Improving Your Writing

Proper Capitalization

· Capitalize the first word of a sentence and sentence-like phrases like the greeting and closing in a letter or email.
· Always capitalize the pronoun ‘I’.
Example:

Hello Ruth,

I am glad to have a chance to practice my English with you. One day I hope to work in an international company and I will need good English to do that. The best way for me to improve my English is to practice it.
Best wishes,
Wang Xinyu (Ben)

· Capitalize proper nouns. This includes names of people, places (cities, states, provinces, countries, rivers, mountains, etc.), courses 
Example:

Hello Ruth,

I am a student from Tai’an in Shandong province. It is the home of the famous Taishan mountain. I am very happy to be a student at Jiangnan University.

How long have you been in China? It must be very different from Canada.

Best wishes,

Wang Xinyu (Ben)

1201060328

Practical Writing NEM
· Capitalize titles of people when followed by a name
· Capitalize names of organizations, documents, clubs, and historical events, and all letters in an acronym. 
Example:

Hello Ruth,

What do you think of President Obama? I saw the president on Fox News on the internet. He was talking about the Declaration of Independence and then the World Trade Organization. I wondered what the WTO had to do with the American Revolution.

Best wishes,

Wang Xinyu (Ben)

1201060328

Practical Writing NEM
· Capitalize proper names of: things, companies, religions, deities, and languages. 

· Capitalize the days of the week, months, and holidays
Example:

Hello Ruth,

Which do you think is better, Buddhism or Christianity? I think both Buddha and Jesus said some interesting things. 

In December there will be Christmas. It think it is on Saturday this year. Then we get New Years and Spring Festival. It will be fun.

I hope to work for Siemens or Suntech after I graduate. Do you think I need English or German?

Best wishes,

Wang Xinyu (Ben)

1201060328

Practical Writing NEM 

Clarity 

· Make the reader understand what you are trying to say

Lack of Clarity can come from:


Vague and wrong references of pronouns

· Make sure your reader can tell who you are referring to at all times. Even though it is clear to you it may not be clear to the reader.

· Example:

X Unclear: The Sales Rep told the client that he would need information.

√ Clear: The Sales Rep told the client that he (the client) would need information.                                                                            OR
√ Clear: The Sales Rep would need information and made sure the client knew this.         
Unspecified comparisons

Things that are compared need to be:

· in the same category and specified

· Examples:

X Unclear: The decision you made is better than she made.

√ Clear: The decision you made is better than the one she made.       OR
√ Clear: The decision you made is better than the decision she made.
X Unclear: The fans like Brad as much as Angelina does.
√ Clear: The fans like Brad as much as they like Angelina does.       OR
√ Clear: The fans like Brad as much as Angelina likes Brad.
Confusing shifts

· Shifts in person, number or tense can be confusing to the reader.

· Examples:

X Unclear: If you read the news one will understand.

√ Clear: If you read the news you will understand.       OR



√ Clear: If one reads the news one will understand.         
X Unclear: If Board member never attends meetings how will they know what is going on?
√ Clear: If Board member never attends meetings how will s/he know what is going on?                                                                    OR
√ Clear: If Board members never attend meetings how will they know what is going on?
X Unclear: When I examined all the evidence I understand the situation.

√ Clear: When I examined all the evidence I understood the situation.   OR
√ Clear: When I examine all the evidence I understand the situation.
Conciseness 
· A sentence should contain no unnecessary words. 

· Once the idea is fully expressed the fewer words used, the better.

· Too many words can obscure instead of clarifying.
Reread your work and delete any words that can be deleted without affecting the meaning.

· Example:


 X Wordy: He returned in the early part of the month of June.


 √ Concise: He returned in early June.
Unnecessary repetition, either of the same words or of different words with the same meaning, should be avoided.

· Example:


 X Wordy: In my opinion, I think we should sign the contract.

 √ Concise: 
In my opinion, we should sign the contract.
 
OR 


   

I think we should sign the contract.
Conciseness can sometimes be achieved by changing the sentence structure.

· Example:

 X Wordy: Canadians usually likes to drink all kinds of wines that are produced in France.


 √ Concise: 
Canadians prefers wines produced in France.
 
OR



  

Canadians prefers French wines.

Use short, simple words instead of longer words
Examples:

remaining = left

There are only have five days remaining.  =  There are only have five days left.


numerous = many

I could give you numerous examples. = I could give you many examples.


remainder = rest

The remainder of the group went shopping.  = The rest of the group went shopping.

initial = first

My initial reaction is that this is stupid.  = My first reaction is that this is stupid.


implement = do

He implemented the procedure. = He did the procedure.


sufficient = enough

I've had sufficient.  = I've had enough.

personnel = people
We have 150 personnel at the factory.  = We have 150 people at the factory.


accordingly = so
You have done well, accordingly we’re giving you a raise.  = You have done well, so we’re giving you a raise.
utilize = use
We will utilize the whole team.  = We will use the whole team.

enumerate = list
I will enumerate the reasons.  = I will list the reasons.

ascertain = learn
What did you ascertain about the situation?  = What did you learn about the situation?

locate = find
Clients have difficulty locating our office.  = Clients have difficulty finding our office.

resides = lives
Our accountant resides in Shanghai.  = Our accountant lives in Shanghai

Longer phrases can be replaced with shorter ones or even a single word. 

Here are some prime examples of unnecessarily long phrases and their shorter replacements (sometimes there is more than one alternative listed):
	the fact that
made up his mind
prior to,  in advance of
I hope you quickly regain your health
in the final analysis
the foreseeable (or near) future
on the part of
address the problem
with the exception of 
the absence of
the question as to whether
draw your attention to

in the event of 

in order to,  for the purpose of 

a man by the name of 

filled to capacity

in spite of the fact that

the month of August

put in an appearance

positive growth

negative growth

in view of

at present,  presently, at this time

in short supply

in the majority of instances

a percentage of

a large percentage of

was unaware of the fact that

since that particular time

did not remember

in a hasty manner

ahead of schedule

there is no doubt that

was in attendance

from her point of view,  as for her

will have to

each and every one of us
end result
	that
decided
before
get well soon
finally
soon
by
face the problem
except
no
whether
show you

if

to

a man named

full

although

August

appear,  arrive

growth

reduce

because

now

scarce,  limited

usually,  often,  generally

some

most

didn't know

since then

forgot

hastily,  quickly

early

undoubtedly

was there

to her

must

each of us
result


Clutter words
Clutter words are words that don’t really add anything to a sentence. They can generally be removed without losing any meaning.

Personal is a clutter word. You can just throw it away.
his personal friend 
( his friend
  
her personal physician
( her physician
 
his personal opinion
( his opinion
  
her personal style
( her style
Both and different – these two words are almost always padding. Get rid of them.
Norman Mailer has had nine different wives.  (  Norman Mailer has had nine wives.
(it would be odd if they had been the same wives)
Sarah and Mary both passed the test.  (  Sarah and Mary passed the test.  
in the process of is a phrase that can usually be dropped from a sentence

The company is in the process of expanding. (  The company is expanding.
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