
I ran across these notes that I took in a writing class back in the 1970s. (Shows my age). The rules are just as good today.  
 

 

Chapter 1 – Wrong Words 

 
1. Do not say “irregardless”. There is no such word. The word is “regardless”. 

2. Do not qualify “unique”. “Most unique” does not make sense. 

3. “Affect” = to influence. Money affects me. 
    “Effect” = result. It had a bad effect. 

    “Effect” = to bring about. Let’s effect a change. 

4. “Literally” = in fact. Do not support metaphors as “He literally drew her away.” 
5. “Fact” should not refer to non-facts.  

6. There is no such thing as a “hot water heater”. Why would you heat hot water? 
 

Chapter 2 – Eliminate 

 
- Correct incorrect words 

- Eliminate unnecessary words or phrases 

- Shorten “wordy” phrases 

- Eliminate half of redundant phrases 

 

Is it correct? 
Is it necessary? 

Is it wordy? 

 

Chapter 3 – Bad Writing 

 

1. Is it vague?  
     “I’ll contact you Thursday” 

    Should be  “I’ll call you Thursday” 

 
2. Is it archaic?  

    Such as     “I have dully noted …” 

     Or            “You will herewith find ….” 
 

3. Is it inflated? “I am advised that you ….” 

 

4. Is it technical? Terms understood by experts only 

 

Chapter 4 - Verbs 

 

1. Replace “being” verbs with “action” verbs. 

      “The project must be completed …” 
    Should be   “We must complete the project … “ 

 

2. Replace “general” action verbs with “specific” action verbs. 
     “Delivery should be completed by …” 

    Should be  “Deliver them by …” 

 

 

Chapter  5 – Active Sentences 

 
1. Sentences are active if the subject acts and is not acted upon. 

          “The picture was painted by me” (passive sentence) 

    Should be  “I painted the picture”  (active sentence) 
 

2. Sometimes passive sentences are necessary when the subject is unknown, 

unimportant , or deliberately concealed. “Your application was approved.” 
 

3. How to get it written. Don’t think of the right sentence then write it. Instead, do 
the following: 

 - think of what you want to say 

 - write its meaning 
 - revise it 

 

Chapter 6 – Meaning 

 

1. Say exactly what you mean. 

                      “Thanks for taking care of this.” 
    Should be  “Thanks for writing the reference.” 

 

2. Be specific. 
     “If we may be of further service, please call.” 

    Should be  “If your faucet starts dripping again, call me. We’ll fix it for free.” 

 

Chapter 7 – Modifiers  

 

1. Places modifiers close to their subject. 
     “Old and in disrepair, I bought the building cheap.” 

    Which is old? The building, or me? 

 
2. Don’t place a modifier close to two possible subjects. 

 

3. Be sure modifiers have a subject.  

     “To obtain these books, this form must be signed.” 

    Should be  “To obtain these books, you must sign these forms.” 

 

Chapter 8 – Ray’s objection to a well established punctuation rule. So ignore 

what follows, it’s just my propaganda for a battle I cannot win. 

 
Ray’s gripe: The American rule (which is not a British rule) that you always put 

periods and commas inside close quotes does not always make sense. It does 

make sense if the text in the quotes is a sentence. But if the text is not a sentence, 
such as a title, why do we Americans stick a period inside the marks? The British 

don’t. My zip code is not “95060.” A zip code does not have a period. It is 

“95060”. But don’t tell anybody I said so, certainly not the American 
grammarians who made up this stupid American rule, or they’ll laugh at you. 

Of course you could do it the sensible way and just claim to be British. 

 

 

 

 


