PROFESSIONAL WRITING AND EDITING
WEEK 2 STYLE EXERCISES 
ELIMINATING WORDINESS
Complete all of the exercises in this set for your portfolio. You will find suggested answers to the first few questions in another link but you will only be marked on answers to those questions where suggested answers are not given.
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
	
	As yet
	

	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
	


Rewrite the following sentences to eliminate wordiness. Make sure the original meaning is not lost. Refer to the Flash tutorial on “Eliminating Wordiness” for some tips on how to do this. 
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) I hereby acknowledge your order of the fifth instant. I beg to advise you that due to unforeseen circumstances involving the delayed arrival of the toys you ordered, we are unable to supply you forthwith.

f) 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

g) 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. 
h) Basically, in light of the fact that Congressman Fuenches was totally exhausted by his last campaign, there was an expectation on the part of the voters that he would not reduplicate his effort to achieve office in government again.
i) 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.
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