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S E C R E T . 

W . P . ( G U U O ) 2 1 1 . 	 COPY NO. t / 

9TE AUGUST. 1 9 ^ 0 . 

WAR CABINET, 

BREVITY. 

Memorandum "by t h e P r ime M i n i s t e r . 

To do our work , we a l l have t o r e a d a mass o f p a p e r s . 
N e a r l y a l l o f them a r e far t o o l o n g . T h i s was t es t i m e , 
w h i l e e n e r g y has t o b e spent i n l o o k i n g f o r the e s s e n t i a l 
po i n t s . 

I ask my c o l l e a g u e s and t h e i r s t a f f s t o s e e t o i t 
t ha t t h e i r R e p o r t s a r e s h o r t e r . 

( i )	 The aim shou ld "be R e p o r t s wh i ch s e t out 
t h e main p o i n t s i n a s e r i e s o f s h o r t , c r i s p 
p a r a g r a p h s . 

( i i )	 I f a Repor t r e l i e s on d e t a i l e d a n a l y s i s 
o f some c o m p l i c a t e d f a c t o r s , o r on s t a t i s t i c s , 
t h e s e shou ld be s e t out i n an Append ix . 

( i i i  )	 O f t e n t h e o c c a s i o n i s b e s t met by s u b m i t t i n g 
no t a f u l l - d r e s s R e p o r t , but an A ide -memo i r e 
c o n s i s t i n g o f h ead ings o n l y , which can be 
expanded o r a l l y i f n e eded . 

( i v )	 L e t us have an end o f such phrases as t h e s e : 
" I t i s a l s o o f impor tance t o b ea r i n mind 
t h e f o l l o w i n g c o n s i d e r a t i o n s " , o r 
" C o n s i d e r a t i o n shou ld b e g i v e n t o t h e 
p o s s i b i l i t y o f c a r r y i n g i n t o e f f e c t " . 
Most o f t h e s e wool ly p h r a s e s a re mere p a d d i n g , wh ich 
can be l e f t out a l t o g e t h e r , o r r e p l a c e d "by a 
s i n g l e word . L e t us not sh r ink from u s i n g 
t h e shor t e x p r e s s i v e p h r a s e , even i f i t i s 
c o n v e r s a t i o n a l . 

R e p o r t s drawn up on t h e l i n e s I p ropose may at f i r s t seem 
rough as compared w i t h the f l a t s u r f a c e o f o f f i c i a l e s e j a r g o n . 
But t h e s a v i n g i n t i m e w i l l be g r e a t , w h i l e the d i s c i p l i n e o f 
s e t t i n g out t h e r e a l p o i n t s c o n c i s e l y w i l l p r o v e an a i d t o 
c l e a r e r t h i n k i n g . 

W.S .C. 

1 0 , Downing S t r e e t . 

'9TH AUGUST, 19h0. 




