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Case Number: 14-00542-F 

U.S. Department of Justice 
Drug Enforcement Administration 
FOi/Records Management Section 
8701 Morrissette Drive 
Springfield, Virginia 22152 

JUL 2 5 ZOU 

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

This letter responds to your Freedom oflnformation/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 oflaw 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 oflnformation 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, 

~~=;;~/(1-
Freedom of Information/Privacy Act Unit 
POI/Records Management Section 
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DEA Writing $tyle Gulde 

Last Updated: July 20, 2005 

Overview 

The DEA Writing Style Gulde covers the following topics: 

• PYndyatiQ!1 
• Capi!a!izatlon 
• Numbert 
• Nouo and prpngyn aqrwm 
• Miplaooous grammar 
• I.Jiii 
• YMtJna ruourc:ea 

If you dan1 find what you need here, consl,llt The BusmB# Ktlt.rs Handbook by Charles T. Bruraw, Gerald T. Alred, and 
watter E. Oliu and The Gf8111 ~·Alanual by v.lanlA.·.Sabln. 

Although lhe DEA IMitlngStyle Guidtdoe!t~~a,,~ of"*8(~9{~. it if.•~ not a 
comprehenlNe book·qa. mQdern·J~·~wag.. DEA ftllkiwniil'~~sHand&Jf:rk ~ The Grsgg 
R~ManualfOrthen.nyci~~CllftheEn;llh~T,;·"· : ·· · · 

Punctuation 

This section dlscuueatheletopica: 

• Apostn:iphu 
• Colons 
• Dashes 
• Exdamaticn marlnl 
• Hyphens 
• Periods 
• Quotation marks 
• Semicolona 

Apo8trophM 

Use an apostrophe to show polSlelssion, to mark the omlllion of lette!B or numberJ. and someti"* to Indicate plurals. 

Apottrophee to Show POawlcin 

Follow b188 gulclellnes: 

• Fonn Che po8l8l8ive of singular nouns With ~ form the poa&ellive of plural nount that end ins wllh only an 
apo&trophe. ' . . ' ' 

the Chamllt's lab 

• Wten the word that follows singular noun• of multiple syllables begils With an 1 «sh sound, form the possessive wfth 

only an apostrophe. page 1 
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the wftneu's teslimony 

the CS'a car 

• However, fonn the poaesslve of elngular nouns of one ayllabl& ihat end witi s by adding '.t (even when the word that 
followa begins with an s or sh IOW'ld). 

• Use only the apoetrophe k• show the possessive of plufll forms of aueh nouns. 

• Form the PoUQlive d plural noumlhat do noJ end In s with 'a. 

.1 

I 

I 
• Fonn the poM88&1ve of pruper nouna and anc:lent namea (Moau) 1hal end In~ a or z SOWlda by adding only 

Mapostrophe. . 

I 

' '·~: , 

• 'Mien using an organization's name .belbre a noun, follow the organization's preference. 

I · · To 
CJ>eck l10DEA-i-ror-. I 

• Show the ponehive of ooonfinata nouns shoNlng Joint possession wih ~following the last noun. 

I 
• Show individual p0aaesalon of coordinate nouns wilh 's following ead1 noun. 

I 

Reminders 

Its ii pollleMive. lt'tt 18 lie oon1redion of it Is. 
Your la poaesslve. You'nt la the conbac:tlon of you 819. 
Th6lr Is possesalve. They'ta ls 1he contraction cf they ete. 71teRJ la aomewtlere olher than here. 

Tap: To avoid poasibl& errora, do not use contn1c:llon9. 

Apostrophes to Show 0m1saio,. 

Use an apo&Vophe to mark the omission of lettera or numbers In a.contractiOn or a date. 

Page.2 n 
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j~'t I'm, he'a, the cla&1 of '03 

Apoatrophes to Form Plural.a 

Follow these guldellnea: 

• Do not add an apoetrophE• to fonn the plural of capital letters and abbrevia11ons ending with capl1al letters; add only an 
s. 

IDs 

S.As. GSs. and Cl& 

fiveVIPll 

Ph.0.s 

M.D.s 

VCRa 

DVDs .· 

Pea 
. ' 

• Add an ~to fonti plurall ott lowercase letter8 and capitJlfzed A /, M, and U. 
•· ' ' , ' ' ~ 

• Do not add «1 apo1trophe ·io fonn tile plural of numbers expressed as flgurea; add only an s. 

• Do not add an apostrophe 10 form the plural of moat abbrevlaUons; add only an sto the alngular. 

Colons to Introduce SxplanatloM and Lista 

Use a colon aftar an independent d&ll8 ending In a noun to lntroduee an explanation or list. 

I 
I 
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verb or a prepostDon, do not use a cdon. 

trunk. contained: four radiot, two pla$tic 
wtUte powder, and one \Iida) camera. 

For more lnformatlcn, see Lists. 

Capitalizing (or Not) Aflllr Colons 

truck contained the following Items: four radios, two 
· baggies filled with white powder, and one video 

e trunk conl8lned four radios, two plastic baggies filled With 
· r one video camera. 

If the element Introduced.by a cok>n ~of one or mart·~ or If ii ii a format statement. a quotation, or a speech 
in dialogue, you may capltall:n 1h1t tfllt Woid after lhe colon... · 

Comma 

Comma In Compound Senmnc• 

Place a corrma before a coordinating conjunction (and, but, cw.· nor. lbr, so, _.d -~ that joins two independent clausea. 

' and 

Comma In Daiei llnd Al'filr CJty...state SeqU91"1Ctt 

Plac:e a comma after tie year In lhe monlh-day-year sequence wlJhln a aentence. .Place a comma after 1he state in the dty­
stata sequence within a ilentence. 

Note. Spell out the lltate in all refunmoel Ul'lle88 spaca is llmlted. 

I otfilr9d In to.June 16 1 

Commu Attar lnlrOduetol'y Mabirilll 

Place a comma after in1f'oduic::lory material. 

serial Commas 

use a comma to separate ttuee or more words, phrases, or clauaea In a series. 

of Exhibit tf..1. 

u 
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Commu After ParenthetlCll Material 

is near 

Commas to Set Off Abbrevlatfone 

Do not uae commaa to aet olf Jr., Sr., or roman or arable numerals following a person's name unless you know that the person 
prafel'IJ to do 80. 

Do use two comrrm to Mt olf abbl'8Viatlons lb Esq. and those that stand for academic degrees or rallgious order when they 
follow a pefSOO's name. · 

Do not use commas to eet off Inc., Ltd., and similar tenna In an organization's name unle8s you know that a particular 
OrganiZation prefera to do IO. 

Whan presentl11J a pe1110t1al name ii.n lnverled order, use commas to set olf the Inverted Poftion. 

A dash 18 an emphatic marlt that can lilk. separate, and encloae. Use dashes instead of commas or parenthesa to give 
parenthetic:ll elementt atrong emphasis. 

Conalruct a dash by pressing the hyphen key twice with no apace between the hyphens or between the words and the 
hyphens on either side. 

· lnvestigation-mw an CDETF =n-will llkelylead to the dismanBlg of a major drug-1raftidci1g ~ 

See Hyphens. 

Eicc&amdon Martua 

Uae exclamation markl only If part of quoted material. Place two spaces after an exclamatlon point used to end • sentence, 
just as you wocid with a period. 

H)'phena 

Use hyphens to join or separate compound words when nece8&8ry. 

Page 5 
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Hyphens with Modifiers 

Hyphenate two- and fhlee.word nlOdiflera that precede a noun and express a single thought 

Do not hyphenate a modifying phl11se that follows the noun that it modifiee. 

Interview wa1 well conducted. 

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

l~mnet 

Nwaya use a hyphen with a letter or number modHler. 

Avoid using modifier stdnga. A l1'ICldiler lldng lea l9rfea of wotd8 used to delc:rll>e a noun.. Try to lmlt the number of 
modlfiera in your lfllng to two. 

In a series of hyphenated adjectives whose common element 18 the last word. you do not need to repeat the last word 
througl'IOut. Use the tenn art/ at the end of 1he 88118'. 

Hyphens tn Phone Numbers 

Hyphena In DEA Fonn Nun• 

Include a hyphen between DEA and the DEA form rwmber. FoN<M' the number with the word fonn. 

: 

II 

Use two apaces folowing a period at the end of a sentence. Do not use periods In acronyms, such aa DEA. 'When a sentence 
ends with a URL. the period goes after the URL and la not undlrllned. 

ii 
Quotation Marks 

Page 6 
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Quotation Marks With Spoken or Written Words 

Do not enclose Indirect quotationl.......usually introduced by that-fn quotation marks. (Indirect quotations are paraphrases of a 
speaker's words or Ideas.) HlllKh quotations from written material 1he same way. 

to atalt thl8 bUilness." 
to slaft th buatness. 

Quotation Ma.rb with Titfn of F.eporta and Artlclea 

I~ report refeta to a DEA-6 by ~;A Carolyn Taylor dated October 21, 2004, entitled "Surveillance on October 10, 2001, of 
~den::over Meeting Between SA Sam~ Md Robert La Parker Jn Wood inia.• 

SemlcolOl'lll 

Use semicolons belween sentenat elementa that him commas within them. 

la. 

capltallzation 

In matters of capitalization, the moat Important rule ia to be conelstenl 

Thi& ledion disallses these topics: 

• General l'ule8 on capltali:zation 
• Capitalzation of headings 81'1d tltlea 
• Capldzalan of organizltiOll namel 
• Capitalzation of profeuionaJ tftlel 

General Rul• on Capitalization 

Keep these guldeline9 In mind: 

• Avoid overuse of capltalll. 

The cwrent movement is to .au capltalb'.alion sparingly because la.Nel'Cale enhances readabilily. Do not use al 
capital 16ttere in email or other writing. 

• Do not capitaliZe wom ueecl In a general tense. 

IThe DEA divenllon lnv8'tlgators CCJmpleled their reporte. I 
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raylor-m.ing-.. 1-815. 
Mcxgan-lhOlhtllNW ... fntht-

• Clpltalize cer1ain unfta, stJdl as parts and chapters Of books and rooms or apactmer4s in buiklnga, When specifically 
identified by number. 

Chapter13, Ch. 5 

Room 8, Rm. 31 

Apa1ment 205, Apt. 205 

• Do not capitalize minor dlvillOna Within IUd'I units, u~ they begin a aent.enoe. 

Capitall.zatlon of HMdln• and 11U. 

Use the following guldalinee In capitalizing ~nee and lllfte. Ofbooka,. 111P..Orta.. ~merdl, and eo on. 

• capitalize the firat and last iltO!da and all noin. pronouns, adjectlves. verb&, adverfls, and subon:llnating conjunctions 
(If, because, 841, lhlit. and IC) on). 

• Loweroaae lhe foUowing. UJ1lea lh9y are more than four letters ii length, or 1.mless lhey are the tlrst or last won:f of a 
tille or aubtille: 

0 Articlet (a. .&II, the) 
o COordinatlng c:onjuni:tlons (and, but. or. for, nor, so, yet) 
o Prepodlona (in, on, wllh) 
o The lo In lnflnilivel 

• Capilalize both words In c:ornpound modifiers. 

He 19fen'ed to lhe report tn6tled -sar.tY and.Soundness.• 

The DEA Office of~ Repoff Wttlinf llemJl/wu dlllrllMed to all employees. •. 

Cmatlng a Real-Time Enteq:lriee 

W:lltdng with Confldentlil. Sources 

Capltallzation of Organization Harn• 

Caplallze a department name if It is lhe ofl'idal or actual name of the deparlment. If you don't know the Ofticl8I name of lhe 
department. or If you allt speaking gimerk::aay, then Ute loweroase. 

I 
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Capitalization of Prol'Helonal Tltlea 

Capitalize clvll, military, religious, 11nd professional titles that Pf'8(l8de a peraonal name. 

capitalize professiooal tltlea when used wHh personal names. 

Numbers 

Thia sectlc:ll1 disaJuel. these topla;; 

• Numerals or woof& 
• Addfessel 
• Conslatency 
• Datee 
• Fractions 
• Meallurementll 
• Money 
• Phone numbert 
• DEA form numbem 
• Punctuation and m..mbet's 
• Ranges betWlen numbers 
• Time 

Num.,. or Words 

Uu worda b' numbell zero to ten. 
Use numerals for numbers above ten. 
Ute words for approximate nt..mbem. 

Adclte9Na 

on 

Uee worda for numbered atreall onn to ten. 
uee n1.111erala for buldlngs. (The only exception 18 the b\ildlng nwnber one.) 
Ute words for numbfnd atseela OM to ten. 

Use numerals for room, apartment.1and sulfa numbers, even for one through ten. 
Page 9 
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Use worda for ftoor numbers Qlll throuOh ten; use numerala for higher ftoor numbers. 

Do not 1.188 the pound sign (#) ff a term such as room, suite, aparlment Of' lloor IG uaed before lhe number. 

but therw was no answer. 
Room235. 

Conailtency 

If a sentence or paragraph contai111~ related numbers below ten and others above ten, use numerals for all. 

IP#i 111e search a the ¥1*, 3 ac:a1a., 150 +atic baaQ!r. 11 ca!I ptiones. end 201;;; orders. u. 

Uae numerals for the year a day of the tne¥1th· 
Write dates in the ~year 1ieque,m:e. and follow the yaar with a comma. 

N-1 is a caaette lape taC01'ding of a telephone ccnversation between Parbr and Lee on October 5, 2002, at 
10:00a.m. ... 

Un the slash fonn of expressing dtdes (10/24l2001) only In fomi headerl and tablea whn apace la &mitBd; otherwise, write 
out dates. Do not abbreviate the ye.er. 

Fractions 

Use numerals when fractiona are written With whole numbers. 

Use words when fractions are axpre1$8d without a whole number. 

Wrile dedmal numbel't as m.merals. Wien a d9cimal stand& alone, Insert a zaro before the decimal polrt. 

MNaurementa 

use numerals for tl\ita of measurement (5 mites, 15 peraint. 6 grams). When numbers follow each other In the same phrase, 
use a ward for one and a numeral for the other. 

Use numeral& io exprau percentagua. 
Spell out P'Jreenf, except In a table. Page 10 

!l 
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lm\i rapcrt waa 98 pe;cent complete. n 
Money 

Use nurnentla to eicpress exact or eipproxlmate amounts of money. 

Use words to expres.s Indefinite am>l.llta of money. 

l@e CORlffll!' BY' wae WOf1h ~thousand dollars. II 
Use numerals and WOfda for rounded amounts of money over one million dollatl. 

Do not add a dedmal point plus zerc• to a wl'lo/e dollar amount that occurs kl a sentence. 

11 

Phone Numbera 

Uae hyphens in phone numbers. 

1&3§ 
DEA Fonn Numbtra 

Include a hyphen between DEA and lhe DEA form number. Folow the number wfth the word fomt. 

Punctuation mid Number9 

Uae a comma to aeparate oombers with five or more diglla Into groupt of three, atarting hm the rfal'll The CQmma la optional 
in numberl wllh founlglts, but be co111fstanl. Do nol use a comma in house iunbeni. zip codee. or page ntanbers. 

94941. 

Ranges Betwffn Numbent 

In general. use the wort! to (rather th11n a hyphen or a d98h) to snow rangee belWeBn numtierg. 

Page 11 
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Exceptions to this rule apply to page numbers, dates. end drug schedules. These require hyphens. 

Tune 

Use numerals l'or hocn and mini.lies when a.m. and p.m. followa. Uae lowercaae am. and p.m. without Internal space. 

1110:30 a.m., 6:33 p.m. 

For time •on the hour,• uae zaroa to denote mlnutee (except with 12 noon and 12 midnight,). 

You mayexpnt11 the tines noon and mklnlghtlnwordaalone. However, use the f'mnlt 12 noon and .12 midnight when using 
these times with other times expressed In numerals. 

Capl!alize time zones only when ablnvllted. 

l~u.i a.m. EST (eaatemSlandsdtlmel 

Noun and Pronoun Agreement 

• Gender agreement 
• Number agreement 
• Vague pronoun l1lfarencet 
• MlaceRaneoua pronoun lssuc1t1 

Gender Agreement 

Mate nouns and pronouns agree in gender. 

To protect the identity of a confidential aouroe, R!Wlite to avoid lhe problem or repeat the word c:onlldentia/ eurce or the 
act0nymCS. 

When the sex of lhe noun antecedel'lt Is unknown. rewrite the sentence ual~ different words or u8in& the plural. 

Avold 

Page 
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Don't use he/ehe, BllJ&, or Ilia/her. Whenever possible, rewrite your sentence Uling a plural noun and the plural pronoun their. 
Howewr, when a slngutar noun la essenllal, you can use these pronoun oonaWclioM: h6 or 8he and him or hsr. 

Never combine the use of you and one In the same sentence. 

Number Agreement 

Make nouns and pronouns wllhin a Gramm&lk:al COl18ll'Udlon agree In number. 

Most indefinite pronoun• require 1lng.ular verbs. 

Be caref'Ul with relatfva pronouns like .mo, which, and that. Detennlne which noun the relative pronoun Is standing for, and 
make your valb approPff*'Y alnglAar Cll' pU'al to match. 

Vague Prvnoun RefeNncu 

A pronm.n ahould rarer clearly to a .,:de antecedent. Problems often result when lhe word tNI ii.used by ilself. 

c 
got the account after we wrote ttle proposal. tt was a big 

ne. 
handles moat of the~ queeflona ill the office. 
II has helped him gain the respect of his fellow employee& 

To 

got the aocount, which was a big one. after we wrote the 

oflh• -=c:ountln9 question& in the oftk;e. 
hU helped hJm gain the Mpect 'Of hia 
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To avoid confuaion, rapeat nouns h'l8taad of using pn:inouns. 

case. but SA M/18rwro 

'Mien referring to a noun that Includes both sexes (student, teacher, agent. eWl)'Of'le), substitute an article or change the 
etatement from singular to phn.L 

Note. Don't use the PfOl'JOun their to refer to singular nouns. 

Mls~laneous Pronoun-... 

PronoUl'll for People 

Use who not thal or which to l8fer tc• people. 

Pronouns for CcmPMfH 

11\tlen referring to a company or organization, use it Instead of they and use tllat or which lnltead of who. 

law enfoR:ement 

To 
gt. P81ln and I aslcad the suepect eeveral quesllona before 

him. 
to SA and me. 

Miscellaneous Grammar 

Thit ldon dlacussee these topic$: 

• Active voice 
• Danglfng cona'lrudions 
• NeedlMe words 
• Palallel s\TUCIUnt 
• Streng verbs 

ActlwVolce 
Page 14 
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Use active verb fonM to cntate a llrong, direct sentenc:e structure. 

Active voice mean& the subject ad!. Passive voice means the subject 18 acted upon. 

and Balcer interviewed the wtness. 

Prefer the active vok:B. 

Dangling Constructions 

A phrase at the beginning of a senb:•nce must refer to the grammatlcal aubject of the sentence; otherwise, the construdlon will 
"dangle.• · 

To 

eeverel 

, kMJp eeveral points In mind. 

Vigoroua writing is c:onclse. Use lirr.,ie, m.ort. dlred words and phrases. In your sentem:a. omit al unnecacsary words; in 
your paragraphs, omit all unneoeuary te11encea. 

Here n some common ptvaaea to avoid, along with more concise subltllullons: 

e. 

Page 15 
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n a hastv manner 

~ I 
nQllle 
n coniunction with 
n order to ~o I 
l'I &MA of the fact that llltlll1nl1Bh fthnnt'th) 

n the amount of 
n the final anahlail 

n the "'*future 
nvlewof 
mt but not leaat 
on a dailyi\veekly/monlhlylfearly ~Ills llyMeeklylmonthlylyearly or every day, twe'fY 'oWek, every 

nonth ffllerv vear 
rm a few occasions it!BafonAllv 

l'lO a r111nular basla 

km behalf of ~, 

1-~ 
,y,, 

IRmn!I 

uentto .llllltN 

,e car red In color Me red car 
MtDml089of \'>!' 

ie aueetion u to whether · Amelher nne -·-~-~ whethe" 

1.mara la no doubt lhat oodoubl 
lihli' la a aubll!d 1hat hisaubiad 

~lheabove n 
~lllA. j noun\ 

krtllie ~-· 
1Mrb1 

via 'Ill - of. tl\Mllltf\ 

IS. V. IMIUS 

Wltl I raference fo 1bcut 
'!Mftlo NIU mout 

.vlth the exNH'ltlM of -~ 
!With the l'8SUlt that BOlhet 
!WOUid VOU be 10 kind at lo l'llease 

Parallel Structunt 

Parts of a sentence that are a~ke In function should be alike In construction. Achieve parallel structure with word&, phrases, or 
dauses. 

Be sure that connecting words, auch 1iB either ••. or, neither . .. nor, not only • •• bUt also, use parallel structure. Follow both 
parts of the pairs immedlately by the 1same grammatical form: two parallel worda. two parallel phrases, or two parallel clauses. 

Ofteo, you can achieve efledive parallel ~~ ~ a key word or phrase. 
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baa I mi8Slon statement and ti code of ethfcs. 
beCBllll he waa industrious because he wa1 Inventive, and becaus& he waa an team leader. 

Many of us have a tendency to malut our on-the-job writing sound very formal. We lhlnk if we elevate the tone and throw in a 
few extra words, our readers will be more lrnpreued. 

Unfol'tunately, What we often end up with are pagea full of nomlnallzatlona--or rather the use of a weak verb (make. do, 
conduct, pedorm, and 10 on) and a noun, when one strong verb alOne would communicate the same Idea more efl'ectively. 

Chanae To 
1 he DEA will oondud an invelrtlgallon into the Menendez :>EA will lnvestlgate the adv8ISe report. 
drun-trafl!ddna 

... 

The Ollce of Training wll perfonn erJ evaluat/M of Jts ::very quarter, the Oftice ofTrak'llng will 
~. nstructcn . 

. '• .. '~. •-, ... ~ " , 

Lists 

Uee Ksfl to emphasize key polntl IM preeent steps far instrucliona. 

DEA pldllicatlons commonly use three kinda of lists: bulleted Bsts, numbel'9d list.I, and proced1.1'81 llata. This eection dlscussea 
these topics: 

• Ualng bulleted llats 
• Using numbered liat8 
• Creating etrective bulleted an:t numbered lisl 
• CIHting eft'active proc80Ul'98 

Ualng Buli.ted Listi 

BuDeted fists present or summarize kiay Ideas that are parallel. List at least two Items. 

If a sentence includes a aerial lat of iems or phrases, consider preeerilng lhtt same information in a bulle1ed 6al 

Use bulleted lists to achieve theee purpo888: 

• Preaent a group of nllated itllfns of the ume daa 
• Present item& that naturally fl!B in a series 
• Preaanl or t11.1mmalize key Ideas, recommendation& or benellta 
• lmroduca topics that are di1cul88d In subsequent malarial. 

am authorized to pefbm these adivllies: 

• P018 • a P8f'°" engaged w1 the lllldl aalea or di&Uibutlon of conb'Olled eubstances 
• AasJtt In the controlled delivery of a con1rolled subltance to a violator 
• Introduce an undefcoVer agent to a Violator 
• Infiltrate a drug-traftiddng operation 

Individuals attended the meetng: 

• ManageC$ 
• Special agents 
• Evidence custodians Page 17 
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II • SIJ!!.ffiC! pen!'!nnal 

Utlng Numbered Uata 

Numbered lists inform the ntlders that the sequenoa is Important. 

If a puagraph deaaibel the order o· sequence of Information, consider presenting the same Information In a numbered llst. 
AllO oonaider AJWTfllng aentencea that begin with the words fitst. then, and lastly. 

Use numbered lis1s for these pul'JIO&e8: 

• Step.by-atep lnstrudlons (also called procedures) 
• Steps in I protea ftow 
• Hlerarchlcal Information 

Examples: 

To relocate Information wllllin YClll' lie, fQ11aN these ltepe: . 

I. Sered the text that you WW1t to mO# or copy. 
2. Do one or both of lie following: 

o To move the telectil>n, clldt ltie Cut button on the toolbar. 
o To COf1I the aeledion, click 1be Copy button on the toolbar, 

3. Position the insenion point In the new locallon. and then dick Palla. 

Skim the manuaaipt in the folowlnii way: 

I. Read the abltract or executive unmary, 
2. Read the f:lble of conlllntl and Ulla of flgwva, tables, and abbntvialf!Xla. 
3. Glance at the gloilary. 
4. Glance at the eubjei:t lndax 
5. Read al headings tnd subheadings In the text. 
6. Read the first sentence of each In the text. 

Credng Effectlw Bulleted and NumbenMI Ualll 

To create effective bulleted and numbered Bats, follow these tips: 

• Precede a list with an intn>d1Jololy sentence, followed by a colon. 

For standard bulletad and numbenrd Diis, desaibe what the ll8t CQflfainl, and be conclae. The Introduction ensures lhat the 
reader understands how the list fb into the surrounang sentences. 

• Ensure that aH ll&tad Hems Eire parallel-use aD words, aA phrases, er all &entencea. 

• Limit eac:h listed Item to on~· a ffwl words, a phrase, or a short sentence. 

Place any 814'Jporting lnfcnnation In separate irxlent8d paragraphs below Iha llst Item. Keep supporting Information as brief aa 
ponible. 

• umt Usts to two levels. 

• Do not Insert tsblel, graph&, saeen captures, or other graphical aids within a Dal 

lnetead, place theae ltemB In a more approptta1e location before or attar the ~st 

• Use cooect punctuallon In lia18. page 18 
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If your listed ltams are complete senlences, use a period at the end of every line. If your lietecl iteme are woros or phrases, do 
not use a period or any other form d punctuation at the end of each line or at the end of the liet 

Don't use comma.a or llM'llcolon1 to separata the ~sted items. 

• In bulleted fiats, UH plain dn:ular bullelS. 

Do not use aaterlsb, hearts, duhet. or olhar unconventional, fanciful bullela. Howeyer, empty boxes ant often useful in a 
checklist to prompt readera to chedl off itema that must be done ·before completing a process. 

To aeate e1fadlve procedures. follOtY these Ups: 

• Begin the lnlroductoly aeotence wilh the word To, followed by the objedive or Iha goal of the procedure. 

• Begin each atap In a procedure wilh a command verb. 

• If a procedure II long, Ol'ptU& Ile llep& In aeparate cedionl, ...i:aiting the numbering at the beglMlng of each 
eectlon. 

• If a step Is optional, precede the t.axt of the step with the word Opliona/ In panmtheaes, followad by one apace. 

Example: 

W'orldng with Custom Dlctfonarlil• 

irhia 8edlon dlscua881 the folowin11 taakl: 

• CJUting a new custom dictionary 
• ActJvaHng 1he cuatom dldlonaly 

~ating a New Cuetom Dictionary 

rt"o aeate a new custom dictionary, complete these steps: 

I. On the Toala menu, click OptJon1, and then aelectlhe Spelling & Grarrvnartab. 
2. Cfid< Dlclionartae. 
3. CickNIM. 
4. In 1he FHe name box, type u name for lhe cuatom dk:llonary. 
s. Click Save. 
6. (Optiona~ Select the dlctioriary's name, and then dick the language In the Language box. 

Use the language option onl'j If you want to use the dictionary when checking text In another language. 

Writing Reaources 

lnPrfnt 

Alred, Bru&aw, and oau. The Business Writer'a HandboOlc. St Martin's P1'88&, 2003. 
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s=&n=&l=&V"'&o=&na=O&ulcl-o&raull(J) 

Sabin, 'William A. The Gregg Rfllrnncs Msnual: A Manual of Style, Grammar, Usage, and Fotmattlng. McGraw-HilUliwin, 
2005. . 

Shes, Virginia. Netiquetta. Allion e.ooks, 1994 

Online 

Bartllby.com (http:/"*tloby.comJ) 
Men1am-Webtter Online (http://Wwli\'.m-w.cornl) 
OneLook Dldlonariel (ht!p:lhlww.onelook.coml) 
Your Dictionary.com (http:llwww.you·dldlonaty.c:omf} 
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