
1. Capitalize only when it counts
The guideline: Use lowercase styling except for proper 
nouns. 
The reason: Capitalization creates weight and 
emphasis, so reserve it for the company name and 
product names to build brand strength. Overusing 
capitalization can be confusing and slows readability.
Tips:
• In headlines, subheads and sentences, capitalize 

the first word and all proper nouns.
• When you use a job title just before a person’s 

name, capitalize it. Otherwise, lowercase titles.
• Lowercase department titles.
• Capitalize words that create an acronym only if 

they’re proper nouns. 
Examples:
• Your primary contact is Vice President Slim 

Whitman.
• Take advantage of opportunities to network with 

colleagues the customer service, tech support and 
marketing departments.

• pay per click (PPC)

3. Polish up punctuation
The guidelines: The hyphen (-), en dash (–) and em 
dash (—) have a different punctuation purposes.
The reason: Each mark is different and has a unique 
purpose; they are not interchangeable. 
• Hyphens are used to hyphenate words (e.g., an 

open-ended question).
• The en dash separates ranges (e.g., a range of 

numbers, like 1988–1990).
• The en dash creates a stop, such as separating 

two clauses in a sentence (e.g., Kai — a first-
year producer from Honolulu — won the sales 
incentive).

4. Just don’t use semicolons.
The guideline: The semicolon most closely resembles 
a period; it cannot replace a colon or comma. 
Tips:
• Just don’t use semicolons.
• Commas, colons and periods are great.

ways to improve your  
writing in any medium

Weak
This tool is intended to help 
business owners increase 
revenue. 

Entrepreneurs can easily 
become confused by the 
sheer number of options 
available to them to utilize 
in their next campaign.

In order to maximize 
results

In addition to a successful 
sales strategy, you also need 

Better
This tool helps business 
owners increase revenue. 

Entrepreneurs could 
become confused by all the 
available options available.

To maximize results

A successful sales strategy 
requires... 

Weak
There are now smartphone 
apps available for addicts to 
help prevent relapse.

and more

We believe that

It is important to note that

It goes without saying

Better
New smartphone apps help 
addicts prevent relapse.

and more

We believe that

It is important to note that

It goes without saying
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2. Reduce unnecessary words
The guideline: Avoid using words and phrases that don’t add meaning or context to a story. 
The reason: Copy drags and readers tune out when content doesn’t advance the plot.



5. Nix prepositional phrases
The guideline: Edit out prepositional phrases when 
possible.  
The reason: Prepositional phrases can make sentences 
clunky and unnecessarily longer. Prepositions to 
watch for include because, for, from, in, of and with.

6. Be clear and active
The guideline: Begin the sentence with your subject 
and let it act with a powerful verb. Passive sentences 
have their place, but active voice is generally more 
readable. Don’t make readers dig for the subject and 
verb.

7. Keep it simple.
The guideline: To reach readers, use punchy, active 
words whenever possible.
The reason: Simpler, active words are easier to read, 
comprehend and respond to. They take up less space 
and convey more energy.

Before
Challenged to design 
and build a robot using a 
standard “kit of parts” and 
within a common set of 
rules to play a sophisticated 
field game — all in just six 
weeks — brings out the best 
in students and adults alike.

After
Students rise to their best 
when they’re challenged to 
design and build a robot. 
In just six weeks, students 
use a standard parts kit 
and follow common 
rules to build a robot 
capable of competing in a 
sophisticated field game.

Weak 
utilize 

regarding, in regards to 

prior to 

in addition to 

should you  

future participle:
We will be updating the 
software in the third 
quarter.

Better
use

about

before

and, plus

if you

present participle:
We are updating the 
software in the third 
quarter.

Weak
A member of the team

Discounts of premium

Business valuation is a set 
of principles companies 
utilize to estimate the 
economic value of an 
owner’s interest in a 
business. Each business 
is unique and has its 
unique attributes and 
valuation. Although there 
may be “comparable” 
businesses, there are many 
intangibles that create 
value as well as discounts 
of premiums. Business 
valuation is important 
when purchasing or 
selling a business, but also 
as part of the business 
continuation process.

Better
A team member

Premium discounts

Business valuation is a 
set of principles used 
to estimate an owner’s 
economic value in a 
business. Other businesses 
may be “comparable,” 
but each one has unique 
attributes and valuation. 
These intangibles create 
both value and premium 
discounts. Valuation is 
crucial in buying, selling 
and continuing the 
business.


