
Plain English Primer With All The Basic And
More
Are you tired of feeling confused by complex language? Do you wish there was a
way to cut through the jargon and understand things in a simple, straightforward
manner? Look no further! In this comprehensive Plain English Primer, we will
cover all the basics and more to help you grasp concepts easily and
communicate effectively.

Why Plain English?

Plain English is a writing style that aims to eliminate unnecessary complexity and
make the content accessible to a wider audience. It is a way of breaking down
complex information into simple, understandable terms without sacrificing
accuracy. By using plain English, you can ensure that your message reaches a
broader range of people, including those with limited literacy skills or non-native
English speakers.

1. Know Your Audience

A crucial step in using plain English is understanding your target audience.
Consider their level of knowledge and familiarity with the topic. Tailor your
language accordingly to ensure clarity and comprehension. Use the plain English
techniques mentioned below to make your content more accessible:
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Use shorter sentences and paragraphs.

Avoid technical terms and jargon.

Define complex terms using simple language.

Use active voice instead of passive voice.

Break down complex ideas into smaller, logical steps.

2. Keep Sentences Concise

In plain English writing, brevity is key. Long, convoluted sentences with multiple
clauses can confuse the reader and dilute your message. Aim to keep your
sentences concise and to the point. Use punctuation effectively to separate ideas,
and consider breaking longer sentences into shorter ones.

3. Avoid Technical Jargon

When writing in plain English, it is essential to avoid technical jargon whenever
possible. Technical terms can intimidate or confuse readers who are not familiar
with them. Instead, opt for common, everyday language that your target audience
can easily understand.

4. Define Complex Terms
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If your content unavoidably requires the use of technical terms, take the time to
define them in simple, easy-to-understand language. Providing definitions or
examples will help your readers follow along and grasp the meaning behind these
terms.

5. Use Active Voice

Using active voice in your writing helps keep it clear and straightforward. Active
voice sentences usually have a subject performing the action, making it easier for
readers to understand who is doing what. Passive voice, on the other hand, can
create confusion and obfuscate the meaning. By utilizing active voice, you
maintain clarity and conciseness.

6. Break Down Complex Ideas

If you need to explain a complex idea, it is vital to break it down into smaller,
manageable steps. Present these steps in a logical order, making it easier for the
reader to follow along and understand the overall concept. By simplifying complex
ideas, you are enabling your audience to grasp them more effectively.

In an era dominated by information overload, using plain English becomes a
necessary skill for effective communication. By following the tips and techniques
in this plain English primer, you can convey your ideas clearly and concisely
without alienating your audience. Remember, simplicity is key, so embrace the
power of plain English and make your message accessible to all.
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The only guide of its kind!

Undergraduate college students working toward business degrees, MBA
graduate students, and first year law students have one thing in common: they
need to take courses in business law. Unlike cumbersome and expensive
textbooks, The Complete Idiot's Guide® to Business Law is the first and only
series guide that explains the major principles, phrases, and real life implications
of business law for students and interested professionals.

*Discusses only relevant case laws to the topics

*Fully explains key words, phrases, and concepts

*Contains clear and jargon-free explanations and definitions

*Includes narrative examples to illustrate situations and concepts
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