WEEK 9

STYLE EXERCISES – ELIMINATING WORDINESS

Do these in class with guidance from your tutor. You may need to complete them at home. They can be used for your portfolio. The answers to the first couple of questions are given in the link on the webpage just so you know if you are on the right track. It’s important to have a go first before checking your answers. Just as you don’t learn to drive a car by reading a book, you won’t improve your writing just by reading this handout. Writing is a skill which needs practice. It’s OK to make mistakes as long as you learn from them. 

Wordy and long-winded expressions can make it hard for your readers to understand your writing quickly and easily. However, many writers still feel that if they use simple words and expressions, they don’t sound educated. The following are examples of pitfalls to simple writing.

1. Wordiness

· One word is better than two

· Limit your sentences to fewer than 17 words

· Use plain English – eg “use” instead of “utilise”

· Use short words with which your reader will be familiar rather than long, complicated ways of saying things

· Read your writing aloud after you have finished. It should sound human and conversational.

· Edit ruthlessly – is there a simpler word or a more compact expression?


2. Clichés – a word or phrase which has become trite, meaningless or insincere because of overuse. When people write “due to circumstances beyond my control …” do we really believe them?

· Avoid fad words and trite phrases like “input”, “parameters”, “utilise”, and “enclosed please find …”
· Write naturally and conversationally

The following examples of wordy and long-winded expressions have crept into popular use and are examples of tautology (saying the same thing twice). They are not only grammatically incorrect but also add unnecessary words, and can make your writing verbose and even pompous.

· within the realm of possibility 
= possible

· pursuant to your request 

= as you requested

· affording us the opportunity
= allowing us

· for the reason that 

= because, since

· it is our understanding that 
= we understand that

· question as to whether

= question whether

· as of this date


= today 

· red in colour


= red

· visible to the eye


= visible

· in view of the fact that

= since
Exercise 1:

Longwinded expressions, bureaucratic jargon and tautology, can both alienate the reader as well as make your writing difficult to read. Replace the following common expressions with simpler ones. The first couple are done for you.

	Jargon
	Replace with

	At your disposal
	For your use

	Upon receipt of 
	When we receive

	With reference to
	

	Conducive to
	

	Expedite
	

	Facilitate
	

	Obviate
	

	At this point in time
	

	Assuring you of our best attention at all times
	

	Please find enclosed for your information
	

	Peruse
	

	Parties
	

	Hereafter
	

	Enclosed herewith
	

	Above-mentioned items
	

	Speed is of the essence
	

	In some instances
	

	A considerable period of time
	

	Pertaining to
	

	Reach a decision
	

	There is no doubt but that
	

	Make an attempt
	


Exercise 2: 

Often through force of habit, we use phrases and expressions which are examples of tautology (saying the same thing twice). In the following list, eliminate the unnecessary words. The first two are done for you.

	Poor Use
	Improved
	Poor Use
	Improved

	Precedes before
	Before
	Reverse backward
	Reverse

	Combine together
	
	Actual fact
	

	Progress forward
	
	Around in circles
	

	I personally
	
	In point of fact
	

	Brief moment
	
	Specific example
	

	Estimated at about
	
	Exact opposites
	

	Repeat again
	
	Combine together
	

	Absolutely essential
	
	Completely filled
	

	Advance planning
	
	True facts
	

	When and if 
	
	Written down
	

	Continue on
	
	As for example
	

	Came at a time when
	
	Period of time
	

	As yet
	
	But nevertheless
	


Exercise 3: Rewrite the following sentences to eliminate wordiness. Make sure the original meaning is not lost.

a) It has been my wish for a considerable period of time to gain entrance into the field of accounting. This is due to the fact that challenges of my intellect are what challenge me.

b) To me it appeared that Smith did not give any consideration whatsoever to the suggestion that had been recommended by the consultant.

c) At this point in time we can't ascertain the reason as to why the screen door was left open.

d) My sister, who is employed as a nutritionist at the University of Michigan, recommends the daily intake of megadoses of Vitamin C


e) In the past there were quite a large number of firms located on the West Coast offering us competition. At this present point in time, the majority of those firms have been forced to go out of business by the hardships and difficulties of the present period of business contraction and stagnation
f) Dear Mrs Tardy

We are in receipt of your letter of 17 January. It is regretted that we cannot answer in the affirmative to your request. Inasmuch as your policy lapsed on 1 December, be informed that it has been cancelled and that your cheque in the amount of $157 arrived too late and is being returned herewith. 

g) We hereby wish to let you know that our company is pleased with the confidence you have reposed in us

h) This morning at 8.00 a.m the prisoners were transferred away to the prison facility by means of a bus.

i) I am of the opinion that the city and country agencies are at this point in time cooperating together.

j) There is a desire on the part of many of us to maintain a spring recess for the purpose of getting away from the demands of our studies.

k) At what point in time will a downturn in the stock market have a really serious effect on the social life of people as a whole?

NOT: In this letter we have attempted to answer all of your questions, and we hope that if you have any additional questions whatsoever, please do not hesitate to contact us.


BUT: If you have additional questions, please call us.


NOT: Pursuant to our discussion, herewith we acknowledge receipt of your correspondence as of the above date. 


BUT: We received your letter on December 16th, as we discussed.





NOT: Enclosed please find the information per your request. Hopefully you can utilise our product to benefit your company within the parameters of your computer’s invoice programming.


BUT: We have enclosed the information you requested. Our product will speed your computer’s invoice processing. We appreciate your business.








PAGE  
1

