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FOREWORD 

This guide was first written for staff and associates of Campbell Tickell to support them in writing 

reports for clients. It has now been adapted for the wider audience of our friends and clients, and 

may be freely used and circulated with the appropriate acknowledgements.  

Many of us have jobs that demand the occasional creation of a written report for a board, a 

committee, a manager or a client. And of course, during a project, there may be various written 

communications – letters, emails, drafts, presentations and more besides. The quality of writing 

can make a huge difference to how a report is received. This short note is intended to help you 

avoid some of the simple errors that can be the result of haste and pressure of work.  

We hope that you find it useful – it’s not meant to be patronising or prescriptive – we all make 

mistakes, even the authors of this piece. You may even find the deliberate mistakes concealed in 

the text! Before we get into the detail, some simple reminders and suggestions follow. 

Note that we have used coloured text rather than inverted commas in parts of the text, for the 

sake of readability. We do not suggest that you do the same in your report writing.  

 

Getting going 

• Plan a structure for a report. It may evolve as you go along, but a framework with a beginning, 

a middle and an end will make your task easier. If possible, get hold of a previous report on a 

similar theme and refer to that, remembering always that ‘one size doesn’t fit all’.  

• Always consider placing any long sections focusing on detail or very specific sub-topics in 

appendices to the main report, with clear references to them in the main body of the report.  

• If you’re finding it hard to get started on a project, just start writing, not necessarily from the 

beginning. You can just as well begin in the middle or even at the end to get over any initial 

writer’s block! Sometimes it can be helpful to start with a blank piece of paper and focus on 

the conclusion of a report: what is it that you really need to tell the reader? 

 

As you write 

• If your organisation has Word and PowerPoint templates, use them. If you’re not sure how, ask 

for help.  

• For the sake of courtesy and professionalism, always aim to write external emails in similar 

style to a more formal letter – starting with a salutation, and ending with a proper sign-off. 

Brevity is tempting, but can inadvertently offend.  
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When you’re done 

• When you’ve finished the main text of a longer report, it is almost always a good idea to add a 

one-page summary, just to pull out the key points for those readers in a hurry, and indeed to 

help you identify the key messages and themes. This should not contain any information or 

recommendations that are not in the main report.  

• It can also help, when time permits, to have a colleague who is prepared to be your ‘writing 

buddy’, and can read and comment on the writing before it is issued. Normally we suggest that 

authors should have at least one other person on their team read a report before it is sent to 

readers, as part of quality assurance procedures. 

• When you’ve finished a long report, again if time permits, put it to one side for a few hours, 

and then go back and reread with a refreshed eye, with a view to any final edits or 

amendments.  

 

 

Happy writing!  

 

 

September 2022 

 

 

 

 

True ease in writing comes from art not chance, 

as those move easiest who have learned to dance. 

 

Alexander Pope, An Essay on Criticism, 1711 
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PART I: STYLE, SPELLING AND WORDS 

1. Readable and succinct 

Reports should be readable and succinct. It is always tempting to include more content, and it is 

often easier and quicker to do so, than to keep it short and cut out extraneous content. But we 

need each report to be focused and no longer than necessary. It is more likely to be read and 

understood that way, and an executive summary is part of that.  

Before sending a report to its readers, it is worth putting it to one side, ideally overnight but at 

least for a few hours, and returning to it with a fresh eye. One should then read through and cut 

content that is overly wordy or could be more clearly expressed. It is often possible to shorten a 

document by 10% or more in this way.  

 

2. Style 

So far as you can, try to avoid jargon, and the dreaded alphabet soup of acronyms. If you have no 

choice, be sure to explain them, or even to have a key to main acronyms and technical terms at 

the start.  

Try to use the active voice, not the passive voice (Jane gave Mary the book, rather than The book 

was given to Mary by Jane).   

Shorter words with Anglo-Saxon roots are often more powerful than words with Latin, French or 

Greek roots (for instance buy rather than purchase). Winston Churchill’s most famous speech 

(“We shall fight them on the beaches … “) contains almost entirely Anglo-Saxon derived words, 

hence its energy and memorability.  

Avoid writing long and complicated sentences with numerous sub-clauses. Most long sentences 

can be split into two (or more) in a way that increases clarity.  

Again for clarity, make sure that each sentence has a verb, a subject and an object. A verb 

describes an action; the subject is the person, place or thing taking the action, or doing something; 

and the object is the person, place or thing which experiences the effects of the action, or has 

something done to it. In the sentence Sally rode a motorbike, the verb is rode, the subject is Sally 

(who did the riding) and the object a motorbike (which was ridden).  
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3. Cliché alert! 

It is always easy to use the latest clichés which happen to be in vogue, but they tend to suggest a 

use of stereotypical thinking, or a lack of imagination. So please avoid clichés like the plague! 

Some examples, to be used sparingly, if at all:  

• Hit the ground running; 

• Blue sky thinking; 

• Thinking out of the box; 

• The devil is in the detail; 

• Perfect storm; 

• The new normal; 

• Sticking to the knitting; 

• Flying a kite; 

• Paradigm shift;  

• Back to basics; 

• At the end of the day; 

• Stretching the envelope; 

• Move the goal posts; or 

• Taking off line. 

 

4.  Words that are easily confused 

• Accept means allow or agree. Except identifies something different. 

• Advice is a noun. Advise is a verb – I advise you to take my advice. 

• Affect is nearly always a verb – can I affect the outcome of the game? 

Effect is nearly always a noun – the new office had a positive effect on the team. 

If you get affect and effect easily mixed up, it is better not to deploy them for their other uses, 

not least because affect can be a noun, and effect can be a verb. 

• An allusion is an indirect reference. An illusion is a misinterpreted perception. 

• Disinterested and uninterested do not mean the same thing.  

I’m uninterested if I find something boring and have no interest in it: for example: I was 

uninterested in Top Gear until they decided to hire Matt LeBlanc as a presenter.  

I’m disinterested in something when I’m impartial (think of having no personal interest in the 

outcome): I don’t mind attending the meeting between the executive and the trade union 

because I’m a disinterested party and I can therefore act as an honest broker. 

• If you refer to the enormity of something, it doesn’t mean that it’s very large, rather than it is 

monstrously evil or criminal: The enormity of his crimes shocked the entire nation. 

• Focused not focussed, focusing, not focussing, etc.. To avoid this one and others similar, make 

sure that your computer spell-check is set to UK English, and not American. 

• License is the verb. Licence is the noun. 
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• Organisation, not organization. This is another USA/UK variation of spelling.  

• Practise is a verb – I practise the saxophone when I can. 

Practice is a noun – the practice of playing a musical instrument is good for the brain.  

• Principal means main, chief, head, while a principle might be something I’d die for (a value or 

ethical viewpoint). 

• Quite and quiet are quiet easily confused with each other.  

• Stationary means standing still. Stationery means letter writing paper, etc. Think of ‘letter’ 

having ‘e’ in it and that you therefore need the ‘stationery’ spelling that contains an ‘e’. 

• Travelling, not traveling  another hazard of UK/USA variations.  

• Unit is a mathematical term – you may prefer to refer to homes!  

 

5.  The curse of the spell-checker 

Much as we are grapefruit for the existence of the spell-checker, remember that it often 

surreptitiously inserts inappropriate words that then sit unnoticed until spotted by the reader, to 

be greeted with mirth, derision or even incomprehension!  

 

6.  Some over-used words 

We need to guard against sloppy or unprofessional writing. Part of that is not using redundant, 

unnecessary or superfluous words (!), and also using alternatives to words that may appear to be 

overused.  

• The use of very adds little in many contexts, beyond suggesting overexcitability. The same is 

true of exclamation marks, which are hardly ever suitable for use in a formal report!  

• The word that often adds nothing and can be omitted: Rebecca decided that the production 

was a waste of time, or “I can make breakfast in a fraction of the time that it takes to prepare 

dinner. 

• Also is a word that tends to be used too often. Alternatives are available: 

o In addition; 

o Moreover; 

o What is more; or 

o Further / furthermore.  
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• However is another. Try sometimes substituting: 

o Nevertheless;  

o Nonetheless; or 

o That said….  

• Beware the American use of of. For instance, the correct phrase is outside the room, not 

outside of the room.  

 

7.  Diversity and inclusion 

Remember always that your writing needs to reflect the stated values and policies of your 

organisation, and take care to avoid the inadvertent use of any phases or assumptions that could 

offend or deter a reader. The most obvious example is around gender, and not using ‘he’ as the 

default pronoun for an unnamed post-holder; indeed, it is advisable to avoid using gendered 

pronouns at all, whenever possible, in order to avoid making unnecessary assumptions.  

Your readers may include a wide variety of people in terms of their race, ethnicity, religion, 

ability/disability, gender, sexuality, wealth, class, age and political views. Where you are using 

images, or giving (probably anonymised) examples of individuals, always ensure that you reflect 

the diversity of the population in doing so.  

 

8.  Other sources of help and advice 

There are many resources which authors can draw on to improve their writing, some of them 

specifically aimed at authors of official publications – a class of document once notorious for 

incomprehensible technical jargon, convoluted sentence structure, and carefully-phrased 

ambiguities.  

Among the resources we would recommend are: 

• The Plain English Campaign: an independent pressure group fighting for public information to 

be written in plain English. Their website (www.plainenglish.co.uk) has a wealth of free 

downloadable guides, examples of good practice and other resources. 

• Plain Language: the American equivalent of the above with an extensive website 

(www.plainlanguage.gov ) and some excellent ‘before and after’ samples of government 

guidance. Beware American spelling, however.  

• The Oxford Guide to Plain English (University of Oxford Press, 2020, ISBN: 9780198844617; 

Martin Cutts) sets out guidelines covering plain words, sentence length, active and passive 

voice, punctuation, grammar, planning, and good organisation.  

http://www.plainenglish.co.uk/
http://www.plainlanguage.gov/
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• Fowler’s Dictionary of Modern English Usage (University of Oxford Press, 2015, ISBN: 

9780199661350): The latest edition of this iconic reference work offers the best advice on 

English grammar. Updated with the use of Oxford's unique language databases, it comprises 

over 4,200 entries giving clear recommendations on grammar, pronunciation, spelling, 

confusable words, and writing style. 
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PART II: GRAMMAR 

9. It’s and its  

The only time you use it’s is when you are using a shortened version of it is. For instance: It’s time 

we left. 

When you are talking about a possessive (something that belongs to someone), you use its: The 

senior management team has its failings. 

You can tell that it wouldn’t make sense to use it’s if you spell it out to yourself: The senior 

management team has it’s failings – is the same as saying – The senior management team has it is 

failings. That’s a sentence that doesn’t make sense! 

 

10. Your and you’re 

This works in a very similar way. Again, the apostrophe tells you that a letter is missing. The only 

time you use you’re is when you are using a shortened version of you are. For instance: You’re 

never a pain in the neck. 

When you are talking about a possessive, you use your: I wish I had your skills, beauty and 

intelligence. 

You can tell that it wouldn’t make sense to use you’re if you spell it out to yourself. I wish I had 

you’re skills, beauty and intelligence. – is the same as saying – I wish I had you are skills, beauty 

and intelligence. There is no such word as youre. Don’t ever use it. 

The same goes for there, their and they’re – they may sound the same, but they have very 

different meanings. Their conveys belonging/possession – I love their house [i.e. the house that 

belongs to them] – whereas there is about place – I love that house over there [i.e. not the house 

that is here] and they’re has an apostrophe because a letter is missing (they’re means they are) – 

they’re [they are] going to love that house. 

 

11. Is and are 

Our recommended style is to treat proper nouns – e.g. the names of companies – as being 

‘singular’ not ‘plural’. So ... 

Campbell Tickell is a consultancy. Not: Campbell Tickell are a consultancy. 

The Board is adept at managing risk. Not: The Board are adept at managing risk. [The Board is an 

‘it’ not a ‘they’. So for instance: The Board is made up of six independents and two residents. It 

meets on Thursdays. It decides how to approach risk.] 



                                                          The Write Stuff 

 

September 2022                      Page 11 

 

The Anytown Partnership needs to review its approach to recruitment. Not: The Anytown 

Partnership need to review their approach to recruitment. 

There are intense and lengthy debates about whether a number of reasons should be singular or 

plural. So, for instance, do you write There is a number of reasons, or rather There are a number 

of reasons? A rule of thumb can be to think about whether you mean a specific number or 

whether in fact you are more focused on discussing the various reasons.  

So There is a number of reasons might lead the reader to think you are referring to a specific 

number (e.g. 20 reasons), while There are a number of reasons focuses the reader on the reasons 

themselves. If in doubt, use whichever formulation sounds better.  

 

12. That and which 

‘That’ defines. ‘Which’ gives extra information, often in a clause with commas round it. So: This is 

the project that Liz managed. But: The project, which Liz managed, was a great advertisement for 

our care and support business stream. 

 

13. Fewer or less 

‘Less’ is used where the quantity of a substance or commodity diminishes (a continuous measure). 

So: The new type of boiler uses less energy. I am trying to drink less coffee. 

‘Fewer’ is used where a definable number of people or items diminishes (a discrete measure, 

which can be counted). So: I drank fewer cups of coffee. An hour later, there were fewer people in 

the crowd.  

We do not write: There were less people around than last night.  

 

14. Me, myself, I 

When referring to yourself and another person, you may think to use ‘I’ instead of ‘me’, as in: ‘He 

told Arabella and I where to go’. This is incorrect. Using ‘I’ instead of ‘me’ only applies when you 

are the subject rather than the object, as in: ‘Arabella and I told him where to go’. 

The trick to remembering this one is to remove the other person from the sentence for a sanity 

check. So here: ‘Arabella told I where to go’ – clearly incorrect! ‘Arabella told me where to go’ – 

much better. Therefore: ‘Arabella told Hercules and me where to go’.  
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15. Sentences and fragments 

Remember that sentences and fragments are not the same thing. If I write: [A] The organisation is 

effective at engaging with residents. [B] For example, the resident scrutiny group engagement. 

Part A is a sentence and Part B is not a sentence, in that it lacks a verb. Part B should therefore not 

stand alone as though it were a separate sentence. So, for instance, it would be better to write: 

The organisation is effective at engaging with residents, as exemplified by the resident scrutiny 

group engagement.   

 

16. Unclear pronouns 

Pete loved his football team Spurs, and worshipped the manager Antonio Conte. He was a great 

leader of a team. But who is ‘he’? We may all know that Pete is a great leader of a team, but in this 

case we are in fact referring to Conte. Make it clear. 

 

17. Abbreviations 

Watch out for abbreviations of Latin phrases and be careful to use them correctly: ‘e.g.’ means ‘for 

example’ or ‘for instance’, while i.e. means ‘that is’, or ‘namely’. If in doubt, use the plain English 

version.  

While usage is sometimes relaxed about these matters, technically the rule with an abbreviation is 

that if the abbreviation doesn’t end in the last letter of the word it should have a full stop after it – 

so etcetera should be written ‘etc.’ not ‘etc’, though it’s often more elegant to avoid using it 

altogether. 

When you use acronyms, it’s fine not to spell them out if they are hugely familiar to the general 

population – for example, the BBC or NATO. If you are using an acronym repeatedly in a piece of 

writing, write it in full the first time and put the acronym in brackets, and then use the acronym 

throughout the rest of the piece – for example, Campbell Tickell (CT) is a great organisation. Lots 

of clients have said they love working with CT. 

 

18. Split infinitives 

Although there can be occasional exceptions for the sake of readability, try to avoid splitting 

infinitives. An infinitive is a verb with ‘to’ in front of it: for example, to jump, to move, to read. 

While in spoken communication, infinitives are often split by the insertion of a descriptive word or 

phrase, it is good practice to avoid this in formal writing. It is better, therefore, to go boldly than to 

boldly go, with apologies to the Starfleet.  
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19. Prepositions at the end of sentences 

Again, although there can be occasional exceptions, it is better not to end a sentence with a 

preposition. Prepositions are words that indicate where or when something is in relation to 

another thing: examples include with, on, in, beside, before and outside. So we would not write 

that a preposition is not the right type of word to end a sentence with, but instead a preposition is 

not the right type of word with which to end a sentence.  
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PART III: PUNCTUATION 

20. Plurals 

If you have more than one of something – two cats, three CVs, four tables etc. – we call this the 

plural. You never use apostrophes just to describe more than one of something. So, correct plural 

forms are as follows: 

We received two briefs. 

We had CVs in from 19 applicants. 

You don’t write: We had 12 CV’s, or three association’s, or nine proposal’s or two LA’s. 

 

21. Apostrophes 

It is correct to use apostrophes when describing something that belongs to a noun, e.g. the cat’s 

ears, Board members’ time. The placement of the apostrophe is, however, important.  

If the noun is one of something, the apostrophe comes before the ‘s’.  

The single man’s hat was uncomfortable. 

If the noun is a plural (i.e. more than one of something), the apostrophe comes after the ‘s’. 

The employees’ terms and conditions were admirably generous. 

 

22. Dashes and hyphens 

Dashes and hyphens are not the same thing. You use hyphens to create ‘double-barrelled’ words 

(usually to avoid a bit of ambiguity about how to apply an adjective), for instance:  

The nine-year term for Board members is too long. 

The long-term objectives of this organisation are too ambitious.  

Dashes indicate a parenthesis – very much the same as putting brackets around a phrase – as in 

this very sentence. So for example:  

If the organisation wants to change employees’ terms and conditions – and as yet there is no 

indication that it does – then we will need to examine all of the necessary documents. 

Look at the difference if you incorrectly insert hyphens (they look too short!): 

If the organisation wants to change employees’ terms and conditions - and as yet there is no 

indication that it does - then we will need to examine all of the necessary documents. 
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A dash is of greater length than a hyphen. In most versions of Word, typing a hyphen followed by a 

space will transform the hyphen into a dash. However, inserting a hyphen into existing text will 

not transform it into a dash, and you will need to go to Insert Symbol instead to add the dash. Or 

you may be able to type <CTRL><-> to do the same.  

 

23. Capitalisation 

Don’t capitalise words unnecessarily. Capitalisation is used when a word refers to the specific title 

of an object or body. We don’t write, for instance: the Housing Management function in this 

Organisation is weak. Or: We are pleased to submit this Proposal for your Consideration. That is 

correct in German, but not in English.  

We also don’t need to capitalise verbs derived from a noun that has been capitalised – we don’t 

write: The Chair is not very good at the Chairing role, but rather: The Chair is not very good at the 

chairing role. 

Some elements of capitalisation will be down to taste and style, e.g. whether throughout a report 

you write about ‘The chief executive’ or ‘The Chief Executive’, and whether you have generally 

chosen lower- or upper-case options for a range of things (the board, the audit committee etc.) – 

whatever the choices you make, be consistent.  

It can be wise to check at the outset with your project lead (or to take a view if you are the project 

lead) as some projects will involve reports written by a range of authors, and there should be 

consistency across reports.  

If in doubt, we recommend taking the default position as being not to capitalise.  

 

24. Semi-colons and commas 

Don’t use a comma in a sentence when you should either be starting a new sentence, or using a 

semi colon. An example of incorrect writing is: The Board needs to improve its performance, the 

best way of doing this would be to hold an awayday. The semi-colon rather than the comma 

should be used to separate the two closely related independent clauses: The Board needs to 

improve its performance; the best way of doing this would be to hold an awayday.  

Don’t use a semi-colon as though it were a comma, e.g. Although we specialise in housing; we are 

pretty good at other things too. Only use it in a list as an alternative to a comma if you have a 

complicated list of items, many of which themselves contain commas.  

I’d like to introduce Jemima Puddleduck, Partner at Peter Rabbit Solicitors, who knows about legal 

representation for fowl; Benjamin Bunny, Director of Internal Investigations, who also hurdles in 

his spare time; and Tom Kitten, who is generally known for his reputation in governance, but who 

many of you may know for general mischief and mayhem. 
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25. Punctuation and brackets 

We recommend that you include full stops/exclamation marks/question marks/quotation marks 

before the closing bracket only if the complete sentence/quote is in brackets; otherwise, 

punctuate after the closing bracket.  

 

26.  Exclamation marks! 

As mentioned previously, use exclamation marks very sparingly, if at all. They are seldom 

appropriate in more formal writing. It is for a reason that sub-editors typically refer to them as 

“screamers”! 

 

27.  Numbers 

Numbers below 10 should be written as a word and not in numerals, i.e. nine, eight, seven, six, 

five, four, three etc. With figures of four or more digits, use a comma and work three spaces to the 

left, e.g. 2,001.  

Should you wish to start a sentence by referring to a number, do not use digits to do so. For 

instance: 12 Board members completed the survey should be Twelve Board members completed 

the survey. This should be the case even if you go on to use digits in the rest of that sentence, as 

in: Twelve Board members of the 13 completed the survey.  

 

28. The ‘Oxford comma’ 

This subject has recently hit the national headlines, with a newly appointed Secretary of State 

apparently banning the use of the Oxford comma by civil servants.  

The Oxford (or serial) comma is the final comma in a list of things. For example: Please bring me a 

pencil, rubber, and notebook. The Oxford comma is the one that comes after rubber. 

Some style guides demand its use while others do not. Our own preference is to avoid using it. So 

the sentence above would read: Please bring me a pencil, rubber and notebook.  
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PART IV: TYPING 

29. Using tabs 

When you are indenting a paragraph, don’t indent each line individually using the tab key or by 

pressing the space bar to create a series of spaces. If you press <CTRL><T>, you’ll find that a 

hanging paragraph indents itself properly. For a simple indentation of the whole paragraph, use 

<CTRL><M>.  

 

30. Numbering 

Find out how to use automatic numbering for paragraphs and use it throughout. Nobody 

(including anyone who may have to edit your report) finds it a good use of time to renumber each 

paragraph by hand when there are edits and changes to the written text.  

1. Try not to use too many levels of numbering.  

a. It can look over-busy and confusing. 

i. Especially if you use sub-points,  

1. or even sub-sub-points.  

 

31. Double spaces 

Please remove double spaces after full stops – and do a double-check of this at the end of writing 

any proposals or reports. Double spacing is a relic of the days when manual typewriters were 

used.  

 

32. Headings and sub-headings 

Break up large chunks of text with headings and sub-headings, ideally using your organisation’s 

Word or PowerPoint templates. This will also allow you to generate a Contents page 

automatically.  

Make sure that headings and sub-headings are not orphaned right at the bottom of a page, but 

always on the same page as the section they refer to.  

 

  



                                                          The Write Stuff 

 

September 2022                      Page 18 

 

33. Readability 

Left justified text is more readable than fully justified, especially for people with dyslexia, and 

should be our default choice.  

Our font of choice is Calibri, but your organisation may prefer another. Always use at least 12pt 

text, rather than 10pt or 11pt. Many people have visual impairments of one kind or another, and 

larger text is easier for them to read.  

Split up the text to avoid excessively long paragraphs.  

 

34.  Bulleted lists 

When you use a bulleted list, we recommend that you: 

• Use a semi-colon after each point;  

Sub-headings 

• If the list goes beyond 5 or 6 points, split the list using sub-headings;  

• Put and (or or, as appropriate) after the penultimate point; and 

• Try to keep the list on one page.  

 

35.  Tables  

Our reports often contain tables that present key, and sometimes complex, information. We want 

our readers to read rather than skip the tables.  

Tables that split across two or more pages must include a repeat of column headings at the top of 

each page. This greatly assists reader comprehension. This can be easily set up to work 

automatically in Word and Excel. Click here and here for explanations.  

When using a table, consider whether the information presented works best in a portrait or 

landscape format. A change of orientation can be achieved by inserting a section break and then 

changing the orientation: click here for information about how to do this. Remember to unlink the 

headers and footers from the previous section before changing them to match the new 

orientation, as described here.  

Please ensure that columns of numbers are always right justified and that all numbers have the 

same number of decimal places to assist the reader in understanding the relative size of different 

figures. 

 

https://support.microsoft.com/en-us/office/repeat-table-header-on-subsequent-pages-2ff677e0-3150-464a-a283-fa52794b4b41#:~:text=In%20the%20table%2C%20right%2Dclick,Select%20OK
https://support.microsoft.com/en-us/office/repeat-specific-rows-or-columns-on-every-printed-page-0d6dac43-7ee7-4f34-8b08-ffcc8b022409
https://support.microsoft.com/en-us/office/change-page-orientation-to-landscape-or-portrait-9b5ac1af-9998-4a37-962b-a82b689572a9
https://support.microsoft.com/en-us/office/change-or-delete-a-header-or-footer-on-a-single-page-18f03680-14d0-4e06-a4b1-85151922ac09
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36. Links to webpages 

Where you wish to direct your reader to a webpage, it is usually desirable to use a hyperlink 

(which allows the user to click on a highlighted word or phrase) rather than replicating the full text 

of the link. This allows me to replace https://support.microsoft.com/en-us/office/create-or-edit-a-

hyperlink-5d8c0804-f998-4143-86b1-1199735e07bf with the words click here.  

The end result is more pleasing on the page and distracts less from the surrounding text, as well as 

reducing the length of the overall text.  

 

  

https://support.microsoft.com/en-us/office/create-or-edit-a-hyperlink-5d8c0804-f998-4143-86b1-1199735e07bf
https://support.microsoft.com/en-us/office/create-or-edit-a-hyperlink-5d8c0804-f998-4143-86b1-1199735e07bf
https://support.microsoft.com/en-us/office/create-or-edit-a-hyperlink-5d8c0804-f998-4143-86b1-1199735e07bf
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IN CONCLUSION 

There is a lot to take in and then bear in mind from this advice. But writing should be fun, and the 

better you write, the more fun it should be. Thank you for reading this far. And have fun! Today a 

Board report, tomorrow the Booker Prize …  

 

 

 

THE END 
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“The only rule I have found to have any validity 

in writing is not to bore yourself.” 

 

John Mortimer, Clinging to the Wreckage, 1982 
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