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WRITING IMPROVEMENT EXERCISES
CHAPTER 3
Word Choice
1. Revise using familiar words:
a) It is incumbent on our organization to pursue radical debt reduction through the implementation of a corporate asset divestment program.
b) In lieu of a full refund, might we suggest a suitable quid pro quo or a complimentary pro bono service.

2. Revise by eliminating slang and clichés:
a) Please rest assured that if we tighten our belts and stay true to form, we should see a change for the better.
b) As per your request and for your perusal, please find enclosed our newest home ownership saving plan brochure.

3. Revise using specific and functional language:
a) Our real estate brokerage firm has low commission rates.
b) Our high-speed Internet service is really fast.

Conciseness

4. Revise to eliminate clutter:
a) By and large, it is our assumption that share prices have been sagging due to the fact that there is by all accounts weakness in this particular sector.
b) In response to your letter of August 16 that was received August 18, we cannot act in accordance with your expressed wishes in making a refund due to the fact that the warranty of the product you purchased form us has expired.

5. Revise by eliminating noun conversion:
a) Our claims specialists are responsible for giving assessments of coverage, liability, and damages.
b) The marketing team saw to the finalization of the branding agreement.
c) Many analysts have a preference for a layered approach to security.



6. Revise by eliminating redundancies and repetition:
a) If you refer back to the final section of the report, you will see that the recommendations suggest we should continue on with the current profit-sharing plan.
b) During the course of the meeting, the need for mutual co-operation was brought to our attention.
Tone
7. Which words have positive connotations? Which words are too negative or colloquial?
Our senior analyst was (instructed/ indoctrinated/ trained/ educated/ brainwashed) at Algonquin College.

8. Revise to be more positive:
We never fail to offer our GIC investors the most highly competitive rates.

9. Revise to reflect the reader’s viewpoint:
a) I will allow you to take your vacation during the last two weeks of August.
b) Because we won’t assume responsibility for personal injuries that occur on our premises, we ask that you refrain from using the front lobby while it undergoes renovation.

10. Revise to be more polite:
a) If you honestly expect me to meet the November 21 deadline, I need the latest sales figures and I need them now, so hand them over!
b) Since you’re the team leader, motivating team members is your problem, not mine.

11. Revise using inclusive language:
All executives and their wives are invited to our annual Christmas party. Every executive will have his choice of seating arrangement.

12. Revise to show confidence:
a) Perhaps you could send me the latest figures sometime, that is, if it’s not too much trouble for you.
b) Although I don’t have much related work experience, I’m attempting to complete an MBA degree.



CHAPTER 4
Sentences
1. Identify the subject and the verb:
The program cost more than we expected.

2. Identify the dependant clause:
Although the program cost more than we expected, it has improved company morale.

3. Identify question type: open, closed, hypothetical
a) How must we improve our product so that it meets CSA specifications?
b) If we were to improve our product, what modifications would you suggest?
c) Will CSA approve our newest model before production is scheduled to begin?

4. Improve sentence clarity:
We do not doubt that borrowing from home equity is not an unrealistic way for seniors to source extra cash.

5. Improve consistency:
a) Number: Women have made considerable strides in her chosen fields.
b) Person: Before you apply for a permit, one must show proof of Canadian citizenship.
c) Verb tense: When the CEO entered the auditorium, the crowd applauds wildly.
d) Voice: Financial analysts expect continued growth in the third quarter but weakness in the tourism sector is anticipated.

6. Improve parallelism:
Renovating our current location is less expensive than to buy or rent a new property.

7. Which sentence puts greater emphasis on the date of the meeting?
i) On August 30, a meeting will be held to discuss stock options.
ii) A meeting will be held on August 30 to discuss stock options.
8. Which sentence de-emphasizes the job refusal?
i) We filled the position months ago. Our company cannot offer you employment at this time.
ii) Although our company cannot make an offer of employment at this time, we wish you success in your future career.
9. Use the active voice:
It was found by the committee that profits had been affected by the new industry guidelines.


10. Use the passive voice:
Tiffany over-budgeted for the team-building retreat in Muskoka. 

11. Eliminate sentence fragments:
Sales figures for the year were strong. Even though there was weakness in the third quarter.

12. Eliminate run-on:
Most companies reported moderate growth this year some anticipate similar growth next year.

13. Correct misplaced/dangling modifier:
Mouse pads were given to conventioneers featuring the company logo.
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