article Writing tips
As you write, consider the following points:
•
•
•
•

Is my text suitable for its audience and purpose?
Have I used the appropriate form of English (i.e. formal or informal language)?
Is my tone appropriate? Using the correct tone will ensure that your readers will be clear about
your intentions.
Is my text clearly structured? Using a range of language features will make your text more
interesting. You should also try to write in a way that makes readers want to keep reading. And
finally, KISS (or Keep It Simple, Stupid)! Often, less is more and keeping your text concise will
make it both easier to read and more likely to stick in the minds of your readers.

As you proofread and edit, think about the following points:
•
•
•

Have I chosen the best possible words to express my ideas? Could I change some words to
make the writing more effective? Have you used the same verbs and adjectives too frequently?
Have I checked my spelling and grammar (use your Spellchecker!)?
Have I used punctuation correctly? What about apostrophes and quotation marks?

Some other tips:
•
•

When you’re proofreading your text, read it out loud. This will help you pick up the spots where
the text doesn’t flow.
Check that all the information you have included relates to your topic. If you’re answering a
question, make sure that everything in your text works towards answering that question. You
will probably come across some information that you find fascinating but that doesn’t directly
relate to your topic or question: just leave it out (and save it for next time!)
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For more information on how you can help our environment, or to make
some suggestions of your own, please go to www.coolaustralia.org

