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Memerandim bv the Prime Minister,

Te do cur wrk, we 211 have to read a mase of papers. “In__ya‘l_'-.:nf

..Herm‘.!r:fmlr:rg This wastes time, while energy has 4o e sgemt in lcck-

ing for the essential points.

I ask my colisagues and Their stafss to see to it thet Their Reocrts
Ere Shorter.

(1] The aim should be Reports which ser out the main points in a seriss
gf short, oisp peragrerhs.

(2) If a Report redfes on detailed anzlysis of scme comlicated factors,
or cr stetistics, these should be set cut in an Apperdis.

(3) Often the cccssicn iz best meT by submitsins not a full-Gress
Report, hut an Alde-mempire consisting of headings only, which
can be exparded orally 1T needed,

(4} Let us have =zn end of such prrases as thesa:
" I is a2lso of inportence to besr in mind the following considea-
tiong......", or "Corgideration should be given to the poseibility
of camying imbo effact...... ". Most of these woolly plreses ars
mere padding, widch can bte left cut altcgether, aor replaced by &
single word. Lot us not shrink foom wusing the short expressive
plrese, even if it is cowersaticnal.

Reperts crenn up on the lines I prepese mya‘tf:rs*am“m:il‘asmn-
with the flat sirface of officialere jargon. But the saving in time
will be great, while the dJ.s.._:.:‘l'l-re of st"::::l_ng out the real points eomeisaly
will prove 2n aid to clesrer thinking.
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10 Desming Streat.

Sth AECET, 12ud.
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