legal writing grammar guide pdf

legal writing grammar guide pdf is an essential resource for legal professionals, students, and
anyone involved in drafting legal documents. This comprehensive guide provides crucial insights into
the fundamentals of legal writing, with a specific focus on grammar, structure, and clarity. In the
modern legal environment, precise communication is vital, and mastering grammar is key to creating
persuasive and professional documents. This article delves into the importance of grammar in legal
writing, explores the benefits of using a dedicated PDF guide, and discusses best practices for
effective document preparation. Readers will learn how a legal writing grammar guide PDF can
streamline their workflow, minimize errors, and elevate the quality of their legal documents. We'll also
cover the main components of such guides, provide practical tips for using them, and address
common grammar challenges faced in legal writing. By the end, you'll understand the value of
integrating a legal writing grammar guide PDF into your daily practice and discover answers to
frequently asked questions on the topic.
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Understanding Legal Writing Grammar Guide PDFs

A legal writing grammar guide PDF is a digital resource designed to help legal professionals enhance
the grammatical accuracy and clarity of their documents. Unlike generic grammar guides, these PDFs
are tailored to address the specific nuances and conventions of legal language, offering practical
examples and clear explanations. Legal writing demands precision, and errors in grammar can lead to
misinterpretations or undermine the credibility of the document. By utilizing a dedicated PDF guide,
users can reference rules and tips conveniently, ensuring their writing adheres to the highest
standards.

What Sets Legal Grammar Guides Apart?

Legal grammar guides focus on the unique challenges and requirements of legal writing. They include



specialized topics such as the correct use of legal terminology, formatting for various documents, and
citation standards. These guides often address complex sentence structures, the proper use of
passive and active voice, and strategies for avoiding ambiguity. Unlike general grammar resources, a
legal writing grammar guide PDF is tailored for law professionals, paralegals, and students who need
to communicate complex ideas with clarity and authority.

Importance of Grammar in Legal Writing

Grammar is the backbone of effective legal writing. Clear and correct grammar ensures that legal
documents are understood as intended and reduces the risk of misinterpretation. In legal contexts,
even minor errors can have significant consequences, potentially affecting the outcome of cases or
contractual agreements. Proper grammar also reflects professionalism and enhances the writer's
credibility.

Why Grammar Matters in Legal Documents

Ensures clarity and precision in communication

Reduces the risk of misinterpretation or ambiguity

Enhances professionalism and credibility

Facilitates compliance with legal standards

Improves readability for clients, judges, and opposing counsel

By focusing on grammar, legal professionals can write documents that are more persuasive and
reliable, leading to better outcomes in negotiations, litigation, and client communication.

Key Components of a Legal Writing Grammar Guide
PDF

A comprehensive legal writing grammar guide PDF typically includes several core components that
address the most common and critical aspects of legal grammar. These guides are structured to
provide quick reference and detailed explanations, making them invaluable tools for both novice and
experienced writers.

Essential Sections Found in Legal Grammar Guides

e Grammar Rules and Usage: Covers sentence structure, punctuation, and word choice specific to
legal contexts.



¢ Legal Terminology: Provides definitions and correct usage of common legal terms and phrases.
e Formatting Guidelines: Details standards for headings, numbering, and document layout.

 Citation and References: Explains proper citation formats for cases, statutes, and secondary
sources.

e Common Mistakes: Highlights frequent grammatical errors in legal writing and how to avoid
them.

e Sample Documents: Includes model pleadings, contracts, and memoranda for reference.

These sections help users navigate complex writing tasks and maintain consistency across all legal
documents.

Benefits of Using a Legal Writing Grammar Guide PDF

Utilizing a legal writing grammar guide PDF offers several advantages for legal professionals. The
format is portable, easily accessible, and allows for quick reference during the drafting process.
Whether working in the office or remotely, a PDF guide provides instant access to essential rules and
examples, minimizing disruptions and reducing the likelihood of mistakes.

Advantages of the PDF Format

Portability: Can be viewed on computers, tablets, and smartphones.

Searchability: Allows users to quickly find specific rules or topics.

Updateability: New editions can be distributed and accessed instantly.

Integration: Can be included in digital workflows and document management systems.

These benefits make a legal writing grammar guide PDF a practical choice for modern law offices and
educational institutions alike.

Common Grammar Issues in Legal Documents

Despite their expertise, many legal professionals encounter recurring grammatical challenges when

drafting documents. These issues can detract from the clarity and effectiveness of legal writing, so it
is important to recognize and resolve them promptly. A grammar guide PDF can serve as a valuable

tool for identifying and correcting these mistakes.



Frequent Grammar Mistakes in Legal Writing

Misplaced modifiers leading to ambiguity

Incorrect punctuation, especially with complex clauses

Subject-verb agreement errors in lengthy sentences

e Improper use of passive voice

Overuse of legalese and jargon

Inconsistent use of tenses

Correcting these common issues ensures that legal documents are both professional and easy to
understand.

Best Practices for Legal Writing Grammar

Adhering to best practices in legal writing grammar is essential for producing high-quality documents.
These practices help legal professionals maintain accuracy, avoid misunderstandings, and ensure
compliance with industry standards. A legal writing grammar guide PDF can support these efforts by
providing clear guidelines and practical examples.

Recommended Strategies for Effective Legal Writing

Proofread every document thoroughly before submission

Use clear and concise language, avoiding unnecessary complexity

Follow standardized formatting and citation rules

Refer to a grammar guide for clarification on difficult points

Solicit feedback from colleagues or mentors to improve writing quality

Implementing these strategies consistently will lead to more accurate, readable, and persuasive legal
documents.

How to Effectively Use a Grammar Guide PDF

To maximize the benefits of a legal writing grammar guide PDF, legal professionals should integrate
its use into their daily workflow. Regular reference to the guide can help reinforce good habits and



ensure consistent application of grammar rules across all types of legal writing.

Tips for Incorporating a Grammar Guide PDF

Keep the PDF accessible on your desktop or mobile device

Refer to the guide during drafting and editing stages

Use the search function to quickly locate relevant sections

Review sample documents for formatting and language tips

Update your guide as new editions become available

By making the grammar guide PDF a regular part of your writing process, you can significantly
improve the quality and reliability of your legal documents.

Frequently Asked Questions

Q: What is a legal writing grammar guide PDF?

A: A legal writing grammar guide PDF is a digital document that provides rules, examples, and tips
specific to grammar and usage in legal writing. It is designed to help legal professionals produce
clear, accurate, and professional documents.

Q: Why is grammar important in legal writing?

A: Grammar is critical in legal writing because it ensures clarity, reduces ambiguity, and enhances the
credibility of documents. Proper grammar helps prevent misinterpretation and errors that could
impact legal outcomes.

Q: What topics are typically covered in a legal writing
grammar guide PDF?

A: Legal writing grammar guide PDFs usually include grammar rules, legal terminology, formatting
guidelines, citation standards, common mistakes, and sample legal documents.

Q: How can | use a legal writing grammar guide PDF
effectively?

A: To use a grammar guide PDF effectively, keep it accessible on your device, reference it during



writing and editing, use its search function, and regularly review sample documents for best
practices.

Q: Are legal writing grammar guide PDFs suitable for law
students?

A: Yes, legal writing grammar guide PDFs are highly beneficial for law students as they provide
tailored guidance for drafting assignments, research papers, and other legal documents.

Q: Can a grammar guide PDF help with legal citation?

A: Many legal writing grammar guide PDFs include sections on proper legal citation, helping users
format case references, statutes, and secondary sources correctly.

Q: What are common grammar mistakes in legal writing?

A: Common mistakes include misplaced modifiers, incorrect punctuation, subject-verb agreement
errors, overuse of passive voice, and inconsistent tense usage.

Q: How often should a legal writing grammar guide PDF be
updated?

A: It is recommended to update your legal writing grammar guide PDF whenever new editions are
released, as updates may include changes in formatting standards or newly identified common errors.

Q: Does a legal writing grammar guide PDF replace
professional proofreading?

A: While a grammar guide PDF is a valuable tool, it does not replace the need for professional
proofreading. It should be used alongside other quality control measures.

Q: Where can I find a reliable legal writing grammar guide
PDF?

A: Reliable legal writing grammar guide PDFs can be obtained from reputable publishers, legal
education organizations, or professional associations specializing in legal writing.
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legal writing grammar guide pdf: Legal Writing Lisa Webley, 2024-01-24 Legal Writing
guides students comprehensively through this vital legal skill and addresses a range of assessment
methods from exam questions to final essays and problem answers. It considers how to deconstruct
essay and problem questions and how to conduct and apply legal research to answer set questions.
Lisa Webley explains how to reference others’ work clearly and correctly, making this book a useful
tool for students concerned about issues of plagiarism. Legal Writing also focuses on how to develop
critical thinking and communicate legal arguments, with both good and bad examples of written
work considered and discussed in the text. Legal Writing is particularly useful for undergraduate
students, especially at the beginning of degree studies, as well as for those preparing for the SQE
exams. This fully revised fifth edition includes: Guidance on how to avoid plagiarism, including
examples of the best and worst practices Worked examples throughout the text, including how to
decipher essay questions in exams and coursework An expanded set of accompanying digital
learning resources with increased guidance for revision to allow students to test their progress and
further engage with the topics in the book. Clearly written and easy to use, Legal Writing enables
students to fully engage with essay and exam writing as a vital foundation to their undergraduate
degree.

legal writing grammar guide pdf: Drafting Legal Documents in Plain English Barbara ]J.
Steadman, 2013

legal writing grammar guide pdf: Legal Writing and Analysis Michael D. Murray, Christy
Hallam DeSanctis, 2009 The Murray and DeSanctis titles are designed for the current generation of
law students whose familiarity and comfort with on-line and computer-based learning create a
demand for teaching resources that take advantage of that familiarity and comfort level. Legal
Writing and Analysis provides a process-based text covering all aspects of first year legal analysis
and objective legal writing topics. It employs the TREAT paradigm and the doctrine of explanatory
synthesis, designed with reference to rhetorical theory to maximize the effectiveness of
audience-directed legal writing. Paired with the book is an electronic, computer-based version of the
text that adds links to on-line databases and internet-based resources and supplements the text with
pop-up definitions from Black's Law Dictionary. The electronic version of the text is searchable and
highly portable, with internal and external navigation links, making them more valuable for use in
class and out. The interactive text employs a layout that departs from the traditional, all-text
casebook format through use of callout text boxes, diagrams, and color/border segregated feature
sections for hypotheticals, references to scholarly debates, or other useful information for law
students. For more information and additional teaching materials, visit the companion site.

legal writing grammar guide pdf: Radical Reporting Sara I. James, 2025-01-31 If I were
giving out an award for 'book of the year' for internal audit professionals, I would certainly award it
to her outstanding manuscript: Radical Reporting: Writing Better Audit, Risk, Compliance and
Information Security Reports. - Richard Chambers, Former President and CEO, The Institute of
Internal Auditors Most people dread writing reports; they also dread reading reports. What they
don’t realize is that the techniques that make writing more readable make it more powerful. This is
especially relevant for professionals in areas such as audit, risk, compliance, and information
security. This small volume provides the tools and techniques needed to improve reports. It does so
through addressing crucial concepts all too often overlooked in the familiar rush to perform tasks,
complete projects, and meet deadlines. These concepts - the role of culture in communication; the
link between logic and language; the importance of organizing thoughts before writing; and how to
achieve clarity - may seem academic or theoretical. They’re not. Unless writers understand their
own thoughts, actions, and objectives, they cannot hope to communicate them at all - let alone
clearly. This second edition develops these points with additional material on critical thinking, as
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well as the use of Al in reporting.

legal writing grammar guide pdf: The Writer's Guide to Self-Editing Naveed Saleh,
2019-02-21 Over the years, technological advances have given publishers the ability to produce
more books and online publications with greater speed. This new efficiency, however, has increased
editors' workloads, limiting the amount of detailed editorial feedback that they can provide authors.
In turn, writers must become self-editors, ensuring that their text is nearly perfect on submission.
This book serves as a guide to self-editing nonfiction print and online publications, including articles
for general and academic audiences. It is both prescriptive and descriptive, drawing from
stylebooks, dictionaries, research, and more to provide a full picture of both style and grammar. Also
provided are techniques that boost search-engine optimization and engagement of Internet
audiences.

legal writing grammar guide pdf: International Legal English Teacher's Book Jeremy
Day, Amy Krois-Lindner, TransLegal, 2011-07-28 International Legal English Second edition is the
definitive course for students who need to work in the international legal community. International
Legal English Teacher's Book is an essential companion for any teacher wishing to use International
Legal English Second edition in the classroom. The book offers invaluable background information
about the law topics discussed, giving teachers the confidence to explore these topics with their
students. The Teacher's Book guides the teacher through the exercises in the book and suggests
optional consolidation activities along the way. It includes over 50 extra photocopiable activities and
adds a whole new communicative dimension to the course, with lots of ideas for discussion and
role-plays.

legal writing grammar guide pdf: A Visual Guide to Essay Writing Valli Rao, 2007 A guide to
creating and structuring argument in essays at tertiary level.--Provided by publisher.

legal writing grammar guide pdf: Nino and Me Bryan A. Garner, 2019-05-21 From legal
expert and veteran author Bryan Garner comes a unique, intimate, and compelling memoir of his
friendship with the late Supreme Court Justice Antonin Scalia. For almost thirty years, Antonin
Scalia was arguably the most influential and controversial Justice on the United States Supreme
Court. His dynamic and witty writing devoted to the Constitution has influenced an entire generation
of judges. Based on his reputation for using scathing language to criticize liberal court decisions,
many people presumed Scalia to be gruff and irascible. But to those who knew him as “Nino,” he
was characterized by his warmth, charm, devotion, fierce intelligence, and loyalty. Bryan Garner’s
friendship with Justice Scalia was instigated by celebrated writer David Foster Wallace and
strengthened over their shared love of language. Despite their differing viewpoints on everything
from gun control to the use of contractions, their literary and personal relationship flourished.
Justice Scalia even officiated at Garner’s wedding. In this humorous, touching, and surprisingly
action-packed memoir, Garner gives a firsthand insight into the mind, habits, and faith of one of the
most famous and misunderstood judges in the world.

legal writing grammar guide pdf: The Impact of Plain Language on Legal English in the
United Kingdom Christopher Williams, 2022-08-23 This volume offers insights into the ways in
which plain language has influenced the language of the law in the United Kingdom, critically
reflecting on its historical development and future directions. The book opens with an overview of
the theoretical frameworks underpinning plain language and a brief history of plain language
initiatives as a foundation from which to outline ongoing debates on the opportunities and
challenges of using plain language in the legal domain. The volume details strands where plain
language has had considerable impact thus far on legal English in the UK, notably in legislative
drafting, but it also explores areas in which plain language has made fewer inroads, such as the
language of court judgments and that of online terms and conditions. The book looks ahead to
unpack highly topical areas within the plain language debate, including the question of design and
visualisation and the ramifications of digitalisation, contributing to ongoing conversations on the
importance of plain language both in the UK and beyond. This book will be of particular interest to
students and scholars interested in the intersection of language and the law as well as related




disciplinary areas such as applied linguistics and English for Specific Purposes.

legal writing grammar guide pdf: Uncommon Law of Learned Writing 2.0 Chinua Asuzu,
2023-09-10 As lawyers, we must not, in hot pursuit of common law, outrun common sense. The
dread of that eventuality prompted this book. Uncommon Law of Learned Writing 2.0 promotes
common sense in legal language. Plain language, which is commonsensical, broadens access to legal
documents, thus democratizing the law. If democracy is government of the people, by the people,
and for the people, law is the language in which government interacts with the people—it’s the
language of democracy. The people whose government speaks through law must understand what is
said. No democratic society should brook legalese—a dense, verbose dialect known only to lawyers.
What then should society do to redress the lawyer-induced obscurity? A Shakespearean character
had an alarming proposal: “The first thing we do, let’s kill all the lawyers.” Apparently, that proposal
was not enthusiastically endorsed, which explains why we’re still here. A milder remedy—enrolling
lawyers in language classes—has been mooted, which explains why this book is in your hands.
Uncommon Law of Learned Writing 2.0 motivates lawyers to prefer plain language to the legalese
and verbosity that have besmirched legal writing for centuries. This book is as sweeping and
authoritative a treatment of its subject as you can find anywhere.

legal writing grammar guide pdf: Legal Translation and Bilingual Law Drafting in Hong
Kong Clara Ho-yan Chan, 2020-05-11 Legal Translation and Bilingual Law Drafting in Hong Kong
presents a systematic account from a cross-disciplinary perspective of the activities of legal
translation and bilingual law drafting in the bilingual international city of Hong Kong and its
interaction with Mainland China and Taiwan in the use of legal terminology. The study mainly
examines the challenges posed to English-Chinese translation in the past three decades by elaborate
drafting and terminological equivalence, and offers educational and research solutions. Its primary
goals are to create legal Chinese that naturally accommodates common law concepts and statutes
from the English legal system and to reconcile Chinese legal terms from the different legal systems
adopted by Hong Kong, Mainland China and Taiwan. The new directions in legal translation and
bilingual law drafting in Hong Kong will have implications for other Chinese regions and for the
world. The book is intended for scholars, researchers, teachers and students of legal translation and
legal linguistics, legal translators, lawyers and legal practitioners who are engaged in translation, as
well as all persons who are interested in legal language and legal translation.

legal writing grammar guide pdf: Diachronic Perspectives on Domain-specific English Marina
Dossena, Irma Taavitsainen, 2006 This volume reflects the results of a workshop on the investigation
of specialized discourse in a diachronic perspective, held within the 15th European Symposium on
Language for Special Purposes (‘New Trends in Specialized Discourse', Bergamo 2005). The articles
deal with developments from the late medieval period to the present day, and the book encompasses
studies in which the long-established tradition of domain-specific English is highlighted. The fields of
contributions range from scientific to legal to political and business discourse. Special attention is
given to argumentation, in an attempt to assess the time-depth of typical rhetorical strategies. Some
methodological innovations are introduced in corpus linguistics. Numerous contributions bring new
materials to scholarly discussion, as recently released or in-progress 'second-generation' corpora are
used as data. Recent changes in present-day legal and scientific writing are also discussed as they
witness fast adaptation to new requirements, due to the advent and growing familiarity of new
technologies, international law and changes in academia.

legal writing grammar guide pdf: The American Way of Writing Steven D. Stark, 2019-08-28
Explains the uniquely American cultural references that appear in American English for students
and professionals to increase their written command of the language. Language is a window into the
soul of a culture. The hardest part for newcomers who want to master American English is not
learning the alphabet, grammar, or vocabulary — it's understanding the distinctive way Americans
approach the world. This book shows readers how to do just that. The American Way of Writing
guides readers through the nuances of American English, providing a toolkit for non-native speakers
who come to the United States to study, as well as international business and legal professionals



who have to work and communicate with Americans in a professional or business context.
Understanding what makes Americans uniquely American is a challenging subject for anyone to
master. Such characteristics are always in flux and a source of constant debate. Steven D. Stark's
comprehensive approach to American English in The American Way of Writing is suited to
Americans and foreigners alike, offering a deeper understanding of the ties that bind rather than
divide.

legal writing grammar guide pdf: Oxford Guide to Plain English Martin Cutts, 2020-02-27
Plain English is the art of writing clearly, concisely, and in a way that precisely communicates your
message to your intended audience. This book offers expert advice to help writers of all abilities
improve their written English. With 30 chapters, each centred around a practical guideline, its
coverage is extensive, including lessons on vocabulary, punctuation, grammar, layout, proofreading,
and organization. There are also hundreds of real examples to show how it's done, with handy
'before’ and 'after' versions. All this is presented in a straightforward and engaging way. This new
edition has been fully revised, reorganized, and updated to make its content even more accessible.
There are new chapters discussing customer-service writing and common blunders in the workplace,
while other sections have been amended to update examples and provide easier routes through the
book. The chapter on sexism, in particular, has been heavily expanded to advise on the use of
inclusive language in general. A new appendix has also been added, summarising the history of plain
English from Chaucer to the present day.

legal writing grammar guide pdf: The Three Waves of Globalization Franca Poppi,
2014-01-16 Globalization, i.e. the spatio-temporal processes of change leading to a transformation in
the organization of human affairs, is said to have started as long ago as the end of the 15th century.
This first wave of globalization was subsequently followed by two others. The third wave of
globalization, which began after 2000, has made the world noticeably smaller. In fact, technological
innovations have sharply increased the availability of new modes and channels of communication. As
a result, the sharing of knowledge and information all around the world has substantially increased
and this has prompted the emergence of new ‘globalizing genres’. In addition, it has led to the
implementation of a series of adaptations to the existing genres, in an attempt to guarantee their
success and survival in an era which celebrates the need for a ‘global reach’. In order to investigate
these ‘winds of change’ in generic studies, the present volume combines a historical perspective
with a detailed survey of different contemporary discourses and genres situated in an array of
contexts of interaction. Accordingly, the empirically informed analyses of discourses and genres do
not only focus on the textual, intertextual and interdiscursive features, but also on the institutional,
organizational, professional and socio-cultural settings, i.e. all those aspects which show how genres
reflect changing disciplinary and professional cultures. As a consequence, and in line with the
multi-faceted nature of genre, different reading paths can be followed in the present volume. On the
one hand, it is possible to make a distinction between professional, institutional and academic
contexts. On the other hand, the concept of change will also be investigated by focusing on oral,
written and web-mediated genres. Throughout the volume, the different reading paths aim at
highlighting the influence of the three waves of globalization on genre evolution, thus contributing
to providing evidence in favour of the homogenization or fragmentation hypotheses, which claim
new ‘global genres’ are outnumbering, or are outnumbered by, the proliferation of a myriad of new,
customized genres.

legal writing grammar guide pdf: Florida Standard Jury Instructions: Contract and
Business Cases 2nd Edition LexisNexis Editorial Staff, 2022-12-16 In June 2013, the Florida
Supreme Court authorized the publication of Florida Standard Jury Instructions: Contract and
Business Cases. These instructions contain the how to write instructions appendix section of the
Florida Supreme Court Committee's Standard Jury Instructions in Civil Cases, Sections 100, 200,
300, 600, 700, and 800 of those instructions, as well as Sections 400 and 500 that focus specifically
on contract and business instructions. The Second Edition, now presented in an easy-to-use
loose-leaf binder, updates the instructions with the changes incorporated after this title was



originally produced. Accordingly, the new business and contract-specific instructions are limited to
Sections 400 and 500 of the instructions: * Section 400: Substantive Instructions, contains
instructions for the principal issues the jury is to resolve and the legal principles governing the
resolution of those issues, organized according to specific causes of action. These instructions are
individually numbered under 416 in order to not conflict with the already existing instructions
numbered 401 through 415 by the Florida Supreme Court Committee on Standard Jury Instructions
in Civil Cases. * ; Section 500: Damages, contains instructions on damages arranged so that the
various elements of damage proper for consideration in any given case may be selected. The model
charges contain guidance on straightforward and complicated or multiple claim cases. These
instructions are individually numbered under 504 to not conflict with the instructions already
existing numbered 501 through 503 by the Florida Supreme Court Committee on Standard Jury
Instructions in Civil Cases.

legal writing grammar guide pdf: Foundational Practices of Online Writing Instruction
Beth L. Hewett, Kevin Eric DePew, 2015-04-15 Foundational Practices in Online Writing Instruction
addresses administrators’ and instructors’ questions for developing online writing programs and
courses. Written by experts in the field, this book uniquely attends to issues of inclusive and
accessible online writing instruction in technology-enhanced settings, as well as teaching with
mobile technologies and multimodal compositions.

legal writing grammar guide pdf: Plain Language in Government Writing Judith Gillespie
Myers, 2008-04-01 A Plain-English Guide to Government Writing Whether you're in the public or
private sector, good writing skills are critical to your success in the workplace. Plain Language in
Government Writing: A Step-by-Step Guide shows you how to apply federal plain-language
guidelines to every type of writing ,Al from emails, memos, and letters to agency communications,
technical procedures, and budget justification statements. Through numerous exercises as well as
examples from a variety of federal and state agencies, this practical guide walks you step-by-step
through every phase of the writing process, providing tips for improved clarity, conciseness, and
completeness. This valuable reference will help you: Write for diverse audiences in reader-friendly,
plain language Overcome writer's block Gain confidence in your ability to write ,Al and get results
Make your writing visually appealing Prepare for briefings and presentations Recognize successful
writing and identify what makes it effective A Plain-English Guide to Government Writing will enable
you to express yourself more clearly and concisely, produce documents more efficiently, and work
more effectively with others throughout the writing process.

legal writing grammar guide pdf: Do I Make Myself Clear? Harold Evans, 2017-05-16
Harold Evans has edited everything from the urgent files of battlefield reporters to the complex
thought processes of Henry Kissinger, and he has been knighted for his services to journalism. In Do
I Make Myself Clear?, his definitive guide to writing well, Evans brings his indispensable insight to
the art of clear communication. The right words are oxygen to our ideas, but the digital era, with all
of its TTYL, LMK and WTF, has been cutting off that oxygen flow. The compulsion to be precise has
vanished from our culture, and in writing of all kinds we see a trend towards more - more speed and
more information, but far less clarity. Evans provides practical examples of how editing and
rewriting can make for better communication, even in the digital age. Do I Make Myself Clear? is an
essential text, and one that will provide every reader an editor at their shoulder.

legal writing grammar guide pdf: Effective Writing in the Public Sector John W. Swain,
Kathleen Dolan Swain, 2015-01-28 Intended for both students and practitioners in public
administration who want to communicate more effectively with a variety of audiences, this book
offers clear, easy-to-understand guidelines on how to write more clearly, concisely, and coherently,
as well as correctly. It covers the basics of good English and applies those basics to general forms
(such as memos, letters, and e-mails) and more specific forms (such as newsletters, proposals,
budget justifications, and rules) used in the public sector.
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