Broadcast Writing: Words and Phrases
Keep it simple, conversational, and clear.
Use informal words.  Broadcast writing is a blend of written and spoken language.  The way we usually write is probably too formal, and the way we speak is too casual.  For instance, use contractions. That’s how we speak.

Avoid
Better
Subsequent to
after

Prior to
before

In an effort to
to

For the purpose of
to

In order to
to

Due to the fact that
because

In the near future
soon

At this point in time
now

Currently
right now

Keep your sentences short.  For one thing, there’s only so much information that your listeners can absorb at one time.  Break down the material into small, absorbable bits of information.  Use more, short sentences than fewer long ones. Also, an announcer can read only so many words before they begin gasping for breath.  Generally, about two dozen syllables are the limit.
Keep your sentences simple.  The most common sentence structure in English goes subject-verb-object.  Your first sentence should follow this structure. You can vary it every once in a while, but if you do it too often, your copy will be harder to follow.  You should always avoid dependent clauses.

Figure out exactly what you are trying to say.  Try to identify the main point of your overall announcement, and construct your announcement with sentences that each conveys one important idea.

Make your point in every sentence.  Just as you should be able to defend every word you use, you should be able to defend every sentence those words form.  If you can’t defend it, rework it or drop it.

