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�����Wordiness plagues most writers, but it’s especially troublesome for    
business writers when they're under pressure to be clear and brief.        
What can you do about it? 

       Review your drafts. Wordiness is often the result of “trying.”  Trying 
to capture the flow of ideas, trying to write precisely about a slippery topic or 
trying to impress readers.  Instead, read each sentence aloud while thinking: 
“What’s the most direct way to say this?”  If you get lost before the end of 
your own sentence, you’ve got a problem. Don’t pass it on to your reader - 
use the following guidelines to steer your message in the right direction: 

 Beware of too much informality.  Verb phrases such as put up 
with create an informal tone and use three words when one - endure - would 
suffice.  The same is true with find out versus investigate, put forward versus 
suggest, and so on.  Ask yourself:  “In this sentence, will the value of infor-
mality offset the wordiness?”  If not, look for a one-word verb. 

 Beware of too much formality.  Adding nouns, verbs, and preposi-
tions to verb phrases can also create a formal tone, as when agree becomes 
reach an agreement.  Turn make a correction into correct, take action into 
act, and so on.  

 Limit the use of passive voice.  Passive voice works well for fo-
cusing on the action as opposed to the actor, but doing so usually adds 
words.  For example, compare It was decided by the committee that versus 
The committee decided.   Also, consider Concerns were voiced by Grace 
Hill versus Grace Hill believes… 

 Eliminate redundant clichés.  Repetitive phrasing is frequently 
used in business communications, but serves no purpose (except, perhaps, 
to increase the word count).  Consider past experiences and past history - 
aren’t experiences and history already in the past? Similarly, shorten 
phrases such as basic fundamentals and important essentials to fundamen-
tals and essentials.   

 Scrutinize phrases and clauses.  Question phrases that open with 
a preposition (e.g., of, if, about) as well as clauses that begin with that and 
which.  These have a tendency to add wordiness to a sentence.   

Adapted from Communication Solutions, March 2007 
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  Wordy Concise 

- In order to establish unity in To unify 

- Because of the fact that  Because 

- The report, which was recently      
released 

The recently released report 

- The lack of depository sites for the   
waste of the nuclear plants 

The lack of nuclear waste depository 
sites 
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 “The world is a complicated place, but the 
people who really succeed are those who can 
take complicated issues and express them in 
a way in which people can understand, follow, 
and act.”     

Geoff Unwin, Business Advisor 
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