Chapter three

Construction of Clear Sentences and Paragraphs
LEARNING OBJECTIVES

Upon completing this chapter, you will be able to construct clear
sentences and paragraphs by emphasizing adaptation, short sentences, and effective paragraph design. To reach this goal, you should be able to

1 Explain the role of adaptation in writing clear sentences.
2 Write short, clear sentences by limiting sentence content and economizing on words.
3 Design sentences that give the right emphasis to content.
4 Employ unity and clarity in writing effective sentences.
5 Compose paragraphs that are short and unified, use topic sentences effectively, and communicate coherently.





THE IMPORTANCE OF ADAPTATION
As you have seen, choosing the right words is basic to clear communication. Equally
basic is the task of arranging those words into clear sentences and the sentences into
clear paragraphs. Like choosing words, constructing clear sentences and paragraphs
involves adaptation to the minds of the intended readers.
Fitting your writing to your readers requires the reader analysis—what your readers know, how they think, and what their contexts are. Then write in a way that will communicate
with them.

In general, this procedure involves using the simpler sentence structures to reach
people with lower communication abilities. It involves using the more complex sentence structures only when communicating with more verbal, knowledgeable people. You should aim a little below the level of your reader, since some simplification is desirable for all readers. 

Writing effectively also requires managing the emphasis in your sentences, making
each sentence express a main idea, and ordering the sentence elements according to
accepted rules of grammar and logic.
CARE IN SENTENCE DESIGN

While writing a given message, your first task will probably be grouping and ordering the information—that is, planning the message’s overall pattern of organization or structure. But sooner or later, writing a successful message comes down to figuring out how to stitch your contents together in a series of sentences. How much information will you put into each sentence? And in what order will that information be?

Deciding how to use sentences to group your information is a fundamental challenge
for writers. It needs using your storehouse of knowledge about language to good effect. For example, how might we turn the following bits of information about a retiring employee into the opening of an article for a company newsletter?

Bill Jones is a drill press operator. He has been employed by Allied Manufacturing.
He has been employed by the company for 15 years. He is retiring. He is retiring on
June 15.

Surely we would not report each bit of information separately in this way. It would
be too hard for the reader to put the facts together, and the writing would sound childish. Instead, we would combine some of the facts, and we would draw upon our storehouse of possible sentence elements to do it. We might write 

Bill Jones, a drill press operator who has been with Allied Manufacturing for 15 years,
will be retiring on June 15.

Or we might write
Bill Jones will be retiring on June 15. He has been a drill press operator with Allied
Manufacturing for 15 years.

Both ways indicate that “Bill Jones will be retiring” is an important idea, because it
occupies a main clause, the central statement in any sentence. The first version adds the other facts as modifying phrases, whereas the second version gives certain additional facts a bit more significance by putting them in their own sentence. Which way is better? It depends on the effect you want to achieve and on how much information you think your readers can digest at once.

Cultivating an awareness of the different sentence types and elements will help make you a better writer.
Using Short Sentences
Business audiences tend to prefer simple, efficient sentences over long, complex ones.
No one, whether executive or first-level employee, wants to read writing that wastes time. Favoring short sentences can save your readers time. It can also prevent miscommunication.

Readability research tells us that the more words and the more relationships there are in a sentence, the greater is the possibility for misunderstanding. To give the mind too much information in your sentences is to risk falling short of your communication purpose.

What constitutes a short, readable sentence is related to the reader’s ability.
Readability studies suggest that writing intended to communicate with the middle-level adult reader should average about 16 to 18 words per sentence. For more
advanced readers, the average may be higher. For less advanced readers, it should be
lower.

Our emphasis on short sentences does not mean that you should use all short sentences. In fact, you should avoid overusing them. The overuse of short sentences
results in a choppy effect and suggests primer simplicity. You should use moderately
long sentences occasionally. They are sometimes useful in subordinating information
and in increasing interest by adding variety. And sometimes the information needed
to convey a thought requires a long sentence. Even so, you should take care not to
make the long sentences excessively long. Always you should make certain that they
are clear.

The following sentence from an employee handbook illustrates the effect of long
sentences on communication:

When an employee has changed from one job to another job, the new corresponding
coverages will be effective as of the date the change occurs, unless, however, if
due to a physical disability or infirmity as a result of advanced age, an employee is
changed from one job to another job and such change results in the employee’s new
job rate coming within a lower hourly job-rate bracket in the table, in which case the
employee may, at the discretion of the company, continue the amount of group term
life insurance and the amount of accidental death and dismemberment insurance
that the employee had prior to such change.

The chances are that you did not get a clear message from this sentence when you
first read it. The explanation is not in the words used; you probably know them all.
Neither is it in the ideas presented; they are relatively simple. The obvious explanation
is the length of the sentence. So many words and relationships are in the sentence
that they cause confusion. The result is vague communication at best—complete miscommunication at worst. 

Now look at the message written in all short sentences. The meanings may be clear, but the choppy effect is distracting and irritating. Imagine reading a long document written in this style.

An employee may change jobs. The change may result in a lower pay bracket. The
new coverage is effective when this happens. The job change must be because of
physical disability. It can also be because of infirmity. Old age may be another cause.
The company has some discretion in the matter. It can permit continuing the accidental
death insurance. It can permit continuing the dismemberment insurance.

The following paragraph takes a course between these two extremes. Clearly, it is an
improvement. Generally, it emphasizes short sentences, but it combines content items
where appropriate.

The new insurance coverage becomes effective when because of disability, infirmity,
or age an employee’s job change results in lower pay. But at its discretion, the company may permit the old insurance coverage to continue.

You can shorten and simplify sentences in two basic ways: (1) by limiting sentence
content and (2) by using words economically. The following pages contain specific
suggestions for doing this.
Limiting Sentence Content
Limiting sentence content is largely a matter of mentally selecting thought units and
making separate sentences of most of them. The advantage of limiting sentence content is evident from the following contrasting examples:


Long and Hard to Understand
This letter is being distributed with enrollment confirmation sheets, which are to
serve as a final check on the correctness
of the registration of students and are to
be used later when obtaining semester
grades from the regline system, which are
to be available two weeks after the term
officially ends.


Regardless of their seniority or union
affiliation, all employees who hope to
be promoted are expected to continue
their education either by enrolling in the
special courses to be offered by the
company, which are scheduled to be
given after working hours beginning next
Wednesday, or by taking approved online
courses selected from a list, which may
be seen on the company portal.
Short and Clear
This letter is being distributed with enrollment confirmation sheets. These sheets will serve now as a final check on student registration. Later, the codes on them will be used to access course grades through the regline system; the grades will be available two weeks after the term officially ends.



Regardless of their seniority or union
affiliation, all employees who hope to be
promoted are expected to continue their
education in either of two ways. (1) They
may enroll in special courses to be given
by the company. (2) They may take
approved online courses selected from the
list on the company portal.

Without question, the long sentences in the examples are hard to understand. Clearly, the shorter sentences communicate better. They give more emphasis to content and to organization of the subject matter.


Economizing on Words

A second basic technique of shortening sentences is to use words economically. Using words economically generally means seeking shorter ways of saying things. In general, the shorter wordings save the reader time and are clearer and more interesting. To help you recognize these uneconomical wordings, a brief review of the most common of them follows. This review does not cover all the possibilities for wasteful writing, but it does cover many troublesome problems.
Cluttering Phrases. An often used uneconomical wording is the cluttering phrase.
This is a phrase that can be replaced by shorter wording without loss of meaning. 
Here is an example of a cluttering phrase:

In the event that payment is not made by January, operations will cease.

The phrase in the event that is uneconomical. The little word if can substitute for it
without loss of meaning:

If payment is not made by January, operations will cease.

Similarly, the phrase that begins the following sentence adds unnecessary length:

In spite of the fact that they received help, they failed to exceed the quota.

Although makes an economical substitute:

Although they received help, they failed to exceed their quota.

You probably use many cluttering phrases. The following partial list (with suggested
substitutions) should help you cut down on them:

Cluttering Phrase 		Shorter Substitution
Along the lines of 			Like
At the present time 		Now
For the purpose of 		For
For the reason that 		Because, since
In accordance with 		By
In the amount of 			For
In the meantime 			Meanwhile
In the near future 			Soon
In the neighborhood of 		About
In very few cases 		Seldom
In view of the fact that 		Since, because
On the basis of 			By
On the occasion of 		On
With regard to, with reference to 	About
With a view to 			To
Surplus Words. To write economically, eliminate words that add nothing to sentence meaning. The following is an example of surplus wording from a business report:

It will be noted that the records for the past years show a steady increase in special appropriations.

The beginning words add nothing to the meaning of the sentence. Notice how dropping them makes the sentence stronger—and without loss of meaning:

The records for the past years show a steady increase in special appropriations.

Here is a second example:

His performance was good enough to enable him to qualify for the promotion.

The words to enable add nothing and can be dropped:

His performance was good enough to qualify him for the promotion.

The following sentences further illustrate the use of surplus words. 


Contains Surplus Words
He ordered desks that are of the executive type.

There are four rules that should be observed.

In addition to these defects, numerous other defects mar the operating procedure.

The machines that were damaged by the
fire were repaired.

By the examining of production records, they found the error.

In the period between April and June, we detected the problem.
Eliminates Surplus Words
He ordered executive-type desks.


Four rules should be observed.


Numerous other defects mar the operating procedure. 


The machines damaged by the fire were repaired.

By examining production records, they
found the error. 

Between April and June we detected the
problem.

Roundabout Constructions. As we have noted, you can write anything in many ways. Some of the ways are direct. Some cover the same ground in a roundabout way.
Usually the direct ways are shorter and communicate better.

This sentence illustrates roundabout construction:

The department budget can be observed to be decreasing each new year.

Do the words can be observed to be decreasing get to the point? Is the idea of observing essential? Is new needed? A more direct and better sentence is this one:

The department budget decreases each year.

Here is another roundabout sentence:
The union is involved in the task of reviewing the seniority provision of the contract.

Now if the union is involved in the task of reviewing, it is really reviewing. The
sentence should be written in these direct words:

The union is reviewing the seniority provision of the contract.

The following sentence pairs further illustrate the advantages of short, direct
wording over roundabout wording:


Roundabout
The president is of the opinion that the
tax was paid.

It is essential that the income be used to
retire the debt.

Reference is made to your May 10 report
in which you concluded that the warranty
is worthless.

The supervisors should take appropriate action to determine whether the absentee reports are being verified.

During the time she was employed by this
company, Ms. Carr was absent once.

He criticized everyone he came in contact
with.

Direct
The president believes the tax was paid.


The income must be used to retire the
debt.

Your May 10 report concluded that the
warranty is worthless.


The supervisors should determine whether the absentee reports are being verified.


While employed by this company, Ms. Carr was absent once.

He criticized everyone he met.


Unnecessary Repetition of Words or Ideas. Repeating words obviously adds
to sentence length. Such repetition sometimes serves a purpose, as when it is used
for emphasis or special effect. But all too often it is without purpose, as this sentence
illustrates:

We have not received your payment covering invoices covering June and July purchases.

It would be better to write the sentence like this:

We have not received your payment covering invoices for June and July purchases.

Another example is this one:

He stated that he believes that we are responsible.

The following sentence eliminates one of the thats:

He stated that he believes we are responsible.

Repetitions of ideas through the use of different words that mean the same thing
(free gift, true fact, past history) also add to sentence length. Known as redundancies,
such repetitions are illogical and can rarely be defended. Note the redundancy in this
sentence:

The provision of Section 5 provides for a union shop.

The duplication, of course, is in the meaning of provides. By definition, a provision
provides. So the repetition serves no purpose. The following sentence is better:

Section 5 provides for a union shop.

Here are other examples of redundancies and ways to eliminate them:


Needless Repetition
Please endorse your name on the back of this check.

We must assemble together at 10:30 AM in
the morning. 

If you are not satisfied, return it back to us.

Tod Wilson is the present incumbent.

One should know the basic fundamentals of clear writing.

The consensus of opinion is that the tax is unfair.

At the present time, we are conducting two clinics.

As a matter of interest, I am interested in
learning your procedure.

We should plan in advance for the future.

Repetition Eliminated
Please endorse this check.


We must assemble at 10:30 AM.


If you are not satisfied, return it to us.

Tod Wilson is the incumbent.

One should know the fundamentals of
clear writing.

The consensus is that the tax is unfair.


We are conducting two clinics.


I am interested in learning your procedure.


We should plan
Determining Emphasis in Sentence Design

The sentences you write should give the right emphasis to content. Not all items of information a written communication consists are equally important. Your task as a writer is to form your sentences to communicate the importance of each item.

Sentence length affects emphasis. Short, simple sentences carry more emphasis than long, involved ones. They stand out and call attention to their contents. Longer sentences give less emphasis to their contents. When a sentence contains two or more ideas, the ideas share emphasis. How they share it depends on how the sentence is constructed.

To illustrate the varying emphasis you can give information, consider this example.
You have two items of information to write. One is that the company lost money last year. The other is that its sales volume reached a record high. You could present the information in at least three ways. First, you could give both items equal emphasis by placing them in separate short sentences:
The company lost money last year. The loss occurred in spite of record sales.
Second, you could present the two items in the same sentence with emphasis on the
lost money.
Although the company enjoyed record sales last year, it lost money.
Third, you could present the two items in one sentence with emphasis on the sales
increase:
The company enjoyed record sales last year, although it lost money.
Which way would you choose? The answer depends on how much emphasis each
item deserves. You should think the matter through and follow your best judgment. 

Giving the Sentences Unity
Good sentences have unity. For a sentence to have unity, all of its parts must combine
to form one clear thought. 

Violations of unity in sentence construction fall into three categories: (1) unrelated
ideas, (2) excessive detail, and (3) illogical constructions.

Unrelated Ideas. Placing unrelated ideas in a sentence is the most obvious violation
of unity. Putting two or more ideas in a sentence is not grammatically wrong, but
the ideas must have a reason for being together. They must combine to complete the
single goal of the sentence.
You can give unity to sentences that contain unrelated ideas in three basic ways:
(1) You can put the ideas in separate sentences. (2) You can make one of the ideas
subordinate to the other. (3) You can add words that show how the ideas are related.
The first two techniques are illustrated in the following sentence:
Mr. Jordan is our sales manager, and he has a degree in law.
Perhaps the two ideas are related, but the words do not tell how. A better arrangement
is to put each in a separate sentence:
Mr. Jordan is our sales manager. He has a law degree.
Or the two ideas could be kept in one sentence by subordinating one to the other. In
this way, the main clause provides the unity of the sentence.
Mr. Jordan, our sales manager, has a law degree.
Adding words to show the relationship of ideas is illustrated in the revision of the
following example:
Our production increased in January, and our equipment is wearing out.
The sentence has two ideas that seem unrelated. One way of improving it is to make
a separate sentence of each idea. A closer look reveals, however, that the two ideas really are related. The words just do not show how. Thus, the sentence could be revised to show how:
Even though our equipment is wearing out, our production increased in January.
The following contrasting pairs of sentences further illustrate the technique:


Unrelated
Our territory is the southern half of the state, and our salespeople cannot cover it thoroughly.

Using the cost-of-living calculator is simple, but no tool will work well unless it is explained clearly.

We concentrate on energy-saving products, and 70 percent of our business comes from them.
Improved
Our territory is the southern half of the state. Our salespeople cannot cover it thoroughly.

Using the cost-of-living calculator is simple, but, like any tool, it will not work well unless it is explained clearly.

As a result of our concentration on
energy-saving products, 70 percent of our business comes from them.

Excessive Detail. Putting too much detail into one sentence tends to hide the central
thought. If the detail is important, you should put it in a separate sentence. This suggestion strengthens another given earlier in the chapter—the suggestion that you use short sentences. See these contrasting examples:


Excessive Detail
Our New York offices, considered plush
in the 1990s, but now badly in need of
renovation, as is the case with most offices that have not been maintained, have been abandoned.

We have attempted to trace the Plytec
insulation you ordered from us October 1, and about which you inquired in your
October 10 message, but we have not yet been able to locate it, although we are sending you a rush shipment immediately.

In 2006, when I, a small-town girl from a middle-class family, began my studies at Bradley University, which is widely recognized for its business administration program, I set my goal for a career with a large public company.
Improved
Considered plush in the 1990s, our New
York offices have not been maintained
properly. As they badly need repair, we
have abandoned them.


We are sending you a rush shipment of
Plytec insulation immediately. Following
your October 10 inquiry, we attempted
to trace your October 1 order. We were
unable to locate it.


A small-town girl from a middle-class
family, I entered Bradley University in
2006. I selected Bradley because of its
widely recognized business administration
program. From the beginning, my goal
was a career with a large public company.

Illogical Constructions. Illogical constructions destroy sentence unity. These
constructions result primarily from illogical thinking. 

The first example contains two main thoughts in two correct clauses. But one clause
is in active voice, and the other is in passive voice.

First we cut prices, and then quality was reduced.

We achieve unity by making both clauses active, as in this example:

First we cut prices, and then we reduced quality.

The mixed constructions of the following sentence do not make a clear and logical
thought. The technical explanation is that the beginning clause belongs with a complex sentence, while the last part is the predicate of a simple sentence.

Because our salespeople are inexperienced caused us to miss our quota.

Revised for good logic, the sentence might read:

The inexperience of our salespeople caused us to miss our quota.

These sentences further illustrate the point:


Illogical Construction
Job rotation is when you train people by
moving them from job to job.

Knowing that she objected to the price
was the reason we permitted her to return the goods.

I never knew an executive who was interested in helping workers who had got into problems that caused them to worry.

My education was completed in 2006,
and then I began work as a manager for Home Depot.
Improved
Job rotation is a training method in which
people are moved from job to job.

Because we knew she objected to the price, we permitted her to return the goods.

I never knew an executive who was interested in helping worried workers with their problems.


I completed my education in 2006 and
then began work as a manager for Home
Depot.

Incomplete Construction. Certain words used early in a sentence signal that the rest of the sentence will contain a certain kind of content. But it fails to finish an expected pattern. For example, 

	She was so happy with the retirement party we gave her.

She was so happy … that what? In a sentence like this, either complete the construction or leave “so” out.

Or consider the incomplete opening phrase of this sentence:

As far as time management, he is a master of multitasking.

You can rectify the problem in one of two ways:

	As far time management goes, he is a master of multitasking.
	As for time management, he is master of multitasking.

Dangling/Misplaced Modifiers. Putting modifiers in the wrong place or giving them nothing to modify in the sentence is another common way that sentence logic can go awry. Consider this sentence:

Believing the price would drop, the purchasing agents were instructed not to buy.

The sentence seems grammatically correct … but it doesn’t make sense. The problem is that the people whom the opening phrase is supposed to modify have been left out, making the opening phrase a dangling. You can correct this problem by putting the right agents after the opening phrase:

Believing that the price would drop, we instructed our purchasing agents not to buy.	
 
Faulty Parallelism. Readers expect the same kinds of things in a sentence to be worded in the same way. Faulty parallelism violates this logical expectation.
 
How do you make the similar items in this sentence parallel in wording?

They show their community spirit through yearly donations to the United Way, giving free materials to Habitat for Humanity, and their employees volunteer at local schools.

Here’s one way:

They show their community spirit through yearly donations to the United Way, giving free materials to Habitat for Humanity, and volunteering at local schools.


CARE IN PARAGRAPH DESIGN

Skillful paragraphing is also important to clear communication. Paragraphs show the reader where topics begin and end, thus helping organize information in the reader’s mind.

Designing paragraphs requires the ability to organize and relate information. It also involves anticipating your readers’ likely reactions and structuring your content for the desired effect. The following advice will help you use paragraphing for your best advantage.

Giving the Paragraphs Unity
Like sentences, paragraphs should have unity. When applied to paragraph structure, unity means that a paragraph builds around a single topic or idea. 

A violation of unity is illustrated in the following paragraph from an application letter. 

At the university I studied all the basic accounting courses as well as specialized
courses in taxation, international accounting, and computer security. I also took
specialized coursework in the behavioral areas, with emphasis on human relations.
Realizing the value of human relations in business, I also actively participated in
organizations, such as Sigma Nu (social fraternity), Alpha Kappa Psi (professional
fraternity), Intramural Soccer, and A cappella. I selected my elective coursework
to round out my general business education. Among my electives were courses in
investments, advanced business report writing, financial policy, and management
information systems. A glance at my résumé will show you the additional courses
that round out my training.

As the goal of the paragraph is to summarize the applicant’s coursework, all the
sentences should pertain to coursework. By shifting to personal qualities, the third sentence violates paragraph unity. Taking this sentence out would correct the fault.

Keeping Paragraphs Short
As a general rule, you should keep your paragraphs short. As noted earlier, paragraphs help the reader follow the writer’s organization plan. Writing marked by short paragraphs identifies more of the details of that plan. In addition, such writing is inviting to the eye. People simply prefer to read writing with frequent paragraph breaks.

How long a paragraph should be depends on its contents—on what must be included
to achieve unity. Readability research has suggested an average length of eight lines for longer papers such as reports. Shorter paragraphs are appropriate for messages. 

Keep in mind that these suggestions concern only an average. Some good paragraphs
may be quite long—well over the average. Some paragraphs can be very short—as short as one line. One-line paragraphs are an especially appropriate means of emphasizing major points in business messages. A one-line paragraph may be all
that is needed for a goodwill closing comment. A good practice is to question paragraphs over 10 lines.


Making Good Use of Topic Sentences
One good way of organizing paragraphs is to use topic sentences. The topic sentence
expresses the main idea of a paragraph, and the remaining sentences build around and
support it. Using topic sentences forces you to find the central idea of each paragraph and helps you check paragraph unity.

Not every paragraph must have a topic sentence. Some paragraphs, for example, introduce ideas, relate succeeding items, or present an assortment of facts that lead to no conclusion. The central thought of such paragraphs is difficult to put into a single sentence. Even so, you should use topic sentences whenever you can. According to the writer’s plan, topic sentence can come in following different places:

Topic Sentence First. The most common paragraph arrangement begins with the
topic sentence and continues with the supporting material. In fact, the arrangement
is so appropriate for business information that one company’s writing manual suggests
that it be used for virtually all paragraphs.

To illustrate, take this paragraph in which the topic sentence comes first:

A majority of the economists consulted think that business activity will drop during
the first quarter of next year. Of the 185 economists interviewed, 13 percent looked
for continued increases in business activity, and 28 percent anticipated little or no
change from the present high level. The remaining 59 percent looked for a recession.
Of this group, nearly all (87 percent) believed that the downturn would occur during
the first quarter of the year.

Topic Sentence at End. The second most common paragraph arrangement places
the topic sentence at the end, usually as a conclusion. Paragraphs of this kind usually
present the supporting details first, and from these details they lead readers to the conclusion, as in this example:

The significant role of inventories in the economic picture should not be overlooked.
At present, inventories represent 3.8 months’ supply. Their dollar value is the highest
in history. If considered in relation to increased sales, however, they are not excessive.
In fact, they are well within the range generally believed to be safe. Thus, inventories
are not likely to cause a downward swing in the economy.

Topic Sentence within the Paragraph. A third arrangement places the topic
sentence somewhere within the paragraph. This arrangement is rarely used, for good
reason. It does not emphasize the topic sentence, although the topic sentence usually
deserves emphasis. Still, you can sometimes justify using this arrangement for special
effect, as in this example:

Numerous materials have been used in manufacturing this part. And many have
shown quite satisfactory results. Material 329, however, is superior to them all. When
built with material 329, the part is almost twice as strong as when built with the next
best material. It is also three ounces lighter. Most important, it is cheaper than any
of the other products.
Leaving Out Unnecessary Detail
You should include in your paragraphs only the information needed. The chances are
that you have more information than the reader needs. Thus, a part of your communication task is to select what you need and discard what you do not need.
To know what you need, ask yourself questions such as these: How will the
information be used? What information will be used? What will not be used? Then
make your decisions. 

The following paragraph from a message to maintenance workers presents excessive
information.

In reviewing the personnel records in our company database, I found that several
items in your fi le were incomplete. The section titled “work history” has blanks for
three items of information. The first is for dates employed. The second is for company
name. And the third is for type of work performed. On your record only company
name was entered, leaving two items blank. Years employed or your duties were
not indicated. This information is important. It is reviewed by your supervisors every
time you are considered for promotion or for a pay increase. Therefore, it must be
completed. I request that you sign on the company portal and update your personnel
record at your earliest convenience.

The message says much more than the reader needs to know. This revised message is better:

Please sign on the company portal at your earliest convenience to update your personnel record.
Making Paragraphs Coherent
Like well-made sentences, well-made paragraphs move the reader logically and smoothly from point to point. They clearly indicate how the different bits of information are related to each other, in terms of logic and the writer’s apparent purpose. This quality of enabling readers to proceed easily through your message, without side trips and backward shifts, is called coherence.

Various techniques are needed to tie the information together and make the paragraph coherent. These techniques are known as transitional devices. Here we will discuss three major ones: repetition of key words, use of pronouns, and the use of transitional words. 

Repetition of Key Words. By repeating key words from one sentence to the next,
you can make smooth connections of successive ideas. The following successive sentences illustrate this transitional device (key words in italics). The sentences come
from a message refusing a request to present a lecture series for an advertising clinic. 

Because your advertising clinic is so well planned, I am confident that it can provide
a really valuable service to practitioners in the community. To be truly valuable, I think
you will agree, the program must be given the time a thorough preparation requires.
As my time for the coming week is heavily committed, you will need to find someone
who is in a better position to do justice to your program.

Use of Pronouns. Because pronouns refer to words previously used, they make good transitions between ideas. So use them from time to time in forming idea connections. The following sentences illustrate this technique.

Ever since the introduction of our Model V nine years ago, consumers have suggested
only one possible improvement—voice controls. During all this time, making this
improvement has been the objective of Atkins research personnel. Now we proudly
report that these efforts have been successful.

Transitional Words and Phrases. Transitional words and phrases will
help move your readers through your paragraphs. So, use them in right places.
Among the commonly used transitional words and phrases are in addition, besides, in spite of, in contrast, however, likewise, thus, therefore, for example, and also.

Notice how the transitional expressions (in italics) in the following paragraph signal the relations among the parts and move the reader steadily forward through the
ideas:

Three reasons justify moving from the Crowton site. First, the building rock in the Crowton area is questionable. The failure of recent geologic explorations in the area appears to confirm suspicions that the Crowton deposits are nearly exhausted. Second, the distances from the Crowton site to major markets make transportation costs unusually high. Obviously, any savings in transportation costs will add to company profits. Third, the obsolescence of much of the equipment at the Crowton plant makes this an ideal time for relocation. The old equipment at the Crowton plant could be scrapped.

The transition words first, second, and third bring out the paragraph’s pattern of
organization and make it easy for the reader to follow along.

But a note of caution: do not use transitional words just for the sake of using them. Be
sure that they fit your intended meaning and will truly help the reader’s comprehension.

SUMMARY BY LEARNING OBJECTIVES
1. Writing that communicates uses words that the reader understands and sentence
structures that organize the message clearly in the reader’s mind. It is writing that
is adapted to the reader. 	(LO1: Adaptation and writing clear sentences)
2. In general, you should use short sentences, especially when adapting to readers
with low reading ability. Do this in two ways: 	(LO2: Writing short, clear sentences)
• Limit sentence content by breaking up those that are too long.
• Use words economically by following these specific suggestions:
— Avoid cluttering phrases (if rather than in the event that).
— Eliminate surplus words—words that contribute nothing (It will be noted that).
— Avoid roundabout ways of saying things (decreases rather than can be
observed to be decreasing).
— Avoid unnecessary repetition (In my opinion, I think).
3. Give every item you communicate the emphasis it deserves by following these
suggestions: (LO3: Sentence design for emphasizing content)
• Use short sentences to emphasize points.
• Combine points in longer sentences to de-emphasize them.
• But how you combine points (by equal treatment, by subordination) determines
the emphasis given.
4. Achieve unity and clarity in your sentences. (LO4: Writing effective sentence)
• Make certain all the information in a sentence belongs together—that it forms a
unit. These suggestions help:
— Eliminate excessive detail.
— Combine only related thoughts.
— Avoid illogical constructions.
• Ensure clarity by following the conventional rules of writing (standards of
punctuation, grammar, and such).
5. Design your paragraphs for clear communication by following these standards: (LO5: Composing paragraphs)
• Give the paragraphs unity.
• Keep the paragraphs short.
• Use topic sentences effectively, usually at the beginning but sometimes within
and at the end of the paragraph.
• Leave out unessential details.
• Use transitional devices for coherence.


C R I T I C A L   T H I N K I N G   Q U E S T I O N S

1 How are sentence length and sentence design related to
adaptation?
2 Discuss this comment: “Long, involved sentences tend
to be difficult to understand. Therefore, the shorter the
sentence, the better.”
3 Discuss ways to give ideas more or less emphasis in
your sentences.
4 How can unity apply equally well to a sentence, to a
paragraph, and to longer units of writing?
5 Discuss this comment: “Words carry the message.
They would carry the same meanings with or without
paragraphing. Therefore, paragraphing has no effect on
communication.”
6 “Topic sentences merely repeat what the other sentences
in the paragraph say. As they serve only to add length, they should be eliminated.” Discuss.

Instructions, Sentences 1–6: Break up these sentences into
shorter, more readable sentences.

1 Dealers attributed the rate decline to several factors, including
expectations that the U.S. Treasury will choose
to pay off rather than refinance some $4 billion of government
obligations that fall due next month, an action
that would absorb even further the available supplies of
short-term government securities, leaving more funds
chasing skimpier stocks of the securities.
2 If you report your income on a fiscal-year basis ending in
2007, you may not take credit for any tax withheld on your
calendar-year 2007 earnings, inasmuch as your taxable
year began in 2006, although you may include, as a part of
your withholding tax credits against your fiscal 2008 tax
liability, the amount of tax withheld during 2007.
3 The upswing in business activity that began in 2007 is
expected to continue and possibly accelerate in 2008,
and gross domestic product should rise by $664 billion,
representing an 8 percent increase over 2007, which is
significantly higher than the modest 5 percent increase
of 2006.
4 As you will not get this part of Medicare automatically,
even if you are covered by Social Security, you must
sign up for it and pay $88.50 per month, which the government
will match, if you want your physician’s bills
to be covered.
5 Students with approved excused absences from any of
the hour examinations have the option of taking a special
makeup examination to be given during dead week
or of using their average grade on their examinations in
the course as their grade for the work missed.
6 Although we have not definitely determined the causes
for the decline in sales volume for the month, we know
that during this period construction on the street adjacent
to the store severely limited traffic flow and that
because of resignations in the advertising department
promotion efforts dropped well below normal.

Instructions, Sentences 7–24: Revise the following sentences
for more economical wording.
7 In view of the fact that we financed the experiment, we
were entitled to some profit.
8 We will deliver the goods in the near future.
9 Mr. Joshi outlined his development plans on the occasion
of his acceptance of the presidency.
10 I will talk to him with regard to the new policy.
11 We purchased coats that are lined with rabbit fur.
12 Sales can be detected to have improved over last year.
13 It is essential that we take the actions that are necessary
to correct the problem.
14 In all probability, we are likely to suffer a loss this quarter.
15 In spite of the fact that the bill remains unpaid, they
placed another order.
16 We expect to deliver the goods in the event that we
receive the money.
17 This policy exists for the purpose of preventing
dishonesty.
18 The salespeople who were most successful received
the best rewards.
19 Their salespeople are of the conviction that service is
obsolete.
20 This condition can be assumed to be critical.
21 The consensus of opinion of this group is that
Wellington was wrong.

Instructions, Paragraphs 40–44: Rewrite the following paragraphs
in two ways to show different placement of the topic
sentence and variations in emphasis of contents. Point out
the differences in meaning in each of your paragraphs.
22 Nimisha has a good knowledge of office procedures.
She works hard. She has performed her job well. She
is pleasant most of the time, but she has a bad temper,
which has led to many personal problems with
the work group. Although I cannot recommend her for
promotion, I approve a 5 percent raise for her.
23 I majored in marketing at Kathmandu University and received
a B.S. degree in 2007. Among the marketing courses I
took were marketing strategy, promotion, marketing research,
marketing management, and consumer behavior.
These and other courses prepared me specifically for a
career in retailing. Included, also, was a one-semester
internship in retailing with Butawal Department Stores.
24 Recently China ordered a large quantity of wheat from
the United States. Likewise, Germany ordered a large
quantity. Other countries continued to order heavily,
resulting in a dramatic improvement in the outlook for
wheat farming. Increased demand by Eastern European
countries also contributed to the improved outlook.


