QUICK GUIDE

to Making Your Writing More Concise

n Watch for forms of the verb fo be fam, Is, are, was, were, has been, have bean)
Turn passive constructions into active ones.

X Is dome by ¥ —+ ¥ does X
Consider newriting sentences that begin with there iz, there are, if s,

ﬂ Watch for prepositional phrases
i you hanee sirings of phiases beginning with words like in, on, of, by, arcund, aboert,
and between, consider rephrasing them:
the permission of the customer —+ the customer's permission
im many circumsiances - offen

E Watch for nominalizations
“Mominalization” maeans turning & wond inld a noun. Typically, nominalizations arg
verbs thal have been fumed inbto nouns, which then reguire a verb for use ina
sentence, Convert these phrases back fo the criginal verbs:

reach an agreement = Jgroo have a response = respond
make & decision = decide conduct an investigation = invastigale
achieve a balance = balance angage i & search = search

suffer a loss = lose

B} waten for padding
Look out for redundancies:

I a.m. in the morning absolutely essential meeal togetier
basic fundamentals ferfure plans final conclusion
lag behind

Look ouf for “filler” words and phrases that don't add meaning:

actually in many ways essartiaily

al the end of the day fowndationally ultimately

Don't use a fancy exprassion whera a plain one will do:

utilize -+ use fm light of the fact that —+ because

with reference to —+ about at this point In time — now

Initiate —+ starf

From The Only Business Writing Book You'll Ever Need

by Laura Brown [W. W. Norton, 2013)

Far mane help with your writing, visit www. howtowriteanything.cem




