
Concision Handout 

Five Principles of Concision: 

1. 	 Delete words that mean little or nothing. 
2. 	 Delete double words. 
3. 	 Delete redundant words. 
4. 	 Replace a phrase with a word, when possible. 
5. 	 Change negatives to affirmatives. 

1. 	 Common "verbal tics": 

kind of really certain 

virtually generally practically 

actually any particular literally 

basically sort of various 


2. 	 Common doubled words: 

full and complete hope and trust any and all 
true and accurate each and every so forth and so on 
hopes and desires first and foremost various and sundry 

3. 	 Common redundancies: 

terrible tragedy various different free gift 

basic fundamentals future plans each individual 

final outcome true facts 


You can also avoid redundancy by changing an adjective into an adverb. 

Ori9.;oal: The holes mustbe aligrnedin an accurate manner. 
~evisBd: The holes must be aligned accurately. 

4. 	 Replacin.g phrases with words: 

Original: A sail-powered craft that has turned on its side or completely over must 
still remain able to bear the weight of the individual aboard it. 

Revised: A capsized sailboat must still support those in it. 

5. 	 Changing negatives to positives: 
Too many negatives in one sentence can be confusing to readers. 

Original: Do not submit a payment without first notifying, unless you are paying 
less than $100. 

Revised: If you pay more than $100, notify the office first. 



Omit Needless Words - Concision Exercise 

The following sentences are too wordy. Make them as concise as possible by deleting 

meaningless or unnecessary words and phrases. You may rephrase ideas and 

rearrange sentences, but don't change the meaning. 


1. 	 There was a happy smile on her face. 

2. 	 Due to the fact that it was such an unexpected surprise, we couldn't sort out the final 
results until quite late in the day. 

3. 	 Steve is in the position to make this problem literally disappear, so we need to get in 
contact with him as soon as humanely' possible. 

4. 	 It is expected that the new and revised schedule will be announced by the bus 
company within the next few days. 

5. 	 In the not too distant future, college freshman must all become aware of the fact that 
there is a ne.ed for them to make contact with an academic advisor concerning the 
matter of a major. 

6. 	 The subjects that are considered most important by students are those that have 
been shown to be useful to them after graduation. 

7. He dropped out of high school on account of the fact that it was necessary for him to 
help support his family. 


