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 Lesson notes
Sentences that communicate clearly often:
• put the main idea in the beginning
• use the active voice
• use an appropriate length
• avoid ambiguity
In everyday writing, you want to convey a message 
as clearly as possible. One way of doing this is to put 
the most important information in the beginning of the 
sentence, and then follow it up with the less important 
information. Sometimes however, instead of putting 
the main idea at the beginning, you may want to save 
the main idea for the end of a sentence to build up 
suspense or anticipation.

Here is some more advice for writing clear 
sentences:
Use the active voice
For most everyday writing, the active voice is 
appropriate as it is clearer and more direct. The active 
voice also makes it clear who has or should be doing 
the action.
Use an appropriate length
Short and long sentences each have their place. 
Make sure that you avoid making the comma-splice 
error. That is, don’t use a comma to join two ideas that 
could each stand on their own.
Use linking words with caution
Conjunctions and linking words – and, but, so, 
therefore, and because – all indicate that you are 
moving on to another idea. Sometimes these are 
necessary and help to convey your idea effectively, 
but at other times, they lead to long, rambling 
sentences. 

Use brackets where they will clarify meaning
You can include extra information between commas, a 
pair of brackets or a pair of hyphens. However, avoid 
placing long pieces of information in brackets as this 
may distract the reader from the meaning of your main 
sentence. 
Avoid ambiguity
Ambiguity means that there is more than one possible 
interpretation of your sentence. Read your sentences 
carefully to ensure that there is only one possible 
meaning.
Avoid cliches
Try to use original ways of expressing ideas rather 
than ideas, like this one, that people have heard 
before...

Sentences for clear communication
It is important to write sentences that are not only grammatically correct, but are also informative and easy to 
comprehend. 

 Lesson Outcomes
By the end of this lesson, you should be able to:
• use techniques to make writing clearer 

 Curriculum Links
LO 3: Writing and Presenting
• reflect on, analyse and evaluate own work, 

considering the opinion of others, and present final 
draft

• use set criteria for evaluation of own and others’ 
writing

• improve coherence and cohesion in overall 
structure

?  TASK
Write a paragraph of 8-10 lines in which you:
• put the main idea in the beginning
• use the active voice
• use an appropriate length
• avoid ambiguity




