
Abbreviations, Acronyms 
➔ Limit the use of abbreviations and acronyms, especially when dealing with those that 

might only be familiar within a particular industry or a more targeted niche. 
 
➔ In general, you should spell out the item on first mention and use the abbreviated 

form or acronym in subsequent references within the same project. 
Do: The United States government looks after the affairs of the United States. Donald 
Trump won the 2016 U.S. presidential election. 
Don’t: The United States government looks after the affairs of the U.S. Donald Trump 
won the 2016 U.S. presidential election. 

 
➔ If possible, use generic terms instead of abbreviations or acronyms. 

Example: The state Board of Health meets the third Wednesday of each month. The 
board’s agenda is available about a week before the meeting. 

 
➔ Abbreviations and acronyms should not be introduced in parentheses after the first 

reference. 
Do: The mission of the Water Quality Control Division is to protect and restore water 
quality for the well-being of the public and environment. The WQCD achieves its 
mission by pursuing clean water and drinking water program goals. 
Don’t: The mission of the Water Quality Control Division (WQCD) is to protect and 
restore water quality for the well-being of the public and environment. The WQCD 
achieves its mission by pursuing clean water and drinking water program goals. 

 
➔ If an acronym might cause confusion in the copy, don’t use it. 

 
➔ Always use instantly recognizable acronyms such as CIA, FBI, NASA and CBS. 

These are usually companies or organizations that are better known by their 
acronyms than full names, and you don’t need to spell them out upon first reference. 

 

Bullet Points 
Always end the sentence preceding the bullet list, also called the ‘introductory stem’, with a 
colon. 
Do: After the last meeting, the association has decided to: 
Don’t: After the last meeting, the association has decided to. 
 
The first word of each bullet point should always be capitalized. 
Do: 
When you go shopping for new shoes, you should always: 

● Go shopping in the afternoon. 
● Have your feet measured to make sure you get the size that fits you best. 
● Try them on for several minutes; if possible, look at yourself in the mirror. 



 
Don’t: 
When you go shopping for new shoes, you should always: 

● go shopping in the afternoon. 
● have your feet measured to make sure you get the size that fits you best. 
● try them on for several minutes; if possible, look at yourself in the mirror. 

 
The AP Stylebook requires every bullet point to end with a full stop. However, different types 
of writing, such as business writing, call for a full stop at the end of every bullet point that is a 
sentence or completes the introductory stem. 
We will not be following the AP Stylebook punctuation rules for bullet points. Instead, we will 
be punctuating them as follows: 
 
Use a full stop at the end of all bullet points that are full sentences or complete the 
introductory stem. 
  
Example: 
I enjoy living in California because: 

● The weather is always pleasant. 
● There are many shops near my house. 
● It is where my grandparents were born. 

 
Example: 
If you’re looking to hire a marketing agency, here is what we recommend: 

● Always approach them with caution, especially if they claim to be able to provide 
overnight results. 

● Ask for references and take the time to contact as many as possible. 
● Look at any published case studies or portfolios of clients on their website. 

 
Use no punctuation for bullet points that are not full sentences or are either one word or 
short phrases. 
 
Example: 
Her shopping list included: 

● Milk 
● Graham crackers 
● Olive oil 
● Baking soda 

 
Example: 
These are the four reasons why exercise is important for you: 

● Achieving a balanced lifestyle  
● Stress and anxiety relief 
● Weight loss and maintenance 
● More energy throughout the day, especially if you engage in physical activity in the 

morning 



 
 

Capitalization 
Capitalize the first letter of the first word of each sentence (i.e. use sentence case). 
 
Do not capitalize federal, state, department, board, section, program, division, etc. unless 
the word is part of a formal name. 
Example: The Water Quality Control Division 
                Diana reached out to the division. 
 
Capitalize common nouns such as river, party and street when used as part of a proper 
name. 
Examples: Amazon River, Wall Street, the Republican Party 
 
Similarly, capitalize the word “room” only if used with the number of the room or when used 
as part of the name of a proper name. 
Examples: Room 209, the Lyndon Baines Johnson Room 
 
Do not capitalize directional indicators unless they refer to specific geographic regions. 
Do: Go south on University Boulevard. 
Don’t: Go South on University Boulevard. 
 
Do: The Northeast of the United States is colder than the Southeast. 
Don’t: The northeast of the United States is colder than the southeast. 
 
Capitalize format titles that come directly before a name. 
Examples: CIA Director Gina Haspel joined the agency in 1985 and has held several other 
leadership roles within it since then. 
                  UK Prime Minister Theresa May was elected in July 2016. 
 
 
Do not capitalize formal titles that appear on their own or follow a name. 
Examples: The director introduced a new internship program within the company. 
                  Gina Haspel is the director of the CIA. 
 
Do not capitalize job descriptions regardless of whether they precede or succeed a name. 
Examples: The statement made by police officer Edgar Reynolds has caused confusion. 
                  General attorney John Wilson politely declined to make further comments. 
 
 

Dates, Days and Times 
 



Always use Arabic figures, i.e. without st, nd, rd. 
Do: The festival will take place on Oct. 8. 
Don’t: The festival will take place on the 8th of October. 
Don’t: The festival will take place on Oct. 8th. 
 
When using a month with a specific date, abbreviate Jan., Feb., Aug., Sept., Oct., Nov. and 
Dec. 
Do: I will be attending the festival on Oct 8. 
Don’t: I will be attending the festival on October 8. 
 
When only the month and year are used, spell out the month and do not use a comma to 
separate the month and year. 
Do: The company’s product will launch in March 2020. 
Don’t: The company’s product will launch in March, 2020. 
 
When the month, day and year are used, set off the year with a comma. 
Do: The first day of work was Feb. 16, 2015. 
Don’t: The first day of work was Feb. 16 2015. 
 
Use a.m. and p.m. when referring to time of day. 
Do: I have a meeting at 5 p.m. 
Don’t: I have a meeting at 5pm. 
Don’t: I have a meeting at 5PM. 
Don’t: I have a meeting at 5:00pm. 
 
Always write times as figures. 
Do: The board meeting will take place tomorrow at 1 p.m. 
Don’t: The board meeting will take place tomorrow at one p.m. 
 
 

Names 
Spell out a person’s full name the first time he or she is mentioned and use only the last 
name in subsequent references within the same project. 
Example: Pamela Dean started working for Sayers Inc. three years ago. Dean’s 
determination has made her a valuable team member. 
 
Do not use courtesy titles such as Mr., Mrs., Miss or Ms. unless they are part of a direct 
quotation or are necessary to differentiate between people who have the same last name. 
Do: Jean Smith has been working for the company for eight years. Her husband, Jonathan 
Smith, has been named executive director last year. Mrs. Smith has been supporting Mr. 
Smith in his position ever since. 
Don’t: Mrs. Smith has been working for the company for eight years. Her husband, Mr. 
Smith, has been named executive director last year. 
 



Do: Company director Jonathan Smith said, “I was very fortunate to have had Mrs. Smith’s 
support throughout this journey.” 
 

Numbers 
 
In general, spell out numerals between zero and nine and use figures for numbers 10 and 
higher. Fractions and numbers with decimal points should be written as figures. 
Do: Anna bought five bracelets for her daughter. 
Don’t: Anna bought 5 bracelets for her daughter. 
 
Do: She had 11 new pupils in her class. 
Don’t: She had eleven new pupils in her class. 
 
Do: The company saw a 23 percent increase in revenue. 
Don’t: The company saw a twenty-three percent increase in revenue. 
 
The following exceptions should always be written as figures: 
Addresses 
Ages 
Currencies 
Dates 
Dimensions and measurements 
Millions, billions 
Percentages 
Speed 
Temperature 
Time 
 
Do: You should add 1/3 cup of flour for every 2 cups of water. 
Don’t: You should add one-third of a cup of flour for every two cups of water. 
Note: We have here a fraction and a measurement, which means they should be written as 
figures. 
 
Use a comma for all numbers above 999. 
Do: She has $1,200 in her bank account. 
Don’t: She has $1200 in her bank account. 
 
Do not start a sentence with a numeral unless it’s a year or percentage. In general, you 
should avoid starting sentences with a year or percentage whenever possible. 
Do: Two-thousand-sixteen marked an important milestone for the company. 
Don’t: 2016 marked an important milestone for the company. 
 
Do: Seventy-nine percent of the population took part in the survey. 
Don’t: 79 percent of the population took part in the survey. 



 
Use a leading zero before the decimal point for numbers less than 1. 
Do: The profit margin went up by 0.23 percent compared to the previous year. 
Don’t: The profit margin went up by .23 percent compared to the previous year. 
 
Spell out millions, billions and trillions but use numerals for the initial figure. 
Do: He spent 1 million dollars on a Beverly Hills mansion. 
Don’t: He spent one million dollars on a Beverly Hills mansion. 
 
Add an ‘s’ to a number or decade but no apostrophe to make it plural. In general, you should 
use an apostrophe before a decade only when cutting off the initial figures. 
Do: Sandra was a popular singer in the 1980s. 
Don’t: Sandra was a popular singer in the 1980’s. 
 
Do: Sandra was a popular singer in the ‘80s. 
Don’t: Sandra was a popular singer in the ‘80’s. 
 
Always use hyphens for phone numbers. 
Example: 333-444-5555 
 

Percentages 
Always spell out the word ‘percent’. 
Do: The company will be investing an additional 40 percent of its profits in their marketing 
campaign. 
Do: The company will be investing an additional 40% of its profits in their marketing 
campaign. 
 
Percentages should always be written as figures. 
Do: The local supermarket will be donating 30 percent of profits to various charities. 
Don’t: The local supermarket will be donating thirty percent of profits to various charities. 
 

Punctuation 

Apostrophes 
Always add an apostrophe after a plural noun or proper name ending in ‘s’. 
Do: Parents should be more lenient towards kids’ mistakes. 
Don’t: Parents should be more lenient towards kids’s mistakes. 
 
Do: Davis’ new car was reported stolen earlier this week. 
Don’t: Davis’s new car was reported stolen earlier this week. 
 
Always add ’s at the end of singular common nouns ending in ‘s’. 



Do: The actress’s performance in the movie was severely criticized. 
Don’t: The actress’ performance in the movie was severely criticized. 
 
Use ’s at the end of singular proper names ending in ‘s’ sounds, such as ‘x’, ‘ce’ and ‘z’. 
Do: She met Max’s mother last December. 
Don’t: She met Max’ mother last December. 
 
Add ’s at the end of plurals of single letters. 
Do: Emma received all A’s last semester. 
Don’t: Emma received all As last semester. 
 
Do not use an apostrophe for plurals of numbers or years. 
Do: He graduated from university in the 1980s. 
Don’t: He graduated from university in the 1980’s. 
 
 

Colons 
Only use a colon after a complete sentence. However, what comes after the colon does not 
have to be a complete sentence. 
Example: There were three main problems with the proposed marketing campaign: time, 
budget and human resources. 
 
Capitalize the first word after a colon if what follows is a complete sentence or if the word is 
a proper noun. 
Example: Mary has three cats: Joy, Sugar and Duchess. 
                Ellie is known by the CEOs of several companies for making a promise: She will 
always work alongside them to provide effective marketing solutions. 
 
Colons should be placed outside quotation marks unless they are part of the quotation. 
Example: Chief inspector Charles Parker alleged that “the city had two major problems that 
required looking into”: crime rates and homelessness. 
 

Comma 
Do not use the serial (Oxford) comma in simple lists. 
Do: Diana loves cats, dogs and hamsters. 
Don’t: Diana loves cats, dogs, and hamsters. 
 
Use serial (Oxford) comma in complex lists or when the meaning would be changed if you 
didn’t include it. 
Do: Diana loves coffee, sweet pastries, and milk and honey for breakfast. 
Don’t: Diana loves coffee, sweet pastries and milk and honey for breakfast. 
 
Use comma before a coordinating conjunction when it separates two independent clauses. 



Example: I’ve spoken to Lia about it, and she seemed to agree with my opinion. 
 
Use comma after introductory phrases. 
Example: If I had known she was coming, I would have brought my camera with me. 
 
Use comma to separate coordinate adjectives. In general, if you can place “and” between 
the adjectives and the sentence still sounds correct, then they’re coordinate adjectives. 
Do: The cold, empty room reminded her of her long-gone childhood. 
Don’t: The cold empty room reminded her of her long-gone childhood. 
 
Do: The sun shone brilliantly on the light blue sky. 
Don’t: The sun shone brilliantly on the light, blue sky. 
 
Always use a comma before “which” when “which” introduces a nonrestrictive (nonessential) 
clause, phrase or modifier. A nonrestrictive clause is an adjective clause that adds 
nonessential information to a sentence. In general, the meaning of the sentence doesn’t 
change if the nonrestrictive clause is omitted. 
Example: The laptop, which is damaged, is still in the office. 
Note: The “which” clause introduces nonessential information about the laptop. 
 
Example: The laptop that is broken is still in the office. 
Note: The sentence indicates that there is more than one laptop. In this case, the “that” 
clause is restrictive as it refers strictly to the laptop that is broken. 
 
Use commas to set off parenthetical expressions and nominatives of direct address. 
Examples: The old laptop, you may recall, had been disposed of last month. 
                  He said, “You know, Anne, the old laptop was thrown away last month.” 
                  “What have you been doing lately, Anne?” 
 
Use commas to set off participial phrases that modify the independent clause. 
Examples: Driven by her ingrained passion for marketing, she got a job at a local advertising 
agency. 
                  The store manager, tired of hearing Diana’s excuses for failing to show up at 
work, decided to dismiss her. 
                  Sue rushed out the door, having realized she was already ten minutes late for 
work. 
 
Do not use a comma to separate two independent clauses that are not joined by a 
coordinating conjunction, or to introduce a subordinate clause. 
Do: We all received a 30% discount because the store was running a special promotion. 
Don’t: The store is running a special promotion, we all received a 30% discount. 
 
Always use a comma before introducing a full-sentence quotation. However, you should not 
use a comma if introducing a partial quotation only. 
Do: The principal said, “New recruits will undergo three weeks of intensive training.” 
Don’t: The principal said “New recruits will undergo three weeks of intensive training.” 



 
Do: The principal stated that all new recruits will have to complete “three weeks of intensive 
training.” 
Don’t: The principal stated that all new recruits will have to complete, “three weeks of 
intensive training.” 
 
Use commas to set off a person’s age and hometown. 
Example: Christine, 23, graduated last year. 
                Meredith Wilson, Chicago, started working as a secretary a few months ago. 
 

Hyphens 
Use hyphens to link all words in a compound adjective when they precede the noun they 
modify. 
Do: The doctor prescribed over-the-counter painkillers to reduce her toothache. 
Don’t: The doctor prescribed over the counter painkillers to reduce her toothache. 
 
Do: The fight-or-flight response is the body’s response to stress. 
Don’t: The fight or flight response is the body’s response to stress. 
Don’t: The “fight or flight” response is the body’s response to stress. 
 
Do not hyphenate compound adjectives when the first part of the construction is an adverb. 
Do: She is a highly skilled nurse. 
Don’t: She is a highly-skilled nurse. 
 
Do: Charlotte is a very optimistic person. 
Don’t: Charlotte is a very-optimistic person. 
 
Please refer to the ‘Hyphenation Rules’ section for more information and examples. 
 

Dashes 

Em-Dashes 
The em-dash (—) is used to indicate sudden changes in emphasis. 
According to the Grammarist, “Em dashes set apart parenthetical phrases or clauses in a 
sentence. In this use, em dashes are similar to commas and parentheses, but there are 
subtle differences. For example, em dashes are used when a parenthetical remark contains 
an internal comma or would otherwise sound awkward if enclosed by commas. Perhaps a 
useful way to think of the em dash is as a pause or parenthesis with somewhat more 
emphasis than a comma and somewhat less than parentheses.” 
 
Do not use single hyphens, pairs of hyphens or the en-dash for this purpose. 
Do: She was decidedly stubborn — and so was her father. 
Don’t: She was decidedly stubborn - and so was her father. 

http://grammarist.com/grammar/emdash/


Don’t: She was decidedly stubborn -- and so was her father. 
Don’t: She was decidedly stubborn – and so was her father. 
 
Always use a space on either side of the em-dash. 
Do: He thought it was too good to be true — and he was right. 
Don’t: He thought it was too good to be true—and he was right. 
 

En-Dashes 
The en-dash () should only be used to specify ranges. They are generally common in date 
ranges and citations. 
Example: The Cold War took place between 1947 – 1991. 
                Neuromarketing is often referred to as a field that “bridges the study of consumer 
behavior with neuroscience” (Morin, 2011, pp. 131 – 135). 
 
Please refer to the Em-Dashes section for spacing and punctuation rules. 
 

Parentheses 
In general, parentheses should be avoided whenever possible. They can usually be replaced 
with either commas or em-dashes. 
 
Use periods at the end of a parenthetical if it is a complete, independent sentence. 
Otherwise, the period should be placed outside the parentheses. 
Example: I enjoy breakfast (sometimes). 
                Bring apples. (Diane really likes them.) 
 

Quotation Marks 
Use single quotation marks for a quote within a quote. 
Example: “The manager said he will ‘attend to the matter personally’ before further action is 
taken,” the journalist said. 
 
Always use double quotation marks for quotes. 
Example: According to Joanne Anderson, “The roads will be closed until tomorrow at 2pm.” 
 
Always place commas and periods inside quotes. 
Do: According to Joanne Anderson, “The roads will be closed until tomorrow at 2pm.” 
Don’t: According to Joanne Anderson, “The roads will be closed until tomorrow at 2pm”. 
 
Do: “The new copywriter turned out be extremely talented,” the senior editor said. 
Don’t: “The new copywriter turned out be extremely talented”, the senior editor said. 
 
Question marks and exclamation marks should be placed inside the quoted material only 
when the quote is a question or an exclamation. 



Examples: She asked her father, “Where did Edgar go?” 
                “I’m so glad to see you!” she said. 
 
If the entire sentence is a question or an exclamation, place the question mark or 
exclamation mark outside the quote. 
Examples: What did he mean by “reshaping the industry”? 
                When he said he was planning to move to Canada, she laughed and only said “I 
heard they speak French, too”! 
 
Do not use single or double quotation marks to denote idioms and other common turns of 
phrase, or to indicate sarcasm. 
Do: The word “special” has many associated meanings. 
Don’t: She said she was going to “make a night of it.” 
Don’t: The “house” was a dilapidated old bungalow with two unfurnished bedrooms, moldy 
walls and a small kitchenette. 
 

Semicolons 
Use a semicolon to denote a close relationship between two sentences or independent 
clauses. 
Example: She was confident she would be able to secure the position she wanted; her work 
experience gave her a notable competitive advantage. 
 
Use a semicolon to separate items in a series when the items include a comma in their 
description. 
Example: Cecil visited many fascinating tourist attractions during his trip to Europe, 
including: the Louvre Museum, Paris; the Colosseum, Rome; Prague Castle, Prague; and 
Tivoli Gardens, Copenhagen. 
 

Title Case 
Always capitalize the principal words in a title. These include all verbs, nouns, pronouns, 
adjectives, adverbs and some conjunctions and prepositions. Generally, all words that are 
more than three letters long should be capitalized. 
Do: Jessica Alba’s Favorite Skincare and Makeup Products 
Don’t: Jessica Alba’s favorite skincare and makeup products 
Don’t: Jessica Alba’s Favorite Skincare And Makeup Products 
 
Do not capitalize articles, prepositions and conjunctions that have fewer than four letters 
unless they are placed at the beginning of the title. These include: 

● A 
● An 
● And 
● At 
● But 



● By 
● For 
● In 
● Nor 
● Of 
● On 
● Or 
● So 
● The 
● To 
● Up 
● Yet 

 
Do: The Secret to Online Success: Use This Trick to Attract the Traffic You Want 
Note: The first ‘the’ has been capitalized because it appears at the beginning of the title, 
while the second one was left lowercase. 
Don’t: The Secret to Online Success: Use This Trick to Attract The Traffic You Want 
 
Always capitalize infinitive verbs. 
Do: The Committee’s Plan To Look For New Funding Sources Will Be Initiated in Spring 
Don’t: The Committee’s Plan to Look for New Funding Sources Will Be Initiated in Spring 
 
Always capitalize every instance of the verb ‘to be’. 
Do: When Reality Strikes: Many Say Trump Is Right About the Brexit Deal 
Don’t: When Reality Strikes: Many Say Trump is Right About the Brexit Deal 
 

Hyphenation Rules 
Use hyphens to link all words in a compound adjective when they precede the noun they 
modify. 
Do: The company uses state-of-the-art technology to deliver fast wireless charging speeds 
for last-generation smartphones. 
Don’t: The company uses state of the art technology to deliver fast wireless charging speeds 
for last generation smartphones. 
 
Do not hyphenate compound adjectives when the first part of the construction is an adverb. 
Do: Danielle is an overly optimistic person. 
Don’t: Danielle is an overly-optimistic person. 
 
Always hyphenate compound adjectives in which one element is either a cardinal or ordinal 
number and the other is a noun. In such cases, the noun should always be written in singular 
form. 
Do: The two-week vacation will be soon over. 
Don’t: The two week vacation will be soon over. 
Don’t: The two weeks vacation will be soon over. 



 
Do: She bought a multi-storey house. 
Don’t: She bought a multi storey house. 
Don’t: She bought a multi storeys house. 
 
Do: The neighbors will be decorating their two-meter-high Christmas tree in two days. 
Don’t: The neighbors will be decorating their two meter high Christmas tree in two days. 
Don’t: The neighbors will be decorating their two-meter high Christmas tree in two days. 
Don’t: The neighbors will be decorating their two-meters high Christmas tree in two days. 
 
Do: The company will install a five-and-a-half-foot-long sign in front of the building. 
Don’t: The company will install a five and a half foot long sign in front of the building. 
 
Don’t hyphenate proper nouns of more than one word when they are used as compound 
adjectives. 
Do: The Academy Award nominees were very good friends. 
Don’t: The Academy-Award nominees were very good friends. 
 
Always use a hyphen for family relations that have the word ‘great’ in their description. 
Do: Her great-grandfather built the family estate over 50 years ago. 
Don’t: Her great grandfather built the family estate over 50 years ago. 
Note: In the second example, the word ‘great’ appears to be an adjective that modifies the 
noun ‘grandfather’. 
 
Always use a hyphen with the prefix ‘re’ when omitting the hyphen would cause confusion 
with another word. 
Do: I have re-covered my old office chair twice in the past six months. 
Don’t: I have recovered my old office chair twice in the past six months. 
Note: Omitting the hyphen would cause confusion with the word ‘recover’. 
 
Always hyphenate words all words beginning with the prefixes ‘self-’, ‘ex-’ and ‘all-’, and all 
words ending with suffixes ‘-free’, ‘-elect’, ‘-based’ and ‘-style’. 
Do: His all-inclusive vacation was not particularly enjoyable. 
Don’t: His all inclusive vacation was not particularly enjoyable. 
 
Do: I have gluten intolerance, so I always buy gluten-free desserts. 
Don’t: I have gluten intolerance, so I always buy gluten free desserts. 
 

Which vs. That 
In order to understand when to use ‘which’ or ‘that’ in sentence, it’s important to understand 
clauses. 
 



Defining Clauses 
Defining clauses, also known as essential or restrictive clauses, provide information that is 
essential to the meaning of sentences. In other words, defining clauses limit or restrict the 
meaning of a sentence. 
Always use ‘that’ for introducing defining clauses. 
 
Example: The laptop that has a broken screen is in the office. 
Note: This sentence implies there is more than one laptop. The laptop that is mentioned in 
the sentence is distinguished from other laptops by having a broken screen. If you removed 
the ‘that has a broken screen’ clause, you would lose the implication that there is more than 
one laptop, and even if you had this knowledge, it wouldn’t be possible to ascertain which 
one was in the office. 
 
Don’t set off defining clauses with commas. 
Do: The laptop that has a broken screen is in the office. 
Don’t: The laptop, that has a broken screen, is in the office. 
 

Non-Defining Clauses 
Non-defining clauses, also known as nonessential or nonrestrictive clauses, don’t limit the 
meaning of a sentence. These clauses provide additional information; if you removed a 
non-defining clause from a sentence, the meaning wouldn’t change. 
Always use ‘which’ for introducing non-defining clauses. 
 
Example: That laptop, which has a broken screen, is in the office. 
Note: In this sentence, the ‘which has a broken screen’ clause merely describes the laptop. 
There is no implication that there is more than one laptop, so there is no need to distinguish 
the laptop that is being mentioned by including a defining clause. 
 
In general, non-defining clauses should be set off by commas. 
Do: The laptop, which has a broken screen, is in the office. 
Don’t: The laptop which has a broken screen is in the office. 
 
 

Formatting: Heading Tags (H1, H2, H3, H4, H5, H6) 
Search engines use headings to index the structure of web pages. Users also skim pages by 
its headings. It is important to use headings throughout the content to show the document 
structure. 
Headings are formatted using H1 to H6 tags depending on their level of importance within 
the structure of the document. H1 tags are only reserved for the main title of the page, while 
all the rest are used for headings within the page. 
 



Always use H1 tags for the main title of the page. 
 
For all other headings, use H2 to H6 tags. Make sure the H tags are used according to their 
level of importance within the structure of the content. For example, you can use H2 tags for 
the headings of the main sections of your project, and H3 tags for smaller sections within 
each main section. 
 
Example: H1: Benefits and Disadvantages of Video Marketing 
                H2: Benefits of Video Marketing 
                H3: Videos Reach a Wider Audience 
                H3: Engagement Rates Are Better for Videos 
                H2: Disadvantages of Video Marketing 
                H3: Expensive to Produce 
                H3: High Competition 
 
H tags should always be assigned hierarchically, with H1 indicating the most important 
heading and H6 denoting the least important one. 
 
Do not use bold or italics to stylize headings. Most clients will already have style rules for H1 
to H6 headings on their website. 
 


