	Robert A. Heinlein’s Rules of Writing
	There is much to be said in favor of modern journalism. By giving us the opinions of the uneducated, it keeps us in touch with the ignorance of the community.
–Oscar Wilde  
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	1. You must write.

2. You must finish what you write.

3. You must put what you write on the market.

4. You must keep it on the market until sold.

5. You must refrain from rewriting except to editorial specification.

	

	Omit needless words.

Vigorous writing is concise. A sentence should contain no unnecessary words, a paragraph no unnecessary sentences, for the same reason that a drawing should contain no unnecessary lines and a machine no unnecessary parts. This requires not that the writer make all his sentences short, or that he avoid all detail and treat his subjects only in outline, but that every word tell.

–Strunk & White, The Elements of Style
	Mark Twain, goes the story, didn’t see the need for punctuation marks in his writing. When his editor complained, Twain sent him an entire page of punctuation marks in random order. His enclosed note said, “Put them wherever they seem to fit.” 

His editor never raised the issue again.

	
	

	
	

	When you say something, make sure you have said it.
The chances of your having said it are only fair.

–Strunk & White, The Elements of Style               

	

	During World War II President Franklin Roosevelt received the following memo, written in the passive voice:

Such preparations shall be made as will completely obscure all federal buildings occupied by the federal government during an air raid for any period of time from visibility by reason of internal of external illumination. Such obscuration may be obtained either by blackout construction or by terminating the illumination.

This will, of course, require that in building areas in which production must continue during a blackout, construction be provided, that internal illumination may continue. Other areas, whether or not occupied by personnel, may be obscured by terminating the illumination.

The president revised the memo, ridding it of passive voice as well as jargon, to read:

In buildings where work will have to keep going, put something across the windows. In buildings where work can be stopped for a while, turn out the lights.

–The New York Public Library writer’s guide to style and usage  

	

	You got to be careful if you don’t know where you’re going, ’cause you might not get there. (When you get to the fork in the road, take it.)

–Yogi Berra  

	The next grammar book I bring out I want to tell how to end a sentence with five prepositions. A father of a little boy goes upstairs after supper to read to his son, but he brings the wrong book. The son says, “What did you bring the book that I don’t want to be read to out of up for?”
–E.B.White  


	1
	For the Attention of all Partner's, Associate Partner's and Manager's.

The purpose of this memorandum is to inform all Partner's, Associate's and Manager's that a series of eCommerce Vendor Product training courses have been organised as part of the eNow Programme.


	The original – typical consultantese.

(31 words)

	2
	For the Attention of all Partner's, Associate Partner's and Manager's.

The purpose of this memorandum is to inform all Partner's, Associate's and Manager​s that a series of eCommerce Vendor Product training courses have been organised as part of the eNow Programme.

	Simple error – the writer doesn’t know the difference between plural and possessive

Inconsistent, too!

	3
	For the Attention of all Partners, Associate Partners and Managers:

The purpose of this memorandum is to inform all Partner's, Associate's and Manager's that a series of eCommerce Vendor Product training courses have been organised as part of the eNow Programme.


	Oh, it has a purpose?

	4
	For the Attention of all Partners, Associate Partners and Managers:

The purpose of this memorandum is to inform all Partner's, Associate's and Manager's that a series of eCommerce Vendor Product training courses have been organised as part of the eNow Programme.

	Superfluous redundancy

	
	New and improved versions:


	

	5
	To all Partners, Associate Partners and Managers:

A series of eCommerce Vendor Product training courses have been organised as part of the eNow Programme.


	Passive voice is OK – if we really do want “training courses” as the subject of the sentence.

(17 words)

	6
	To all Partners, Associate Partners and Managers:

The eNow Programme has organised a series of eCommerce Vendor Product training courses.


	Active voice – the “eNow Programme” is the subject.

(13 words)


	Jeg beklager at brevet er så langt, men jeg hadde ikke tid til å gjøre det kortere.

–Blaise Pascal


Language Maid Plane
Halv�-





parten av alt�man har tenkt å skrive blir�aldri skrevet.  Halvparten av alt som�blir skrevet blir aldri lest.  Halvparten av alt som blir �lest blir ikke forstått.     Og halvparten av alt som blir forstått blir misforstått.














