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Instructions: replace everything in red with your own content.
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Writing style affects how your customers perceive your brand’s personality and approach. This guide will help your entire team understand how you want to sound to the market and provide them with the mechanics to manifest that ‘voice’ in all the content they create.  
[bookmark: _Toc148539861]Brand personality
Description of who you are. Think of a person and describe that person fully. 

We are (5 adjectives):
· Ie, confident
· Authoritative
· Xx
· Xx
· xx



We are never (5 adjectives): 
· Arrogant
· Boring
· Xx
· Xx
· xx

[bookmark: _Toc148539862]Voice and tone overview
First, let’s define these terms: 
· “Voice” refers to personality, style, and perspective. Voice reflects brand identity and is consistent across all your content. 

· “Tone” is attitude or mood. This manifests in word choice, use of emojis, and punctuation. Can change depending on content and audience.  

Use this section to describe your brand’s goal, approach, and objectives of written communication. 
Example: 
Our goal is to help and educate people about very complex concepts in an authoritative and confident way.  We are experts, serious about what we do, focused on getting work done, seeing progress, and improving outcomes for our clients.    
Our perspective is that people come to us for expertise, so we should freely give it. 
We impart our expertise with bold and clear statements.  We come right out and say things directly.  
[bookmark: _Toc148539863]Buzzwords, jargon, slang, and idioms
Include here how you want to use (or not use) these linguistic elements. For example, a lot of people want to get away from buzzwords and feel that slang is too casual. An example: 

We try to not use jargon like: 
· value-add
· synergistic
· dynamic
· robust
· revolutionary 
· holistic
· next-gen
· seamlessly
· disruptive/disruption
· transformative
· incubate, activate, empower (can be overused – be careful)
· nuanced 

Brands that are trying to sound more personable and down-to-earth have sections like this: 

We also try to avoid complicated sentence structures like: 
· in essence, in summary, therefore, amongst, or furthermore
· complicated, formal, or fancy words like 
· ‘can arise’ instead of ‘come up, 
· 'delve' instead of 'dive', 
· 'emerge' instead of 'show up', 
· 'utilize' instead of 'use', 
· ‘define’ versus ‘figure out, 
· ‘ensure’ versus ‘make sure’

Some brands have ways they prefer to refer to customers or people. For example:
· individuals, employees, or resources (use “people” instead)
· clients (use “customers” instead)


The below section on grammar is standard, but you should review and adapt it. For example, the oxford comma is controversial to some. 
[bookmark: _Toc148539864]Abbreviations and Acronyms
If there’s a chance your reader won’t recognize an abbreviation or acronym, spell it out the first time you mention it. Then use the short version for all other references. 
· Example A
· Example B
If the abbreviation or acronym is well known like HR, IT, CEO, P&L, FAQ, M&A, SME, API, IPO, or HTML, use it as is, and don’t worry about spelling it out.  
[bookmark: _Toc148539865]General grammar and mechanics guidelines
· For numbers – spell them out if they begin a sentence. Spell out fractions (two-thirds, not 2/3). We also spell out all numbers below ten.
· When stating percentages, spell out “percent”. Never use %. 
· Leave a single space between sentences. 
· Use active voice and positive language.
· Use short words and break up long sentences.
· Avoid unnecessary modifiers and adverbs (really, very, terribly…).
· Avoid vague language.
· Use contractions. They go with our fun and casual style.  
· Use the serial (Oxford) comma always.  
· We use ‘you’ instead of the third person when talking to customers because we are friendly.   
· Don’t use underline or all caps ever, and don’t use any combination of italic, bold, all caps, and underline. You can use italics and bolding, sparingly.   
[bookmark: _Toc148539866]Punctuation

[bookmark: _Toc148539867]Commas
We use the Oxford comma, always, which goes before the and or in the final word of a series of 3 or more. (It’s also known as the serial comma.) Examples: 
· Incorrect: I dedicate this book to my parents, Oprah Winfrey, and God. (The latter 2 are my parents). 
· Correct: I dedicate this book to my parents, Oprah Winfrey, and God. (These people are three separate entities). 

[bookmark: _Toc148539868]Apostrophes
The apostrophe’s most common use is to make a word possessive. (Don’t EVER use it to pluralize - LPSs not LSP’s; CEOs, not CEO’s.) 
If the word already ends in an s and is singular, you also add an ’s. If the word ends in an s and is plural, just add an apostrophe.
· The donut thief ate Sam’s donut.
· The donut thief ate Chris’s donut.
· The donut thief ate the managers’ donuts.
Colons
Use a colon (rather than an ellipsis, em dash, or comma) to introduce a list.
· Erin ordered 3 kinds of donuts: glazed, chocolate, and sprinkles.
You can also use a colon to join 2 related phrases. 
· I was faced with a dilemma: I wanted a donut, but I’d just eaten a bagel.
Dashes and hyphens
Use a hyphen (-) without spaces on either side to link words into a single phrase, or to indicate a span or range. 
· first-time user
· Monday-Friday
Use an em dash (—) without spaces on either side to designate or separate additional information that isn’t essential to understand the sentence.  Use a true em dash, not hyphens (- or --). 
Examples: 
· Multivariate testing—one of our new Pro features—can help you grow your business.
· Austin thought Brad was the donut thief, but he was wrong—it was Sarah.
Ellipses
Ellipses (...) can be used to indicate that you’re trailing off before the end of a thought. Use them sparingly. Don’t use them for emphasis or drama, and don’t use them in titles or headers.
· “Where did all those donuts go?” Christy asked. Adam said, “I don't know...”
Ellipses, in brackets, can also be used to show that you're omitting words in a quote.
· “When in the Course of human events it becomes necessary for one people to dissolve the political bands which have connected them with another [...] a decent respect to the opinions of mankind requires that they should declare the causes which impel them to the separation.”
Periods
Periods go inside quotation marks. They go outside parentheses when the parenthetical is part of a larger sentence, and inside parentheses when the parenthetical stands alone.
· Christy said, “I ate a donut.”
· I ate a donut (and I ate a bagel, too).
· I ate a donut and a bagel. (The donut was better.)
Question marks
Question marks go inside quotation marks if they’re part of the quote. Like periods, they go outside parentheses when the parenthetical is part of a larger sentence, and inside parentheses when the parenthetical stands alone.
[bookmark: _Toc148539874]Exclamation points
Use exclamation points sparingly, and never more than one at a time. They’re like high-fives: a well-timed one is great, but too many can be annoying.
Exclamation points go inside quotation marks. Like periods and question marks, they go outside parentheses when the parenthetical is part of a larger sentence, and inside parentheses when the parenthetical stands alone.
Never use exclamation points in failure messages or alerts. When in doubt, avoid them.
[bookmark: _Toc148539875]Quotation marks
Use quotes to refer to words and letters, titles of short works (like articles and poems), and direct quotations.
Periods and commas go within quotation marks. Question marks within quotes follow logic—if the question mark is part of the quotation, it goes within. If you’re asking a question that ends with a quote, it goes outside the quote.
Use single quotation marks for quotes within quotes.
· Who was it that said, “A fool and his donut are easily parted”?
· Brad said, “A wise man once told me, ‘A fool and his donut are easily parted.’”
Semicolons
Go easy on semicolons. They usually separate independent clauses, but those can be long, complicated sentences that could easily be simplified instead. Try an em dash (—) instead, or simply start a new sentence.
· I love donuts; they are so sweet and delicious. 
You can also use them to separate items in a list that contain commas or are very long.  
· I visited Paris, France; Rome, Italy; and Berlin, Germany. 
Ampersands
Don't use ampersands unless it is part of a company or brand name.
· Ben and Rachel
· Ben & Jerry’s

[bookmark: _Toc148539878]Capitalization
For headers use title case which capitalizes the first letter of every word except articles, prepositions, and conjunctions. Blog post titles are headers.  
· Where to Buy the Best Donuts in Texas
For subheaders, use sentence case which capitalizes the first letter of the first word.
Don’t capitalize the word after the colon. 
· I like donuts: they are delicious and sweet.  
When writing out an email address or website URL, use all lowercase.
Don't capitalize random words in the middle of sentences. Here are some words that we never capitalize in a sentence:
· website
· internet
· online
· email
· eBook

[bookmark: _Toc148539879]Punctuation in bullets
When your bullets are full sentences, start them with a capital letter and put periods at the end of bullets. 

When your bullets are fragments, start them with a lowercase letter and no period at the end. 

[bookmark: _Toc148539880]Using inclusive language
Keep this section if this is important to your company. 

We use inclusive language in our content.  Top reasons?
· It acknowledges and celebrates diversity
· It conveys respect for everyone
· Eliminates the chance you may offend someone
· It promotes equal opportunities
· Helps avoid legal issues that might arise from discriminatory or insensitive language
· Fosters belonging
· It’s the right thing to do

Gendered language
Avoid using gender-specific terms like "he" or "she" when referring to an individual of unknown gender. Use gender-neutral alternatives like "they" or rephrase sentences to eliminate the need for gendered pronouns.

Instead of "mankind" or "man," use terms like "humanity," "people," or "humans."

Use gender-neutral job titles such as "firefighter," "police officer," and "chairperson."

Disabled or handicapped
Use "people with disabilities" or "individuals with disabilities" instead of labels like "disabled" or "handicapped."

Mental health
Avoid using derogatory terms related to mental health like psycho, nuts, lunatic, crazy, insane, or mad when describing chaotic or strange situations. Instead, use "unusual," "intense," or "unconventional."

Also, please never use terms like “bipolar”, “schizophrenic”, or “manic” to describe chaotic situations, and never refer to a situation as “suicidal”.  

Neurodivergence
Words like spastic can be offensive to neurodivergent or autistic people. Use “chaotic” instead. 

Age references
Instead of "elderly" or "senior citizens," use "older adults" or "seniors."  Also, be mindful of age-related stereotypes and avoid language that discriminates against or stigmatizes people based on their age. 

Race references
Instead of using “blacklist” use “boycott.”  Similarly, say ”allowlist” instead of whitelist. Other examples include “blackball” or “master list”.  (“Master” suggests slaveholder.) In these cases use “ostracize” and just “list”.

Nationality and immigration status
Instead of saying “foreigners”, “illegals”, or “illegal aliens” use "undocumented immigrant" or "asylum seeker." Instead of "foreigner" use "individuals from other countries" or "foreign nationals."

Normal or Abnormal
Avoid labeling people or conditions as "normal" or "abnormal." Use more descriptive and non-judgmental terms.

Marital status
Instead of assuming or referring to any specific marital status such as “husband” or “wife”, use gender-neutral terms like "spouse" or "partner."

Ethnicity and religion
Be cautious when discussing race, ethnicity, or religion to avoid unintentionally offensive language. Or just avoid these topics.  


[bookmark: _Toc148539881]Do and don’t examples

Provide at least 5 good/bad examples.

	Don’t
	Do

	Bad example here
(Describe why this example is bad.) 
	Rewrite here


	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc148539882]Samples of recent top-notch content

Provide links to several pieces that everyone likes, for reference. 
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