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transitions, 132–134

Parallel structure, 38, 103, 104, 
118, 119
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and word choice, 97

Verbs
active versus passive voice, 100,

101, 147
and hyphenated words, 138
irregular, 158
making into nouns, 101, 102, 

146
and parallel structure, 103, 

104, 118, 119
and predicate, 115
sample sentences with errors

and corrections, 222–224
and sentence structure. See

Sentence structure
subject agreement, 99, 100, 

146
tenses, 102, 103

Vidal, Gore, 155

Walkthroughs, 82, 197–199
Wensberg, Eric, 123
White space, use of, 75, 131, 141
Word choice

acronyms, use of, 58, 105, 106
audience consideration, 95, 96
conciseness, 107–111
criteria, 95–99
generally accepted business

usage, 96–98
grammar. See Grammar
precise and specific words,

104–107
terminology and use of

definitions, 106
“whatever” step, 111, 112

Wordiness, 109
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