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Preface 

————— 

The first edition of this book was published in 1961, during the 
pre-history of modern legal writing. A pioneering work, well ahead 
of its time, it shaped the style of generations of lawyers and law 
students. A second edition, lightly updated, was published in 1980 
at the dawn of the legal writing movement. 

This sexagenarian classic, however, was left behind. It 
languished for decades, unfairly forgotten and badly out of shape. 
Although more than half was no longer useful, the core was 
timeless. It was destined to be discovered by someone with a 
passion for writing. I’m glad it was me. My research agenda was 
put on hold, and I dedicated myself to bringing Weihofen’s vision 
back to life. 

I originally thought the book would require only minor repairs 
to return it to a serviceable condition. Four years of research and 
more than 60 versions later, I’m honored to reintroduce Weihofen 
to the legal community, updated, developed, rewritten. 

The book contains citations ranging from ancient Greek 
rhetoricians to 21st century writers; from English, German, and 
French stylists of previous centuries to contemporary American 
lawyers. Their insights show that many principles of good writing 
are independent of time, language, and culture. Let the masters 
inspire you to nurture your style. 

This book addresses the key principles of writing, principles 
that have been debated for centuries. They are not immutable rules, 
but flexible, complementary, and conflicting guidelines that depend 
on context, objective, and, ultimately, your own taste and judgment. 
Take all these principles into consideration and you may write 
effectively; follow them blindly and your style will become 
formulaic. 

The conscious writer will find here the tools to make strategic 
decisions about style. Instead of mechanical rules of thumb on 
writing well, you will find the intellectual framework needed to 
identify and produce superior prose. You will not only become a 
better writer, but will also grow to appreciate the reasons behind 
each principle. 
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As you cultivate an appreciation for style, you will learn to 
write deliberately instead of by accident. Only then can you exercise 
control over your message: you will say what you mean and mean 
what you say. Empowered by an understanding of the consequences 
of your stylistic choices, you will find your own voice. 

Although short, this is not a leisure book for a carefree Sunday 
afternoon. But if you decide to take on the task of digesting it, you 
will become a more mature writer. It will change the way you think 
and write. 

May this renewed edition of Weihofen’s classic continue to 
guide generations of law students and professionals as they craft 
their own legal writing style. 

GIDI 
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Chapter 1 

INTRODUCTION 

There are two things wrong with 

almost all legal writing. One is its style. 

The other is its content. That, I think, 

about covers the ground. 

Fred Rodell (1907–1980)1 

For the lawyer, more than for other professionals, unless you 
can express your knowledge, you might as well have none.2 The 
bricklayer, the surgeon, and the plumber do their work largely 
without words; they do not need to explain what they are doing to 
anyone or convince anyone that they are right. 

Lawyers, however, are verbal creatures—words are their 
primary tools. Knowing the right answer is not enough; lawyers 
must explain their reasoning and persuade another lawyer, a judge, 
a jury, a client. Knowing and communicating are two different 
skills—a writer must bridge the gap between mind and paper 
through language. 

Language, the greatest of humanity’s inventions, is the only 
means we have for communicating ideas. Language is the only 
means for having ideas in the first place—“The limits of my 
language,” said Ludwig Wittgenstein, “mean the limits of my 
world.”3 Herbert Spencer said something similar: “language must 
be regarded as a hindrance to thought, though the necessary 
instrument of it.”4 And Justice Robert Jackson intuitively reached 
the same conclusion, when facing a practical legal problem: 
“[p]eople do not have words to fit ideas that have never occurred to 
them.”5 

Writing is a skill acquired only with practice; one is not born 
with it. Aristotle taught that “for the things we have to learn before 

                                                           
1 Goodbye to Law Reviews, 23 Va. L. Rev. 38 (1936). 
2 Thucydides (460 BC–400 BC). See also Aristotle, Rhetoric, Book III, Part 1 (“it 

is not enough to know what we ought to say; we must also say it as we ought”). 
3 Tractatus Logico-Philosophicus 5.6 (1921). 
4 Philosophy of Style 11 (1915). 
5 Nw. Bands of Shoshone Indians v. United States, 324 U.S. 335 (1945). 
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we can do them, we learn by doing them.”6 The pianist who plays 
Chopin flawlessly did not play Chopin the first time she sat down 
at the piano. The soccer team’s star player did not shine the first 
day he handled a ball. You acquire skill, whether in playing the 
piano, playing soccer, or writing, by disciplined, self-critical 
practice. If you wish to be a good writer, said Epictetus two 
thousand years ago, write.7 Bernard Shaw gave the same advice 
well over a century ago: you learn to write by making a fool of 
yourself until you learn how.8 And Anne Lamott recently told us yet 
again, “Almost all good writing begins with terrible first efforts. You 
need to start somewhere.”9 

It is practice, then, that improves writing style. You learn by 
doing, not by reading advice on how to do it. A writing style manual 
can be helpful, just as a book on swimming can help you learn to 
swim. But the advice that you get from a writing style manual does 
not become meaningful until you put it into practice. 

Style and substance are inseparable: style is the sculpture; 
substance, the clay.10 A book on writing does not teach tricks or 
mannerisms to ornament your style. Style, said E. B. White, is not 
“a garnish for the meat of prose, a sauce by which a dull dish is 
made palatable. . . . The approach to style is by way of plainness, 
simplicity, orderliness, sincerity.”11 

The style should reflect the subject matter, the document’s 
purpose, and the mood the writer wants to evoke in the reader. A 
lawyer might need to narrate facts, expound upon a legal principle, 
or argue a position. At one point, the mood the lawyer wants to 
convey will be one of calm impartiality, at another indignation or 
sympathy, stern justice or merciful pity. The writer does not begin 
by wondering what style to use. Instead, she asks, “What point am 
I trying to make? What do I want the reader to see, feel, or believe?” 

If you know which effect you want to produce, a style will arise 
almost automatically. The words, the organization, and the rhythm 
of your prose will be those that most naturally express your attitude 

                                                           
6 Nicomachean Ethics, Book II, Ch. 1. 
7 Epictetus (55 AD–135 AD), The Discourses of Epictetus 158 (1890). 
8 Collected Letters (1874–1897) 465 (1965) (“You will never write a good book 

until you have written some bad ones . . . . write a thousand words a day for the next five 
years.”). 

9 Bird by Bird: Some Instructions on Writing and Life 25 (1994). 
10 Gary Provost, Make Your Words Work 282 (2001). 
11 William Strunk, Jr. & E. B. White, The Elements of Style 69 (1979). 
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and mood. They will convey excitement or calmness, deliberateness 
or impatience, judicious equanimity or passionate conviction: 

For ideally the style is the thought, freed from crudeness 
and incompleteness, and presented in its intrinsic power 
and beauty. And the writer’s effort is not directed to 
achieving a style, but to satisfying the demands of his 
subject, in order to bring out in its fullness what is 
essentially there.12 

The most powerful inspiration for true eloquence is a burning 
conviction. Light and heat, said Bernard Shaw, are the two vital 
qualities of literature.13 Whoever writes with rational light and 
emotive heat can be eloquent without the aid of rhetorical devices. 
This is why even those without literary polish, let alone perfect 
English, have been able to write artful prose. Famous anarchists 
Nicola Sacco and Bartolomeo Vanzetti were convicted of murder 
based on controversial evidence and executed in 1927. After being 
sentenced, Vanzetti wrote: 

If it had not been for these thing, I might have live out my life talking at 
street corners to scorning men. I might have die, unmarked, unknown, a 
failure. Now we are not a failure. This is our career and our triumph. Never 
in our full life could we hope to do such work for tolerance, for joostice for 
man’s onderstanding of man as now we do by accident. Our words—our 
lives—our pains—nothing! The taking of our lives—lives of a good 
shoemaker and a poor fish-peddler—all! That last moment belongs to us—
that agony is our triumph.14 
The most persuasive writing is sincere writing—writing that 

most naturally reflects the personality, the spirit, and the feelings 
of the writer. As Buffon famously put it, “the style is the man 
himself.”15 Arthur Schopenhauer said much the same: “Style is the 
physiognomy of the mind, and a safer index to character than the 
face.”16 And for Voltaire, “writing is the painting of the voice.”17 You 
are your style and your style is you. 

But what is a natural writing style? All writing is artificial in 
the sense that it is something one must learn (and legal writing is 

                                                           
12 John Franklin Genung, The Working Principles of Rhetoric 19 (1900). 
13 Man and Superman: A Comedy and a Philosophy xxxvi (1903). 
14 Marion D. Frankfurter & Garner Jackson (eds.), The Letters of Sacco and 

Vanzetti v (1928) (as handwritten). 
15 Discours sur le style [1753], in Lane Cooper (ed.), The Art of the Writer 153–

54 (1952). 
16 On style [1851], in Lane Cooper (ed.), The Art of the Writer 219 (1952). 
17 5 Philosophical Dictionary 170 (1824). 



4 INTRODUCTION Ch. 1 

 

  

more artificial than most). The student who reads good writing and 
tries to emulate good models is learning just as naturally as the one 
who follows poorer models, and the style she develops is as much 
her own. 

How much is learned depends on the writer’s conscious 
attention to the style of what she reads and how much effort she 
makes to emulate it. As P.D. James recommended, “Read widely 
and with discrimination. Bad writing is contagious.”18 When you 
read something that strikes you as effectively written, stop. 
Analyze the rhythm, the sentence structure, and the choice of words 
to find out how the writer obtained this effect. Look to the advice in 
this book; learn to identify bad habits and cultivate good practices. 
In time, you will develop your own natural way of writing. 

The Fowlers’ advice is timeless: 

Anyone who wishes to become a good writer should 
endeavor, before he allows himself to be tempted by the 
more showy qualities, to be direct, simple, brief, vigorous, 
and lucid. 

This general principle may be translated into 
practical rules in the domain of vocabulary as follows: 

Prefer the familiar word to the far-fetched. 

Prefer the concrete word to the abstract. 

Prefer the single word to the circumlocution. 

Prefer the short word to the long. 

Prefer the Saxon word to the Romance.19 

These principles summarize most of the advice in this book. We 
rearranged them into four objectives: be precise, concise, simple, 
and clear. The objectives overlap considerably, and sometimes 
contradict each other. Precision, for example, is in constant tension 
with concision, simplicity, and clarity; clarity and concision do not 
always go hand in hand either. Careful writers, however, are able 
to strike a balance among them. 

The following four chapters include suggestions on how to 
achieve each of these qualities using elements of style including 

                                                           
18 The Guardian, Feb 19, 2010. 
19 H.W. Fowler & F.G. Fowler, The King’s English 1 (1908). See also Herbert 

Spencer, The Philosophy of Style (1884). 
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diction, phrasing, and sentence structure. We deal with them 
separately, not because they are independent, but because it is 
more orderly to focus upon each in turn, even though they often 
shade into one another. 

Legal writing is intended to convince. Even “objective” and 
“predictive” writing carries an element of persuasion: you must 
convince the reader that your objective assessment is correct or that 
your prediction is sound. Persuasion results not only from the 
intrinsic merit of the argument, but also from how the message is 
conveyed. The chapter on forcefulness discusses how to make 
arguments more vivid and vigorous. The chapter on organization 
suggests improvements on the structure of sentences and 
paragraphs and on the orderly presentation of argument. The last 
chapter offers a touch of eloquence. 

But before we get to any of these objectives, Aristotle’s cardinal 
admonition must be emphasized: consider the audience.20 

Effective writing is reader-centered. Good writers have 
“intellectual sympathy,” a feeling for the reader’s mental state, 
enabling them to adjust the phraseology and sequence of ideas to 
meet the reader’s needs.21 Put yourself in the reader’s place and 
make a concerted effort to preempt doubts about meaning and to 
avoid verbosity, which slows and tires the reader. The central 
principle of writing, according to Herbert Spencer, is economy: you 
must present your ideas in a way that will spare the reader’s 
attention, so the reader may apprehend them with the least 
possible mental effort.22 

The ideal style is one that the reader will notice the least. “The 
greatest possible mint of style,” said Nathaniel Hawthorne, “is to 
make the words absolutely disappear into the thought.”23 This 
aphorism is particularly apt for legal writing, which is read by busy 
people who cannot spend time admiring its artistry. Readers are 
best served by writing that allows them to grasp the substance 
without noticing its form. A noticeable style is not a good style. Even 
if it does not mislead or confuse the reader, it calls attention to itself 
and away from the message. 

                                                           
20 The Art of Rhetoric. 
21 Herbert Spencer, 2 An Autobiography 512 (1904). 
22 Philosophy of Style: An Essay 11 (1915). 
23 See Mark van Doren, Nathaniel Hawthorne 267 (1949). 
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If the judge reading your brief is impressed solely with how 
well you write, you have defeated yourself—make the judge feel 
that your client has a good case, not a good writer. When friends 
told Cicero that he was the greatest orator, he replied: “Not so, for 
when I give an oration in the Forum people say, ‘How well he 
speaks!’ but when Demosthenes addressed the people they rose and 
shouted, ‘Come, let us up and fight the Macedonians!’ ”24 

You never merely write. You always write to someone; you 
write with a purpose. Part of knowing how and what to write is 
determining to whom you write. Once you know your audience, 
write to that person as you would want that person to write to you.25 
Improve the golden rule by writing to that person as that person 
would wanted to be written to. Even a novelist or a journalist does 
not write for everyone. An article for The New Yorker is written in 
a distinctly different style from one for Sports Illustrated, not only 
because the topics are different but also because the readers are 
different. 

The lawyer, of all writers, has the easiest task when it comes 
to identifying her readers. Usually, she is writing for an audience 
of one—one client, one lawyer, one judge. In fact, the lawyer knows 
her readers much better than most other writers and has some idea 
of what appeals to them. The lawyer may know something of their 
tastes and interests; their political, social, and economic points of 
view; their hobbies; and the public figures they respect. A lawyer 
must keep a mental picture of the person being addressed and 
measure every statement against the effect it will have on that 
person. Even when a lawyer does not know her reader, the audience 
of a legal text is significantly more uniform than that of most other 
forms of writing. 

Sometimes the lawyer’s audience is not a legal professional. A 
letter to a doctor has a different audience than the one addressed 
to a person with limited education and should be written 
accordingly. Language appropriate for a corporate mortgage is not 
appropriate for addressing a jury. A contract, although usually 
written for only two lay people, must be drafted with a further 
audience in mind—lawyers and ultimately judges who may have to 
interpret it. Because it is difficult to develop a variety of styles, a 
lawyer may mistakenly write a letter to a client as though drafting 

                                                           
24 See Merving James Curl, Expository Writing 12 (1919). 
25 Joseph M. Williams & Joseph Bizup, Style: Lessons in Clarity and Grace 177 

(2017); Robert Gunning, The Technique of Clear Writing 4 (1973). 
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a legal instrument or compose a brief as though arguing orally in 
court. The lawyer who uses one kind of writing style when another 
is more appropriate is likely to write poorly. 

Rigorous writing is excellent training in rigorous thinking. 
“Thought and speech are inseparable from each other,” said John 
Henry Newman. “Matter and expression are parts of one: style is a 
thinking out into language.”26 To write properly, one must think 
properly. Writing, said Justice Roger J. Traynor, is “thinking at its 
hardest.”27 

Consistent concern for form naturally leads to improved 
substance. The lawyer who strives to be precise and clear may 
discover the need to think through a point more thoroughly before 
he can express a thought unambiguously. A text written with fuzzy 
words was probably the result of fuzzy thought. Trying to write with 
clarity helps the writer perceive that he lacks a clear understanding 
of the subject, and so spurs him to master the content more 
thoroughly. 

Language and thought—style and substance—are so closely 
interconnected that it is impossible to dissociate one from the other, 
as it is impossible to dissociate an author from his or her style. 

 

                                                           
26 The Idea of a University 276 (1852). 
27 Some Open Questions on the Work of State Appellate Courts, 24 U. Chi. L. 

Rev. 211, 218 (1957). See also William Zinsser, On Writing Well 147 (2006) (“Writing is 
thinking on paper. Anyone who thinks clearly can write clearly”); Robert Gunning, The 
Technique of Clear Writing 11 (1973). 
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Chapter 2 

PRECISION 

Words are the source of misun-

derstandings. 

Antoine de Saint-Exupéry 

(1900–1944)28 

You can always write and erase 

and do it over. 

Toni Morrison29 

§ 2.1 Introduction 

On your own, you do not have to write with precision. It is your 
prerogative to write any way you want and blame the reader who 
fails to understand your meaning. But you do not have that freedom 
when you represent a client’s interest. 

The lawyer must write more precisely than almost anyone else. 
Most writers can expect their work to be read in good faith, with an 
honest desire to understand what was intended. But the lawyer 
must write constantly aware of a hostile reader: the party who 
wants the contract to have contradictions or loopholes; the 
disappointed heir who wants the will read to defeat the testator’s 
intention; the criminal defendant who wants the statute 
interpreted so as not to cover a certain act; and all the others who 
want to twist the meaning of words for their own ends. 

Not every legal document will be attacked. If all goes well, no 
question will ever arise. But lawyers never know which of their 
efforts will someday be the subject of disagreement. Therefore, they 
must take pains to say precisely what they mean—no more and no 
less—not only so that a person reading in good faith can 
understand, but also so that a person reading in bad faith cannot 
misunderstand.30 

                                                           
28 Le Petit Prince 80 (1943). 
29 Toni Morrison: Write, Erase, Do it over, https://alanrinzler.com/2015/03/toni-

morrison-write-erase-do-it-over. 
30 See Quintillian (35 AD–100 AD), Institutes of Oratory § 8.2.24 (95); In re 

Castioni, 1 QB 149, 167–68 (1891). 
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Chapter 3 

CONCISENESS 

Brevity is the soul of wit. 

Shakespeare (1564–1616)1 

Less is more. 

Robert Browning (1812–1889)2 

§ 3.1 Introduction 

If the first aim in writing is to communicate with accuracy, the 
second is to do it with dispatch. Conciseness is particularly 
important for lawyers, who, more than most writers, must say 
exactly what they mean, no more and no less. Every additional word 
is one more potential source of ambiguity, error, or conflict. 

“Lawyers are wordy,” wrote David Mellinkoff, “it takes them a 
long time to get to the point.”3 Indeed, “[t]he one thing about legal 
writing that everyone agrees on is that there is too much of it. 
Everyone complains of everyone else’s verbosity.”4 

Lawyers write for busy professionals. Picturing the judge 
reading your brief late at night may inspire you to make your point 
in the fewest words possible. And you will not only spare the 
reader’s time and energy, but also increase your material’s vitality. 
Consider Chief Justice Roberts’s reaction: “I have yet to put down a 
brief and say, ‘I wish that had been longer’. . . . Almost every brief 
I’ve read could be shorter.”5 

Almost every scholar who has addressed writing style has had 
strong opinions on concision—ironically, it’s the most discussed 
topic. “[T]he aim,” said Herbert Spencer, “must be to convey the 
greatest quantity of thoughts with the smallest quantity of words.”6 
“Every word that can be spared,” said Arthur Schopenhauer, “is 

                                                           
1 Hamlet (1602). 
2 Andrea Del Sarto (1855). 
3 The Language of the Law 24 (1963). 
4 Legal Writing: Sense and nonsense 126 (1982). 
5 Interview with Bryan A. Garner, 13 Scribes J. Leg. Writing 5, 35 (2010). 
6 The Philosophy of Style [1852], in Lane Cooper (ed.), The Art of the Writer 260 

(1952). 
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Chapter 4 

SIMPLICITY 

Make everything as simple as 

possible, but not simpler. 

Albert Einstein (1879–1955)1 

§ 4.1 Introduction 

The main objective in writing is to make yourself understood.2 
Simple, everyday words are more likely to convey meaning than 
unusual and pretentious ones, and more likely to sound sincere. “If 
[people] would only say what they have to say in plain terms,” 
quipped Samuel Taylor Coleridge, “how much more eloquent they 
would be!”3 Plato knew that as well: “beauty of style and harmony 
and grace and good rhythm depend on simplicity.”4 

Even in poetry, where readers expect luxuriant verbiage, 
poignant emotion can be evoked with simplicity. A. E. Housman 
saluted soldiers who died in war almost wholly in one-syllable 
words: 

Here dead we lie / Because we did not choose 
To live and shame the land / From which we sprung. 
Life, to be sure, / Is nothing much to lose, 
But young men think it is, / And we were young.5 

“It is quite possible,” said Arthur Schopenhauer, “to be at once 
simple and sublime.”6 “[E]very really great writer tries to express 
his thoughts as purely, clearly, definitely, and shortly as possible. 
Simplicity has always been held to be a mark of truth; it is also a 
mark of genius.”7 

                                                           
1 This famous Einstein quote may be a paraphrase of a more complex statement. 

See On the Method of Theoretical Physics 10 (1933) (“it can scarcely be denied that the 
supreme goal of all theory is to make the irreducible basic elements as simple and as few 
as possible without having to surrender the adequate representation of a single datum 
of experience.”). See Alice Calaprice, The Ultimate Quotable Einstein 384–85 (2011). 

2 John Dryden, Preface to Fables, Ancient and Modern (1700). 
3 On Style [1810], in Lane Cooper (ed.), The Art of the Writer 180 (1952). 
4 The Republic, Book III. 
5 More Poems, XXXVI, in The Collected Poems of A. E. Housman (1940). 
6 On style [1851], in Lane Cooper (ed.), The Art of the Writer 229 (1952). 
7 Id. at 223. 
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Chapter 5 

CLARITY 

[T]he virtue of style is to be clear. 

Aristotle (384 BC–322 BC)1 

Have something to say, and say it 

as clearly as you can. That is the only 

secret of style. 

Matthew Arnold (1822–1888)2 

War is what happens when 

language fails. 

Margaret Atwood3 

If it’s slovenly written, then it’s 

hard to read. 

Maya Angelou (1928–2014)4 

§ 5.1 Introduction 

“Most of the disputes in the world,” said Lord Mansfield, “arise 
from words.”5 Words are, indeed, the source of misunderstandings.6 

“The trouble with ambiguity,” said Monroe C. Beardsley, “is 
that it may disrupt communication without either party knowing 
that communication has been broken down.”7 Frequently, they only 
realize when it’s too late. 

Ambiguous language is responsible for innumerable lawsuits. 
In conducting those lawsuits, lawyers often write briefs containing 
                                                           

1 On Rhetoric. A Theory of Civic Discourse 221 (transl. George A. Kennedy 
1991). 

2 As quoted in George William Erskine Russell, Collections and Recollections 
136 (1898) (“People think I can teach them a style. What stuff it all is! Have something 
to say, and say it as clearly as you can. That is the only secret of style”). Arthur 
Schopenhauer had said something similar 35 years before, but it was Arnold’s quote that 
became famous in the United States. Schopenhauer said, “The first rule . . . for a good 
style is that the author should have something to say; nay, this is in itself almost all that 
is necessary.” On style [1851], in Lane Cooper (ed.), The Art of the Writer 223 (1952). 

3 The Robber Bride 43 (1993). 
4 Maya Angelou: How I Write, The Daily Beast, April 10, 2013. 
5 Morgan v. Jones, 98 Eng. Rep. 587, 596 (1773). This idea was explored in John 

Locke, An Essay Concerning Human Understanding c. 9,10,11 (1690). 
6 Antoine de Saint-Exupéry, Le Petit Prince 80 (1943). 
7 Thinking Straight 163 (1956). 
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Chapter 6 

FORCEFULNESS 

A well-constructed sentence should 

be able to carry a stress on any of its 

words and should show in itself how 

these stresses are to be compounded. 

William Empson (1906–1984)1 

§ 6.1 Introduction 

The subject of most legal writing is complex and demands a 
reader’s concentrated attention. But readers tire and stop paying 
attention. Writing thus becomes a psychological campaign, an 
exercise in holding the reader’s interest. The writer must 
continually spur the reader on, now tickling his fancy with a neat 
turn of phrase, now stirring or shocking him with a moving or vivid 
word, constantly stimulating him to think more keenly, see more 
clearly, or feel more strongly. A vigorous style is particularly 
important for lawyers, who need to make the impact on the reader 
strong and indelible. 

Before considering how forcefulness can be attained, let’s make 
clear how it cannot. 

I. HOW NOT TO DO IT 

§ 6.2 Avoid Ineffective Techniques to Emphasize 

In speaking, we can use devices to gain forcefulness that are 
not available in writing, such as pauses, gestures, and raising or 
lowering the voice. 

Thoughtless writers, deceived by the abundance of tools in 
modern word processors, abuse typographic techniques, such as 
highlighting words, phrases, even whole sentences. But force is not 
conveyed by mechanical gimmickry such as underlining, bold, 
capital letters, or italics. This is bad writing, a practice that is 
artless and usually ineffective. Instead, forceful writing results 
from nuanced word choice, sentence structure, and organization. 
You may use typographic techniques in early drafts to call attention 

                                                           
1 Seven Types of Ambiguity 34 (1955). See also John Franklin Genung, The 

Working Principles of Rhetoric 129 (1900). 
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Chapter 7 

ORGANIZATION 

Proper words in proper places 

make the true definition of a style. 

Jonathan Swift (1667–1745)1 

§ 7.1 Introduction 

Some aspects of your writing may improve after you are in 
practice. Your vocabulary may increase and you may develop 
tactful ways to say what you mean without unnecessary bluntness. 
But a logical mind is the product of rigorous training. 

§ 7.2 Master Your Subject 

Just as water cannot rise above its source, so you cannot write 
more clearly than you think. “Thought and speech,” said John 
Henry Newman, “are inseparable from each other. Matter and 
expression are parts of one: style is a thinking out into language.”2 
That is why Arthur Schopenhauer said that “the first rule . . . for a 
good style is that the author should have something to say; nay, this 
is in itself almost all that is necessary.”3 

Ambiguity caused by muddled thinking can be avoided by 
knowing the topic well, by learning to think straight, and by taking 
time to think carefully. Painstaking care in thinking through what 
you want to say and how to say it will help you avoid blurry writing, 
and will lead to clarity, conciseness, and vigor.4 Most symptoms of 
writer’s block result from poor research, poor organization, and poor 
planning. 

Liberate yourself from the delusion that ideas will come and 
fall in place if you just start writing. To write clearly you must have 
gathered your material and arranged it in some sort of order; you 
must also have thought through the relationship of one part to 
others, evaluated their relative importance, decided which one or 

                                                           
1 A Letter to a Young Clergyman [1721], in Lane Cooper (ed.), The Art of the 

Writer 138 (1952). 
2 The Idea of a University 276 (1852). 
3 On style [1851], in Lane Cooper (ed.), The Art of the Writer 223 (1952). 
4 See § 5.2, Think About What You Are Saying. Imprecision and ambiguity are 

further discussed on Chapters 2, Precision and 5, Clarity. 
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Chapter 8 

A TOUCH OF ELOQUENCE 

The well-written works are the only ones 

that will go down to posterity: the amount of 

knowledge in a book, the peculiarity of the facts, 

the novelty even of the discoveries, are not sure 

warrants of immortality. If the works . . . are 

written without taste, without nobility, without 

inspiration, they will perish; since the 

knowledge, facts, and discoveries, being easily 

detached, are passed on to others, and even gain 

intrinsically when appropriated by more gifted 

hands. 

Buffon (1707–1788)1 

Nearly always the things a writer says are 

less striking than the way he puts them; for men 

in general have much the same ideas. . . . It is 

the expression, the style, that makes all the 

difference. . . . True style gives individuality to 

the commonest things, strength to the feeblest, 

dignity to the simplest. 

Voltaire (1694–1778)2 

§ 8.1 Introduction 

Precision, conciseness, simplicity, clarity, forcefulness, and 
organization, discussed in previous chapters, are the essential 
qualities of style—for a lawyer even more than for most writers. 
Generally, the lawyer must avoid the more literary qualities of 
eloquence or ornamentation. But occasions will arise when a lawyer 
will want more than cold clarity or logic, and should be able to 
express an idea with grace and elegance. 

The qualities that make for grace, polish, and effectiveness of 
expression are not easily identified. No one knows why certain 
combinations of words move us more strongly than others. 

                                                           
1 Discours sur le Style [1753], in Lane Cooper (ed.), The Art of the Writer 153 

(1952). 
2 Style [1771–1774], in Lane Cooper (ed.), The Art of the Writer 160 (1952). 
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Chapter 9 

CONCLUSION 

What is written without effort is in general 

read without pleasure. 

Samuel Johnson (1709–1784)1 

Fine writing is generally the effect of 

spontaneous thoughts and a labored style. 

William Shenstone (1714–1763)2 

But easy writing’s vile hard reading. 

Richard Brinsley Sheridan (1751–1816)3 

A hasty, careless, bad style shows an 

outrageous lack of regard for the reader, who then 

rightly punishes it by refusing to read the book. 

Arthur Schopenhauer (1788–1860)4 

One arrives at style only with atrocious 

effort, with fanatical and devoted stubbornness. 

Gustave Flaubert (1821–1880)5 

Easy reading is damn hard writing. 

Maya Angelou (1928—2014)6 

If you believe in the value of your thoughts, you must exert 
great effort to express them articulately. The journey toward ideal 
expression starts here, and never ends. But you will find that each 
step is its own reward. 

This book has displayed a compilation of common stylistic 
blunders. Do not assume, however, that lawyers’ writing is worse 
than that of most people. All writers are tempted at times to indulge 
in pompous or pretentious words. Others also fail to think through 

                                                           
1 See William Seward, Biographiana 260 (1799). But see http://quote

investigator.com/2014/11/08/without-effort/. 
2 On Writing and Books, in 1 Essays of British Essayists 315 (1900). 
3 The Rival Beauties 16 (1772). See http://quoteinvestigator.com/2014/11/04/

easy-writing/#note-10041-1. 
4 On style [1851], in Lane Cooper (ed.), The Art of the Writer 232 (1952). 
5 Pensées de Gustave Flaubert 15 (1915). 
6 Maya Angelou: How I Write, The Daily Beast, April 10, 2013. 
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exactly what they want to say before they say it, neglect to read 
critically, and fail to revise their writing. 

Most lawyers, like most government officials, “write 
grammatically correct English. . . . Sometimes it is very good, but 
then no one notices it. Occasionally it reaches a level of rare 
excellence.”7 

The bad practices denounced in this book are not characteristic 
of most lawyers’ writing. Anyone who habitually commits every 
error in the book is a poor prospect for the profession. You should 
concentrate on correcting those you commit. Some can be avoided 
before they are written. When about to begin a sentence with it is 
or there is, remember that this is a weak start and find a stronger 
opening; when very comes to mind, recall that this word is almost 
never a help. 

But no one should expect to attain perfection in the first draft—
the key to good writing is rewriting. When you reread your early 
drafts for style, you will find intensifying adverbs you put there to 
add force that now sound exaggerated. You will find weak nouns 
qualified by one or more adjectives; if you think, or consult a 
thesaurus, you will find a single noun that will do the job by itself, 
and do it more pungently. You will find loose, unharnessed 
sentences that you can rearrange and tighten. 

When you think you have a passable draft, read it aloud. Or 
have a friend read it to you. As you listen, you will hear passages 
that sound flat or awkward. If the reader’s voice falters, if he 
stresses the wrong word, if the rhythm breaks, then the passage 
needs reworking. Perhaps it needs to be thrown away, in favor of a 
fresh start. 

Finally, with hard work and perhaps a little luck, you succeed 
in erasing all the evidence of your sweat and toil. You have a 
paragraph that sounds easy and natural. For that is the aim of all 
the labor—to make it sound unlabored. “A picture is finished,” said 
James Whistler, “when all trace of the means used to bring about 
the end has disappeared.”8 

If you succeed, you will have the gratifying feeling that the 
words you have used and their arrangement hit just the right note 
to produce the effect you want. As you reread your work, phrases, 

                                                           
7 Ernest Gowers, Plain Words: Their ABC 291–92 (1957). 
8 The Gentle Art of Making Enemies 115 (1890). 
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sentences, whole paragraphs ring pleasingly in your mind and in 
your ear. “This is good!” you will say, a little surprised and more 
than a little pleased. That is your reward: the sense of satisfaction 
with a job well done, the ultimate reward of any creator. 
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ambiguity by association, 5.6 
compound adjectives, 5.7 
compound prepositions, 5.13 
conflicts with conciseness, 1, 3.9 
conflicts with precision, 1, 5.15 
conjunctive and disjunctive, 5.9 
context cure ambiguity, 5.16 
double negatives, 5.8 
excessive, 5.15 
expected sentence order, 5.3 
former and latter, 5.10 
identify the asserter, 5.12 
intentional ambiguity, 5.15 
modifiers, 5.4 
not a given, 5.1 
parallel construction, 6.13, 7.11 
passive voice, 5.11 
precedence over conciseness, 3.9 
precedence over variety, 5.3 
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pronouns with clear 
antecedents, 5.5 

statistics, 5.14 
strategic, 5.15 
think before write, 5.2 

clear, clearly, 3.4, 6.3 
Clichés, 3.6, 4.6, 6.9, 6.10 
Clinton, William, 4.4 
Coffin, Frank M., 7.3 
cognizant (aware), 4.2 
Coherence, 7.11, 7.12, 8.6 
Cole, Janet S., 2.4 
Coleridge, Samuel Taylor, 4.1 
Collins, Ronald K.L., 2.6 
Colloquial(isms), 4.1, 4.2, 4.11 
Colon, 3.3, 7.11, 7.13, 8.7 
come into conflict (conflict), 4.5 
Comma, 7.13, 8.7 
commence (begin, start), 4.2 
commitment (promise), 4.2 
comparatively, 6.8 
Comparatives, 6.3 
compare to, compare with, 2.8 
compensate (pay), 4.2 
complete (finish), 4.2 
complete, completely, 3.4, 6.3 
compose, 2.8 
Compound adjectives, 5.7 
Compound modifiers, 5.7 
Compound prepositions, 3.3, 4.4, 5.13 
comprise, 2.8 
comprise (form), 4.2 
conceal (hide), 4.2 
concerning (about), 4.2 
concerning the matter of (about), 3.3 
Conciseness, Chapter 3 

see also Word choice 
action verbs, 3.3 
and clarity, 7.7 
combining sentences, 3.3 
conflicts with clarity, 1, 3.9 
conflicts with precision, 1, 3.9, 

5.15 
determiners and modifiers, 3.4 
excessive caution, 3.9 
paragraphs, 7.10 
passive voice, 3.8 
preparation, 7.2 
outmoded, 4.7 
rewrite, 3.11 
short sentences, 7.7 
tautologies, 3.7 
throat clearers, 3.5 
unnecessary words, 3.2 
useful repetition, 3.9 
vigorous, 3.2 

wordy and useless expressions, 
3.3 

Concluding sentences, 7.16 
conduct an analysis of (analyze), 4.5 
conduct an examination of (examine), 

4.5 
conduct an investigation of 

(investigate), 4.5 
conflate, 4.6 
conjecture (guess), 4.2 
Conjunctions 

glue words, 3.3 
Conjunctive, disjunctive, 5.9 
Connections, 7.11, 7.12, 7.13 

colon, 7.13 
dash, 7.13 
demonstrative pronouns, 7.11 
implicit and explicit, 7.11 
missing, 7.11, 7.12 
parallel construction, 7.11 
punctuation, 7.13 
semi-colon, 7.13 

Connotation 
and figures of speech, 6.9 
negative, 2.2, 5.8, 6.6, 6(II) 

consequence (result), 4.2 
consequently (so), 4.2 
considerable, considerably, 3.4 
consolidate (combine), 4.2 
Consonance, 8.2 
constitute (make up), 2.8, 4.2 
constructive, 4.6 
consummate (bring about, complete), 

4.2 
contain (have), 4.2 
contemplate (plan, intend), 4.2 
Context 

cures ambiguity, 5.5, 5.16 
Continuity 

connection, 7.12 
organization, 7.11 
through punctuation, 7.13 

convene (meet), 4.2 
Cook, Claire Kehrwald, 2.8, 3.2, 3.3, 

3.11(2), 5.5(2), 8.6, App. 
Cooley, Mason, 3.9 
Cooper, Edward, Acknow., 2.8 
Cooper, Helene, 2.6 
Cooper, James Fenimore, 2.2 
Cooper, Lane, 1, 3.1(2), 3.9, 4.1(3), 

4.10, 5, 5.3(4), 5.15, 6.3, 7.2, 7.5, 
8(2), 9 

Cornford, Leslie Cope, 7.4 
could, 6.8 
counterfeit (false), 4.2 
Criticism, 3.11 
Curl, Merving James, 1 
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current, currently, 3.4 
currently (now), 4.2 
Dangling participles, 5.4 
Dash, 3.3, 7.11, 7.13 
Data, datum, 2.8 
Davis, David, 8.6(2) 
decease (die), 4.2 
deed (action), 4.2 
deem (consider), 2.8, 4.2 
deepest, 6.3 
definite, definitely, 3.4, 6.3 
Defoe, Daniel, 2.6 
deliver a lecture (lecture), 4.5 
Demetros, Christine, Acknow. 
demise (death, collapse), 4.2 
demonstrate (show), 4.2 
demonstrate deference (defer), 4.5 
Demosthenes, 1 
demur (object), 4.2 
depart (leave), 4.2 
deplete (empty), 4.2 
Descriptivist, 2.3, App. 
designate (appoint, name), 4.2 
desire (want, wish), 4.2 
desirous (want, wish), 4.2 
desist (stop), 4.2 
Details 

see also Repetition 
overemphasis of, 6.8 
unnecessary, 6.8 

deteriorate (get worse), 4.2 
Determiners 

unnecessary, 3.4, 3.7 
detrimental (harmful), 4.2 
dialectic, 4.6 
dialogue (as verb), 4.6 
Dickens, Charles, 2.6, 3.2 
Dickerson, Reed, 2.8, 4.4 
Diction, 2.2, 2.3 
Dictionary, 2.2, 2.3, 2.8, App. 
dimension, 4.6 
disburse (pay), 4.2 
disconnect (as noun), 4.6 
discontinue (stop), 4.2 
disinterested, uninterested, 2.8 
distance of ten feet (ten feet), 3.3 
do an analysis of (analyze), 3.3 
Dobbs, Dan B., 2.6 
does not accept (rejects), 6.6 
does not allow (prohibits), 6.6 
does not come to work (misses work), 

6.6 
does not give consideration to (ignores), 

6.6 
does not have (lacks), 6.6 
does not include (excludes), 6.6 
does not know (is unaware), 6.6 

does not remember (forgets), 6.6 
does not succeed (fails), 6.6 
does not take care (neglects), 6.6 
donate (give), 4.2 
Double negative 

ambiguity, 5.8 
connotation, 6.6 
irregardless, 2.8 
not un-, 5.8 
when acceptable, 5.8 

Doublets and triplets, 3.6 
Douglas, William O., 2.2, 6.12, 8.5 
Driesen, David, Acknow. 
Dryden, John, 4.1 
due, duly, 3.4 
during such time as (while, during), 

3.3 
during the course of (during), 3.3 
during the period when (when), 3.3 
during the time that (while), 3.3 
dwelling (house), 4.2 
Easterbrook, Frank H., 5.11 
Eastman, R.M., 7.8 
Eden, Anthony, 3.1 
effect service of process (serve), 4.5 
effect, affect, 2.8 
effectuate (bring about, carry out), 4.2 
Eichorn, Lisa, 4.4 
Einstein, Albert, 3.2, 4, 4.1 
Eisenhower, Dwight D., 7.5 
Elegant variation, 2.5 
eliminate (remove, strike out), 4.2 
Elliot, Jeffrey M., 3.11 
Eloquence, Chapter 8 

alliteration, 8.2 
antithesis, 8.7 
avoid rhymes, 8.4 
parallel construction, 8.6 
reiteration, 8.5 
rhythm, 8.3 

elucidate (clarify, explain), 4.2 
Emphasis 

see also Forcefulness 
arrangement of words, 6.12 
beginning of sentences, 6.12 
build to a climax, 6.12, 7.16 
end of sentences, 6.12 
passive voice, 6.12 
subordinate clause, 6.12 

employ (use, hire), 4.2 
employment (work), 4.2 
empower, 4.6 
Empson, William, 6 
encounter (meet), 4.2 
encumbrance (burden), 4.2 
endeavor (try), 4.2 
endorsement (support), 4.2 
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engender (cause), 4.2 
enjoin (order), 4.2 
Enquist, Anne, 2.2, 3.9, 5.3, 7.10, 7.11, 

7.14(2), 7.16, 8.3, App. 
ensue (follow), 4.2 
enter into a contract (contract), 4.5 
enter into an agreement (agree), 4.5 
entire, entirely, 3.4, 6.8 
enumerate (list), 4.2 
envisage (foresee), 4.2 
equally as . . . as . . ., 3.3 
equitable (fair), 4.2 
Erhardt, Myra K., 7.9 
erroneous (wrong), 4.2 
erstwhile, 4.7 
eschew, 4.2, 4.6 
essential, essentially, 6.3, 6.8 
ethos, 4.6 
Euphemism, 4.8 
Evans, Bergen, 3.7 
Evans, Cornelia, 3.7 
Evans, Harold, 2.8 
even, 3.4, 5.4 
evince (show), 4.2 
exact, exactly, 3.4 
Exaggeration, 6.3 
exceedingly, 6.3 
excessive amount of (too much), 3.3 
excessive number of (too many), 3.3 
Exclamation points, 6.2 
excluding (except), 4.2 
exclusively (only), 4.2 
execute (sign), 4.2 
exhibit (show), 4.2 
exhibit a tendency (tend), 4.5 
exhibit resistance to (resist), 4.5 
expedite (hasten, hurry), 4.2 
expeditious (fast), 4.2 
expend (spend), 4.2 
expenditure (cost, expense), 4.2 
expertise (ability), 4.2 
expiration (end), 4.2 
explicate (explain, clarify), 4.2 
extend (offer), 4.2 
extreme, extremely, 3.4, 6.3 
Exupéry, Antoine de Saint, 2, 3.2, 5.1 
facilitate (make easy, help), 4.2 
fact, 2.8 
factor, 2.8 
fair, fairly, 3.4, 6.3, 6.8 
Fajans, Elizabeth, 3.10, 7.14(2), App. 
Falk, Mary R., 3.10, App. 
feasible (possible), 4.2 
Federal Rules of App. Proc. 

28(d), 2.5 

Federal Rules of Civ. Proc. 
10(c), 3.10 
18(a), 2.6 
23(e), 3.6 
38(c), 2.6 
65(a)(1), 6.6 
81(c)(3)(B)(i), 2.6 
restyling, 4.4 

Feldman, Adam, 8.1 
Fielding, Henry, 2.6 
figuratively, 6.3 
Figures of speech, 6.9 
file a lawsuit (sue), 4.5 
file a motion (move), 4.5 
Filik, Ruth, 2.6, 5.5 
Filler words, 3.4 
final, finally, 3.4 
finalize (complete, finish, end), 4.2 
find, finding, 2.8 
firstly (first), 4.2 
Fitzgerald, F. Scott, 2.6, 6.2 
Flaubert, Gustave, 9 
Flesch-Kincaid Grade Level Test, 7.9 
Flesch, Rudolf, 6.5, 7.9 
Flow, 7.11 
Foertsch, Julie, 2.6 
foment, 4.6 
for example, 6.12 
for the duration of (during, while), 3.3 
for the period of (for), 3.3 
for the purpose of (for, to), 3.3 
for the purpose of (to), 4.5 
for the reason that (because), 3.3 
for this reason (so), 3.3 
Forcefulness, Chapter 6 

see also Emphasis and 
Repetition 

action verbs, 6.4 
affirmative sentences, 6.6 
antithesis, 8.7 
begin and end of sentences, 6.12 
bold, 6.2 
capital letters, 6.2 
exclamation point, 6.2 
figures of speech, 6.9 
highlighting, 6.2 
hyperbole, 6.3 
ineffective techniques, 6.2 
intensifying adverbs and 

adjectives, 6.2 
italics, 6.2 
organization, 6.2 
parallel construction, 6.13, 7.11, 

8.6 
passive voice, 6.5, 6.12, 7.15 
qualifications, 6.8 
repetition, 6.11, 8.5 
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restraint, 6.3 
sentence structure, 6.2 
specific and concrete, 6.7 
throat clearers, 3.5, 6.2 
underlining, 6.2 
word choice, 6(II) 

foregoing (previously mentioned), 4.2, 
4.7 

former and latter, 2.5, 5.10 
Forster, E.M., 7.3 
forthwith, 2.8, 4.7 
forthwith (promptly), 4.2 
Fowler, F.G., 1, 2.8, 3.1, 3.2, 3.6, 4.2, 

4.9(2), 8.2, 8.3 
Fowler, H.W., 1, 2.5, 2.8, 3.1, 3.2, 3.6, 

4.2, 4.5, 4.6, 4.8, 4.9(2), 7.10, 
8.2(2), 8.3(3) 

Fowler’s Modern English Usage, App. 
Fox, Charles James, 4.10, 6.3 
framework, 4.6 
Francis, Jeremy, 2.2, 3.9, 5.3, 7.10, 

7.11, 7.14(2), 7.16, 8.3, App. 
Frank, Francine Wattman, 2.6(3) 
Frank, Gerold, 6.2 
Frankfurter, Felix, 5.15, 6.8, 6.9, 7.3, 

7.14, 8.6 
Frankfurter, Marion D., 1 
frequently (often), 4.2 
Frost, Michael H., 6.9 
full, fully, 3.4 
Fuller, Linda K., 3.2, 4.4 
fullest, 6.3 
fundamental (basic), 4.2 
furnish (give), 4.2 
furthermore (further), 4.2 
Gallacher, Ian, Acknow., 2.2, 3.11, 4.2, 

6.2, 7.12, 8.1, App. 
Gandhi, Mahatma, 2.8 
Garner, Bryan A., 2.3, 2.5, 2.6, 2.8, 

3.1, 3.6, 3.7, 4.2, 4.4(2), 4.6(2), 
4.9(3), 4.10, 4.11, 7.14(3), App.(4) 

Garrison, Lloyd A., 7.14 
Garrod, Simon, 5.5 
Gates, Henry Louis, Jr., 2.6 
Gender neutral, 2.6 
general, generally, 3.4, 6.8 
Genteelism, 4.8 
Genung, John Franklin, 1, 4.3, 4.10, 

6(III) 
George, W.L., 7.3 
Gernsbacher, Morton Anne, 2.6 
Ghosh, Shubha, Acknow. 
Ginsburg, Ruth Bader, 5.1, 6.9, 7.3 
give a report (report), 4.5 
give authorization (authorize), 4.5 
give consideration to (consider), 4.5 
give offense (offend), 4.5 

give permission (permit), 4.5 
give testimony (testify), 4.5 
give warning (warn), 4.5 
given (useless filler), 3.4 
Glue words, 3.3 
Gobbledygook, 4.4 
Goldberg, Isaac, 7.9, 8.1 
Goldstein, Tom, 3.1, 7.3, 7.6, 8.1 
Gould, James, 3.10(2) 
Gowers, Ernest, 3.1, 3.6, 7.13, 9 
Graham, Sheilah, 6.2 
Graves, Robert, 5.10 
great, 6.3 
Greenough, Chester Noyes, 7.11 
Gross, Joseph, 7.13 
Guberman, Ross, 7.9 
Gunning, Robert, 1, 4.1, 4.10, 7.9(2) 
Guttmacher, Manfred S., 8.3 
Haggard, Thomas, 6.9 
Halverson, John, 3.9 
Hamilton, Alexander, 2.2 
Hand, Learned, 2.2, 4.4, 8.5 
Harlan, John Marshall, 6.9 
Hatfield, Mark, 8.2 
have a meeting (meet), 4.5 
have a negative impact (hurt), 4.5 
have a preference for (prefer), 4.5 
have an influence on (influence), 4.5 
have control (control), 4.5 
have knowledge of (know), 4.5 
have the ability to (can), 4.5 
have the appearance of (appears), 4.5 
have the capacity for (can), 4.5 
have the desire to (want), 4.5 
have the intention to (intend), 4.5 
have the need of (need), 4.5 
have the obligation to (must), 4.5 
have the opportunity to (can), 4.5 
have the option of (may), 4.5 
Hawthorne, Nathaniel, 1 
Hay, John, 8.8 
Hayden, Paul T., 2.6 
Hazard, Geoffrey C., Jr., Acknow., 

7.3(2) 
he or she, 2.6 
Hedging, 5.15, 6.8 
Hemingway, Ernest, 3.2, 3.9 
henceforth (from now on), 4.2, 4.7 
Henderson, R.J., 5.5 
Hening, William W., 3.10 
Herbert, A.P., 4.4 
here (useless filler), 3.4 
hereafter, 4.7 
herebefore, 4.7 
hereby, 4.7 
herein, 2.8, 4.7 
hereinabove, 4.7 
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hereinafter, 4.3, 4.7 
hereinbefore, 4.3, 4.7 
hereof, 4.7 
hereto, 4.7 
heretofore, 4.7 
hereunder, 4.7 
hereunto, 4.7 
herewith, 4.7 
Hersey, Frank, 7.11 
high, highly, 3.4 
highest, 6.3 
Highlighting, 6.2 
hitherto (before), 4.2, 4.7 
Hoar, Roger Sherman, 2.8 
Hodge, Allan, 5.10 
hold a meeting (meet), 4.5 
holistic, 4.6 
Holmes, Oliver W., 2.2, 4.1, 6.7, 6.8, 

6.9(3) 
Housman, A.E., 4.1 
however, 2.8, 6.12 
Huebner, Rudolf, 3.6 
Hughes, Charles E., 7.16 
Hyphen, 5.7 
impact, 4.6 
implement (as verb), 4.6 
implement (carry out), 4.2 
in a negligent manner (negligently), 

4.5 
in a position to (can), 3.3 
in a situation in which (when, if), 3.3 
in a situation where (when, if), 3.3 
in a timely manner (soon, timely), 3.3 
in accordance with (by, under), 3.3 
in addition to (additionally), 3.3 
in all probability (probably), 3.3 
in an effort to (to), 3.3, 4.5 
in case (if), 4.2 
in case of (if), 3.3, 4.5 
in cases in which (where), 3.3 
in circumstances in which (when), 3.3 
in conjunction with (with), 3.3 
in connection with (with, about), 3.3 
in excess of (more than), 3.3 
in favor of (for), 3.3 
in height (high), 4.5 
in length (long), 4.5 
in lieu of (instead of), 4.2 
in order to (to), 3.3, 4.5 
in part, 6.8 
in reality (useless filler), 3.4 
in reference to (about), 3.3 
in regard(s) to (about), 3.3 
in relation to (about), 3.3 
in respect to (about), 3.3 
in size (big), 4.5 
in spite of (although), 3.3 

in spite of the fact that (although), 3.3 
in terms of [omit], 3.3 
in the absence of (absent, without), 3.3 
in the case at bar (here), 3.3 
in the course of (during, in), 3.3 
in the event of (if), 3.3 
in the event that (if), 3.3, 4.5 
in the instant case (here), 3.3 
in the interest of (for), 3.3 
in the matter of (about), 3.3 
in the nature of (like), 3.3 
in the near future (soon), 3.3 
in the neighborhood of (about), 3.3 
in the same way as (like), 3.3 
in the vicinity of (near), 3.3 
in the year of 2018 (in 2018), 3.3 
in this case (here), 3.3 
in this connection, 5.13 
in view of (because), 3.3, 5.13 
inasmuch as (because), 4.2, 4.7 
inception (start), 4.2 
including but not limited to 

(including), 3.3 
incomparably, 6.3 
incontrovertible, 6.3 
Incorporation by reference, 3.10 
indebtedness (debt), 4.2 
indeed (useless filler), 3.4 
indemnify (repay), 4.2 
indicate (show), 4.2 
indication (sign), 4.2 
individual (person), 2.8, 4.2 
individual, individually, 3.4 
inevitably, 6.3 
inform (tell), 4.2 
ingenious (clever), 4.2 
Ingersoll, Robert, 8.7 
inimical (harmful), 4.2 
initiate (begin, start), 4.2 
injunction (order), 4.2 
innocuous (harmless), 4.2 
inquire (ask), 4.2 
inquisitive (curious), 4.2 
instance, 4.6 
instant (this), 4.2 
instanter (immediately), 4.2 
institute (begin), 4.2 
Intellectual sympathy, 1 
Intensifying adjectives and adverbs, 

3.11, 6.3 
interface, 4.6 
Interjections, 7.13 
interpose an objection (object), 4.5 
interrogate (question), 4.2 
intimate (imply), 4.2 
involve, 2.8, 4.6 
irregardless, 2.8 
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irresistible, 6.3 
Isocrates, 8.3 
it (generic), 2.6, 5.5 
it is, 3.2, 6.12, 9 
it is certain that (certainly), 3.3 
it is directed that (must), 3.3 
it is imperative that (must), 3.3 
it is indicated that, 6.8 
it is necessary that (need), 3.3 
it is not necessary for you to (you need 

not), 3.3 
it is often the case that (often), 3.3 
it is possible that (possibly, may), 3.3 
it is probable that (probably), 3.3 
it is the duty of (must), 3.3 
it seems, 6.8 
it shall be lawful (may), 3.3 
it shall be the duty of (must), 3.3 
it shall not be lawful (may not, must 

not), 3.3 
it would appear that (apparently), 3.3 
Italics, 4.10, 6.2 
Jackson, Garner, 1 
Jackson, Jesse, 6.9 
Jackson, Robert H., 1, 6.9, 6.11, 7.14, 

8.6(2) 
James, P.D. (Phyllis Dorothy), 1 
Jargon, 4.1, 4.2 
Jefferson, Thomas, 3.3 
Jespersen, Otto, 3.6, 4.9 
Johnson, Roy Ivan, 7.14 
Johnson, Samuel, 3.11, 9 
Johnson, Susan W., 7.3 
Jones, Chester Lloyd, 3.6 
jury, 2.8 
just (useless filler), 3.4 
Kane, Mary Kay, Acknow. 
Kanter, Arlene S., Acknow., 4.8 
Katz, David, Acknow. 
Katz, Lucy V., 8.8 
Kaye, Judith S., 2.6 
Kennedy, George A., 5 
Kennedy, John F., 8.7(2) 
Kimble, Joseph, 4.4 
kind of (useless filler), 3.4, 6.8 
King James Bible, 2.6 
King, Martin Luther, Jr., 8.7 
Kipfer, Barbara Ann, App. 
Kipling, Rudyard, 2.6 
Klein, Joe, 8.2 
Koffler, Jospeh H., 3.10 
Korn, Harold L., 3.10 
Krapp, Philip, 3.6 
Krishnakumar, Anita S., 5.11 
Lamott, Anne, 1, 8.1 
Language and thought, 1 
Lanham, Richard A., 3.3 

largely (useless filler), 3.4 
Latin Words, 2.1, 2.8, 4.3, 4.4, 4.11 
latter, 2.5, 5.10 
Lavery, Urban A., 7.9 
Lee, Henry, 6.13 
Legalese, 4.4 
Leonard, Elmore, 4.10 
Leuthold, Hartmut, 5.5 
Lieberman, Jethro K., 3.1, 7.3, 7.6, 8.1 
like, as, 2.8 
likely, 6.8 
Lincoln, Abraham, 2.1, 3.1, 4.9, 6.9, 

6.11, 6.12, 8.6, 8.7(2), 8.8(2) 
Lindberg, Christine A., App. 
literal, literally, 2.8, 3.4, 6.3 
little (useless filler), 3.4 
locality (place), 4.2 
locate (find), 4.2 
located in (in), 3.3 
location (place), 4.2 
Locke, John, 5.1 
Long, 4.4 
Lucas, A., 5.5 
Macaulay, Thomas Babington, 6.12 
Macmillan, Lord, 6.8 
Magat, Joan Ames, 5.7 
magnitude (size), 4.2 
Main clause, main idea, 7.7 
maintain (keep, continue), 4.2 
majority, 2.8 
make a decision (decide), 4.5 
make a payment (pay), 4.5 
make a promise (promise), 4.5 
make a recommendation (recommend), 

4.5 
make a reference (refer), 4.5 
make a statement (state), 4.5 
make a suggestion (suggest), 4.5 
make an accommodation 

(accommodate), 4.5 
make an adjustment (adjust), 4.5 
make an appearance (appear), 4.5 
make an application (apply), 4.5 
make an argument (argue), 4.5 
make an assessment (assess), 4.5 
make an assumption (assume), 4.5 
make an attempt (try), 4.5 
make an inquiry (inquire, ask), 4.5 
make an objection (object), 4.5 
make an observation (observe), 4.5 
make provision for (provide), 4.5 
make reference to (refer to), 4.5 
make use of (use), 4.5 
Malphurs, Ryan A., 7.3 
manner (way), 4.2 
Mansfield, Lord, 2.1, 5.1, 6.9 
Margolis, Ellie, 7.7 
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Marshall, John, 7.14 
Marx, Groucho, 4.4 
Marx, Paul, 8.6 
matrix, 4.6 
Maverick, Maury, 4.4 
maximum (most), 4.2 
may, 2.8, 6.8 
Meaning 

Context, 2.2 
Meaningful, 4.6 
meet approval (approve), 4.5 
Mellinkoff, David, 2.1, 2.8(10), 3.1, 3.6, 

3.9, 4.1, 4.2, 5.1, 7.4, 7.9(3), 7.10, 
8.6(3) 

Menken, H.L., 8.1, App.(2) 
mere, merely, 3.4, 5.4 
Metaphors, 6.9 
Metre, 8.3 
might, 6.8 
Miller, Arthur R., 3.10(3) 
Miller, Casey, 2.6(2) 
minimum (least), 4.2 
Misinterpretation, 2.1 
mode, 4.6 
Modifiers 

Compound, 3.4 
Unnecessary, 5.7 

modify, modification (change), 4.2 
Moll, Doug, Acknow. 
monies (money), 4.2, 4.7 
Moore, Thomas, 4.10 
More, Thomas, 2.6 
Morrison, Toni, 2 
most, 2.8 
much (useless filler), 3.4 
multiple (many), 4.2 
municipality (city, town), 4.2 
Murdock, J. Edgar, 3.1 
Murphy, Frank, 5.4 
must, 2.8 
myriad, 4.6 
Nabokov, Vladmir, 3.2 
Nader, Ralph, 4.4 
near, nearly, 3.4, 6.8 
necessary, necessarily, 3.4, 6.3 
necessitate (require), 4.2 
Negative 

affirmative, 6(II), 6.6 
connotation, 2.2, 6(II), 6.6 
double negative, 5.8, 6.6 
sentences, 5.2, 6.6 

neither of them (neither), 3.3 
Nelson, Lord, 4.4 
Neumann, Richard K., Jr., 7.7, 7.14 
nevertheless (but, yet), 4.2, 6.12 
Neville, Helen, Acknow. 
Nevin, A. Parker, 2.7 

Newman, John Henry (Cardinal), 1, 
7.12 

Nichols-Cahill, 3.10 
Nicolay, John G., 8.8 
Nieuwland, Mante S., 5.5 
no later than (by, before), 3.3, 4.5 
Nominalization 

ambiguous, weak, and verbose, 
5.15 

North, Lord, 6.3 
not, 6.12 
not able (unable), 6.6 
not certain (uncertain), 6.6 
not current (outdated), 6.6 
not honest (dishonest), 6.6 
not important (trivial, insignificant), 

6.6 
not many (few), 6.6 
not occupied (vacant), 6.6 
not often (seldom, rarely), 6.6 
not on purpose (accidentally), 6.6 
not opened (closed, unopened), 6.6 
not possible (impossible), 6.6 
not probable (improbable), 6.6 
not the same (different), 6.6 
not true (false), 6.6 
not un-, 5.8 
not until (only when), 6.6 
notification (notice), 4.2 
notify (inform, tell), 4.2 
notwithstanding (although), 3.3 
notwithstanding (despite), 4.2 
notwithstanding the fact that 

(although), 3.3 
Nouns 

concrete, 6(II) 
fuzzy, 4.6 
in place of participles, 6.4 
nominalization, 4.5 
qualifiers, 6.3 
strong, 6.3 
weak, 9 
working words, 3.3 
zombie, 4.5 

now (useless filler), 3.4 
numerous (many), 4.2 
O’Connor, Sandra Day, 3.9, 4.8, 6.9, 

8.6 
Oates, Joyce Carol, 3.11 
Oates, Laurel, 2.2, 3.9, 5.3, 7.10, 7.11, 

7.14(2), 7.16, 8.3, App. 
Obama, Barack, 2.6(2), 4.4 
objective (aim, goal), 4.2 
observe (see), 4.2 
obtain (get), 4.2 
obvious, obviously, 3.4, 6.3 
occasion (cause), 4.2 
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occupation (job), 4.2 
occur (happen), 4.2 
of, 2.5 
of an indefinite nature (indefinite), 4.5 
of an unusual kind (unusual), 4.5 
of course, 3.9 
of great importance (important), 4.5 
of no use (useless), 6.6 
Offensive writing, 4.8 
offer a suggestion (suggest), 4.5 
oft times, 4.7 
oftentimes (often), 4.2 
on a daily basis (daily), 3.3 
on a number of occasions (often, 

sometimes), 3.3 
on account of (because), 3.3 
on behalf of (for), 3.3 
on many occasions (often), 3.3 
on or about (on, about), 3.3 
on or before (by), 3.3 
on the basis of (from), 3.3 
on the ground(s) that (because), 3.3 
on the occasion of (when), 3.3 
on the part of (by), 3.3 
one and the same (the same), 3.3 
one of the reasons (one reason), 3.3 
only, 5.4 
operate (run), 4.2 
opine (say), 4.2 
optimal (best), 4.2 
or, 2.8, 5.9 

begin sentences with, 2.8 
or, in the alternative (or), 3.3 
Organization, Chapter 7 

continuity, 7.11, 7.12, 7.13 
order of ideas, 7.4, 7.5 
outline, 7.2, 7.5 
master your subject, 7.2 
paragraphs, 7.10, 7.14 
preparation, 7.2 
say one thing at a time, 7.6 
sentence structure, 7.7, 7.8 

originate (start), 4.2 
Orwell, George, 2.2, 2.6, 4.2, 5.2, 5.8 
Oseid, Julie A., 2.1, 6.9 
Ostberg, C.L., 7.3 
Otten, Marte, 5.5 
Outline, outlining, 7.2, 7.5 
output, 4.6 
overall, 4.6 
paradigm, 4.6 
Paragraphs 

concise, 7.10 
concluding sentences, 7.16 
development, 7.14 
emphasis at beginning and end, 

7.16 

functions, 7.14 
size, 7.10 
topic sentences, 7.14 

Parallel construction 
and antithesis, 8.7 
coherence, 8.6 
conciseness, 8.6 
connections, 7.11 
faulty parallelism, 6.13 
forcefulness, 8.6 
transitions, 7.11 
trinities, 8.6 
when to abandon, 6.13 

Parentheses, 7.13 
Parham, Sidney F., Jr., 3.1 
Parker, Dorothy, 3.11 
partake, 4.7 
Participles 

concise, 3.3 
dangling, 5.4 
substituted for nouns, 6.4 

particular, particularly, 3.4 
particulars (details), 4.2 
Pascal, Blaise, 3.11 
Passive voice 

ambiguous, 5.11, 5.15 
consistency, 5.11 
deliberate, 7.15 
difficult to read, 4.4, 7.9 
emphasis, 6.12, 7.15, 6(II) 
expected sentence order, 3.8 
gobbledygook, 4.4 
grammatical, 7.15 
instead of gendered, 2.6 
useful, 7.15, 6.12 
verbose, 3.8 
weak, 6.5 

Pasteur, Louis, 7.5 
Patterson, Edwin W., 7.3 
Penn, William, 4.12 
perfect, perfectly, 3.4, 6.3 
perforation (hole), 4.2 
perform (do), 4.2 
period of time (period, time), 3.3 
period of two months (two months), 3.3 
permit (allow, let), 4.2 
person, 2.8 
Personal Pronouns 

clear antecedents, 5.5 
generic he, 2.6 
generic it, 2.6 
generic she, 2.6 
singular they, 2.6 

personal, personally, 2.8 
Persuasive writing, 1 
pertain (refer), 4.2 
pertaining to (about, of), 3.3 
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peruse (read), 4.2, 4.7 
Peters, Lena, Acknow. 
Pflaum, Leanne J., 2.7, 7.9 
Phillips, 3.10 
Phrasal adjectives, 5.7 
piece of legislation (act, statute), 3.3 
Pierce, Charles, 3.11 
Piesse, E.L., 4.3 
Pinker, Steven, 2.6, 4.11(3), 5.16, 6.8, 

8.1 
place emphasis (emphasize), 4.5 
Plain language, 4.4 
plainly, 6.3 
Planning, 7.5 
Platitudes, 6.10 
Plato, 3.11, 4.1 
plethora, 4.6 
Pock, Harry Thurston, 8.7 
Poe, Edgar Allan, 7.13 
Political correctness, 4.8 
Pólya, George, 7.6 
Pomeroy, 3.10(2) 
Pompous, see Simplicity 
Pooler, Rosemary S., 5.11 
Pope, Alexander, 8.7 
portion (part), 4.2 
position, 4.6 
Posner, Richard, 5.11, 6.9, 7.3(2) 
possess (have), 4.2 
possibly, 6.8 
postmodern, 4.6 
practical, practically, 2.8, 3.4 
Pratt, David, 4.4 
pray (request), 4.2 
Precision, Chapter 2 

see also Clarity 
Abstract words, 2.7 
conflicts with clarity, 1, 5.15 
conflicts with conciseness, 1, 3.9, 

5.15 
conflicts with simplicity, 1 
dictionaries, 2.3 
excessive, 5.15 
preparation, 7.2 
repetition, 2.4 
right word, 2.2 

preclude (prevent), 4.2 
precursor (forerunner), 4.2 
predictably, 3.9 
Predictive writing, 1 
predisposition (tendency), 4.2 
predominantly, 6.8 
Prepositions 

ambiguity, 5.13 
can be omitted, 3.3 
compound, 3.3, 4.4, 5.13 
encumbered with nouns, 4.5 

glue words, 3.3 
phrases, 5.13 

Prescriptivist, 2.3, App. 
presently (soon), 4.2 
preserve (keep, maintain), 4.2 
presumably, 6.8 
presume, assume, 2.8 
pretty (useless filler), 3.4 
previous to (before), 3.3 
principal (main), 4.2 
principal, principle, 2.8 
prior to (before, earlier), 3.3, 4.2 
proactive, 4.6 
probably, 6.8 
proceed (go), 4.2 
procure (get, obtain), 4.2 
profound (deep), 4.2 
profoundly, 6.3 
proliferate (spread), 4.2 
Pronouns 

ambiguity, 5.5 
avoid repetition, 2.5 
clear antecedents, 5.5 
demonstrative, 5.5, 7.11 
relative, 5.5 
transitions, 7.11 

Proofread, 2.4 
different from rewriting, 3.11, 

4.12, 9 
prophylactic (preventative), 4.2 
proposition (for plan, proposal), 4.6 
proscribe (forbid), 4.2 
proven, proved, 2.8 
provide (give), 4.2 
provide a description (describe), 4.5 
provide an explanation (explain), 4.5 
provide assistance (assist, help), 4.5 
provide evidence (prove), 4.5 
provide guidance (guide), 4.5 
provided that (if), 3.3, 4.5 
Provost, Gail, Acknow. 
Provost, Gary, 1, 2.3, 3.11, 5.14, 7.11, 

7.9, 8.1, 8.3(2), App. 
Punctuation 

colon, 3.3, 7.11, 7.13, 8.7 
comma, 7.13, 8.7 
continuity, 7.13 
dash, 3.3, 7.11, 7.13 
exclamation point, 6.2 
hyphen, 5.7 
parentheses, 7.13 
semi-colon, 7.11, 7.13, 8.7 

purchase (buy), 4.2 
pure, purely, 3.4 
purported (claimed), 4.2 
pursuant to (under), 4.2 
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Qualifiers 
needless, 6.8 

Quantum, 4.6 
Quiller-Couch, Arthur, 3.11, 6.5 
Quintillian, 2.1, 5.16, 6.9 
quite, 3.4, 6.3 
Ragazzo, Robert, Acknow. 
Raleigh, Walter, 6.11 
Rambo, Theresa J. Reid, 2.7, 7.9 
rather, 3.4, 6.8 
Ray, John, 3.1 
Raymond, James C., 5.16, 7.7, 7.8 
Re, Edward D., 5.5 (2) 
Re, Joseph R., 5.5 
reach a decision (decide), 4.5 
reach a resolution (resolve), 4.5 
reach an agreement (agree), 4.5 
reaction (for impression, opinion), 4.6 
Readability formula, 7.9 
Reagan, Ronald, 2.6, 4.4 
real, really, 3.4 
Reallege facts, 3.10 
reasonable, reasonably, 3.4 
recollect (remember), 4.2 
Redundancy, redundant 

avoid, 3.1, 3.7 
foreign languages, 3.6, 3.7 
useful, 3.9 

Reed, Stanley Forman, 6.9, 7.14 
Reference Material 

dictionary, 2.2, 2.3, 2.8, App. 
formbooks, 3.10 
style books, 1, App. 
thesaurus, 2.2, 2.3, 2.8, 3.11, 9, 

App. 
usage dictionary, 2.2, 2.8, App. 

regarding (about), 4.2 
Rehnquist, William, 7.14 
reinvent, 4.6 
Reiteration, see Repetition 
relative, relatively, 3.4, 6.3, 6.8 
relocate (move), 4.2 
remain (stay), 4.2 
remainder (rest), 4.2 
remuneration (wages, salary, pay), 4.2 
render (make, give), 4.2 
render advice (advise), 4.5 
Repeat and reallege, 3.10 
Repetition 

see also Details 
and clarity, 3.9 
and conciseness, 3.9 
and precision, 3.9 
and variety, 8.5 
deliberate, 3.9, 6.11, 8.5 
doublets and triplets, 3.6 
eloquence, 8.5 

emotional affect, 8.5 
emphasis, 6.11, 8.5 
of a word, 2.5 
of an idea, 3.7 
over explaining, 3.9 
parallel construction, 8.6 
useful, 2.5, 3.9 

Reppy, Alison, 3.10 
represent (is, are), 4.2 
request (ask), 4.2 
require (need), 4.2 
requisite (needed), 4.2 
reside (live), 4.2 
resonate, 4.6 
respecting (about), 4.2 
respective, respectively, 3.4 
Restyling of Federal Rules, 4.4 
retain (keep), 4.2 
Retroactive construction, 5.2 
Revise, see Rewriting 
Rewriting, 3.11, 4.12, 9 
Rhymes, 8.4 
Rhythm, 1, 7.9, 8.3, 8.6, 8.8 
Richards, I.A., 2.8 
Risman, Richard, Acknow. 
Roberts, John, 3.1, 7.14 
Rodell, Fred, 1, 2.7, 4.2 
Roget, Peter Mark, App. 
Romance and Saxon words, 4.9 
Roosevelt, Eleanor, 8.6 
Roosevelt, Franklin D., 2.7 
Roosevelt, Theodore, 8.7 
Rosenthal, Lee H., 7.14 
rubric, 4.6 
rule, ruling, 2.8 
Rules of thumb, Pref., 2.5 
Russel, George William Erskine, 5 
Russell, Bertrand, 2.2 
Sacco, Nicola, 1 
said, 2.5, 2.8, 4.3 
Saintsbury, George, 8.3 
same, 2.8 
Sandburg, Carl, 4.4 
Sanford, Anthony J., 2.6, 5.5 
sans (without), 4.2 
Saunders, 3.10 
save (except), 4.2, 4.7 
Savile, George, 6.3 
Saxon and Romance words, 4.9 
say, state, 2.8 
Scalia, Antonin, 3.1, 4.3, 4.8, 7.14(4), 

7.16 
scenario, 4.6 
Schalekamp, Marie, 7.14 
Schopenhauer, Arthur, 1, 3.1, 3.9, 4.1, 

5, 5.15, 5.3, 6.3, 7.2(2) 
Schoroeder, Kevin, Acknow. 



270 INDEX  

 

  

Scirica, Anthony J., 7.14 
scrutinize (examine), 4.2 
secure (get, obtain), 4.2 
seem, seemingly, 5.15, 6.8 
selection (choice), 4.2 
Semantic blanks, 4.1 
Semi-colon, 7.11, 7.13, 8.7 
Sentences 

affirmative, 6.6 
balanced, 6.13 
begin with and, but, because, or, 

so, 2.8 
complex, 7.8 
compound, 7.8 
cumulative, 7.8 
concluding, 7.16 
emphasis in the beginning and 

end, 6.12 
expected order, 3.8, 5.3, 5.4, 6.12 
identify the asserter, 5.12 
long, 7.7, 7.9 
long yet concise, effective, and 

vigorous, 7.9 
negative, 5.2, 6.6 
one per thought, 7.6 
one thought per, 7.6 
organization, 7.7 
parallel construction, 6.13, 7.11, 

8.6 
periodic, 6.12, 7.8 
rhythm, 6.12 
sentence structure, 6.2, 7.7 
short, 6(II), 7.7, 7.9 
topic, 7.14 
two-part sentence, 6.12 
vary the length, 7.9 
vary the type, 7.9 
verbs as power plant of, 6.4 
word count, 7.9, 7.10 

serious, seriously, 3.4 
several, various, 2.8 
Seward, William H., 8.8, 9 
Sexism, 2.6 
Shakespeare, William, 2.6, 3, 3.2, 6.10, 

8.2 
shall, 2.8 
Shapo, Helene S., 7.14(2) 
Shaw, Bernard, 1(2), 2.6, 7.14 
Shenstone, William, 9 
Sheridan, Richard Brinsley, 4.10, 9 
Shilling, Lilless McPherson, 3.2, 4.4 
Shipman, 3.10(2) 
should, 6.8 
Shulman, Harry, 5.15 
signify (mean), 4.2 
similar to (like), 3.3 
Similes, 6.9 

Simkins, 3.10 
Simonson, Erika, Acknow. 
simple, simply, 3.4 
Simplicity, Chapter 4 

abstract and general, 4.4 
active voice, 4.4 
and clarity, 4.1 
concrete words, 4.6 
conflicts with precision, 1 
gobbledygook, 4.4 
jargon, 4.1, 4.2, 4.3 
legalese, 4.4 
nominalization, 4.5 
not simplistic, 4.12 
polysyllables, 4.2 
pomposity, 4.1, 4.7 
rewrite, 4.12 
short, simple words, 4.2 
talk down, 4.1 

since, 2.8 
situation, 4.6 
skepticism (doubt), 4.2 
Slang, 4.2 
Smith, James Barclay, 4.1 
Smith, Michael R., 6.9(4) 
so 

begin sentences with, 2.8 
useless filler, 3.4 

so as to (to), 3.3, 4.5 
solely (only), 4.2 
solicit (request), 4.2 
some (useless filler), 3.4 
somehow (useless filler), 3.4 
somewhat, 3.4, 6.8 
Songer, Donald R., 7.3 
sort of, 3.4, 6.8 
Soto, Mac, Acknow. 
Southey, Robert, 6(II) 
Southgate, Henry, 6(II) 
specific, specifically, 3.4 
Spell Check, 2.4 
Spencer, Herbert, 1, 2.6, 3.1, 5.3, 

5.4(2), 6.7(2), 7.12(3) 
Stanchi, Kathryn M., 7.7 
Stanhope, Lord, 2.6 
state (say, tell), 2.8, 4.2 
State of Ohio (Ohio), 3.3 
Statistics, 5.14 
Stevenson, Robert Louis, 8.1(2), 8.3 
Steward, Kristin, Acknow. 
Steward, Potter, 7.14 
Stone, Harlan F., 7.14(2) 
streamline, 4.6 
Strunk, William, Jr., 1, 2.6, 3.2, 3.4, 

7.10, 7.14, 8.1(2), App. 
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Style 
see also Writing 

and substance, 1 
contradicting objectives, Pref., 1, 

2.1 
effort, 8.8 
flowery, 3.1 
for the busy reader, 1, 3.1, 8.8 
no rules, Pref., 8.1 
no time, 8.8 
overlapping objectives, Pref., 1, 

2.1 
style (name), 4.2 
Style books, 1, App. 
subject to (if), 3.3, 4.5 
Subjunctive, 5.15 
submit an application (apply), 4.5 
Subordinate clause, subordinate idea, 

7.7 
subsequent to (after), 3.3 
subsequent(ly) (after, next), 4.2 
Substance 

and style, 1 
substantial, substantially, 3.4, 6.8 
substantiate (prove), 4.2 
successfully, 3.7 
such, 2.5, 2.8, 3.4 
sufficient (enough), 4.2 
sufficient amount of (enough), 3.3 
sufficient number of (enough), 3.3 
Suffixes 

-ation, 8.4 
-ing, 8.4 
-ise, 4.2 
-ive, 4 
-ly, 6.3, 8.4 
-otion, 8.4 
-ship, 8.4 
-ty, 8.4 
-wise, 4.2 

summon (call), 4.2 
sure, surely, 3.4, 6.3 
surmise (guess), 4.2 
surprisingly, 3.9 
sustainability, 4.6 
Sutherland, 3.10 
Swanson, Dixie, Acknow. 
Swift, Jonathan, 2.6, 5.3, 7 
Swift, Kate, 2.6(2) 
Sword, Helen, 4.5, 6.9 
synergy, 4.6 
Synonyms, 2.2 
take action (act), 4.5 
take into consideration (consider), 4.5 
take notice (notice), 4.5 
Tautology, 3.7, see Redundant 
tend to, 6.8 

terminate, termination (end), 4.2 
Terms of art, 4.3 
terribly, 6.3 
Thackeray, William M., 2.6 
that, 2.5, 3.2, 3.4 
that is, 3.2 
that, which, 2.8 
the, 2.5, 3.4 
the design of (design), 4.5 
the fact that, 3.2, 3.3 
the majority of (most), 3.3 
the manner in which (how), 3.3 
the moment when (when), 3.3 
the question as to whether (whether), 

3.3 
the reason being that (because), 3.3 
the reason for (because), 3.3 
the reason is because (because), 3.3 
the reason is that (because), 3.3 
the time when (when), 3.3 
the use of (use), 4.5 
then (useless filler), 3.4 
thence, 4.7 
thenceforth, 4.7 
there are, there is, it is, 3.2, 6.12, 9 
thereabout, 4.7 
thereafter, 4.7 
thereat, 4.7 
therefore, 4.7 
therefrom, 4.7 
therein, 2.5, 4.7 
thereof, 2.5, 4.7 
thereon, 4.7 
thereout, 4.7 
thereover, 4.7 
therethrough, 4.7 
thereto, 2.5, 4.7 
theretofore, 4.3, 4.7 
thereunto, 4.7 
therewith, 4.7 
Thesaurus, 2.2, 2.3, 2.8, 3.11, 9, App. 
they (singular), 2.6 
Thinking clearly, 5.2 
this, 5.5 
Thomas, Clarence, 5.11(2) 
Thoreau, David Henry, 3.3 
though, although, 2.8 
Throat clearers 

eliminate, 3.5 
weak, 6.2 

Thucydides, 1 
Tiersma, Peter M., 2.8, 3.6, 6.8 
Tiffin, Joseph, 4.1 
Tiscione, Kristen Conrad, 3.1 
to a large extent (largely), 3.3 
to the effect that (that), 3.3 
to wit, 4.7 
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Topic sentences 
first sentence, 7.14 
implicit, 7.14 
not first sentence, 7.14 
question, 7.14 
transition, 7.14 

Topman, Lawrence, 3.11 
total, totally, 3.4, 6.3 
Transitions 

colon, 7.13 
dash, 7.13 
demonstrative pronouns, 7.11 
implicit and explicit, 7.11 
missing, 7.11, 7.12 
parallel construction, 7.11 
punctuation, 7.13 
semi-colon, 7.13 
topic sentence, 7.14 

transmit (send), 4.2 
transpire (happen), 4.2 
Traynor, Roger J., 1, 7.3 
Treichler, Paula A., 2.6(3) 
Trevor, Mary B., Acknow. 
Trevelyan, George Otto, 6.3 
Trimble, John R., 7.11 
true, truly, 3.4 
Trump, Donald, 4.2 
Tufte, Virginia, 6.3 
Twain, Mark, 2.2(2) 
type of (useless filler), 3.4 
ubiquitous, 4.6 
Ulman, Joseph N., 7.3 
ultimately, 6.8 
unbeknownst (unknown), 4.2 
undeniably, 6.3 
under circumstances in which (when), 

3.3 
under the provisions of (under), 3.3 
Underlining, 6.2 
undoubtedly, 6.3 
undue, unduly, 3.4 
uninterested, disinterested, 2.8 
unpack (for explain), 4.6 
unthinkable, 6.3 
until such time as (until), 3.3 
unto (to), 4.2, 4.7 
Updike, John, 7.3 
upon (on), 4.2 
upside, 4.6 
Usage Dictionary, 2.2, 2.8, App. 
usually, 6.8 
utilize, utilization (use), 4.2 
utter, utterly, 3.4, 6.3 
vacuous (empty), 4.2 
Vagueness, 5.13, 5.15 
validate (confirm), 4.2 
validation, 4.6 

Van Doren, Mark, 1 
Vanzetti, Bartolomeo, 1 
variation (change), 4.2 
various, several, 2.8, 3.4 
vendor (seller), 4.2 
Verbosity, see Conciseness 
Verbs 

action, 3.3, 6(II), 6.4, 7.9 
colorless, 6.7 
fuzzy, 6.7 
muscular, 6.4 
nominalization, 4.5 
power plant of sentence, 6.4 
weak, 4.5 
working words, 3.3 

verify, verification (check), 4.2 
verily, 4.7 
very, 3.4, 6.3, 9 
vessel (ship), 4.2 
viable (for feasible, practical), 4.6 
Viau, Daniel, Acknow. 
Victoria, Queen, 4.8 
virtual, virtually, 3.4, 6.8 
vis-à-vis, 4.6 
visualize (imagine), 4.2 
viz., 4.7 
Vogue words, 4.6 
Volokh, Eugene, 4.12(2), App. 
Voltaire, 1, 6.3, 8 
Wait, William, 3.10(2) 
Wald, Patricia, 3.1, 8.1 
Walsh, Francis X., 4.1 
Walter, Marilyn R., 7.14(2) 
Warren, Robert Penn, 8.5 
Washington, Bushrod, 7.14 
Weekley, Ernest, 3.6, 4.2, 4.9, 5.1 
Weihofen, Henry, Pref., 5.9, 8.3(2) 
Weinstein, Jack B., 3.10 
well (useless filler), 3.4 
wellness, 4.6 
Wendell, Barrett, 6.12 
Westbury, Lord, 6.9 
Wetstein, Matthew E., 7.3 
when, 2.8 
whence, 4.7 
whensoever, 4.7 
where, when, 2.8 
whereas, 2.8, 4.3, 4.7 
whereas (because, since), 4.2 
whereat, 4.7 
whereby, 4.7 
wherefore, 4.7 
wherein, 4.7 
whereof, 4.7 
whereon, 4.7 
wheresoever, 4.7 
whereupon, 4.7 
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wherewith, 4.7 
whether or not (whether), 3.3 
which, 3.2 
which was, 3.2 
which, that, 2.8 
while, 2.8 
whilst (while), 4.2, 4.7 
Whistler, James, 9 
White, E.B., 1, 2.6, 3.2(2), 3.4, 7.8, 

7.10, 7.14, 8.1(2), App. 
White, William Allen, 6.3 
Whitman, Walt, 2.6 
who, 3.2 
who is, 3.2 
whomever, 4.3 
Wilde, Oscar, 2.6, 8.7 
will, 2.8 
Williams, Joseph M., 1, 3.5, 3.9, 3.11, 

5.2, 5.16, 7.9(2), App. 
Williams, Watkin, 3.10 
Wisner, Kathryn, Acknow. 
with a view to (to), 3.3 
with reference to (about), 3.3, 5.13 
with regard to (on, about, regarding), 

3.3 
with respect to (on, about, regarding), 

3.3 
with the exception of (except), 3.3 
with the result that (so that), 3.3 
witnesseth, 4.7 
Wittgenstein, Ludwig, 1, 5.1 
Wolfe, Thomas, 6.12 
Woolever, Kristin R., 7.11 
Woolf, Virginia, 2.6 
Word Choice 

see also Adjectives, 
Adverbs, Verbs 

abstract, 1, 2.7, 6.7 
ambiguity, 2.8, 3.1, 4.7 
buzzwords, 4.6 
circumlocution, 2.8, 3.1, 6.8 
clichés, 3.6, 4.6, 6.9, 6.10 
colloquialisms, 4.1, 4.11, 4.12 
concrete, 1, 2.7, 4.1, 4.6, 6(II), 

6.7, 7.9 
connotation, 2.2, 2.7 
diction, 2.2, 2.3 
euphemisms, 4.8 
familiar, 1, 7.9 
fancy, 2.3 
filler words, 3.4 
forcefulness, 6.2 
fuzzy nouns, 4.6 
general, 6.7 
jargon, 4.1, 4.3 
long, 1, 4.2 
malapropisms, 2.2 

negative connotation, 5.8 
nouns, 3.3 
outmoded, 4.7 
participles, 3.3 
platitudes, 6.10 
polysyllable, 4.2 
precise, 2.2, 2.3 
pretentious, 4.7, 9 
Romance and Saxon, 1, 4.9 
semantic blanks, 4.1 
shades of meaning, 2.2 
short, 1, 4.2 
simple, 1, 4.2 
slang, 4.11 
specific, 6.7 
terms of art, 4.3 
the right one, 2.2, 4.12 
variety, 5.3 
vogue, 4.6 

Word Processor 
autocorrect, 2.4 
thesaurus, 2.3 
word count, 7.9 

Wordiness 
see also Conciseness 

compound prepositions, 3.3 
conjunctions, 3.3 
useful, 3.9 

would, 6.8 
Wright, Charles Alan, 3.10(2) 
write a report (report), 4.5 
Writer’s block, 7.2 
Writing 

see also Style 
and movies, 7.4 
and music, 8.3 
and painting, 7.4, 8.3 
and talking, 4.10 
bad practices, App. 
deliberate, Pref., 8.1 
effort, 9 
empathetic act, 7.12 
emulate good writers, 1, App. 
fuzzy, 5.2 
good practices, App. 
is musical, 7.9, 8.1, 8.3 
is not visual, 8.1, 8.3 
is thinking, 7.3 
is visual, 7.10 
learn by doing, 1, App. 
levels of formality, 4.11 
metrical, 8.3 
no rules, Pref., 8.1 
nominalization, 6(II) 
objective, 1 
offensive, 4.8 
one-way communication, 4.10 
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order of ideas, 7.4, 7.5, 7.12 
persuasive, 1 
predictive, 1 
reader-centered, 1 
think first, 9 

Wydick, Richard, 3.3 
Yagoda, Ben, 4.10 
Zamora, Stephen, Acknow. 
Zinsser, William, 1, 2.2, 2.3, 2.6, 3.1, 

3.9, 3.11(3), 6.3, 7.9(3), 7.10, 
7.14, App. 

Zoellner, Robert, 7.8 
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