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Steps and Practice for Concise Writing

Q: Why be concise? Aren’t more words better and clearer than fewer words?

A: No, more words aren’t necessarily clearer. Complex topics deserve plenty of text, but many ideas can written in easy to understand prose. One of the key features of journalistic style writing, is short paragraphs, short sentences and crisp, concise language. During the era of the Civil War (1860-1864), American journalists competed for coverage by sending stories back to their editors via telegram (very short correspondence) and via couriers travelling by train. In both cases, the messages had to be short and clear, conveying all the facts accurately in as few words as possible to save time and money. In the 2000’s, as newspapers shift to on-line formats, newswriting is more competitive than ever and journalists work on a 24 hour news cycle. The concise journalistic style used today keeps journalists competitive as they vie for readership; the style has its origins in the Civil War era journalism of the 1860’s. 

FIVE SIMPLE STEPS for making article writing more concise:
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Practicing Writing Concise Articles

Directions: 

1. First write a single paragraph of an article you’ve written on the lines provided. 

2. Next, in the space provided, write the key features of that type of paragraph (use notes as needed)

3. Then reread the paragraph to determine if it has all the needed elements. Add any that are missing.

4. Reread the paragraph and cross out any words of phrases that can be eliminated without changing the meaning. 

5. Take this home with you and use this work to add a counter-argument to your essay.

6. Attach this sheet to your final draft when you submit it. 

1. WRITE YOUR PARAGRAPH HERE:

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

_____________________________________________________________________________________________
2. WHAT TYPE OF PARAGRAPH IS IT (lead, support, background, quote, details):______________________
3. WHAT ARE THE KEY FEATURES OF THIS TYPE OF PARAGRAPH (add to the list)?

· Information in the form of properly attributed facts and research

· Storytelling – a sense that this fits into a story with a beginning, middle and end and an archetypal theme of some kind

· _______________________________________________________________________________
· ______________________________________________________________________________

· _____________________________________________________________________________
4. DOES YOUR PARAGRAPH DO ALL THESE THINGS? Y/N 

5. IF YOU SAID NO, REWRITE IT UNTIL YOU HAVE ALL THE NEEDED ELEMENTS, THEN START OVER.
6. Go through your paragraph and cross out any phrases or words that can be eliminated without changing the meaning of the sentence or the paragraph in any meaningful way.
7. IN THE SPACE PROVIDED, REWRITE EACH SENTENCE IN A CLEARER, MORE CONCISE WAY (try to shorten it by at least three words). 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

_____________________________________________________________________________________________
8. Write down all the words in your paragraph that are three or more syllables in length, and then see if you can find a shorter synonym for each:

MY OLD WORD





MY NEW WORD

______________________



________________________

______________________



________________________
______________________



________________________
______________________



________________________
______________________



________________________
______________________



________________________
9. Cross out all words you found a shorter version of, and write the new word above the old word. By now, you should have a much shorter and more concise version of your original paragraph! Good work.
Note: You may use any of the work you did here in your final draft! 

Step 1 - Start by taking your article on paragraph at a time. Read through your first paragraph and do the following: Decide what type of paragraph this is (lead, supporting, cosmic quote, details etc.) and make a list of the necessary elements for that type of paragraph.




















Step 2 – Decide if your paragraph has all the elements necessary for this type of paragraph (including facts and storytelling). If not, you may have to ADD before you can SUBTRACT. 

















Step 3 – Once you are sure you have everything you absolutely need, read your paragraph again. One sentence at a time, see if there are any words or phrases that can be eliminated without changing the sentence’s meaning. Draw a line through these words. 

















Step 4 – Now read each sentence again. Try to come up with a shorter way to say the same thing (this may require starting the sentence over entirely). Then write the new version in the margin beside the old one. Do this for all sentences. 

















Step 5 – Finally, look over the new version and go word by word. If you can you think of a shorter, clearer word that has the same meaning (for example: use rather than utilize, ask rather than request) use it. Choose the shortest, clearest synonyms you can find. 
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