Common Writing Errors to Avoid

	The most-common error that technical communicators (and students) make is to over-use passive voice, which you can usually identify by the “be” verbs (is, was, are, and so on). 

Sometimes we end up using passive voice because of using a weak verb or the relationship between subject, verb, and object isn’t clear. A sentence starting with “There is” or “There are” is a sure hint that it’s passive, or ending with “exist” or other state-based words.
To avoid being passive and wordy, remember that it is usually okay to use “I” and “my” where appropriate, and also “you” and “your.”
Use an apostrophe for possessive, not for plural.
Avoid unnecessary capitalization (just the first word of sentences, or each word in headings ONLY).
	Be consistent in spelling, capitalization, punctuation, and so on.
	Be sure to credit the other author(s) in your collaborations!

Less than one uses a singular unit of measure.
Don’t use " for inches or ' for feet.
Don’t use “reason why.” It’s either a reason or isn’t; instead use “the reason is,” “this is because,” or similar.
·	"May" vs. "might."
·	One space between sentences is normal for submitting for publication, and two is often okay, but never use three or more.
	Use punctuation within quotation marks correctly: 
	“‘.,’” 

“‘’”:;
!? – these go outside of the quotation marks if they serve the parts outside, or inside if they’re part of that segment of the sentence.
	Don't use ALL CAPS. Bold or larger font is good enough.
Note that you needn't use the word "body" as a header in a document; it's assumed. Just use the best heading name.
Use the best software or technology for the job at hand: For example, the best tool for the job might be Word; but for another document, it might be PowerPoint, or HTML on the Internet, or large placards on an easel. Don't feel limited to what you usually use; explore a variety of tools and include your delivery mechanism in your doc-planning phase.
Don’t use the same word too often, especially in the same sentence.
Don’t use the same sentence (or most of it) twice in the same section of your document.
Use hyphens in compound words, multi-word modifiers, and compound adjectives, such as, “object-oriented language.” This is especially true for those with numbers, such as, "12-month review."
Don't right- or block-justify draft documents unless you're the publisher. Just use normal left-justification and ragged right.
You don’t need to use a colon at the end of a heading; in fact, don’t.
Be sure to proofread – not just spelling, but also punctuation and grammar.
It's a good idea to give figures numbers and refer to them in text to clarify discussions.
Avoid using words like "once" when you mean "after," "over" when you mean "more than," and "since" when you mean "because."
Be sure to use serial commas for three or more items listed in a sentence.
Usually, when you write "the fact that" you mean "because."
"And so on" is preferable to "etc."
Use "until" rather than "till" or "'til" in tech docs. 
·	Avoid using the word, "should." When you write, "you should…" in your doc, it’s already assumed that you mean that the reader should or shouldn't do something, so just tell them to do or not do it. That is, instead of "you should use," just say "use."
	Use fictitious names and other info rather than actual, personal (confidential) info in a document not specifically for that person’s file.

Cut all the "wills" throughout your docs, and you'll liven them up!
It's useful to start a procedural section with an intro, not just dive into the numbered process.
Be sure to use spaces between words and a parenthetical -- for example, do it like (this).
Don’t use a colon at the end of a heading; in fact, don't use any end punctuation except a question mark if needed.
"Function" is better and less-jargony than “functionality.”
If you use the acronym later in a doc, be sure to spell it out and use it in a parenthetical early in the doc (GUI).
You can use the built-in Word feature to insert a TOC with page numbers automatically.
Use serial commas: (x, y, and z) (x, y, or z).
It's useful to identify buttons to click and such by special formatting (I usually use bold).
Don't mix italics and bold for emphasis – pick one, and use the other for something else. For example, italics for a new term and bold to emphasize or call attention to something.
Don’t repeat the exact same words from a summary or executive overview to an introduction.
When in a sentence full of numerals, use numerals for all numbers unless it's awkward.
When explaining best practices, warnings, and so on, it's good to say why or why not.
Be consistent how you format a list – use the same lead-ins for all, and keep each item parallel. Also, use consistent end punctuation.
Avoid ending sentences with a preposition (on, with, along, and so on – except in a phrase like “and so on,” where you cannot re-order the phrase).
It’s always clearer to use figure numbers and then reference them, to avoid confusion.
It might be confusing to use a numbered list that doesn’t correspond with numbers in a screenshot; for example, if a numbered spreadsheet’s numerals don’t match the screenshot’s numerals, use another method.
Try not to stack callouts (pile them one after another without text between).
	Don’t stack headings (pile them one after another without text between); instead, introduce the following headings with an introductory sentence under the top-level heading. 


