Writing style -  hints and tips

Abbreviations

Abbreviations should not be used, unless a word is universally known in its abbreviated form, for example DVDs. Using abbreviations can look unprofessional and is a lazy way writing. It also means that your communication may not be understood, for example does St. mean street or saint?

For abbreviations that are pronounced as a series of letters, write all letters in capitals (RSPCA, BBC).

Unless an abbreviation is so familiar that it is used more often than the full form (such as TV or CDs), always write the words out in full on the first appearance in the text. Then the abbreviation in brackets after the full word. Once you’ve done this, you can then write the abbreviation throughout the rest of the text on the page. This should be repeated on every page where the abbreviation is used, you cannot assume that the reader has looked at a previous page first.

Acronyms

Acronyms should not be used, unless they are universally known for example Aids, Nato, Mori. Acronyms are pronounced as a word. Use a capital letter for the first letter only (Aids, Nato, Mori).

Quotation marks

Quotation marks are used when direct speech is included in your writing.

Always use double quotes (“”) at the start and end of a quoted section. Use single quotes (‘’) for quotes within a quoted section (“Simon said this style guide is a great resource for staff ’ and I said, ‘I agree’.”)

Full stops and other punctuation go inside the quotation marks if a completed sentence is being quoted. If only part of a sentence is being quoted, the full stop goes outside of the final quotation marks.
Positive language

Always try to write positively. Look at the two examples below, one is friendly and one isn’t, yet they are asking you to do the same thing. You are more likely to fill in the form after reading the first example.

· Please complete this form so we can process your application.

· Your application won’t be processed until you fill this form in.

Capturing the audience

Imagine that you are talking to the person across the table. Refer to the audience as “you”. Refer to your organisation as “we” and “us”, for example:

· If you would like any help please contact us and we’ll be happy to help.

· Our organisation provides help to customers on request.

The first one is more personal and friendly.

Inverted pyramid
When writing a page imagine you are the reader. What would you like to see? Readers don’t tend to read every word, they scan through the text until they find the part relevant to them.

To make this easier for the reader, write the conclusion at the top of the page so they know exactly what they will get out of reading that page. They can then decide if that page is relevant to them by reading the first couple of lines.

