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RE-VISION: THE LAST CHANCE TO MAKE IT GLOW

VY crarti po3IIAHYTO TNPHHOMH pENaryBaHHS TEKCTiB, MUCAHWX aHTJIIHCHKOIO, 3aIsl
MOKpaIIaHHs npodeciiHoi KoMyHiKamii y ri006aJbHOMY KOHTEKCTI 3a JOTIOMOTOTO Ii€i MOBH.
VYBary 30cepe/nKeHO Ha YHIBEpPCaJbHUX aCIeKTax aHTJIOMOBHOTO pelaryBaHHS, PEICBAHTHUX
SK JJI1 HOCIIB aHTJIHCHKOT, TakK 1 JJI TUX, JUIS KOTO BOHA HE € PIJTHOI0 MOBOIO, a caMe:
nepedpasyBaHHs, CKOPOUCHHS, TICPEMIIICHHS, a TAKOXK JIAHIIOKKH CKBIBAJICHTIB, KOJIOKAIIIi,
CTPYKTYypallisi 3a JOTOMOTOI0 3arojioBKiB. Po3mIsHyTHii MaTepianm psICHO UTFOCTPOBAaHUI
BiJITTOBITHUMH MPUKITAAMH.

Knwuoei cnoea: npuiiomu peoazyéamHus, nepe@pazysaHHs, CKOPOUEHHA, NepeMilyeHHs,
JAHYIOHCKU eKBIBATIeHMIB, KOJIOKAYI, 3a20J10 6KU

B craree paccMOTpeHBI TIPUEMBI PENAKTHPOBAaHUSA AHMIIOA3BIYHBIX TEKCTOB C LEJBIO
MOBBIIIEHUS Y(PPEKTHBHOCTH TPO(PECCHOHANPHOW KOMMYHHUKALMM HA AHTIIMICKOM SI3BIKE B
rnobansHOM  KOHTekcTe. (Ocoboe BHUMaHHE YAEISIEeTCS YHHBEPCAJIBHBIM  acleKTaM
AHTJIOA3BIYHOTO PEAAKTUPOBAHMS, PEJICBAHTHBIX KaK AJI1 HOCUTENEH aHTJIMICKOTO SI3bIKa, TaK
U I8 TeX, M1 KOro 3TOT S3BIK HE SBISIETCS POMHBIM. PacCMOTpEHBI IPUEMBI
nepedpasupoBaHusi, COKpAIICHUs, TEPEMENICHUs, a TaKKe [ENOYKH OSKBHUBAJICHTOB,
KOJUIOKAIINH, CTPYKTYPUPOBAHWE IPU IOMOINM 3arojIOBKOB. Marepuan CTaTbU XOPOIIO
HJUTFOCTPUPOBAH COOTBETCTBYIOIMMH PUMEPAMH.

Kniouesvie cnosa: mnpuemwvt pedakmupoeanusn, nepegpazuposanue, cokpaujeHue,
nepemeujenue, YenouKu IKEUBALEHMO8, KOLIOKAYUU, 3a20106KU

This paper presents the editing techniques that make professional writing more effective to
help people develop their ability to communicate clearly and persuasively in English in its
global context. It focuses specifically on those universal writing techniques that help the
writers connect with other people whose first language may or may not be English. These
include: paraphrasing, reduction and deletion, relocation, equivalency chains, collocations,
and headings. The material is amply illustrated with relevant examples.

Key words: editing techniques, paraphrasing, reduction and deletion, relocation,
equivalency chains, collocations, headings

Is there time for vision and revision?
T.S. Eliot

Revising and editing are traditionally defined as the process of preparing
written and/or visual material through a complex procedure involving the
correction of punctuation, spelling, grammar, word usage mistakes, as well as
editing jobs because many people with the appropriate training and talent are
attracted to the occupation [18]. Sure, if editing is in decline that’s bad for
literature [8]. As Blake Morrison once put it, answering the question
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“But can you really teach creative writing?”, “...certain skills can be passed on.
But maybe it’s the wrong question. Better to ask: “Can you teach would-be
writers to edit?” Yes, absolutely, yes. Give the reader more signposts... Don’t
parade your research, integrate it. Show, don't tell.” [13].

Preparation and editing of reports and proposals, manuals, journal articles
and other written documents — for science and technology, medicine,
engineering, and business is inevitable part of every professional’s activity —be it
a scientist who wants to submit a research to an international journal, or a
business person who is sending a proposal to another company or country.
Almost any document could be made more powerful, more persuasive, more
interesting — and, as the final test — more successful. Is this process culture-
flavored? Yes. In fact, there is a specialization in the field, called /ocalizing, that
adapts written material (manuals, proposals, etc.) to the audience that will be
using the information. On the other hand, we are facing “globalizing”
phenomenon [7; 10; 12]. Creating “successfully translatable material” [15] is the
key - “a clearly written text is a joy to translate” [11]. And the editor’s task is to
learn how to understand written language, and how to cooperate with written
texts [16; 17].

One of the chief ways we learn to write is from reading. If we want to
write short stories, we should read shortt stories. If we want to write proposals,
we should read proposals. The one thing reading doesn 't teach — and it’s one
of the most important things — is revising: we see only the finished product.
The finished document is like any other finished product: it goes through a lot
of changes before it reaches the consumer, who in our case is the reader.
Think of the first draft of any writing — as raw material from the mine (i.e., the
mind). The first great effort is getting it out of the mine of the mind, and onto
the screen, or on to paper. Then we start to polish. Revising is another word
for polishing. Revising — if we split the word into its two parts (re-vision)
means — looking at something again; in this case, at our written documents.
The question is: what are we looking for? The answer is: clarity,
understanding, remembering, persuasion.

There’s a wagonload of things to look for when revising. The number
depends on how much time we have for the job, how important the document
is, and how much we know about the process. Also, there’s often more than
one person working on the project. There are probably as many systems for
revising as there are islands in the South Pacific. The thing to do is develop
one’s own system(s) for revising, and stick to it — which also means refining it
as we learn more about the process. What we’ll now be looking at are simply a
few suggestions on building such system, and a few specific tools for revising.
They include, but are not limited to:

Paraphrase

Reduction and Deletion
Relocation
Equivalency Chains
Collocations
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B Headings

One approach is: deciding on a few big questions. Some answers, of
course, work for more than one question.

Big Question 1: How Well Did I Get the Message Across?
The main theme of a document should be repeated — either verbatim (i.e.,
exactly) or paraphrased — throughout the document. Decide what other things
are important — facts, arguments, actions. Emphasize them — in all the different
ways. We can emphasize things in lots of ways — verbal, graphic, typographic.
By emphasizing information, we’re telling the reader what’s most important in
the material, without them having to wade through each page to figure it out. It
says: “Pay attention to this. And remember it!” In speaking, of course, we use
intonation and gesture to emphasize information. There are lots of words and
phrases that show up in speech but not in writing. Using them in written reports
adds to the conversational tone of the document and makes the job easier for the
reader as well. A little technique, that’s a special form of emphasizer, is worth
keeping in mind. Basically, we’re trying to double-guess the reader, about
something that could be troubling them. It speaks to the old sales suggestion of
anticipating possible objections, and meeting them even before they arise. To
this end, it’s worth using such phrases as these:
® Perhaps you’re wondering...
® You may be asking yourself...

Mild imperatives are another way of calling the reader’s attention to the
information. Some examples:

® ook at it from another point of view.

® Think about the various combinations

e After you've looked at everything else, consider this option.

Rhetorical questions — a feature of spoken language — work very well in
writing. They not only add to the conversational tone but get the reader more
involved in the material; they make the reader think! Questions invite answers. And
even though a rhetorical question may be answered by the writer, it makes the
reader curious about the answer (and more attentive). Things like:

® What are the implications of a fact like this? For one thing...
® (an you really afford numbers like this? Not if you want to...
® They were sure to win...or were they?

Another way of emphasizing material 1s to state the
information, then paraphrase it immediately after. In which case we
might want to use the marker like the following, to indicate the
paraphrase:

¢ What I mean is... / What I’'m suggesting is..
® In other words... /putting it another way
® To be more exact, /more specifically, /more precisely/ more

properly
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1.€.,

That is (to say) ...
Again, ...

Or rather/or better
Simply put/said/stated,

Paraphrase is a very powerful and versatile tool — for speaking and
listening, reading and writing. In listening, it’s called reflecting back (a basic
technique in interviewing): reflecting back in different words what the speaker
said. It tells them you’re listening and that you understand what they’re saying.
In speaking, it helps your listener understand much better what you are saying. It
serves the same purpose on the printed page. When information is difficult or
complex, consider paraphrasing it. As we’ve seen, paraphrase is also useful for
defining. A few diverse examples:

e Good governance in a country requires transparency; meaning having clear
laws and financial records that are easy to understand.

® Packaging and advertising have shorter life cycle in China than in other
countries. What I’m saying is: If you want to attract the Chinese consumer,
you need to change your packaging and advertising fairly often.

® Logistics — or ways of delivering goods — can contribute as much as
30-40% to the cost of a product.

A typical example of paraphrasing is restating information by replacing the
overused word or phrase. In the following example, paraphrasing the word
involve(s) goes way beyond its dictionary synonymy, implying a wider
context:

(1) A major fact of corporate life is that problems often involve several
departments or specializations or both. (2) For this reason, the heart of the
report — the tough analysis and recommended solutions — invelves _ requires

a group or team effort. (3) This is almost inevitable, given all the research
mvelved-_ that goes into a report _and all the areas that can be affected by it.
[(4) If the problem #vebtves _ falls within only the department, the team only
needs to include department members. (5) If it also #vebves—_ affects a
division, it should draw members from both levels.

Another case of restating is avoiding nominalizations. Nominalization is
a fancy term for a process that happens all too often in writings: using formal
sounding noun phrases instead of simpler verbs (verbs move, they grab the reader).
Notice the following examples of nominalization and their rewrites:

ORIGINAL: Failure to include the information will result in the claim
not being traced. =
REWRITE: If you fail to include the information, we can’t trace the claim.

ORIGINAL: The scope of the transaction is dependent on the finalization
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of the suggested changes in depreciation methods. =
REWRITE: The scope of the transaction depends on the finalizing
the suggested changes in depreciation methods.

ORIGINAL: I managed a project in West Virginia, which focused on
productivity improvement through the prioritization of service
delivery.

REWRITE: I managed a project in West Virginia, which focused on
improving productivity through prioritizing service delivery.

When it comes to paraphrasing, avoiding passive voice is another good
idea. In the active voice, the subject is the actor — the subject is doing something.
In the passive, something is being done fo the actor, or there may be no actor at
all. Notice the examples:

PASSIVE: The offer was seriously considered by the Executive Committee.
ACTIVE: The Executive Committee seriously considered the offer.

In general — and that doesn’t mean always — it’s better to use the active
voice instead of the passive. But there are times when the passive is preferable:
when the subject is unimportant or unknown (“the policy was changed”), if
making a request seems too harsh (“attendance at the meeting is required”), if
you want to conceal the subject or avoid taking responsibility (“your application
was rejected”) if one wants to avoid placing blame (“the list wasn’t filled out
correctly”). A separate case is scientific writing, especially lab reports and
research articles — to make a statement sound more objective [7; 9]. But even in
the language of science, there is some leeway. For instance, instead of:

“A large amount of iron was found in the water,”
it is possible to write:

“The water contained a large amount of iron.”

Another important point in editing is avoiding long strings of nouns. Long
“chains” of nouns (with an occasional adjective) — where the first nouns
modify the following ones — are often hard for readers to understand. They
give a bureaucratic tone to documents. Breaking long noun strings into
shorter phrases can make writings much easier to read. For example:

ORIGINAL: You must prepare a group technical report which includes a
one-page executive summary.

REWRITE: You must prepare a technical report for/by the group,
which includes a one-page executive summary.

ORIGINAL: The company assumes total project management
responsibility.

REWRITE: The company assumes total responsibility for project
management.

One Washington official back in the 1970s came up with the phrase
“bafflegab,” to describe the fine-sounding often meaningless phrases you
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sometimes find in business- and government documents. It works whenever
you want to impress someone and you don’t quite know what you’re talking
about: choosing any word from each of the three columns, and putting them
together could easily sneak the phrase into a sentence:

1 2 3
integrated management options
heuristic organizational flexibility
systematized monitored capability
parallel reciprocal mobility
functional digital programming
responsive logistical scenarios
optional transitional contingency

Another good point here is avoiding negative statements. Positive
sentences are easier to UNDERSTAND than negative ones. They’re also easier
to REMEMBER. Two or more negative words in a sentence make it hard for
the reader to understand. When sentences have two or more negatives, the
reader will often stop and ask himself: “What did that say?” and then have to
reread (not exactly easier for the reader). Positive sentences can also be judged
TRUE or FALSE faster and more accurately than negative sentences. There are
different kinds of negative words. The most obvious are words such as: no,
not, none, never, nothing. Another common type is those with negative
affixes, such as: mnonexistent, ineffective; pointless etc. Less obvious words
include those with a negative meaning, that don’t necessarily look negative;
e.g.. absent, empty, fail, reduce, deny, doubt, limit, forbid, terminate, or wrong.
Used alone in a sentence, any of these negatives is usually fine: “That is not
my argument.” “The engine failed.” In some cases, a negative may be
preferable. For example, a warning can be stronger in the negative: “Never
send the report off without your supervisor’s signature,” versus “Get your
supervisor’s signature before you send the report off.” The problem starts
when one adds more negatives. It takes a little more time to understand the
sentences in the left-hand column below. It would take even longer if multiple
negatives were in long sentences with complex ideas:

He was not absent He was present.
Wyoming is not unlike Utah. Wyoming is like Utah.
The procedure will not be ineffective. The procedure will be effective.

One of the most common problems in business and government
documents is double negatives of the sort: not...unless; not...except, not...until
etc. What they really mean is:

not...unless = only if
not...except = only if
not...until = only when
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Big Question 2: What’s the Best Way to Say It?

What happens when we’ve written a sentence that just won’t come out
right? We push it, pull it, try moving around the parts. We all do this
naturally, but in an unsystematic way. Here are some specific techniques for
reworking a sentence until it does what we want it to do.

At this point, let’s deal with reduction and deletion. Sometimes a
sentence has too many words: it doesn’t flow, it’s hard to understand, or
we’ve used too many words for a small amount of meaning. Reducing the
number of words is a possible way out. Shorter phrases are closer to spoken
language and have a more conversational tone. Speaking often reduces clause
to phrase, phrase to word. Reduction eliminates unnecessary words and
improves the clarity of the message. For example, relative clauses (The man that
vou_spoke to is Mr. Smith) are much less common in speaking than in writing.
Speech almost never uses the so-called nonrestrictive relative clause — the kind
that adds information about the subject instead of limiting it to a particular case (7The
people in the audience, who paid 40 dollars a seat, expect a good show). For that
reason, I’d avoid using it in writing, if possible. The which of writing usually
becomes that in speaking, or is dropped altogether, or reduced. Some examples:

* The project which they mentioned will cost about $80,000 =
* The project that they mentioned will cost about $80,000 =
* The project they mentioned will cost about $80,000.

If we want a conversational tone, we should use that for which, or drop the
pronoun altogether — as long as the sentence still sounds natural. Notice the
following:

la. This will probably add a new dimension to that which is already known.
b. This will probably add a new dimension to what is already known.

2a. The people who were seated at the back could barely hear the speaker.
b. The people seated at the back could barely hear the speaker.
c. The people at the back could barely hear the speaker.

The phrase who were seated could be reduced to seated or eliminated

altogether. Some other examples include replacing redundant phrases like
“end result”, “final outcome” etc.:

end result result

final outcome outcome

small in size small

light in weight light

square in shape square
oftentimes often

time period time OR period
really very really OR very
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kind of/sort of/ type of —

Another way of improving the clarity and effectiveness of a sentence is
relocation — moving around words, phrases, or clauses to different locations.
Relocation works well with reduction. For example:

ORIGINAL: Women’s participation rates are higher where the income
is in the $20,000 to $25.000 range.

REWRITE: Women’s participation rates are higher in the $20,000 to
$25.000 income range.

Apart from relocating the phrase, the rewrite also reduces it from 10 words to
7. Here’s another example:

ORIGINAL: It is not possible to measure the changes in the amount of
work done in the home with any degree of accuracy.

REWRITE: It is not possible to measure accurately the changes in the
amount of work done in the home.

What’s especially important is keeping subject and verb close together.
The further the verb gets from the subject, the more confusing the sentence.
Compare the following:

ORIGINAL REWRITE

The “right” decision from a logical Though it may be a logical one, a
viewpoint, — which  people  feel | ecision is not the right decision if
uncommitted to (i.e., they “forget” to | people are not committed to it; that s,

implement it, or resist it actively) is | if they “forget” to implement it, or
indeed not a particularly good decision | actively resist it.

at all.

A summary of plant operation| We propose a summary of plant
management services as Wwe are| operation management services
proposing based on this survey is given | based on this survey in Section
in Section Two. Two.

The key benefits to be received from The key benefits to be received from

the program in addition to the cost the program include not only quality
savings are quality control and more control and more efficient accounting
efficient accounting procedures. procedures, but also cost savings.

The cost savings, and even more The new arrangement favors the cost
important — an increase of manpower | savings, and even more important — an
available for responding to other increase of manpower available for

customers’ requests is favorable with | responding to other customers’
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the new arrangement. requests.

Students of the behavior of animals in | The biological clock question has long
relation to their environment have long | interested students investigating the
been interested in the biological clock | behavior of animals in relation to their
question. environment.

Another way of improving the clarity and effectiveness of a sentence is
— moving around words, phrases, or clauses to different locations. Relocation
works well with reduction. And also with paraphrase. Both examples below
deal with a study of women’s labor force participation:

ORIGINAL: Women’s participation rates are higher where the income
is in the $20,000 to $25.000 range.

REWRITE: Women’s participation rates are higher in the $20,000 to
$25.000 income range.

Apart from relocating the phrase, the rewrite also reduces it from 10 words to
7. Here’s another example:

ORIGINAL: It is not possible to measure the changes in the amount of
work done in the home with any degree of accuracy.

REWRITE: It is not possible to measure accurately the changes in the
amount of work done in the home.

Consider some more relevant examples:

Changes in the nature of work may weH-continte-to-be remain an important
influence on the female labor force.

—Thefocus-of this-paperis-on This paper focuses on changes affecting mothers

of pre-school children.

It-appears-thatitis The presence of very young children thatis seems fo be the
most important factor.

The analysis, which is confined to participation rates of married women;

nvelves——a-comparison-between compares women with children under or over

six years old.

Fhere-have-been Several long-run changes in the US;+that have helped to
reduce the constraints on mothers’ employment.
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A further change reducing the time conflict between housework and outside
employment is the increasing number of that-mere-and-mere economic functions
have-been transferred from the home to the factory.

In-an-analysis;they- An analysis found that several factors had an influence
on the differences.

At the same time, changes in participation rates may reflect trends-which-are
due-te factors other than employment.

Some information whieh-has with an indirect bearing on this issue is
available in the current study.

The results of these surveys do not suggest that-there-has-been a marked
change in attitudes towards married women working.

One more noteworthy point in revising is equivalency chains. A good
unified paragraph has one main idea, sometimes two, never more than three.
Think of this main idea as a chain — a common topic that runs through the
paragraph. It is signaled by links — words or phrases that in some way refer back
to the topic. Here are several kinds of links we use to form equivalency chains:

The President addressed the nation last night. In a
Synonym  prepared speech, Mr. Obama spoke about his economic
Pronoun  policies. In particular, he discussed the balance-of-

payments problem, describing measures such as the

Determiner recently enacted import taxes. He stated that these
alone were no enough, and that some may even have
to be repealed if they reduced foreign trade too greatly.

Here’s another example, in context: a booklet on leadership, written for
first-year officer trainees at the US Naval Academy. “Guy,” of course, is a bit
informal (in US slang, it can refer to a man or a woman):

Look at it this way: If you always degrade a person, their morale and
self-esteem will plummet. Then you will have many more problems on
your hands, including a guy who may refuse to do anything at all, or
someone who always makes a mistake because he’s so afraid of making
mistakes. Now if you take that same person and praise him for his
good work and help him with his poor work, you’ll have a much more
successful individual. You will also have an individual who respects
you and who sees you as a good leader.

Collocation is a fancy term for words that go together — not for
grammatical reasons, but more out of custom; which, as you know, is a powerful
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reason for doing lots of things, including the way we write. An example? Take
the word campaign — in the military or political sense. What do you do with a
campaign? You can start or begin a campaign. Ho hum. You can also mount a
campaign. What words, for example, can you use for mentioning a hypothesis?
You can form or state a hypotheses. But it’s more professional to frame or
formulate one.
Here are some examples:
We captured 70% of the domestic market last year (hi-impact).

We confirmed this opinion by a careful reading of our competitors’
annual reports.

Big Question 3: How Clear is My Presentation?

Proper structuring and formatting the material is the key. First, a page
should have at least three paragraphs. Second, effective headings are vital. They
provide a visible structure for the reader. They show the reader how the material
is organized, and what is key material to focus on. Also, they help the reader
locate information more quickly. This is especially important in documents used
for reference purposes (such as manuals and procedures). Headings help the
reader remember (headings are emphasizers). Experiments show that a group
reading paragraphs with headings — recalled twice as much as a group reading
the same material without headings. Headings activate the reader’s schema: the
information about the topic, that the reader has stored away in his or her mental
filing cabinet. Finally, they serve as both an introduction and summary for the
material. Thus headings should be all-encompassing, clear, self-contained,
interesting, informational (one- or two-word headings seldom provide enough
useful information for the reader, and can be ambiguous). They should employ
action verbs whenever possible. The heading can present the question that the
section answers, matching the probable readers’ questions. Consider the
following pairs of heads. Notice how much more interesting the second version
is:

OLD: Use of Fiberglass
NEW: What if You Use a Fiberglass Body?

OLD: Conversion of the Engine to Gasohol
NEW: Can I Convert the Engine to Gasohol?

Several specific editing techniques considered in this paper are aimed at
developing the authors’ ability in written language, to a point where he or she
will be able to communicate more successfully in English, with people in all
parts of the world where English is used professionally: in business, in science,
and in other areas where people work together for a common purpose. Writing
can be a tool, a weapon, an instrument: a tool for digging deeply into almost
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anything, a weapon for conquering whatever it is you want to conquer, an
instrument for playing some of the sweetest music in the world.
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