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EXERCISE: REDUNDANCY 

Redundancy is the needless repetition or addition of words. 
 
Redundant Phrase Concise Word or Words 
Continue on Continue 
Easy and effortless Easy (or use Effortless) 
Absolutely certain Certain 

 
For each redundant phrase, write the correct word in its place. Remember: less is more! 
 
Redundant Phrase Concise Word or Words 
On a daily basis  
Close proximity  
Added bonus  
Consensus of opinion  
Few in number  
Repeat again  
Cooperate together  
Future plans  
At a point in the future  
Past history  
Period of time  
May possibly  
New innovation  
Over and done with  
Stalling for time  
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EXERCISE: WRITING CLEARLY (Using Plain Language) 
Select the sentences that are most concise yet convey the relevant and important information. 
 
1. A. All unopened packages should be returned to the dock on 41st Street. 

B. All unopened packages should be returned to the 41st Street dock. 
C. All packages that are not opened should be returned to the dock on 41st     Street. 
D. All packages that are not opened should be returned to the dock that is located on 41st Street. 

 
2. A. The labels that are needed are rectangular in shape. 

B. The labels that are needed are rectangular. 
C. The needed labels are rectangular. 
D. The labels are rectangular. 
E. We need rectangular labels. 

  
3. A.  There are several projects that are successful which use volunteers. 

B. There are several successful projects that use volunteers. 
C. Several successful projects use volunteers. 
D. Several projects that are successful use volunteers. 

 
4. A. Please submit a report each week that lists all customer complaints. 

B. Please submit a report listing all customer complaints. 
C. Please submit a weekly report listing all customer complaints. 
D. Please submit a report each week listing all customer complaints. 

 
5. A. The costs of implementation will be offset by savings in time. 

B. The implementation costs will be offset by time savings. 
C. The costs of implementation will be offset by time savings. 
D. The implementation costs will be offset by savings in time. 
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