GRAMMAR and STYLE
I. TONE:
A. DEFINITION:

· attitude 

· the writer’s attitude toward the subject and/or the audience

B. EXAMPLES:

· Casual:  

· in an e-mail

· Objective:  

· in a formal report

· Persuasive:  

· in a formal proposal

· Enthusiastic:  

· in recommendation letters

· Serious:  

· in a memo (on a business matter)

· Authoritative:  

· in a memo (of reprimand)

· Friendly:  

· in a letter

C. GUIDELINES:
· Strive for

· Optimism

· Be as positive as often as possible

· Avoid

· Negativity

· Pessimism 

· Sarcasm

· Condescension

____________________________________________________________________________

II. SENTENCE STRUCTURE:
A. SENTENCE TYPES:
1. Simple
· contains 1 main clause
· He completed his work.

2. Compound
· contains 2 main clauses 

· joined by a coordinating conjunction (FAN BOYS)

· He completed his work, but she stayed at the office to begin another project.

3. Complex
· contains 1 main/independent clause + at least 1 dependent clause

· subordinate clauses

· After he finished the project, he headed for home.

4. Compound-Complex
· contains at least 2 main clauses +

· at least 1 dependent clause

· After they studied the maps, they left the fault line, but they were unable to travel much farther that night.

B. GUIDELINES:
1. Place the main point at the beginning

· avoid the passive voice

· avoid placing phrases or dependent clauses at the start
2. Utilize “simple sentences” frequently

· focus on 1 main clause per sentence

· compound sentences with “and” or “but” can confuse readers and dilute your meaning

· however, occasional compound and compound-complex sentence are acceptable for sentence variety

3. Limit sentences to 15-20 words

· break a compound sentence into 2 separate sentences

____________________________________________________________________________

III. CONCISE WRITING:
A. KISS:  

· Keep It Short and Simple

B. GUIDELINES:

1. Replace abstract nouns with Verbs

· –ion + of

· assessment of – assess

· classification of – classify 

· computation of – compute

· development of – develop

· elimination of – eliminate

· observation of – observe

· verification of – verify 

2. Shorten wordy phrase

· Wordy phrases add unnecessary words

· Weighty expressions rob your prose of clarity

· afford an opportunity to – permit 

· along the lines of – like

· an additional – another

· at this point in time – now

· due to the fact of – because

· in the event that – if

· prior to – before

· with regard to – about 

3. Replace long words with short words

· The bigger word is not always better

· Thesaurus-it is

· Keep it simple, not show what you know

· advantageous – helpful

· approximately – about 

· initiate – start, begin

· prioritize – rank, rate

· transport – move

· utilize – use 

4. Avoid Clichés *****
· Avoid pat expressions or clichés 

· Worn-out expressions 

· “empty calories”

· That add words to your writing

· As plain as day

· Ballpark figure

· Few and far between

· Last but not least

· Leaps and bounds

· Needless to say

· Reinvent the wheel

· Skyrocketing costs

· Step in the right direction

5. Avoid “There is” or “It is” constructions
· Such constructions delay the delivery of your main point

· They can confuse the reader by inverting the Subject and Verb

· They often lead writers to errors in Subject-Verb Agreement

· Substitute with concrete subjects and action verbs

· For “There  is” or “Here are” constructions, simply delete those words

· this moves your subject into the very beginning of the sentence

· Next you’ll need a verb

· since you deleted the “are” or “is”

· a relative pronoun (“that”) usually follows your new subject
· delete it

· There are many McDuff projects that could be considered for design awards.

· Many McDuff projects could be considered for design awards.

· “It is” constructions, are quite similar.

· It is clear to the hiring committee that writing skills are an important criterion for every technical position.

· The hiring committee believes that writing skills are an important criterion for every technical position.

6. Cut out extra words
· omit needless connecting words

· to be

· that

· limit prepositional phrases

· the recruiting of – recruiting 

· limit “would like to”

· we would like to suggest – we suggest

· omit synonym redundancy

· aims and goals – goals 

____________________________________________________________________________

IV. ACTIVE vs. PASSIVE VOICE:
A. ACTIVE VOICE:

· Emphasizes the performer of the action.

· The subject is the performer of the verb action.

· The SUBJECT comes first or early.

· Subject + Verb construction.

· preferred

· “Castiglione hit the home run.”

B. PASSIVE VOICE:

· Emphasizes the receiver of the action

· The action of the verb is done to someone/thing 

· The OBJECT comes first or  early

· Object + Verb + Subject construction

· Action = was done “by” the Subject
· to be + verb —“was bitten”

· “by”
· “The home run was hit by Castiglione.”

C. PASSIVE (-):

· Wordiness

· Confusion

· Who is performing the action?

· Obfuscation

· Less direct writing

· Tedious reading

D. PASSIVE (+):

· Stress the receiver of the action over the performer of the action

· When the actor in the situation is not important

· When it is more important to draw our attention to the person or thing acted upon.

· “The aurora borealis can be observed in the early morning hours.”

· “The unidentified victim was apparently struck during the early morning hours.”

· Stress the action over the performer of the action

· When the performer of the action is unknown or unimportant.

· “Observing the aurora borealis can be done early in the morning.”

· “Running is fun!”

· You want to keep the focus on the person or object acted upon, as opposed to the performer of that action

· “The quarterly profits were significantly reduced by the opening of the competitor’s new store.”

· Here, the focus is on the quarterly profits and not on the opening of a new store.
· The performer of the action is unknown

· “The suspected terrorist was held for questioning.”

· Here, the person/s detaining the suspect is unknown and unimportant; also, readers could surmise who was detaining the prisoner based on common sense and knowledge of who has such specialized authority.

______________________________________________________________________________

V. NONSEXIST LANGUAGE:
A. MUTABILITY:

· Like it or not, rules change, and we must change with them.  The speed limit on Main Street was lowered. Gambling is now allowed in Pennsylvania.  Men can wear pink. 

· Gender roles also change.  They were once clearly defined and rarely challenged.  Men worked in business. Women worked at home.  

· Sexist?  Rarely.  It was what it was; we would be arrogant, hypocritical, and judgmental to cast condemnation on another time.  

· Because of these accepted roles, the rule was that the masculine pronouns “he,” “his,” and “him” were acceptable for use in the male-dominated work force and for use with indefinite pronouns to refer to any person.  

· However, time and gender roles have changed.  Now, more women are in the work force, so the rules must consequently change.  Thus, the generic use of the masculine pronoun is no longer acceptable.

· As business writers, we must not risk the chance of offending anyone, male or female, with our grammar 

· It’s just bad business.

B. VAGUE PRONOUN REFERENCE:

· What most grammar handbooks imperfectly term “sexist language” is more accurately labeled poor, vague, or unclear pronoun reference.

· As writers, you must be as clear as you possibly can, assuming nothing.

· Since you have but one chance to convey your idea, say exactly what you mean.

· Each student brought his textbook to class.

· If you were writing about an all-boys school, then this would be acceptable.

· If, however, you mean that both males and females comprise the student body, then you must change the sentence.

C. TIPS:

1) Avoid personal pronouns altogether

· If possible, use the articles (a, an, the) to replace personal pronouns

· During his first day on the job, any new employee in the toxic-waste laboratory must report to his company doctor for his employment physical.

· During the first day on the job, any new employee in the toxic-waste laboratory must report to the company doctor for a employment physical.

2) Use the “split”:

· His/her or her/his

· He/she or she/he

· S/he 

· He or she, She or he

· As you can imagine, this construction gets quite tiring after a very short while.

· The simple solution is to make your term plural whenever possible:

· Rather than the singular “surveyor,” which requires the his/her possessive pronoun,

· Use the plural “surveyors,” which requires the gender neutral “their.”

· Each student brought his/her textbook to class.

· The students brought their textbooks to class.

3) Shift to Second Person Point-of-View (YOU):

· The relative informality of business writing allows for the use of “you” and “your” in certain documents, which can be quite helpful regarding this issue.

· After selecting her insurance option in the benefit plan, each new nurse should submit her paperwork to the Human Resources Department.

· After selecting your insurance option in the benefit plan, you should submit your paperwork to the Human Resources Department.

· Submit your paperwork to the Human Resources Department after selecting your insurance option in the benefit plan.

4) 
Mind titles and letter salutations

· Call the office secretary to confirm correct spelling and title.

· Use “Ms.” for women, instead of “Miss”

· Use “Attention:  Admission Committee,” instead of “Dear Sir or Madam”

