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5 TIPS

1. Relevant info

2. Fewest words possible

3. On-screen reading

4. Labels

5. Jargon



TIP 1

Relevant info





Who are our users?



Before writing – 3 questions

• Who
… are your users?

• What
…do they need to know or do?

• How
… can you help them do this? 





•Euston Road, London, N1 9AL [map]

•24-hour access – for deposits and withdrawals

•£8 for first 24 hours, £5 per 24-hour period after that

•payment – cash or Visa/Mastercard (change available)

•secure – video surveillance

•size of lockers – 60cm wide, 80cm high, 70cm deep



Keep it relevant – by avoiding 2 things

Policy & procedure
(internal/organisational, 
deliberations, legislative process)

Flowery rhetoric



Policy & procedure

Youth mobility – Programme guide

[how to apply for funding]

In this regard, taking into account the critical context in 
Europe - and considering the fact that youth work, non-
formal learning activities and volunteering can 
significantly contribute to address the needs of refugees, 
asylum seekers and migrants and/or increase 
awareness about this issue within local communities –
particular attention in the selection of projects will also be 
given to support youth mobility projects involving or 
focussing on the refugees/asylum seekers and migrants.



Which projects get extra priority 
for funding?

Projects involving refugees, asylum seekers or 
migrants.

All users need to know



Poetry or policy? 

The EU fosters support for the universality and 
indivisibility of human rights and fundamental 

freedoms, respect for human dignity, the principles 
of equality and solidarity …



Objective & concrete

WHAT?

WHO?

HOW?
The EU promotes human rights in 
its relations with other countries.



TIP 2

Fewest words 
possible



Please note that, to deter intruders, 
these premises are secured by virtue 
of a canine protection arrangement



1. Write like you talk

2. Avoid repetition

3. Don’t state the obvious

What are 3 ways to use fewer words?



1. Write like you talk

“You are hereby requested to confirm 
your availability for the consumption 

of a hot or cold beverage of your 
choice, at a time of general agreement, 
in our building's catering premises.”

“Got time for a coffee?”



Basic words are best

on account 
of the fact 
that …

in the
event 
of …

accordingly

because

if

so



2. Avoid repetition

Select the check box or specify
exactly when you're available.







3. Don’t state the obvious





Active staff Pensioners/non-active staff



1. Write like you talk

2. Avoid repetition

3. Don’t state the obvious

What are 3 ways to use fewer words?



TIP 3

On-screen 
reading



On-screen reading

1. KEY info at the TOP

2. VISUAL



1. Key info at the TOP



80% of time reading above the scroll

Put text in appropriate place

KEY info at the TOP

BACKGROUND at the bottom



WHEN + HOW

WHO

WHAT





2. Visual



Reading on-screen

 Time-poor

 25% slower

= scanning



Make it digestible

BITE-SIZE chunks

Info DUMP



The Nightmare  of the Never-Ending 
TEXT WALL



Visual (= readable layout)

subheadings

short paragraphs

bullets

bolding

White space!



2 tips for on-screen reading?

1. KEY info at the TOP

2. VISUAL



TIP 4

Labels



Labels – 3 points

1. Meaningful words

2. Short

3. Frontloaded



Meaningful link labels?

Endocrine disruptors – EU policy proposal

Endocrine disruptors – consultation



Meaningful link labels?

Migrant 
resettlement

survey

evaluation



2. Short labels

European Union report to the UNCCD 
of the policies, financial instruments 
and projects that have contributed and 
are currently supporting sustainable 
drylands management activities in 
Africa over the period January 2000-
December 2003

Aim for ± 5 words



Step 1 – Find the key words

European Union report to the UNCCD of 
the policies, financial instruments and 
projects that have contributed and are 
currently supporting sustainable drylands 
management activities in Africa over the 
period January 2000-December 2003 



Step 1 – Find the key words

European Union report to the UNCCD of 
the policies, financial instruments and 
projects that have contributed and are 
currently supporting sustainable 
drylands management activities in Africa
over the period January 2000-December 
2003)



Step 2 – delete the rest!

EU report - sustainable drylands in Africa (2000-03)

Sustainable drylands in Africa (2000-03) - EU report



3. Frontload (= key terms at the front)

Statement by President Juncker, High 
Representative/Vice-President Mogherini and 
Commissioner Hahn on the referendum in Turkey

Referendum in Turkey - Statement by 
President Juncker, High Representative
Mogherini and Commissioner Hahn

Commission proposes better workers' protection 
against cancer-causing chemicals

Worker protection from cancer-causing 
chemicals - new Commission proposals



Mystery search results

?

?

?



3 tips for writing labels?

1. Meaningful words

2. Short

3. Frontloaded



TIP 5

Jargon



Everyone elsePlanet Eurocrat



Planet Eurocrat



PORTUGUES CLARO The Swiss 
Confederation

Indeed! Another 
potable alcoholic 
beverage?

Oh, you’re a 
third country  
national!

I'm loving this 
enhanced intercultural
dialogue!!

So, where do 
you reside?



Stakeholders – but …

comitology

additionality



Major source of jargon – legalese

natural person

provisions

person, individual rules



Invented generic terms

Economic operator 

I own a small 
tech firm …

Am I an economic 
operator??



In the real world …

Operator

Enterprise

Undertaking

Business

Company

Firm

Traders

Exporters …



Clear words – for humans …

But also for…



Not just “being found”

Page 1

Top 3 hits



Search engines still rely on words



'93% of online experiences begin with a search engine'



THE 5 TIPS?

1. Relevant info

2. Fewest words possible

3. On-screen reading

4. Labels

5. Jargon



Web writing resources

Style guide

https://wikis.ec.europa.eu/display/WEBGUIDE/02.+Web+writing+guid
elines

Jargon terms
09. Jargon and clear writing alternatives - WEBGUIDE - EC Public 
Wiki (europa.eu)



Bedtime reading



Editing & drafting advice

DGT-EDIT




