult to remember. Surely you are making 
the same point with: It’s difficult to remember. 

  
Happy writing. 
 

George Orwell's rules for writing (from Politics and the English Language) 
 
(i) Never use a metaphor, simile, or other figure of speech which you are used to seeing in print. 
(ii) Never use a long word where a short one will do. 
(iii) If it is possible to cut a word out, always cut it out. 
(iv) Never use the passive where you can use the active. 
(v) Never use a foreign phrase, a scientific word, or a jargon word if you can think of an everyday English equivalent. 
(vi) Break any of these rules sooner than say anything outright barbarous. 
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