Shortening Text: Why, When and How
1. Common Words and Phrases to Delete

ensure that: When you visit the office, ensure that you touch base with everyone on your team.


responsible for: The publicity assistant is responsible for tweeting about our store every day.

serve to: The title of his monologue served to underscore the European Union’s fundamental design flaws. 


seek to: The MRC is introducing an IM work plan that will seek to renew IM within the current IT systems.



full: This will position the MRC to take full advantage of modernized IT systems.




closely: We have been working closely with the organizers of the 2014 Olympic Games in Sochi.



focus: In 2013–14, the MRC will focus its efforts toward implementing changes to standardize its compliance programs.


undertake: In 2010, the agency undertook a review of the compliance policy.




take action to: Trustees are informed of the results of these reviews so they can take immediate action act immediately to improve their operations. 
 generate: generate increased efficiencies

in a …manner: The roadmap approach will gather future requirements in an incremental manner. 

exists: History shows that only a very loose relationship exists between consumer confidence and personal consumption expenditures.

in terms of: In terms of wait times, in terms of accessibility to the programs, it’s clearly diminished.



occur: Ensure that a transfer of corporate knowledge occurs between our departing veterans and this new generation.


choose to: Some  organizations have chosen to centralize internal services such HR and finance.



2. Redundant Words

successfully: Having successfully filled many vacancies through the recruitment of surplus employees,…

especially: I would like to especially highlight the following achievements:…

…a brief moment…


3. Possessives using “of the”
The amendments also provided for a levy to be charged to defray the expenses of the Superintendent in performing these functions.
4. to be” verb form
We have a facilitated resolution process for complaints that is used to handle more than 60% of the complaints we receive.

5. Waffle Words
help to: This management approach will help to make information more accessible to internal users.

6. Document Types 

Instructions: Resources in Appendix E should be consulted for more information.



Notifications: This advisory is to inform you that we are experiencing intermittent problems with IEMS. Please be assured that the IT Team is deploying all efforts to resolve the issue as soon as possible.
7. Use Format 
ranging from -27°C to 4°C
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