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LESSON 25

· How to write clearly and consistently

xe "style"

xe "clarity"
In this lesson, we will learn how to write sentences which are clearer, more consistent and so more easily understood.

CLARITY

Your sentence will be clearer if you:

1.
Shift the weight to the end: A sentence is clumsy and more difficult to understand when the subject is too long. We can rephrase the sentence to shift the weight to the end:
Clumsy
The rate at which the American people are using up the world’s supply of irreplaceable fossil fuels and their refusal to admit that the supply is limited is the real problem.

Improved
The real problem is the rate at which the American people are using up the world’s supply of irreplaceable fossil fuels and their refusal to admit that the supply is limited.
2. 
Avoid misplaced expressions: Sometimes a sentence has more than one interpretation because an expression might belong in either of two directions. 

Unclear

He said on several occasions he suffered from headaches.

Improved
He said on several occasions that he suffered from headaches.

He said that he suffered on several occasions from headaches.

Unclear

Writing clearly is important.

Improved
It is important to write clearly.

It is clear that writing is important.

3. 
Replace abstract nouns with verbs or adjectives: It is often possible to make a sentence clearer by replacing abstract nouns (or at least some of them) with verbs or adjectives:

Clumsy
They should lessen their self-centredness and increase their assistance to others.

Improved
They should be less self-centred and more helpful to others.

Redundant
If the fox population were not controlled by the fox-hunting method, other techniques would have to be employed.

Improved
If the fox population were not controlled by fox-hunting, other techniques would have to be employed.

Longwinded
I went to see Saving Private Ryan in spite of the fact that I dislike war films.

Improved
I went to see Saving Private Ryan even though I dislike war films.

4.
Pay attention to parallelism: The parallel units must be similar in type.

Faulty

You will find long lines in the bookstore and to pay your tuition.

Corrected
You will find long lines in the bookstore and at the cashier.

Faulty

I prefer the novels of Hemingway to Faulkner.

Corrected
I prefer the novels of Hemingway to those of Faulkner.

Or

I prefer Hemingway to Faulkner.

Choose the best answer from the choices given. Parallel patterns: BCACD BBCDA BDDAD C
1.  We had a game of tennis yesterday. In the first set, John and Mary beat Rose and …

A.  I.

B.  me.

C.  win the game.

D.  Was carried off the first prize.

2.  She is …

A.  proud and a selfish girl.

B.  not only proud but also is selfish.

C.  not very smart but is very kind.

D.  shortly but fat.

3.  I prefer to walk rather than …

A.  stay and wait for another tram.

B.  staying and waiting for another tram.

C.  to stay and waiting for another tram.

D.  staying and to wait for another tram.

4.  You can find off-course betting centres everywhere…

A.  neither in Kowloon or Hong Kong Island.

B.  either in Kowloon or Hong Kong Island.

C.  both in Kowloon and on Hong Kong Island.

D.  not only Kowloon but also Hong Kong Island.

5.  … are two important factors in one’s success.

A.  We know what to do and when to do it

B.  If we can see what to do and when to do it

C.  To know to do what and when to do it

D.  To know what to do and to know when to do it

6.  The new magazine type of programme is meant to act as a guide for youths …

A.  in education as well entertainment.

B.  in both education and entertainment.

C.  either in education or entertainment.

D.  and featured the latest in the music world, interviews with celebrities, etc.

7.  You’d better listen to her …

A.  fill the cavity in your tooth right away.

B.  and have your tooth filled without delay.

C.  and went to see a dentist at once.

D.  and you went to see a dentist as soon as possible.

8.  She objected to …

A.  reconsider our suggestion and delay making any decision.

B.  reconsider our suggestion and to delay making any decision.

C.  our making a hasty decision without first consulting our teacher.

D.  accept his apology and making it up with him.

9.  The old woman whose son was killed in an industrial accident recently felt …

A.  sadly and lonely.

B.  sad and miserably.

C.  sadly and miserable.

D.  sad and lonely.

10.  Mr. Lee used to … in the New Territories before he bought a flat on Hong Kong Island.

A.  live and work

B.  living and worked

C.  living and working

D.  live and worked

11.  George has … to the conclusion that it will not work.

A.  considered the plan and came

B.  considered the plan and come

C.  considered the plan and drew

D.  considered the plan and drawn

12.  Born in a poor family, old Mr. Lee …

A.  could not read or to write.

B.  could read but not wrote.

C.  could not to read or write.

D.  could not read or write.

13.  She left the company because she found the work …

A.  was and bored.

B.  was tired and boring.

C.  tiring and bored.

D.  tiring and boring.

14.  The singer’s voice is …

A.  clear and pure.

B.  clearly and pure.

C.  clearly and purely.

D.  clearly but pure.

15.  By all means go all out to get what you want … not to endanger your, or anyone else’s, reputation.

A.  and you

B.  if you

C.  for that will

D.  but remember

16.  They … on the journey.

A.  ate or drank anything

B.  neither ate or drank anything

C.  did not eat or drink anything

D.  did not neither eat nor drink anything

5.
Avoid unclear pronoun reference

Unclear
The students were employed during the vacation by people who were fussy about their work.

Clarified
The students were employed during the vacation by people who were fussy about their own work.

Or
The students were employed during the vacation by people who were fussy about the students’ work.

CONSISTENCY

1.
Be consistent in the use of pronouns. Use the same pronouns to refer to the same persons:

Inconsistent
Every day you are bombarded with advertisements. It is up to us to decide what is worth buying.

Corrected
Every day you are bombarded with advertisements. It is up to you to decide what is worth buying.

Or
Every day we are bombarded with advertisements. It is up to us to decide what is worth buying.

	
	Subject pronoun
	Object pronoun
	Possessive determiner
	Possessive pronoun
	Reflexive pronoun

	
	I
	me
	my
	mine
	myself

	
	you
	you
	your
	yours
	yourself

	 3rd person
 singular
	he

she

it
	him

her

it
	his

her

its
	his

hers

*
	himself

herself

itself

	
	one
	one
	one’s
	*
	oneself

	
	we
	us
	our
	ours
	ourselves

	
	you
	you
	your
	yours
	yourselves

	
	they
	them
	their
	theirs
	themselves


* There is normally no possessive pronoun for it or for one.

2.
Be consistent in the use of voices:

Inconsistent
A coordinating conjunction should be used to join two main clauses when you want to give them equal emphasis.

Corrected
You should use a coordinating conjunction to join two main clauses when you want to give them equal emphasis.

Or
A coordinating conjunction should be used to join two main clauses when equal emphasis is required.

3.
Be consistent in your use of tenses:

Inconsistent
Although I worked until midnight, I can’t finish all my assignments.

Corrected
Although I worked until midnight, I couldn’t finish all my assignments.
Inconsistent
Mr William Sanders is a loyal and efficient man. He rarely left the house until all his work was done.

Corrected
Mr William Sanders is a loyal and efficient man. He ___________
_______________________________________

Inconsistent
For the most part they well understood the problems, once being undergraduates themselves.

Corrected
For the most part they well understood the problems, ___________
______________________________________________________

Inconsistent
If you had gone to the bookshop before the term started, you would be able to buy all your course books.

Corrected
If you had gone to the bookshop before the term started, ________
______________________________________________________

DOUBLE CONJUNCTIONS 
	not… but
	We’re leaving not next week, but the week after.

Education is not the filling of a pail, but the lighting of a fire.

	both… and
not only… but (also)
	This tool is cheap. It is useful, too.

This tool is both cheap and useful.

This tool is not only cheap but also useful.
Not only is the tool cheap but it is also useful.

This concerns not only you but (also) me.

This concerns not only you but me as well.

	neither… nor
	Tom did not come. His brother did not come, either.

Neither Tom nor his brother came.

Martin did not sing or play the guitar at the party.

Martin neither sang nor played the guitar at the party.

	either… or

whether… or
	Mr Tam’s car is either blue or green.

I’m not sure whether Mr Tam’s car is blue or green.

	the… the

as… so
	The higher up we go, the colder it becomes. 
[See Lesson 16 p. 209: comparison]
As you get older, (so) you become less willing to change your ideas.
See Lesson 14 p. 187: time]

	as… as 
so… as 
	They brought as much food as they could carry.

[See Lesson 16 p. 208, 2(a): comparison]

	so… that
	The question was so difficult that I could not answer it.

[See Lesson 15 p. 194, 2(a): result]

	if… then
	If she went to school in 1962 then she’s older than I thought.
[See Lesson 3 p. 31, C2: condition]


	although… yet
	


1
For the double conjunctions 


either… or, 


neither… nor, 


not only… but also,

the verb agrees with the noun after or, nor and but also.
Either the boys or I am going to the party.

Neither I nor my brother has taken your dictionary.

Not only the driver but also five of the passengers were injured.
2
Attention should be paid to parallel patterns.

Not only Michael but also his brother is fond of classical music.

Jonathan went out and slammed the door with a bang.

I saw neither you nor him last night. (NOT: … he)
This kind of flower can be found in parks as well as on hillsides. (NOT: … as well as hillsides.)
I am not sure whether she is in the sitting room or in the kitchen.














































































































































































