
Being Concise

Being concise involves stating only the important information and avoiding irrelevant details. Here are a few tips to
help you write concisely.

1. Start your letter with a statement that contains the purpose of the letter. Here are some phrases you can use
for specific purposes, such as: 

• Asking for information: I would like some more information about …

• Making a request: Please send me …; I would be grateful if you could … 

• Responding to a previous message: Thank you for your letter dated March 16, 2010

• Sending an attachment: Please find attached …

2. Use single words instead of phrases with a lot of prepositions. For example:

• Use because instead of as a result of 

• Use regarding instead of with regard to

• Use to or, for instead of for the purpose of 

• Use if instead of in the event that

3. Use sentences that are grammatically simple. You are less likely to make grammatical errors if you avoid
complicated sentences. Try to keep your sentences short, with one idea per sentence. For example: 

• Use We met to discuss the new proposal instead of The purpose of the meeting was to discuss the 
new proposal.

4. Use modals instead of phrases to express necessity, possibility or ability. For example: 

• Use We might have a meeting tomorrow instead of There is a possibility that we will have a meeting tomorrow

• Use He can operate the equipment instead of He has the ability to operate the equipment

5. Use verbs instead of noun clauses if possible. For example:

• Use meet instead of hold a meeting

• Use assist instead of provide assistance

• Use respond to instead of write in response to

1� Search the Internet for additional tips on writing concisely. 

Possible search term: concise writing tips
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Being Concise (Cont.)

2 Below are two examples of the same letter. One sample is concise while the other is not. 
Compare the similarities and differences. Which letter sounds better? Why?

Sample 1 Sample 2

3 Rewrite the following letter to make it more concise. 

Dear Ms. Ng:

I am writing in response to your letter dated April 28th which lists several problems you have had
with the GanX fire alarm you purchased from us early in April. These problems include an
intermittent ring when the alarm goes off, the unusual tone of the alarm, and the low volume of the
alarm. This is an unusual situation because no one has ever complained about these types of
problems with the GanX model before.

Please accept our heartfelt apologies for any inconvenience this may have caused you. If you would
kindly return the fire alarm to our shipping department, we will most certainly provide you with a
refund for the total amount you paid for the alarm. 

Sincerely,

Dear Mr. Kovak:

I would like to take this opportunity to
congratulate you on your recent promotion
from sales manager to the position of
Director of Marketing. Your previous
successes in the sales department of XYZ
Company are very impressive and we know
that you will be an asset to the marketing
department. 

You will be starting in your new position as
Director of Marketing on January 11, 2011.
Since this is a full-time permanent position,
you will be entitled to full benefits,
including dental and extended medical
coverage, as of April 12, 2011.

Please do not hesitate to contact me if
you have any questions or concerns and 
I would be more than happy to answer
any questions you may have.

Sincerely,

Dear Mr. Kovak:

Congratulations on your promotion to
Director of Marketing. Your previous
successes with XYZ Company are
impressive. We know you will be an 
asset to the department.

Your start date in the new position is
January 11, 2011. Since this is a 
full-time permanent position, you will 
be entitled to full benefits, including
dental and extended medical coverage, 
as of April 12, 2011.

Please do not hesitate to contact me 
if you have any questions or concerns.

Sincerely,
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