EBC-NY
CLARITY

Getting the meaning from your head into the head of your reader—accurately— is the purpose of clarity. Of course, you know this is not simple. We all carry around our own unique interpretations, ideas, experiences associated with words.

• Choose precise, concrete and familiar words.

• Construct effective sentences and paragraphs.
Choose Precise, Concrete, and Familiar Words

Clarity is achieved in part through a balance between precise language and fa​miliar language. When you use precise or concrete language, you select exactly the right word to convey your meaning. Precise words need not be pretentious (showy). When you use familiar language, you select a word that is part of your personal repertoire (range), familiar to the audience, and appropriate for the situation. Familiar words, as between two good friends, for example, are often conversational, and occasionally may be part of a speech or written communication.
When you have a choice between a long word and a short one, use the short, familiar word that your reader or listener will quickly understand. Also, use synonyms instead of Latin terms (L) if they, though short, may be unfamiliar to your audience.
Familiar
Pretentious

about
circa (L)
after
subsequent
home
domicile
pay
remuneration

invoice
statement for payment

Notice how the following statement with unfamiliar words is expressed clearly in the revision using familiar words.

Unfamiliar: - After our perusal of pertinent date, the conclusion is that a lucrative market exists for the subject property.
Familiar: - The data we studied show that your property is profitable and in high demand.
Although it is appropriate to use technical terms and business jargon in some professional situations, avoid it when you communicate with a person who is not acquainted with the terminology. If you must use such terms, define them briefly and clearly. If you don't, you'll confuse, embarrass, or irritate the reader. You may even be forced to explain later, as in the following classic story:

A plumber wrote the National Bureau of Standards to tell them hy​drochloric add is good for cleaning out clogged drains. (Before you go any further into the story, visualize the plumber. Assume you don't know him and have never exchanged correspondence. It is a pretty good guess he isn't a college graduate—maybe he didn't finish high school. But he probably is a good plumber—at least conscientious—because he's writing to the bureau to tell them something he thinks will help other people.)
In reply to the plumber's message, a technical specialist of the bureau wrote:

The efficacy of hydrochloric acid is indisputable! But the corrosive residue is incompatible with metallic permanence.
The plumber then wrote to thank the bureau for agreeing with him—when, of course, the bureau was actually disagreeing with him. Sensing the plumber didn't understand, another member tried to set the man straight by writing:

You cannot assume responsibility for the production of toxic and noxious residue with hydrochloric acid, and suggest you use an alternative procedure-

Again the plumber thanked the bureau. Then, in desperation, the depart​ment manager wrote:

Don't use hydrochloric acid...  It eats hell out of the pipes.
Note: - It is always good to judge the audience before communicating.

With the increased use of E-mail there is the tendency to be concise. The danger is that you must know the meaning of the E-mail acronyms which aid conciseness. For instance how many of the following abbreviations do you know? IMO, FAQ, LOL. Respectively: in my opinion, frequently asked ques​tion, laughing out loud.
Sentences and Paragraphs

At the core of clarity is the sentence. This grammatical statement, when clearly expressed, moves thoughts within a paragraph. Important characteristics to con​sider are length, unity, coherence, and emphasis.
Length
Generally, short sentences are preferred. The suggested average sentence length should be about 17 to 20 words. Because variety in sentence length adds interest to writing, adopt a range of from 3 to 30 or more words. But when a sentence ex​ceeds 40 words, try to rewrite it into more than one sentence. Also, if all sen​tences are short (under 10 words), (he result is primer like language—choppy and overly simple.
Unity
In a sentence—whether simple, compound, or complex—unity means that you have one main idea and any other ideas in the sentence must be closely related to it. "I like Jim, and the Eiffel Tower is in Paris" obviously is not a unified sen​tence.
Coherence (Logical Arrangement)
In a coherent sentence the words are correctly arranged so that the ideas clearly express the intended meaning. Place the correct modifier as close as possible to the word it is supposed to modify. In the following examples notice why each "unclear" sentence conveys a wrong meaning, and how it is corrected in the "clear" sentence.

Unclear: 
 His report was about managers broken down by
age and gender.
Clear:  
His report focused on age and gender of man​agers.

Unclear:  
After planting 1000 berry plants, the deer came into our botanist's farm and crushed them.
Clear:  
After our botanist had planted 1000 berry plants, the deer came into his farm and crushed them•
Emphasis

The quality that gives force to important parts of sentences and paragraphs is emphasis. Writers must decide what needs emphasis, and then choose correct sentence structure. In a complex sentence the main idea should be placed in the main clause; the less important points are in subordinate (dependent) clauses or phrases.
For instance, in the first sentence below, the two ideas appear to be of equal value. In contrast, if the important idea is that the "airplane was difficult to con​trol," the second sentence would be more meaningful and emphatic; its main idea is in the main clause.

Little emphasis:  The airplane finally approached the speed of sound, and it became very dif​ficult to control.
Better emphasis:  As it finally approached the speed of sound, the                               airplane became very diffi​cult to control.
In addition to using the above methods for emphasis, the PCs of today— and related software—allow innumerable ways to visually add emphasis to words. Though it is impossible to list all of them, some Visual procedures in​clude: headings, tabulations, itemizations, graphs, line charts, pie charts, under-linings, italics, indentations, colored capitals or italics, or even wide or short mar​gins. The visual innovations are endless.
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