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OVERWEIGHT PARAGRAPHS

Long dense paragraphs go down like a lead balloon - especially at the start of documents.  Prefer to begin and end all paragraphs with a short sentence.  

Lighten all writing with a mix of short and medium-length paragraphs. (HRHG Rule of Thumb: no more than a thumb in depth or 5 sentences before you move to a new one).  And use paragraph headings and numbering to help readers navigate through your text.

OCCLUSION OF THE COURTESY TRACT

Keep friends and influence people.  A few minutes spent writing back shows you respect and value someone who’s taken time over you – and that your organisation appreciates business courtesy, politeness and plain ol’ likeability.  

HYPERVERBALISM
Too many words spoil the broth.  Set yourself sensible word, line or page budgets for what you’re writing.  Then edit your working drafts diligently.  Be a good and willing editor. 

PASSIVE VOICE ATTACKS
The buck is passed by passives.  Their place is had by them (ie they have their place).  But space is taken up by the passive voice and everything is slowed down (as here). The active voice has more energy - and brightens writing.
SCHOOL FIXATION SYNDROME
Always be prepared to use the most appropriate style. You may not like to start sentences with And or But, or use prepositions to finish sentences off. But that’s how people talk - and how professionals write to make their ideas flow easily into the brain.  Ask yourself: what style is best in the context?  Got it?  Good!
CONTENT INCONTINENCE

Don’t over-ego your pudding.  HRHG Rule: if in doubt, ( cut it out.  Put the reader’s needs first.  Prefer to say what you have to – unpretentiously and in natural language.
COMMA COMAS
Too many commas spoil the broth.  If you think, as you might, that spoonfuls of commas sweeten a sentence up, or help the flow, as here, you need to go on a strict punctuation diet.  HRHG advice?  Cut down on commas.  Brighten text with just paragraph spaces and full stops.  And use dashes to make Sents - by breaking sentences up.
SWELLING OF THE CHEST
Don’t try to be a clever dictionary.  For your writing to be reader-friendly, use small, familiar, unpretentious words. (HRHG Rule of Thumb: aim for your words to average 6 letters - and for 80% of them to be in common use - as these ‘ere are).
POST-HASTE STRESS DISORDER
Too often people assumes somone else has carefully read and checked the leter before it get sent. Your signature means you are accountable.  Concentrate carefuly before you sign.

IRRITABLE SCOWL SYNDROME
Over-formal writing can often chill a relationship.  Be warm and friendly - and helpful.  You’ll find “Many thanks” helps in e-mails.  And “Well done”, anywhere.  Using “You” is an essential interpersonal term.  Can you think why?

SPASMS OF THE SENTENCE
Give your words a break. If you overload sentences with too many clauses, as well as ideas, comments, qualifications, asides, details or "ands", they (as is happening here) get in the way of good communication.  HRHG Rule of Thumb: one idea to one sentence.  Your writing will become much more animated.  More readable.  More effective.  More acceptable.  

PREMATURE E-JACULATION
Don't send E-Mail or press the Reply key while you're hopping mad. The reply you Delete may save many a relationship.

LOSS OF VOICE AND HEARING
How do your words sound as well as look?  Good writers talk out loud to gauge whether their writing - and rewriting - makes sense, avoids errors, and sounds as if it’s coming from a human being.  They get other people to give them feedback by readback.  (And in drafting, talk before you leap).

VERBAL DIARRHOEA
The longer the sentence, the more difficult to understand.  HRHG Rule of Thumb: make many sentences just 1-2 lines long.  Aim to break up any sentence longer than 3 lines.  What else?  Try to link things with a few short word-bites.  Eh? 
INTERROGATIVE AMNESIA

Plain plodding prose may leave writing listless.  Why not use more questions in writing?  How do they help?  Do they make writing sound conversational?  Engage the reader?  Encourage an answer?  Keep sentences short?  
OPTICAL ANAESTHESIA
Make sure your words are visible and legible.  Small type and lots of CAPITALS, italics are hard on the eye and brain.  So are very long lines of text - and backgrounds that fight your words.
APOSTROPHIC FIT’S

If its apostrophe's that give problem’s, consider retraining as a green gro’cer selling tomato's.  It’s easy when you think on’t.
BOSSOPHOBIA 
If you’re managing someone’s writing, brief them properly beforehand on the essentials: for example, who’s the reader, the reason for writing, main headings and content, length – and timing.  Get them to confirm this immediately – and keep a friendly eye on progress so they don’t go off at a tangent.

DIZZY SPELLS
Smell cheque functions inn wordy progressor programs due knot mien ewe half know responsibly fore insuring yore righting mates scents.  HRHG Rule: spellcheck everything - and every time you change things.  Then spillcheck with your eye -and by reading out loud.  Use words you can spell write.
JARGON-INDUCED HEADACHE
To operationalate your Terminological Sense-Sets, mentalise that your reader finds them and SIAs (Suddenly Introduced Acronyms) disfamiliar.  Jargon jars with anyone not in the know.
LISTLESSNESS
Instead of separating items in lists by commas or semi-colons:

· Put them on separate lines to give each item significance

· Use indents, bulleting or numbering to mark them out
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