Trim the Fat Activity

Directions: Complete the five steps below to practice tightening your writing. You’ll start by shortening the 124-word summary of a telephone conversation. Then you’ll edit a paragraph from your draft and email the results to cmunzenmaier@kaplan.edu.

1.
First, set Word to check readability. Go to the Microsoft Office Button, and then click Word Options in the lower right corner. Click Proofing and select Check grammar with spelling. Under When correcting grammar in Word, select Show Readability Statistics.

2.
Next, highlight the paragraph beginning “Subsequent to my conversation...” and 
spell-check it. After spell-check is completed, click No when Word asks if you want 
to spell-check the rest of the document. A window with readability statistics will pop up. 

Subsequent to my conversation with Mr. Jones via telephone, the physician at the hospital where Mr. Jones is hospitalized indicated that Mr. Jones has an enlarged kidney and must undergo immediate surgery if a cure is to be effectuated. Due to the fact that Mr. Jones did not become cognizant of the nature of his particular disease and affliction until such time as he had been examined by the physician, he tended to make exactly the same mistakes day after day, week after week. It is expected that when he returns from the hospitalization experience, Mr. Jones will at that point in time address his diet in a serious manner and eat health-promoting foods for the purpose of regaining his customary strength and vigor.

Flesch-Kincaid Grade Level before editing


3.
Now, see how many words you can cut out of the message without losing any important information. You may also reword. Hints: 

· Focus on stating the important information as simply as possible. 

· Cut or condense wording that is reiterative, repetitive, or redundant. 

· Watch for phrases like It is or There are at the beginning of sentences; they can often be cut.

· Simplify inflated language, such as hospitalization experience. (For help, see “Simple Words” at http://word-crafter.net/writing-resources/simple_words.doc)

4.
Next, highlight your revised paragraph and check the word count at the bottom of the page to see how much fat you have cut. The number before the slash is the number of words in the selection; the number after the slash shows the total words in the document.


Word count before editing:  124
Word count after editing: 


Finally, highlight your revision and use grammar check to compare the Flesch-Kincaid Grade Level before and after editing:


Grade level before editing: (see above) Grade level after editing:


5.
Now choose one paragraph from your essay and try to trim the fat from it. Email the results to cmunzenmaier@kaplan.edu. See the next page for a list of what to include.


Include


•
original paragraph


•
revised paragraph


•
word count before editing


•
word count after editing


•
Flesch-Kincaid grade level before editing


•
Flesch-Kincaid grade level after editing

