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1ET'S PRUNE OUR CORRESPONDERCE!

It may be bard to believe but the follovimg extrzets are Trow our patiesra
lettorz used repeatedly:

"In view of the Tact that T em yoit umaeble to report samy deci-
elon in copmection with your applicatios for employment with
the Central Imtelligesce Agexcy, I &0 want you t0 mov ompce
more that the interest we rTetaln iz your qualifications is=
an astive ope.”

Tan't thiz betiter?

Your aspplication for employment im this Agemcy iz still
being considered., Vhez decision 1e nmale we will rotify
you prompily.

Bere'lz what we sliminated:

woris

tyllablesn

tvo gyilable words
three syllable word
four syllable words
yreporeitions]l vhrazes

3 00
D 5) petead O

foasider this one!l

"Should there be sxy reftice’l chosge iz your persomal plans
regariing vour imbtorsst im this Apgency, or should you have
any gquestions repgeriiaz the particulsrs in your case, T
want to fevite you to commmeicata vith we by letter at
your coavemisnce,”

Ter't thizs clearer?

I? wou have aay questiozs or if amy persomal change should
affect your Interest iz vour applicatiosn, please wrlts ux.

Our proaisg sliluinsted:
21 words
35 syllsbles
5 three syllsble words

3 four syllable words
5 prepositiceel phrases
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A Tiaal sxeaple:

"tn view of the circumeiences im your lebtter, we cen real-
1ze thet you are im no posiilen Lo comsider smploymeat at
this time. Howaver, we do wish to suggest thaf you get im
touck with ue spsin im the event you becoms imlerested ia
a positior here at any tiwe ia the Tuture.”

Tan't this shevper?

¥e reelize you cammot accept & positiom with ue mow. If
corditions change g0 that you will wish to reconsiler, we
wil} be pleased to hear from you.

Modern times call for mew styles im writing. Dos't you adwlt that these
exsmples prove thet momey sn? time cam be saved--that cur readers will
grasp vhat we are saviwg more essily and they will need less time to read
our writings?

CAN OUR REGUIATIONS BE IMPROVED?

Let's wodernize mome of cur latext regulstory writisg. This calls “or
streamliiming-~thet is, we will shorten our vords, ssmtences, =2 pare-
grephs. We will pet rid of povermwental Jargon. Ve will keep owr words

of three or more syllsbles t0 s winimm, our sestences t0 ea aversge lemgth
of sevesteam to twemty-ome words, aad cut dowk os the use of prepositioms.
Bare sres so%e exagples:

"Wor this vessom, svery eumployes of the Orgsaization whose
duties imvolve the obligasion sad expesditure of confllen-
tial fumde should rot owly waderstand the Regulstlors goverr-
ing their obligation amd expemiiiure, but the umlerliylag
philosophies as well.”

lat's see how we caz jeprove it!

Bvery Ageacy employee whose duties authorize him $0 handle
confidentinl fusds should usdersiand applicable regulations
ant all basie principles.

Here's vhat hlpﬁemﬁ.z We cut the origimsl sextemce from 35 to 19 words
snd Trom 75 to 43 ayllsbles. Because of the sature of the subjecl w2 car-
zot elimimate a1l lomg worda. But we have cut elght of the four syllsble
words to four, and eliminzted ome Iive syllable wori. Do you thiak the
revision is more readsble, that you speat less time resding it, and
posxibly you will vemember 1t longer?
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Tet's look zt snother oue!

“Delegetion of authority for perticular sciloms o lavels

cornsifered to provide the dagree of diseretiommry Julg-
went commensurste with the meguituie or sigeificewcs of
the scks iavolved.”

This appesrod sz an emtive paraprsph. Isa'’t 1t &1f7ieult to usderstani?
Aren't they tryiag Lo say that sartsin tesks will be sssigeed 0 personmel
who are gqualified to handle them? Doesa't the use of "levels” here sound
as though they are ayeakimy Aowm to others?

Len’t we sif: this one?

“Phe Orgesaization regulastory system provides the vehicle
for the expression of policies aand procedures essextial o
the parforssnce of the Orgemivetlon wissloa., Tt encon-
peases aafd delimeatss the fumctions of all compomenta of
the Organization iadivifuelly apd collectively with the
cbjegtive of establishinsg singlemess of purpose and »f71.
ciency snd combimuity of operatiossl amd adwmiwistrative
activities.”

Pere is oune posaible revisionm:

The Orgemrization regulstory systen expresies policles smd
procedures essential to our wissiom. X% deserides the
funcilons of &1l Urgasirzatiom components o esatublish a
single ain snd promote comtimuity and efficiemcy in oper-
stiosal smd adatinistrative activities.

The Orgssization’s policies sad procelures are issued iz
ite regulaticss. These regulations cover anl describe all
Orgaaizational divizloms. Thelr atz is for efficlexcy and
valty in oporstiomsl eand sdmlunistrative sctivities.

LET'S TALE A LOOK AT DUR REPORIS

Sometimes lomg words are mecessary im reporis. Seniences can ke kopt
withim boumds, bowsver, snd the meaning cax be 2lsar. Here iz 3 good ex-
smple from ome of our reporis:

"Consultations with appropriate perscmzel toward the solv-
ing of procuresent nad extsraal clsarance bottlemscks 1s
conbisued.”
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Bub-~
Boesn't thie one sHall you & blt?

“rmeve was tentalive agreement to adapt the Agency filing
gystem but ihe rccomendstions provided for waliting unill
the wmaterisl of g1l divisions could be reviewed in order
that the menusl could be adepted for the entire Office
rather than this one division.”

Can't we convey the sewe thousht in & wore understendegbhle end readable
way? Tor example:

It wee sgrecd that owr {iling systew eoculd be adapbed

oftice wide, However, wateriel frow ell divielens must

bhe reviewed before thie can bhe done.
Hoere is something more interesting than s crosgword puzzie. Can you
reduce these expressions to oimple langusge? They were teken Trom our
reports.

®_ . .fa1l under hemvy obligetion...”

"ne sense of Lhe group seemed to be that in pert this was
posgible .”

¥ .ouch wasted effort would not obiain owing fo...”
", ..is deperndunt upon econowic research in greater depib...”

*,..and the Agency will have an exchange of views in ordes
to chtein...
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