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Concise language for meetings, emails and presentations
Introducing the concept of using concise language by the trainer
Point out the benefits of using concise language in business communication. Note that more simplified use of the language can also be easier to construct. Use the following examples and elicit possible answers. 
· The employee is determined to / The determined employee

· The department which handles quality control will / The quality control department will

· There are many people who would like to participate in this workshop / Many people would like to participate in this workshop
· It is felt that more of the colleagues should be participating in the planning meetings on a regular basis / More colleagues should regularly participate in planning meetings
Eliminating unnecessary relative clauses

Cutting out extra words makes sentences easier to construct and less complicated to read. Omitting relative clauses (who, which, that) is one easy way to make writing more concise. In some cases, the sentence must be completely restructured, (i.e. The person who coordinates our training becomes Our training coordinator) Shorten the following phrases: 
The system that is the most up-to-date 

The most up-to-date system
Everyone who is interested in the position

______________________________________________

The colleague who is newest on our staff

______________________________________________

The idea that was found to be most successful

______________________________________________

The lady who heads our financial department
______________________________________________

The people who were affected by the change in management

______________________________________________

Using active instead of passive

Indirect speech can be useful for headlines and titles, direct speech can often be much more concise and equally as effective. In pairs, rewrite the following sentences:
The job was accepted by Mr. Klitzner.

Mr. Klitzner accepted the job.

The meeting was held by the executives.

__________________________________________

The decisions are made by my boss.

__________________________________________ 

It was found to be a waste of time for it to be done by two people.

__________________________________________ 

I would like my proposal to be taken into consideration by the boss.

__________________________________________ 
The recommendations were well received by the participants.

_________________________________________ 

The instructions were carried out correctly by the trainees.

__________________________________________

It was requested by the human resources department that…

__________________________________________

A new program was implemented by the higher-ups for everyone.

__________________________________________

I was called by my boss into her office.

__________________________________________ 

Avoiding Phrases such as “It is”, “There are”, “There exist”

Omitting the following “opening” phrases can make a difference in creating more concise as well as less complicated sentence structure. In pairs, rewrite the following sentences:
It is felt that more of the colleagues should be participating in the planning meetings.

More colleagues should participate in the planning meetings.

It was found to be particularly challenging to finish on time.
Finishing on time was particularly challenging. 
It is the boss that makes the decisions.

_______________________________________________

It is your responsibility to make sure that everything is done on time. _______________________________________________ 
It is the goal of this project to create better teamwork. _______________________________________________ 
There are several things which need to be considered. _______________________________________________ 
There exist three possibilities for solving this problem. _______________________________________________ 
There are three things that I need to tell you. _______________________________________________
There was a problem in the machinery which caused the failure. _______________________________________________
Review exercise 
Individually or in pairs, rewrite the following statements. You may need to change vocabulary as well. Don’t worry; there may be more than one solution.
Some employees feel that they should be given more time by their directors to complete the work assigned to them. 
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

One might consider language training more important in today’s world when considering the fact that business has become more global.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

There are many people who have difficulty making choices concerning which kind of vehicle to buy that is gas efficient.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

When I was asked by my boss to create a plan that was time-efficient and a plan that was also cost effective, it was decided by my colleagues to assist me in the process of making the decision. 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

It is often found to be quite difficult by some people to figure out the basic moral difference between that which is a little white lie and that which is simply a lie. 
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Trainer notes 
A combination of activities starting with developing the structure and set sentences for short concise explanations as a practice in order to create a concise letter or email as well as spoken language.
Suggested Answers 

Eliminating unnecessary relative clauses
· Everyone interested in the position…

· The newest colleague on our staff…

· The most successful idea.
· Our financial department head…

· The people/Those affected by the change in management/ management change…

Using active instead of passive
· The executives held the meeting.

· My boss makes the decisions.

· It was a waste of time for two people to do it.

· I would like the boss to consider my proposal.

· The participants liked the recommendations.

· The trainees correctly carried out the instructions.

· Human Resources requested that…
· A new program was implemented / The higher-ups implemented a new program for everyone.

· My boss called me into her office.

Avoiding Phrases such as “It is”, “There are”, “There exist”

· Your responsibility is to make sure everything is done on time.

· The goal of this project is (to make) better teamwork.

· Several things need to be considered.

· Three possibilities exist for solving this problem / There are three possible solutions to this problem.

· I need to tell you three things.

· A problem in the machinery caused the failure.

Review exercise 

· Some employees feel their directors should give them more time to complete their work.

· Language training is (can be) considered more important today since business has become more global / Today, language training is considered more important due to global business.

· Many people have difficulty choosing from a variety of gas efficient vehicles/choosing a gas efficient vehicle.

· When my boss asked me to create a time-efficient and cost-effective plan, my colleagues decided to assist me in the decision-making process.

· Some people often find it difficult to figure out (determine) the (basic, moral) difference between a little white lie and a simple lie. [image: image3.jpg]
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