16-1  EFFECTIVE LANGUAGE

The language the speaker uses, in large part, determines his or her credibility.  One must consider the appropriateness of the language for the audience.  Language should be clear and specific.  Avoid abstract words or words that demean a person’s worth.  For each of the passages below, express the same ideas in language that is more effective.  

1. Please find enclosed a bank draft in the amount of $100.  In spite of the  fact that the device was not usable, we are reasonably certain we can 

repair the damages and use it in the near future.

2. You must go for the simple reason that the present time is correct chronologically.

3. At the present time there is no sympathy for a bleeding heart liberal like you.

