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U.S. Department of Justice

m Drug Enforcement Administration
' FOI/Records Management Section
%O,,‘ ,J} 8701 Morrissette Drive
Springfield, Virginia 22152

Case Number: 14-00542-F

Subject: Requesting a copy of the DEA (document) Style Manual, etc.

This letter responds to your Freedom of Information/Privacy Act (FOI/PA) request dated
June 20, 2014, addressed to the Drug Enforcement Administration (DEA), Freedom of
Information/Privacy Act Unit (SARF), seeking access to information regarding the above subject.

To fulfill your request, our office forwarded a copy of your request letter to the Office of
Training (TR). Based upon all available information, we have determined that TR is the DEA
component they may have records responsive to the subject of your request. As a result of their
search, 20 pages of the “DEA Writing Style Guide” were received and are being released to you in
its entirety.

The rules and regulations of the Drug Enforcement Administration applicable to Freedom of
Information Act requests are contained in the Code of Federal Regulations, Title 28, Part 16, as
amended. They are published in the Federal Register and are available for inspection by members
of the public.

For your information, Congress excluded three discrete categories of law enforcement and
national security records from the requirements of the FOIA. See 5 U.S.C. § 552(c) (2006 & Supp.
IV 2010). This response is limited to those records that are subject to the requirements of the
FOIA. This is a standard notification that is given to all our requesters and should not be taken as
an indication that excluded records do, or do not, exist.

If you are not satisfied with the response to this request, you may administratively appeal by
writing to the Director, Office of Information Policy, United States Department of Justice, Suite
11050, 1425 New York Avenue, NW, Washington, DC 20530-0001, or you may submit an appeal
through OIP’s eFOIA portal at http://www.justice.gov/oip/efoia-portal.html. Your appeal must be
received within sixty (60) days from the date of this letter. If you submit your appeal by mail, both
the letter and the envelope should be clearly marked “Freedom of Information Act Appeal.”
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If you have any questions regarding this letter, you may contact Government Information
Specialist Deshelia S Wallace on 202-307-4264.

Sincerely,

ﬁthu,uw_ m? ek
Katherine L. Myrick, Chiéf
Freedom of Information/Privacy Act Unit

FOI/Records Management Section
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- DEA Writing Style Guide
Last Updated: July 20, 2005
Overview

The DEA Writing Style Guide covers the following topics:

lfyoudnn‘tfmdwhntyoumdh«a,wmxﬁmBusthsHaMbockbyChmT Brusaw, Gerald T. Alred, and
Walter E. ommmsmmmwmmam o

MWWWQ%G%dma,_,ﬁ,._:.,;,wnlber pmm”,gfnm #tis a supplament, not a

comprehensive book on modem Americen Enj DEA follows s’ sHaMﬁoak and The Gregg
Rmmhmomummdhmw

Punctuation
This saction discusses these topics:

Apostrophes
Colons

Dashes
Exdamation marks
Hyphiens

Periods

Quotation marks
Semicolons

2 ¢ # & & & ¢

Apostrophwes
Useanapomphstomowposwsdon.tomarkﬂwonﬂmoﬂeﬂemommbm,aManMhmeatn plurals,
Apotﬁ'ophtstoShowPWm

Follow these guldelines: |

. Fomﬁﬂpoumiveofmﬂarmunsmkmmemmmawmwmmsmwym

_Singuir

the spedal nt's b

W&sm
m company’s stock options
the chemigts lab -

+ When the word that ollows singular nouns of muliple syllables begins with an & or sh sound, form the possessive with
only an apostrophe. Page .1
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the witness's testimony

the witness' statament [s sound follows wiltness]
the CS's car

the CS' statement [s sound follows CS]

« However, fotmthspomssiveolalngularnoumcfonasyﬂabhﬁwtendwiﬂ\sbyaddinq ‘s {even when the word that
follows begins with an § o sh sound).

{The bus's seats 1

+ Use only the apostrophe to show the possessive of plursl forms of such nouns,

!mwm-mu.mewmmny ‘ i 1

. Fomﬂnmmeofpkxalmmatdonoundm:m s,

lmmsmmkdmtmwm IEE — |

. meemdmparmandmdemm(Mosss}Manthsorzsomdabyaddmwy
anapomopho

{We found Reesos' keya in the turk. :_ SRR |

. mnusinaanomamzabonsmm beforunwn follawme orgafmtion’aprafumce

Check DEA’s handbook for details. ~ . cmkwwhmmmm:»‘

. Shwﬂmposmsiveofcoord‘mm nounsshming]olmposmmm sfoﬂowhgtheﬁasmoun

Immmwummmmmammm ‘ 1 ; i

. smmmmcpasussim ofcoqrﬁmtenounswm ‘s following each noun.

lmsmmmmsmmmcmsmmmmmm ' !

. Donotuseanapomopmmunmmmfmcfapmmmm his, hor, our, your, their).
Remindors

its is poasessive. It'sis the contraction of itis.
Your iz posseseive, You'ra ia the contraction of you are.
Their s possessive. They're Is the contraction of they are. Thers Is somewhere other than here.

Tip: To avoid possible arrors, do not use contractions.
Apostrophes to Show Omisalon

Uss an apostrophe to mark the omission of letters pr‘wnmptg In &.confraction or a data.
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lle_e_g‘& I'm, he's, the class of 03 ]l
Apostrophes to Form Plurals

Follow thesa guidelines:

« Do not add an apostrophe: to form the plural of capital letters and abbreviations ending with capital letters; add only an
3

Ds

SAs, GSs, and Cls
five VIPs

PhD.s

MDs

VCRe

DVDs

PCs -

« Add an ‘sto form plurals of lowercase letters and capitalized A, |, M, and U.

three A's
two U's
six a's

S

+ Do not add an apastrophe ‘o form the plural of numbers expressed as figures; add only an .

DEA 83 - T

« Do not add an apostrophe fo form the piural of mast abbreviations; add only an s to the singular.

Colons

Colons to Introduce Explanations and Lists

Use a colon after an independent cause snding in a noun 1o introduce an explanation or list,
W e e e e
final ing focused on contral issuss: § and :
final on central T e planning
DEA Strategic Plan citas two objectives: : .

. Rmmmmmmmm‘dmwm
« Developin nawam |mhand chsstoshm imel

mmmammammmaﬁageu&mammmwm When a list immediately follows a
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verb or a prepositlon, do not use a colon.

Cge [ —————————
mwwmsmmm ‘mee&:gdswasadm«adnﬁniskaﬁmmdaddiﬁonai

trunk contained: four radios, two plastic baggies fifled uuckmmmmngm four radios, two
w«ﬁmmmm and one video

white powder, and one vide) camera.

etmnkwntahudmradios two piastic baggies filled with
powder, a onevidaoeamera.

For more information, ses Lists,

Capitalizing {or Not) After Colons

If the element introduced Wawkmwmamwmumunbabmmhmmumﬁm or a speech
mmmm,mmmmmanmmmmm

Commas
Commas in Compound Sentences

~ Placa a comma before & coordinating oon)uncﬁon {and, but,ar,m;: for, 50, and yst) that joins two independent clauses.

Cominas in Dates and After Clty-State Sequences

Piace a comma after the yaar in the mnﬂ\—day-yearseqwncewiﬂm:m Mammmmmmem
state sequence within a sentence.

Note. Spell out the state in all reforences uniess space is imited.
[We wil review the iraining courses offered In Richmond, Virginia, from Apri 15, 199 mm-in |

Commas After introductory Matsrial

Place 2 comma after introductory nmatarial.

Serlal Commas
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Commas After Parenthetical Material

Place commas around parerthelical material,

OHend maﬂmtoﬁuerawnmmnﬂhdform oare renthetics theticall

Commas to Set Off Abbreviations

;l;f?uumtcsetawn, Sr., of roman of arabic numerals following & person’s nama uniess you know that the person
rs to do 80.

_m____.—.“__,
. Patterson Jr, ‘ i :

M. Hardy 27

Siokes I s ,________,___._,,________

Do uge two commas to set off abbreviations ke Esq. andthosemats!andforamdenicdegmaormﬁgaousorderwhwﬂww
foliowapmonsnma ‘

Do not use commas 10 eet off inc., Lt and similar terms in an organization’s name Liniess you know that & particular
organization prefers to do so. ‘ '

Dashes

A dash Js an emphatic mark that can link, separate, and enciose. Usadashaamsteadcfcomasorpmtogm
parenthetical elaments sirong emphasis,

Construct a dash by pressing the hyphen key twice with no space between the hyphens or between the words and the
hyphens on either side,

Seo Hyphens.

Exclamation Marks

Use exclamation marks only if part of quoted material. P!acetwospacesaﬁaranexdamaﬁmpwﬂuudtomdamnw.
just as you would with » period.

Hyphens

Use hyphens 1o join or separate compound words when necgssary.

Page 5
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Hyphens with Modifiers

Hyphenate two- and three-word modifiers that precede a noun and express a single thought.

Do not hyphenate a modifying ptvase that follows the noun that it modifies.
8 Inferview was well conducted.

If the first word is an adverb ending in -ly, do not use a hyphen.

i undstected communication I

Nwaysmahyptmwimamornmmbarmdiﬁer.

Avouushgmm Ammmmwmmwmuanm Trytnlmtthenmbe:of
modifiers in your sfring to two.

In & series of hyphenated d}acﬁvuwmaemmdammts&ahdm?wdommmmmmtastm
throughout, Usatlmtennodynwmendofﬁtesedes

HL.ONg andshod-mm

osim‘savenm-and 0 mmmmmted

Hyphens in Phone Numbers

Hyphens in DEA Form Namea

include 8 hyphen between DEA an the DEA form number.  Follow the nwnbu:wlth the word form.

Pariods

Usa two spaces following a period at the end of a sentence. Do not use periods in acronyms, such as DEA. When a sentence
endanhaURL.tmpemdgoesuﬂermuRLandbnoiundaﬂimd

Quotation Marks
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Quotation Marks with Spoken or Written Words

Da not encioss indizeet quotations—usually introduced by that—in quotation marks. (indirect quotations are paraphreses of a
speaker's words or daaa}Hande«quu&aﬁomfromwnﬁenmatedaiﬂwmmy

The CS sald, "Parker g Ammm mmmubus&m. ~ —
o CS stated that Parker g el\mdmthemon fo start this business. o
Quotation Marks with Titles of Feports and Articles
report refers to @ DEA-8 by SA Carolyn Taylor dated October 21, 2004, entitied "Surveillance on October 10, 2001, of
ndercover M BnlwemSASmJonesdeobenLn Parker in Wood inia.”

Quotation Marks with Other Purnctuation

Cmmassndpadodsgom&dsquoldbnm Question marks and sxclamation marks go inside quotation marks when part
oimaqwuﬂomwhwawmmagrmmmemmesMam. Semaionsmdcobnsgooutﬂdequolabonm

Semicolons

Use semicolons betweon balanced Mdepmdomaaum.

g, FBI; and Junoe DOJ,

Capitalization

In matters of capitalization, the most important rule 18 1o be consistent.
This section discusses thess topics.

General rules on capitalzation
Capitalization of headings and titiea
Capitelzation of organization names
Capitalization of professions! titles

General Rules on Capltalization

Keepmesagtudeﬁcmh’nﬁndz
s Avoid gveruse of capials.
The curent movement is to sea capitalization spanngrybewxselwmentmmmdabmty Do not use all

capital ietters in emai or other writing.
» Do not capitalize words used in & general sanse.

| The DEA diversion investigators eumpletsdm reports., - ‘ ’ i

all rcase for emphiasis.
: gmmmm south, Q&R@@%nMymmmcﬂomdﬁummdomwmm
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whan they refer fo directions:

Taylor was traveling south on -85,
Morgan sald that he grew up in the South,
State Street runs east and west.

» Capitaliza certain units, such as parts and chapters of books and rooms or apartments in bufldings, when specificall
identified by number. % Y

Chapter 13,Ch, §
Room 8, Rm. 31
Apartmant 205, Apt, 205

. Donmeapunnzeminmdwmmvgithmmm,umﬂ&qmammm.

Jpage 11
varse 14

goat 12

Cupitalization of Headlines and Yities
Use the following guidetines in capitalizing headiines and tittes of books, reports, documents, and so on,

« Capitalize the first and last words and all nouns, pronouns, adjectives, verbs, adverbs, and subordinating conjunctions
(#, because, a5, that andsoon). - - o ’
» Lowercass the following, uniess they are more than four letters in length, or unless they are the frst oy last word of &
fitle or sublitie; R ‘
© A’ﬁd‘“(ﬁ.mgm)
o Coordinating conjuntions {and, but, or, for, nor, 8o, yel)
o Propositiona (i, on, withy
o Thae foin infinitives v
« CapHaiize both words in compound modifiers.

[He refarred to the report entitied "Safety and Soundness.” ~
mwmdwwmmmmmmmmym

Creating a Real-Time Enterprise R :
Working with Confidential Sources ‘

Capitalization of Organization Narnes

Follow the style of the individual company, Including km%hmww sbbreviations.

e T e ——
ound-Up Restaurant DO PR : S S S s R
C Remco ' B

Gapkal&aadepatmmmifki;mmm.acuwnamofﬁwaepamt If you don't know the official name of the
department, or if you are speaking genevically, then use lowercase.
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Capitaitzation of Professional Tities

Capltalize civil, military, refigious, and profsssional titles that pracede a personal name.

Numbers
This section discusses thess topics:

Numerals or words

* 5 & & * " A SR P

Addresses

Use words for rmimbered streats ons to ten.
Uunmmlshrhﬂdkm%mtympﬁoni:mebddhgnmhe:me}
Usa wards for numbered streels one to ten

Use numerals for room, apartment, end wita numbers, em&fmmmmhm

Page 9
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Use words for floor numbers one through ten; use numersis for higher fioor numbers.

10 Lelond Avenve, Sulle —— e
“Room 5 :‘“’“

Consistency

If a sentence or paragraph contains related numbers below ten and others above ten, use numerals for afl.

During the search warrant, the agents seized 3 scaies, 150 plastic bagaies, 17 cell phones, and " {money orders. }
Dates ‘

Uss numerals for the year and day of the month,
anemunmemﬂ»mywamnm.mmﬂnywmamm

e‘.. N-1sam&ehmmmofambphammmﬁmmemmdmon0duws 2002, at

; 1000a.m

Usa tha slash form of expressing dﬂtu (10!24!2001)OMyin form headers and tables whare space I8 limited; otherwisa, wiite
out dates. Do not abbreviate the year,

Fractions

Usa numerals when fractions are wiitten with whole numbers.

7 % inches
¥ miles {or better, 2.5 miles

Use words when fractions are axpressed without a whole numbar.

Write decimal numbers as numerals. YWhen a decimal stands alone, insert a zero before the decimel point.

34 meters : = ; — _—
65 inch : W
~ Measurements

Uaenmisformafmeasummtsmﬁes 1ﬁpefum.69tams} When numbers follow each other In the same phrase,
use a word for one and a numeral for the

[ marined 5 S pace epers E’“‘wﬂ?
Usa numerals %o exprass parcentages

Spell out percent, except in a table. ) Page 10




DEA Writing Style Guide Page 11 of 20

[ o var B ooy

Money

Use numerals 1o express exact or epproximate amounts of money.

:-
$15.30 i
T
Mora than $50,000

e e e e o e ————

Use words to express Indefiniie amounts of money.

D T T o ——————————

Usa nwnemlsmdwordéférmundedamumofmwywermnﬁibndoum.

Phone Numbers

Use hyphens in phone numbars.

DEA Form Numbers

include a hyphen between DEA and the DEA form number. Follow the number with the word fomn.

108 form _
form

Punctuation and Numbers

Use a comma to separate numbers with five or more digits into groups of three, starting from the right. The comma is optional
in numbecs with four digits, but be consistant. Do not use a comma in house numbers, zip codas, or page numbers.

& was canying ,...__..m i ( “

ormer said that he ived at 5635 Claibome Drive, Mill Valley, Calffomia 94941,

urm o page 1106 of ths training manual.

Ranges Between Numbers

in general, use the word o (rather than a hyphmoradash)tod\owrangesbelmmnumbm.
: Dana 14 ‘ .

r luvvll
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our 1o five pacple — !

50 to 60 loans - — =
112 to 20 seconds B R

. e sttt
00 am. to 7:30 a.m, B —— e ——|

Exceptions to this ride apply to page numbers, dates, and drug schedules. These require hyphens.

Use numerals for hours and minides whan a.m, and p.m. follows. Use lowsrcase a.m. and p.m. without internal spacs.

{]10:30 a.m.; 8:33 E.m. : - - T ﬂ
For time "on the hour," use zeros to danote mlnubs,(emept with 12 noon and 12 midnight).

Youmyexvmﬂzeﬂnmmammtthwmam However, use the forms 12nomand12m:wughtwi~.en using
these times with other times expressed In numerals.

Noun and Pronoun Agreement

This seclion discusses these topics:

Gender agreement

Number agreemant

Vague prohoun references
Migcellaneous pronoun issues

. 5 @ &

Gender Agreement
Make nouns and pronouns agrea in gender.

To protect the identity of @ confidential source, rewrite to avoid the problem or repeat the word confidential source or the
Cs.

To ”1
s on Monday. csmdmm S contacied F on Monday.

When the sex of the noun antecedent is unknown, rewrite the sentence using different words or using the phural,

! Avold k . Use
Page
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Don't use he/she, s/he, or his/her. \Whenever possible, rewrite your sentence using a plural noun and the plural pronoun their.
However, when a singular noun |s essential, you can use these pronoun constructions: he or she and him or her.

et - edvmp—"

I

n;mudpassmmhseouﬂy
t .

Number Agresment

Make nouns and pronouns within a grammatical construction agree In number.

Most indefinite pronouna require singular verbs.

Everyons is attending the conference.
hod Onﬂn Ws“‘e poiem.

Be careful with relative pronouns fike who, wm, and that. Datermine which noun the relative pronoun is standing for, and
maks your verb appropriately singular or piural to match.

whokmhstnoonutm
whoimcrmstnooneatsnutsm
" wbowirbia

Vague Pronoun References

A pronaun shoukd refer clearly to a specific antecedent. Problems often result when the word this is.used by itself.

To

3 got the account after we wrote the
M
hand&asmoﬂofmeammﬁngqmmnmem
s has helped him galn the respecdi of his feliow employees.

s handis mdmammﬁmmmm
s mpemmhuhe{pedhknmmampoddmfem
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To avoid confusion, repeal nouns instead of using pronouns,

bt e e

SAs Jones and Miller worked on the case, but he wrote
of the repo

When referring to a noun that includes both sexes (sfudent, teacher, agert, everyone), substitute an article or change the
statement from singular to pharal. )

Nots. Don't use the pronoun their & refer to singutar nouns.

Miscellaneous Pronoun Issues
Pronouns for People

Use whao not that or which ta refer t¢ peopla.

s since ifs & ﬂs

iy e e’y

s mmmwmmmmgvmﬁu { ;‘mmbmammhmmm.nm

-

Pronouns for Companies

When referring to a company or orgeanization, usa it Insisad of they and use thet or which Inetead of who.

Reflaxive Pronouns

Avold using reflexive pronouns (mysell, yoursek, himseff, herself, iself, oneself, oursolves, yourssives, and themseives).

Chang ‘ N A
g&PﬁeumdenMﬁwswmdmtms ammtwmwquumm
DOTONE feie Foleasng . N —
cazemsassi nedtcSA lorgen and myself. l“‘” asgigned to SA Morga andme

Miscellaneous Grammar
This section discusses these topics:

Active voice

Dangling constructions
Neadiess words
Parallel structure
Strong verbs

- ® " &%

Active Volca

Page 14
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Use active verb forms to create a sirong, direct sentencs strucure.

Active voice means the subject acts. Passive voice means the subject is acted upon.

—— - N
8As Jones and Baker interviewed the witness.

Each of thesa sentences has a different emphasis. Thamemmhmdxdmurdmm Passive
sontances are wordier and more dificult to understand,

Prefer the active voice.
Dangling Constructions

Aphn‘:seatmebeginﬁngdam*nmmustmmmegmmwpaof&emm otherwise, the construction will
"dangle.”

Towmmuprdﬂmaﬁcmmn,Mummmofmem(mddwdmmbmmmmmwm
ﬁnopmphmomdwso lfﬂmtsnotpoasibb mviooﬁmconstruetononhly

Chang L o To

Wi Iahaste, mmmbm bx'ihe o hate, % supervoor Frga Emporant Wt

e P

’ haipdbctmhp " mmmmmm ommmmmmmmem’
o smsel paper by the Insiructo on the eaee g

rwiawtngmemm mm!mishkum mhwhgmsmmmw d several
the sgend

mmewommamm»s,mwnmmmmh mwasﬁoningawmm keapmmmmnd

. Ln* Y OU]

Needliass Words

Vigorous writing is conclsa, Use simple, mu,diredwudsandpmﬂu mmsmmmammrymm in
your paragraphs, omit all unnecessary sentences,

Here are some common phrases to avold, along with more concige substitutions:

——

| Avoid i . " Use Instoad

it 6 loter date IR i ~

et this point in time oW

it you mm '

inmmd '

_“L;, that

call you ramnﬂontomefae(mat - mind i

desolle the fact that N

dua i the fact that e

cHeciusts, execits e ey ot

: ““"“ -‘—: 1-———_ ]@-———‘m m—— -4
ortheressonthet beeavo ] ﬁ
nathered toget ] - ~ aathared , e




DEA Writing Style Guide

Page 16 of 20
N a hasty manner hasﬁ‘L
in cose =———_———_‘_—=,-,'
n order f R
. ﬁ_ : l though (though

n i ameunl o E—

3., V.

th reforence io

h regerd to -
ith the exception of

th the result that

ould you be 8o kind as to

Parallel Structure

Parts of a sentence that are alike in funclion shouid be alike in construction. Achieve parallel structure with words, phrases, or
dauses.

0 succoed in the training progrem, you must be punchisl, courfeous, and consciorifous. words
o succeed in the training program, you must recognize the importance of punctualily, of coustesy, and
onscientiousness, [parallel phrases ' »

> 5ccoed n the Training program, you must amive punctually, you must behave courteously, and you must study l
consclanfiously. [paraliel clauses

Besummateonnoctingwords,sudmsm...ar,miﬂm...nor,notonly.,.butalso, use paraliel skucture. Follow bath
parts of the pairs immediately by the same grammatical form: two parallel words, two parallel phrases, or fwo parallel clauses.

ou may stiend either Manday or Wisdnesday, not both. jelw —

her we must affend on Monday or we must afferd on Wednosday. [paraliel clauses =

m.wumammemmum%@Wam“nMOrphm
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hasaslaﬁamantandnmdeof e
| promoted hscamhemm:stious becausahewaolnventive.andbmusehemsan ect] tsam

Strong Verbs

Many of us have a tendency to make our on-the-job writing sound very formal. Wa fhink if we clovate the tone and throw ina
few extra words, our readers will be more impressed.

Unfortunately, wm:wooﬂanendupmmampmsfdtafnominaﬁzaﬁon&—-orrmhermemaofaweakverb(mako,do
conduct, perform, and 30 on) and a noun, when ona strong vert alone would communicate the same idea more effectively.

wange ; To .

he DEA wil conduct an investigation into the Menendez "M t
+ traﬁmi 0 OrganiZanon.

8 Office of Training wif perform an evaluation of s »mqwur.ﬁxewcecﬂmhmwgmmwofhs
Instructons. nstructors.

Lists
Usa fistz to smphasize key points and present steps for instructions.

DEA publications commonly use three kinde of Gsts: bulleted ists, numbered lists, and procadural lists. This section discusses
thase toples:

Using bulietad fats

Using numbered lists

Creating effective bulleted and numbered list
Creating effactive procedures

e & » &

Using Butleted Lists

Bufleted lists present or sumimarize key idesas that are paraliel. List at least two items.

if 5 sentence includes a serial kst of #ems or phrases, considar preserding the same information in & bulletad fist.
Use bulleted lists 1o achieve these purposes:

Prosant a group of related iterns of the same class

Present ilems that naturally fell in a serles

Presant or summarize key idees, recommendations, or benefits
intraduce topics thet ure discussed In subsequent maberial

Examples:

ﬁamanﬁw&edtop«fwmﬁeum:

Posa as a pereon engaged i the IHich sales or distribution of controlied substances
Assigt in the controlied delivery of a controlied substance to a viclator
Infroduce an urdercover agent to & violator

infitrete a drug-trafficking operation

These individuals attendad the meetng.

* e " "

» Managets
+ Special agents
« Evikiance custodiane

Page 17
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Using Numbered Lists
Numbered lists inform the readars that the sequence is important,

it a paragraph describes the order o- sequence of information, conskler presenting the same Information In a numbered list.
Also consider rewrlting sentences that begin with the words first, then, and astly.

Use numbered lists for these purposes:

« Step-by-step instructions (also called procedures)
« Steps in a process flow
» Hierarchical information

Exampiss:
fiTo relocats information within your fle, follow these steps:

1. Select the taxt that you went to move or copy.
2. Dooneorbothofthefollowing: =

o To move the selection, click e Cut button on the fuolbar.

o To copy the salection, ¢lick the Copy bution on the toolbar.
3. Position the insertion point in the new location, and then dick Pasts.

[iSkim the manuscript in the following way:

Read the abstract or executive summary, ‘ o
Read the table of contents and lists of figures, tables, and abbreviations.
Glance at the glodsary.

Glance af the subjact index.

Read all headings and subheadings in the text.

Rmmmm&emwgmmm

Creating Effective Bulleted and Numbered Liste

a ult ol ol o o

To creats effeciive bullstad and numberad Ests, follow thesa tips:
« Preceds a liet with an introductory sentence, followed by a colon.

For standard bulleted and numbered lists, describe what the list contains, and be conclae. The infroduction ensures that the
reader understands how the fist fits into the survounding sentences.

» Ensure that alf iisted ems ere parsliel-usa afl words, ali phrases, or all santences.
» Limit each listed tam to only & few words, a phrase, or a short sentencs.

Place any supporting information in separate indented paragraphs below tha list item. Ksep supporting information as brief as
posaible.

» Limit lists to two levels.
+ Do nat insert tables, m.wmmpms.wmergmpmcalaidswk?ﬁnaﬂat

instead, placaﬁmelhnmhameresppmpﬁstalocaﬁonbdomormmw.

» Use correct punctuation in lists. Page 18
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Hyour listed items are complete sentences, use a period at the end of every line. If your listed items are words or phrases, do
not use a period or any other form of punciuation at the end of each line or at the end of the ist,

Don't use commas or semicolons to separats the listed items,
+ In buileted lists, use plain cireutar buliets.

Do not use asterisks, hearls, dashes, or other unconventional, fanciful bullets. However, smpty boxes are often useful in a
checkllst to prompt readsrs to check off itoms that must be done before completing & process.

Craating Effective Procedures
To create offoctive procedures, follow these tips:

» Begin the introductory sentence with the word To, followed by the objective or tha goal of the procedure,
s Begin each step in a procedire with a command verb.

Its acceptable to preceds this command with a brief Introductory *I* or "when® clause.
» If a procadure is lang, organize the stepe in separate sections, restarting the numbering at the beginning of each

s ifa step is oplional, precede the taxt of the step with the word Optional in parenthesas, followed by one space.
Example:
This section discusses the followiny; tasks:

« Creating a new custom dictionary
= Aclivating the custom dictionary

iCreating a New Custom Dictionary
To craate 8 new custom dictionary, complete these steps:

On the Tools menu, click Options, ang then select the Speliing & Grammar tab.
Click Dictionarles. .
Click New. :
in the Fiie name box, type « nama for the custom dictionary. !
Click Save. f
{Optional) Selact the diclionary’s name, and then click the language in the Language box.

Eal ol ol A S

bsomelanguagaopﬁon only If you want to use the dictionary when checking text in ancther language.
7. mmmwmﬂ.

Writing Resources

In Print
Alred, Brusaw, and Ofiu. The Busiiess Writer's Handbook. St Mautin's Press, 2003,

{Wabsite for The Business Writer's H&‘ldbo#; galwmrﬁmwﬁmﬁde&t&sqﬂ
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8=&n=8I=&v=80=8ns=D&uld=08rau=0)

s?.gisn, Willlam A. The Gregy Reference Manual: A Manusl of Styls, Grammar, Usage, and Formatling. McGraw-Hilrwin,
2005,

Shes, Virginia. Netiguetis. Alblon Eooks, 1994
{Website for Netiquetie: hitp:./vww.aiblon.com/natiquette/book/indax.htmi)
Online

Bartlaby.com (hitp:/bartiey.conv)

Merdam-Webstor Online (hitp:/Avww.m-w.com/)
Onelook Dictionaries (hitp/Awww.onelook.cony)
Your Dictionary.com {hitp/www.yourdictionary.com/}
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