Revision Practice: Writing Concisely

Directions: Rewrite the following sentences in the space provided. Your goal is to make the text
as clear and concise as possible, using the strategies discussed in class, without altering the
meaning of the originals.

1.

We would like to call your attention and to the attention of others in your office to the
fact that your report is overdue because the deadline was last Friday. 31 words

The document that you refer back to is not included in the sample documents that go to
make up the enclosure. 22 words

The purpose of this memo is to provide a reference for all your staff members of the
formats of various documents that go forward by transmission to headquarters. 29 words

The need for reports that have logic and are relevant is still great. 14 words
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6. In the event that some information concerning Mr. Smith should be brought to your
attention, it should be forwarded via mail or courier or telephone to us in view of the
possibility that the information may reveal any attempt on the part of Mr. Smith to depart
from the United States. 52 words

7. First of all apologies for the delay in commencing the renovation project of your offices
which was scheduled t&staft a i th Jecause the costs actually
came in over and above §fe bud j
negotiated with the varypuS\co
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