
WRITE CONCISELY
ELIMINATE LESS FAMILIAR WORDS:
	ascertain = find out
	conceptualize = see

	perpetuate = continue
	encompass = include

	reciprocate = return
	perplexing = troubling

	hypothesize = guess
	stipulate = require

	monitor = check
	terminate = end

	operational = working
	utilize = use

	option = choice
	



ELIMINATE REDUNDANCIES:
	basic fundamentals = basics
	necessary requirements = requirement

	end result = result
	other alternative = alternative

	full and complete = complete
	exact same = same

	honest truth = truth
	serious danger = danger

	important essentials = essentials
	severe crisis = crisis



ELIMINATE WORDINESS:
	WORDY
	BETTER

	due to the fact that
	because 

	for the purpose of
	for

	in order to
	to

	with regard to
	about


Example:
	WORDY:	She is like a bird living in a cage and not able to survive without the cage.
	BETTER:	She is like a bird unable to survive outside its protective cage.

ELIMINATE EXPLETIVES:
Never begin a sentence with “there” or “it”. These are unclear pronouns. Use the actual subject instead.
1. There is
2. There are
3. It is.
	
USE ACTION VERBS
USE STRONG VERBS AS OPPOSED TO WEAKER NOUNS:
	STRONG
	WEAK

	reduce
	produce the effect of reduction

	determine
	make a determination

	verify
	make a verification

	correct
	make a correction



CONSIDER HOW TO REWRITE THE FOLLOWING SENTENCES TO REPLACE NOUNS WITH ACTION VERBS:
1. Please ensure provision of the new guidelines are given to everyone.
2. Gary will be doing the preparation for the staff holiday luncheon.

WRITE POSITIVELY
ELIMINATE NEGATIVE CONSTRUCTIONS
· We cannot let you in until we see your photo identification.
· We will let you in as soon as you show us your photo identification.
· We are sorry, but you cannot see Margaret at this time.
· Please come back tomorrow between 9:00 a.m. and 4:00 p.m. to see Margaret.

AVOID ABRASIVE WORDS
· Avoid words that could
· make the reader feel inadequate or guilty
· provoke or create resistance in the reader
· imply the writer is condescending (talking down) to the reader.
How could you make the following sentences positive?
1. We will not be able to complete the application if you do not provide us with your SIN number.
2. You failed to arrive on time, so your appointment cannot be held until next week.
JARGON 
Jargon is a term used to refer to language that is specific to a particular field or industry. It can include words, terms, and acronyms that circulate frequently between colleagues or between workers and clients.  While use of jargon is useful for communication between workers in the same field, it can be confusing for those who are not familiar with the field or the jargon. Remember who your audience is as you write to determine whether or not to use jargon. Read the two examples below. Do you understand what is being communicated?
· Examples: 	The RN requested the IVP, EKG, and CBBG records.
The students completed the CREVT and PAT-1 and 2 within one hour.
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