Writing Guidelines
1. Use plain talk (don’t try to be an English professor). Write like people talk:

“Let’s say you’ve got $1,000,000 tied up in your little company and suddenly, for reasons unknown to you, your advertising isn’t working and your sales are going down. And everything depends on it. Your future depends on it, your family’s future depends on it. I walk into this office and sit down in this chair. Now, what do you want from me? Fine writing? Do you want masterpieces? Do you want glowing things that can be framed by copywriters? Or do you want to see the #!@%$*&#@! sales curve stop going down and start moving up?” 
---Rosser Reeves

2. Use short sentences (average 17 words, 25 is difficult):

-Don’t try to stick two thoughts into one sentence. Use two short ones instead.

3. Use simple language: 

-Prefer the familiar word to the far-fetched.

-Prefer the concrete word to the abstract.

-Prefer the short word to the long word.

Examples of simple language:

Instead of this…

Use this…
Encourage

Urge

Continue

Keep up

Supplement

add to

Acquire


get or gain

Along the lines of
like

Instead of this…

Use this…

As to


about

For the reason that
since

In order to

to

In the event of

if

In accordance with
by, under

Instead of this…

Use this…

Prior to


before

With regard to

about

Accordingly

so

Likewise

and, also

Nevertheless

but, however

4. Use personal references: examples: names, pronouns & human interest words 

-The best word you can use is…. YOU.
5. Use live words – verbs. Most writing contains nothing more than nouns and adjectives, glued together with the prepositions is, was, are, and were.

Verbs To Use (short list):
Bear

Blow

Break

Bring

Call

Carry

Cast

Catch

Come

Cut

Do

Draw

Drive

Drop

Fall

Get

Give

Go

Hang

Hold

Keep

Lay

Let

Look

Make

Pick

Pull

Push

Put

Run

Set

Shake

Show

Skip

Slip

Split

Stand

Stay

Stick

Strike

Take

Talk

Tear

Throw

Tie

Touch

Turn

Walk

Wear

Work

6. Don’t try to be cute; it won’t help your case: 

“I’m not saying charming, witty and warm copy won’t sell. I’m just saying that I’ve seen thousands of charming, witty and warm campaigns that didn’t sell.” Rosser Reeves

7. Be specific and quantify everything (see evaluation questions, page 5):

8. Use headlines:

-Use the headline bank (cheat!), or just say it in plain English:

9. Learn how to use the word “FREE” effectively:

10. Long copy vs. short copy: Say as much as needs to be said, then quit; a good, easy-to-read format will allow you to use more text; use video or audio to say what might be too burdensome to read.

11. Use emphasis tools to allow the reader to “hear” your voice tone and inflection while reading:

-Bold, italics, underlined, ALL CAPS, parenthesis

12. Use punctuation to allow reader to “hear” your pausing and pacing while reading:



between words

between sentences
-Normal pause: 
white space


period

-Shorter pause:
hyphen


semicolon (or colon)

-Longer pause:
dash



paragraph





