Handout 2-3
Simpler Options for Common Wordy Phrases


	Wordy Phrase
	Simpler Option(s)

	12 midnight 
	midnight 

	12 noon
	noon

	2 a.m. in the morning
	2 a.m.

	a great deal of
	much

	a great number of times
	often, frequently 

	a greater number of
	more

	a large number of
	many

	a little less than
	almost

	a majority of
	most

	a number of
	some, many, several

	a period of several weeks
	several weeks

	a slender, narrow margin
	a narrow margin

	a small number of 
	a few

	a sufficient number 
	enough

	absolute guarantee
	guarantee

	absolutely complete
	complete 

	absolutely essential
	essential

	absolutely indispensable
	indispensable 

	absolutely sure
	sure

	according to the law
	legally

	actual experience
	experience

	add an additional
	add

	add the point that
	add that

	added bonus
	bonus 

	adequate number of
	enough, sufficient

	adjacent to
	by, near, next to, beside, close to

	advance notice 
	notice 

	advance planning
	planning

	advance reservations
	reservations

	advance warning
	warning

	afford an opportunity
	give, let, allow, permit

	ahead of schedule
	early, too soon 

	all meet together
	all meet

	all of a sudden
	suddenly

	all of the
	all

	all of us
	we

	all things considered
	(delete)

	all-time record
	record

	almost all
	most

	along the lines of
	like, close to, such as, resembling, similar to

	already exist 
	exist

	alternative choices
	choices

	an amount of X
	X

	an estimated
	about, almost, around, close to, nearly, or so, roughly

	and also 
	also, and

	any one of the two
	either

	are in receipt of
	have, have received 

	arrange to return
	return

	arrive at a compromise
	compromise

	arrive at a conclusion
	conclude

	arrive at a decision
	decide

	arrive at an agreement
	agree

	arrive at an estimate
	estimate

	arrive at the conclusion
	conclude 

	as a consequence
	since, so, from, then, thus, because, because of

	as a general rule
	generally,  usually 

	as a matter of fact
	in fact, (delete)

	as a means of
	to

	as a question
	ask

	as a result
	so, then, thus

	as a result of
	since, from,  because, because of 

	as far as I’m concerned
	(delete)

	as for example
	for example

	as long as
	if, since

	as of now
	about, now

	as of this date
	today

	as regards (to)
	for, about, as for, in, of, on, over, respecting, to, toward, with, considering

	as related to
	for, about

	at that point in time
	then,  at that time 

	at this point in time
	now, today

	as to
	for, about, by, from, in, of, on, over, to, with, (delete)

	as well as
	also, and

	ascend up 
	up 

	ask the question
	ask 

	assembled together 
	assembled 

	assuming that
	if

	at a later date
	later

	at about 
	about, at

	at all times
	always

	at an early date
	soon

	at hand
	here

	at present
	now

	at regular intervals of time
	regularly

	at that point in time
	then

	at that time
	then

	at the conclusion of
	after

	at the earliest possible date
	soon, as soon as possible, (or be specific)

	at the end of
	after

	at the present time
	now,  at present 

	at the rear of
	behind

	at the same instant
	simultaneously

	at this time
	now

	at which time
	then

	ATM machine 
	ATM 

	attached herewith is
	here is,  here’s 

	based on the fact that
	because, due to

	basic fundamental 
	basic, fundamental 

	basic fundamentals
	basics, fundamentals

	be in receipt of 
	have, received

	be responsible for
	must

	because of the fact that
	since,  because 

	behave and conduct oneself
	behave

	beyond the shadow of a doubt
	certainly, doubtless

	big in size 
	big, large

	blue (green, red …) in color
	blue (green, red …)

	bothersomely annoying
	annoying

	brief in duration
	brief 

	bring to a sudden halt
	halt

	by means of
	by, from, in, over, through, with

	by reason of
	because, because of, under

	by the time that
	when

	by the use of
	by

	by the way of illustration
	for example

	call a halt to
	end, halt, stop

	call a stop to
	end, halt, stop

	call an end to
	end, halt, stop

	call attention to the fact
	note, remind, highlight

	come at a time when
	come when

	come to a stop
	stop, end

	come to an agreement
	agree

	cancel out
	cancel 

	cannot be possible
	impossible

	capital city
	capital

	Capitol (building) 
	Capitol 

	carefully and methodically working
	carefully working

	carry out an evaluation of
	evaluate

	CD-ROM disk 
	CD-ROM

	center around
	at, in, center on, on

	clearly evident 
	evident, obvious 

	climb up 
	up 

	close proximity 
	close, near, proximity

	close scrutiny
	scrutiny

	collaborate together
	collaborate

	combine together (with)
	combine (with)

	come to an agreement
	agree, compromise, decide, resolve, settle

	come to an end
	close, end, finish, halt, stop

	complete and total failure
	complete failure

	complete monopoly
	monopoly 

	completely and totally fail
	fail

	completely demolished
	demolished

	completely destroyed 
	destroyed 

	completely filled
	filled

	completely finish
	finish

	completely finished
	done, finished, complete

	completely opposite
	opposite 

	completely surrounded 
	surrounded 

	comply with
	follow, obey

	component part
	part

	conduct a review of
	review

	conduct an investigation
	explore, study, examine, find out, look into, research, investigate, search

	conduct experiments
	experiment

	connected together
	connected 

	consensus of opinion
	consensus

	contiguous to
	adjoining, next to, touching

	continue on
	continue 

	contributing factor
	cause, factor, reason

	controversial issue 
	issue 

	cooperate together 
	collaborate, cooperate, help

	cost the sum of
	cost

	costs a total of
	costs 

	current status
	status 

	definite decision
	decision

	desirous of
	(use a form of want)

	despite the fact that
	although, despite, even though

	detailed information
	details

	difficult dilemma
	dilemma

	direct confrontation
	confrontation

	discusses and explains
	discusses

	doctorate degree
	doctorate 

	draw attention to
	mention, announce, point out, point to, promote, publicize, reveal, show, tell, unveil

	draw to a close
	end

	due to the fact that
	since, for, as, because, because of

	during such time
	when, while, during, for, in, over, throughout, with

	during the course of
	when, while, during, for, in, over, throughout, with

	during the period from
	when, while, during, for, in, over, throughout, with

	during the time that
	when, while

	during which time
	while

	each and every 
	each, every

	effect many changes
	change

	employment opportunities
	jobs

	enclosed herewith please find, enclosed herein 
	enclosed is, here is, here are, I enclose

	end product
	product

	end result 
	result 

	enter in
	enter

	estimate roughly
	estimate

	estimated at about
	about, estimated at

	exactly alike
	identical

	exactly identical
	identical 

	except in a small number of cases
	usually

	except when
	unless

	excess verbiage
	verbiage 

	excessive number of
	too many

	exhibit a tendency to
	tend to

	exposed to elevated temperature
	heated

	extend an invitation
	invite

	false pretenses
	pretenses

	few in number
	few

	filled to capacity
	filled 

	final completion
	completion

	final conclusion
	conclusion

	final outcome
	outcome

	final result 
	result 

	first and foremost
	first 

	first begin
	begin

	first begin
	begin

	first create
	create

	first introduce
	introduce

	first invent
	invent

	follow after
	after 

	foot pedal
	pedal 

	for a period of 10 days
	for 10 days

	for a short space
	for a short time

	for all intents and purposes
	(delete)

	for that reason
	so

	for the purpose of
	for, of, to

	for the reason that
	given, since,  because, for

	foreign imports
	imports

	forever and ever
	forever

	forward progress
	progress 

	free gift 
	free, gift 

	from the point of view of
	for, from

	from time to time
	occasionally

	future plans 
	plans 

	general consensus 
	consensus 

	general public 
	public,  citizens 

	give an indication of
	indicate, show, 

	give and take
	compromise, concession, discussion, exchange

	give consideration to 
	consider

	give rise to
	cause, lead to, result in

	group together 
	group 

	group together (with)
	group (with)

	has (had) occasion to be
	is (was)

	has no
	lacks

	has the ability to
	able to, can

	has the capability
	capable, can

	have an effect on
	affect, influence

	having reference to this
	about, for, regarding

	HIV virus 
	HIV 

	hoist up 
	hoist, raise, up 

	hold a conference
	confer

	hold a meeting
	meet

	honest truth
	truth 

	hot-water heater
	water heater 

	I wish to take this opportunity to thank you
	thank you 

	if and when
	if, when

	if at all possible
	if possible

	if that (this) is not the case
	if not

	if that (this) is the case
	if so

	if that were the case
	if so

	implement an investigation of
	examine, explore, research, find out, investigate, look into, search, study

	in (the) past (days, months, weeks, years)
	before, earlier

	in a number of cases
	many, some

	in a position to
	able to, can, may

	in a satisfactory manner
	satisfactorily

	in accordance with
	by, under

	in addition (to)
	also, and, as well (as), besides, (beyond), further, then, too

	in advance of
	ahead of, before, by

	in an effort to
	to

	in back of
	behind

	in case of
	if

	in close proximity
	near, close

	in conjunction with
	along with, and, combined with, coupled with, joined with, paired with, with

	in connection with
	with,  about, for, in, of, on, over 

	in consideration of the fact (that)
	because

	in excess of
	more than

	in favor of
	for

	in few cases
	seldom

	in few instances
	seldom

	in lieu of
	instead of,  for, in place of 

	in light of the fact that
	because

	in most cases
	mostly, commonly, typically, almost always, many, most, most of, most often, most of these, much, nearly all, nearly always, normally, often, usually

	in most instances
	usually

	in my own personal opinion
	I believe

	in order to
	for, to

	in other words
	or, that is

	in place of
	for

	in proximity to
	close to, near

	in rare cases
	rarely

	in reference to
	as for, about, in, for, of, on, over, referring to, respecting, to, toward, with

	in regard to
	about, as for, concerning, for, in, of, over, respecting, to, toward, with 

	in relation to
	as for, about, concerning, for, in, of, over, respecting, to, toward, with

	in respect of
	respecting, about, as for, concerning, for, in, of, on, over, to, toward, with 

	in short supply
	scarce

	in some cases
	sometimes

	in some instances
	sometimes

	in spite of
	despite, even with, after all, although, apart, aside, for all, with all

	in spite of the fact that
	although

	in terms of
	as for, with, about, according to, by, for, of, on, respecting, through, under 

	in the (very) near future
	shortly, soon, before long, in a week (month), next month (year), this month (year), tomorrow

	in the absence of
	without

	in the amount of
	for, of

	in the case of
	if, by, for, in, with, (delete)

	in the context of
	about, for, in, of

	in the course of
	when, while, at, during, for, in, over, throughout, with

	in the environment of
	around

	in the event of
	if

	in the event that
	if, should

	in the final analysis
	(delete)

	in the first place
	first, primarily

	in the majority of cases
	mostly

	in the matter of
	about

	in the nature of
	about, like

	in the neighborhood of
	about, around, roughly

	in the process of making
	in making

	in the proximity of
	near, close to, nearly, about

	in the vicinity of
	near, nearby, about, around, close, close by, close to, round

	in view of the fact that
	considering, for, given, because, when

	inasmuch as
	since,  because, as, as far as 

	introduce a view
	introduce

	invited guests
	guests

	is able to
	can

	is defined as
	is

	is in the possession of
	has, have

	is of the opinion that
	believes

	is representative of
	represents, typifies

	it is a fact that
	(delete)

	it is apparent that
	apparently

	it is clear that
	clearly, (delete)

	it is evident that
	evidently

	it is obvious that
	obviously

	it is often he case that
	often

	it is plain that
	plainly

	it is probable that
	probably

	it is unquestionable that
	unquestionably

	it seems that
	it appears, (delete)

	it would appear that
	apparently, it seems

	it would be advisable to
	you should

	join together (with) 
	combine, join (with)

	keep an eye on
	watch

	keep under surveillance
	watch

	large in size 
	large, big

	last of all
	last

	leaving out of consideration
	disregarding

	lift up 
	raise, up 

	limited number (of)
	some, a few, a couple, little, meager, not many, one or two, (two or three), scant, only so many, spare, sparse

	link together (with) 
	link (with)

	made a statement
	said

	made an investigation of
	investigated

	made out of
	made of, comprised of, composed of, consist of

	major breakthrough
	breakthrough

	major portions of
	most of

	make a purchase
	buy, acquire

	make an application
	apply

	make application to
	apply

	make contact with
	meet,  contact 

	make reference to
	refer to

	may possibly
	may

	means and methods
	methods

	merge together
	combine, merge

	might possibly 
	may, might

	month of January, month of June ... 
	January, June ... 

	more and more 
	often 

	mutual agreement
	agreement

	mutual communication
	communication

	mutual cooperation
	cooperation

	mutual friendship
	friendship

	mutual understanding
	understanding

	necessary prerequisite (adj.)
	prerequisite, necessary

	necessary requirement 
	needed requirement, mandatory requirement, essential requirement, necessary

	necessary requisite (adj.)
	required, necessary

	new beginning
	beginning

	new breakthrough
	breakthrough 

	new development 
	development 

	new record  
	record

	none at all 
	none 

	not in a position to
	cannot, unable to

	not old enough
	too young

	not possible
	impossible

	not the same
	different

	notwithstanding the fact that
	although, but, even though, still, though, yet

	of behalf of
	for

	of considerable magnitude
	great, big, large, hug

	of major importance
	are important, is important

	of no mean ability
	capable

	of small diameter
	fine, thin

	of very minor importance
	unimportant

	off of
	off

	old (adage, cliché, maxim, proverb, relic, saying) 
	(adage, cliché, maxim, proverb, relic, saying)

	on a daily basis
	daily

	on a few occasions
	sometimes,  occasionally 

	on a monthly basis
	monthly

	on a regular basis
	regularly, routinely, daily, every other day, hourly, monthly, twice a month, twice a week

	on a stretch of road
	on a road

	on account of
	because

	on an everyday basis
	daily, routinely

	on an ongoing basis
	continually

	on behalf of
	for, backed by, supported by

	on most occasions
	usually

	on the basis of
	based on, because of, by, from, assuming

	on the ground that
	because

	on the part of
	for, among, by, from, in, of

	on two different occasions
	twice

	once in a great while
	seldom, rarely

	one after another
	alternately

	one by one
	singly

	one of the
	a, an, one

	one part in a hundred
	one percent

	opt for
	choose, decide, opt

	ought to
	should

	outside of
	outside,  except 

	over and over 
	again, repeatedly 

	over exaggerate 
	exaggerate 

	over the duration of
	during, for, in, over, throughout, when, while, with

	owing to the fact that
	because, since

	parts and components
	parts

	passing (craze, fad, fancy, phase)
	(craze, fad, fancy, phase)

	past experience
	experience 

	past (history, accomplishment, experience, performance, practice, precedent, record) 
	(history, accomplishment, experience, performance, practice, precedent, record)

	per annum
	a year, for each year, yearly

	per diem
	a day, daily, daily allowance, for each day

	perform an assessment of
	assess

	period of time
	interval, period, time

	personally responsible
	responsible 

	pertaining to
	about

	PIN number 
	PIN 

	plan ahead
	plan

	possibly might
	might,  could 

	postpone until later
	postpone 

	potentially (dangerous, hazardous)
	(dangerous, hazardous), unsafe 

	present incumbent
	incumbent 

	present time
	now, present, today

	previous history (accomplishment, experience, performance, practice, precedent, record)
	history (accomplishment, experience, performance, practice, precedent, record)

	previous to
	before

	prior (history, accomplishment, experience, performance, practice, precedent, record)
	(history, accomplishment, experience, performance, practice, precedent, record)

	prior to
	before

	productively useful
	useful,  productive 

	protest against
	protest

	prove conclusively
	prove

	provided (providing) that
	if

	pursuant to
	by, following, under

	range all the way from
	range from

	rate of speed
	speed 

	realize a savings of
	save

	record high 
	record

	reduced to basic essentials
	simplified

	refer back 
	refer

	refer back
	refer

	refer to as
	call, name, term

	regards to, as regards, with regard to
	about, as for, for, in, of, on, over, respecting, to toward, with

	relating to
	about, as for, for, in, of, on, over, to, toward, with

	relative to
	about

	repay back 
	repay

	repeat again
	repeat

	reported to the effect
	reported

	result in
	lead to

	return back 
	return 

	revert back 
	revert

	revise downward
	lower,  decrease 

	round in shape
	round 

	safe haven 
	haven 

	same identical
	same,  identical 

	scheming and planning
	planning, scheming

	seldom if ever
	rarely

	separate apart
	separate 

	separate into two equal parts
	halve,  divide 

	sharing the same
	sharing the,  using the same

	since the time when
	since

	small in size 
	petite, small, tiny 

	smooth to the touch
	smooth 

	some of the
	some

	source and origin
	source

	spell out (in detail)
	describe, detail, explain, specify 

	square in shape
	square 

	start off with
	begin with, start with

	starve to death
	starve 

	state with confidence
	(use a form of confident)

	still remain(s) 
	remain(s) 

	storm event 
	storm 

	submit an application for
	apply for

	subsequent to
	after, afterwards, following, later, next, since, then

	successful victory
	victory, win

	suddenly explode
	explode

	sufficient number (of)
	enough

	sum total 
	total 

	tactful diplomacy
	diplomacy

	take action
	act

	take appropriate measures
	act

	taking this factor into consideration
	therefore

	tall in height, tall of stature
	tall 

	temporary loan
	loan 

	tentatively suggest
	suggest

	that is to say
	that is

	the foregoing
	that, these, they, this, those

	the fullest possible extent 
	mostly, maximized, fully complete

	the only difference being that
	except that

	the point i am trying to make is
	(delete)

	the question as to whether
	the question whether

	the reason is because 
	because, the reason is

	therapeutic treatment
	therapy, treatment

	there is no doubt that
	doubtless, no doubt

	there is no question that
	unquestionably

	this office
	us, we

	thoroughly complete
	complete

	through the use of
	by

	time frame
	age, era, interval, period, time, day, week, month, year, decade, century

	time period
	period, time

	time reprieve
	reprieve

	time schedule
	schedule

	to a certain degree
	in part, partially, in a sense, less often, less so, some

	to be cognizant of
	to know

	to summarize the above
	in summary

	to whatever extent
	however

	total number 
	number 

	total operating costs
	operating costs

	totally demolish, totally destroy
	demolish, destroy 

	totally unique
	unique

	transportation vehicle
	vehicle

	true fact 
	fact, truth 

	turn up
	turn

	twenty-four-hour day
	day

	two by two
	paired, in pairs

	under the provisions of
	of, under

	unexpected surprise
	surprise

	unintentional mistake
	mistake

	unite together 
	unite 

	unite together (with) 
	unite (with)

	until and unless
	unless, until

	until such time (point) as
	until

	up to now
	formerly

	use and implementation
	use

	use up
	use

	usual custom
	custom

	usual habit
	habit 

	visible to the eye 
	visible 

	warn in advance 
	warn 

	ways and means
	means, ways

	weather conditions 
	weather, climate 

	when and if
	if

	while at the same time
	at the same time, while

	with a view to
	for, intending to, to

	with full approval
	approved

	with reference to
	about, as for, for, in, of, on, over, respecting, to, toward, with, (delete)

	with reference to the fact that
	concerning

	with regard to
	about, as for, for, in, of, over,  regarding, respecting, to, toward, with, (delete)

	with respect to 
	about, for, on, respecting, with

	with the exception of
	except for

	with the object of
	to

	with the result that
	so that

	within the realm of possibility
	possible, possibly

	without variation
	constant, static

	written down
	written
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