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— Beautiful flowers those bloom in a park in front of
the main station of national railway in April are
cherries.
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— Beautiful cherry flowers bloom in a park in April.
The park locates in front of the main station of
national railway.
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e Federal Plain Language Guidelines

- Think about your audience
e Identify and write for your audience (& %45

EY D)
e Address separate audiences separately (£7: 5
gea B [T BN xRS
- Organize
e Organize to meet your readers’ needs (5t & D
—— X5 E)
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e Verbs (Eid)
— Use active voice (REEI & {E )
— Use the simplest form of a verb (8§ B 73 E)57])
— Avoid hidden verbs ({51 : ’make an application” &Y
"apply”)
- Use “must” to indicate requirements (23 [&"must”
TxRIR)
~ Use contractions when appropriate (EEZ TN E
[ZERELELY)
e Nouns and pronouns (& &K% ER) &
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e Sentences(XE)
— Write short sentences (X EI[F5E<)
- Keep subject, verb, and object close together
(& - :E- BRIEE LA E D)
- Avoid double negatives and exceptions to
exceptions (ZE & TE LHISNDHINZEEE T D)
- Place the main idea before exceptions and
conditions (E7 A T 7 ZHIS O E B DRITZEL)
- Place words carefully (EE I T ZEIZE)
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e Paragraphs (Ex¥%)

Have a topic sentence (fA] \MEWLNTH DM ERAT
HXE)

Use transition words (EX& &SR T DIEITHE E)
Write short paragraphs (B&% (35 <)

Cover only one topic in each paragraph (—E%3%
[Z—DMDEERE)
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