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WRITING CONCISELY

[bookmark: _GoBack]by Simon Moss

To convince or persuade individuals, you need to justify your argument with logic or evidence.   Nevertheless, you need to justify your argument as concisely as possible: Readers will rapidly judge whether they support or reject your argument.   
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	The following set of activities will help you write more concisely




To write concisely, you first need to omit phrases that are generally redundant—that is, phrases that can usually be deleted without compromising the clarity or meaning of a sentence.   In the following box, delete the phrases that you believe are redundant.   The answers appear below. 


	Redundant phrases

	He bought gel in order to style his hair

	It is noteworthy that lemonade contains no lemons 

	Needless to say, lemonade contains no lemons

	All things considered, dogs tend to be more intelligent than are cats

	His face is round in shape 

	Chihuahuas are smaller in size than many people realise

	The meeting will be brief in duration

	He is tall in stature

	Her hair was green in colour

	The shop would like to attract more customers in number

	We should meet during the month of January

	By midnight, a total of 10 people had arrived

	You owe me a sum of $10

	I am in the process of losing weight

	He is simply too annoying to invite

	The problem that exists in society is that we do not know who to trust

	I am literally one of the most eager supporters of this program   

	This study will aim to examine this issue




	Redundant phrases in bold

	He bought gel in order to style his hair

	It is noteworthy that lemonade contains no lemons 

	Needless to say, lemonade contains no lemons

	All things considered, dogs tend to be more intelligent than are cats

	His face is round in shape 

	Chihuahuas are smaller in size than many people realise

	The meeting will be brief in duration

	He is tall in stature

	Her hair was green in colour

	The shop would like to attract more customers in number

	We should meet during the month of January

	By midnight, a total of 10 people had arrived

	You owe me a sum of $10

	I am in the process of losing weight

	He is simply too annoying to invite

	The problem that exists in society is that we do not know who to trust

	I am literally one of the most eager supporters of this program   

	This study will aim to examine this issue




Second, you need to delete tautologies—phrases in which some of the words are implied by other terms and, therefore, could be deleted. Examples include “a new innovation” or “plan in the future”.  Innovations must be new and plans must focus on the future.  The words “new” and “in the future” are redundant.   In the following box, simplify the tautologies, each of which appear in bold.  The answers appear in the following pages.


	Tautologies

	This study aims to examine this issue

	I will summarize this topic briefly

	The house is in close proximity to the bus stop

	The consensus of opinion is that none of these ideas are plausible

	The reason why they left is unclear

	I might possibly study tonight  

	We developed a mutual understanding of one another

	In actual fact, nobody has asked this question

	I might perhaps quit smoking tomorrow

	This course is absolutely essential

	He carefully scrutinized the CV

	I personally like wombats

	I went to the beach and also then to the park

	At school, the teachers separated the twins apart

	A final conclusion will be reached today

	The end result will be publicized tomorrow

	We know nothing about his past history

	We know nothing about his past achievements

	After she divorced, she reverted back to her maiden name 

	We need to warn the students in advance

	I first began this course 10 years ago

	I need to postpone our meeting until later

	I almost needed a temporary loan to purchase this bottle of water

	I slept throughout the whole movie

	I rarely ever smoke




	Concise alternatives

	This study examines this issue

	I will summarize this topic

	The house is close to the bus stop

	The consensus is that none of these ideas are plausible

	The reason they left is unclear

	I might study tonight  

	We developed an understanding of one another

	Nobody has asked this question

	I might quit smoking tomorrow

	This course is essential

	He scrutinized the CV

	I like wombats

	I went to the beach and then to the park

	At school, the teachers separated the twins

	A conclusion will be reached today

	The result will be publicized tomorrow

	We know nothing about his history 

	We know nothing about his achievements

	After she divorced, she reverted to her maiden name 

	We need to warn the students 

	I began this course 10 years ago

	I need to postpone our meeting 

	I almost needed a loan to purchase this bottle of water

	I slept throughout the movie

	I rarely smoke



Some phrases, although not tautologies, can be abbreviated.  In particular, many phrases, like “despite the fact that”, can be truncated to concise alternatives, such as “although”.  In the following box, simplify the phrases that appear in bold.   Phrases that appear in the same box can be reduced to the same sentence. The answers appear in the following pages.

 
	Verbose phrases

	They should arrive in the near future

	They are in the process of completing the work

	At the present time, Frank is more popular
At this point in time, Frank is more popular
At this juncture in time, Frank is more popular
At this time, Frank is more popular
At this juncture, Frank is more popular

	Close your eyes for a period of 10 seconds

	In the wake of the terrorist attacks on September 11, security has tightened 

	Sales employees are friendly until such time as they realise you will not buy anything  
Sales employees are friendly until such point as they realise you will not buy anything  

	He washes on a daily basis

	I will arrive at 12 midnight

	In the course of our conversation, I was distracted by the celery between his teeth

During the course of our conversation, I was distracted by the celery between his teeth

	During the time that we spoke, I was distracted by the celery between his teeth

	For the most part, children like ice cream

	The majority of children like ice cream

	Large numbers of children like ice cream

	Half of the participants in this study were asked to repeat the word “me” one hundred times. 

	Both of the participants in this study were asked to repeat the word “me” one hundred times.

	Each of the participants in this study was asked to repeat the word “me” one hundred times.

	An adequate number of children like this show

	He is equally as modest as me, but not as talented

	Each and every child I know likes ice cream

	The house is in the vicinity of a sewer

	We should meet at the place where I first saw you

	The chocolates are located in the bowl

	The chocolates are located near the bowl

	Owing to the fact that nobody has turned up, we should cancel the event
On the grounds that nobody has turned up, we should cancel the event
On account of the fact that nobody has turned up, we should cancel the event
Due to the fact that nobody has turned up, we should cancel the event
By virtue of the fact that nobody has turned up, we should cancel the event
Because of the fact that nobody has turned up, we should cancel the event

	As a result of the rain, my clothes did not dry on time

	This decision could give rise to many problems

	I watch cartoons for the purpose of understanding children

	I will forgive assuming that you apologize first

	We need more debates with respect to infrastructure 
We need more debates with regard to infrastructure
We need more debates in relation to infrastructure
We need more debates in regard to infrastructure

	We need to convene more discussions with respect to infrastructure

	We need more support in terms of money

	He made reference to my wonderful work

	Despite the fact that speaking clearly can improve confidence, many people mumble
Notwithstanding the fact that speaking clearly can improve confidence, many people mumble

	Despite being friendly today, Jan is untrustworthy 

	As a matter of fact, my friends expressed a similar opinion

	He arrived at the conclusion that other planets could support life

	We need someone who has worked in the field of accounting

	In the event that I fall asleep, can you wake me?

	He is of the opinion that none of these ideas are plausible

	The claim that chocolates enhance concentration does not by itself imply that such sweets are healthy

	My diet is balanced: In addition to pizza, I also eat hot dogs

	First, burnt skin can be painful. Second of all, burnt skin increases the likelihood of skin cancer.

	Cats are almost always asleep

	I will telephone her with a view to changing her opinion

	There is little doubt that wombats are intelligent

	I have developed a particular interest in worms

	It is possible that wombats are intelligent

	A person who is calm is often popular
People who are calm are often popular

	Arrive early so as to ensure tickets are available 

	The question as to whether wombats are intelligent is often debated

	I am not sure as to whether wombats are intelligent

	You should take into consideration his illness
You should take into account his illness
You should give consideration to his illness

	I am considered to be the best kazoo player at work

	He is in position to secure an excellent job
He is able to secure an excellent job

	They were contacted by way of email

	The role they play is crucial

	I will take action tomorrow

	They were provided with a stopwatch

	Eating Mars Bars can lead to increases in weight

	If conditions are such that no water was available, society would decline

	Everyone has left, with the exception of Peter

	This method aids in helping researchers collect data




 
	Better phrases

	They should arrive soon

	They are now completing the work

	Frank is more popular now

	Close your eyes for 10 seconds

	After the terrorist attacks on September 11, security has tightened 

	Sales employees are friendly until they realise you will not buy anything  

	He washes daily

	I will arrive at midnight

	During our conversation, I was distracted by the celery between his teeth

	While we spoke, I was distracted by the celery between his teeth

	Generally, children like ice cream

	Most children like ice cream

	Many children like ice cream

	Half the participants in this study were asked to repeat the word “me” one hundred times. 

	Both participants in this study were asked to repeat the word “me” one hundred times.

	Each participant in this study was asked to repeat the word “me” one hundred times.

	Enough children like this show

	He is as modest as me, but not as talented

	Each child I know likes ice cream

	The house is near a sewer

	We should meet where I first saw you

	The chocolates are in the bowl

	The chocolates are near the bowl

	Because nobody has turned up, we should cancel the event

	Because of the rain, my clothes did not dry on time

	This decision could elicit many problems

	I watch cartoons to understand children

	I will forgive if you apologize first

	We need more debates on infrastructure 

	We need to convene more discussions about infrastructure

	We need more money

	He referred my wonderful work

	Although speaking clearly can improve confidence, many people mumble

	Although friendly today, Jan is untrustworthy 

	My friends expressed a similar opinion

	He concluded that other planets could support life

	We need someone who has worked accounting

	If I fall asleep, can you wake me?

	He believes that none of these ideas are plausible

	The claim that chocolates enhance concentration does not imply that such sweets are healthy

	My diet is balanced: Besides pizza, I also eat hot dogs

	First, burnt skin can be painful. Second, burnt skin increases the likelihood of skin cancer.

	Cats are usually asleep

	I will telephone her to change her opinion

	Wombats are probably intelligent

	I have developed an interest in worms

	Wombats may be intelligent

	A calm person is often popular

	Arrive early to ensure tickets are available 

	Whether wombats are intelligent is often debated

	I am not sure whether wombats are intelligent

	You should consider his illness

	I am considered the best kazoo player at work

	He can secure an excellent job

	They were contacted by email

	Their role is crucial

	I will act tomorrow

	They received a stopwatch

	Eating Mars Bars can increase weight

	If no water was available, society would decline

	Everyone has left, except Peter

	This method helps researchers collect data



In addition, to write concisely, you sometimes need to change the structure of a sentence.  “There are some phrases that can be shortened”, for example, can be reduced to “Some phrases can be shortened”.  Some words, such as “there”, often indicate the sentence can be shortened. In the following box, simplify the phrases that appear in bold.   The answers appear afterwards.

	Lengthy grammatical structures

	There is one issue that needs to be discussed

	There are cars that are lighter than bikes

	If you feel ill, then you should rest

	Employees often feel stressed in the work environment

	He spoke in a pompous manner

	Eating has an effect on weight

	Eating may have an effect on weight

	This book places significant emphasis on integrity

	It is often the case that he cries

	This tablet could result in an improvement in your health

	A pack of cards comprises four suits.  These suits include hearts, diamonds, clubs, and spades. 



	Better grammatical structures

	One issue needs to be discussed

	Some cars are lighter than bikes

	If you feel ill, you should rest

	Employees often feel stressed at work

	He spoke pompously

	Eating affects weight

	Eating may affect weight

	This book emphasizes integrity

	He often cries

	This tablet could improve your health

	A pack of cards comprises four suits: hearts, diamonds, clubs, and spades. 
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