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Write better 
bullet points
When your list follows a heading 
• Each point should be capitalised.
• Each point should finish with a full stop. 
•  Each point should be no more than one  

short sentence.

If your list is within a body of text, make sure  
that you always: 

• use a lead-in line with a colon
• start with a lowercase letter 
• do not use full stops or semicolons at the end

To learn more about using bullet 
points correctly visit: style.ons.gov.uk

Top tips
• Always put your most important points first.
• Use at least three short bullet points.
• Aim for no more than six points.
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ONS will be 
submitting 
QAADs for 
ABS and BRES 
to OSR (part 
of UKSA).
Do you think users understand acronyms?
In 2018, sessions on our website increased by around 15% 
to 20% each month – that is a lot of people who will not 
know our jargon and abbreviations. 

To learn more about writing with 
users in mind, visit style.ons.gov.uk
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Zero, one, 
two, three, 
four, five, 
six, seven, 
eight, nine, 
10, 11, 12.
Get to know your numbers
When writing numbers within a sentence, use words for 
zero to nine  and numbers for 10 and above.

To learn more about using numbers 
in your writing, visit: style.ons.gov.uk



style.ONS

Reduce your word count 
Average time it takes to read an ONS bulletin: 14 minutes. 
Average time users spend reading an ONS bulletin: 4 minutes. 
Say it quickly and clearly.

To learn more about writing with  
users in mind, visit: style.ons.gov.uk

Make 
each 
word 
count
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Improve your  
hyperlinks

Click here

Read this article for more 
information

Information is available  
in the Prices economic 
commentary: June 2019.

To learn more about writing 
hyperlinks, visit: style.ons.gov.uk

Always tell users where a hyperlink will be taking them. 
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Did you know?
Clear formatting is easier for users to read. Avoid using 
bold, italics, too many capital letters and underlining.

To learn more about writing with  
users in mind, visit: style.ons.gov.uk

This Is Hard To 
Read. THIS IS 
SHOUTING. tHIS 
iS jUST wEIRD. 

This is easy  
to read.
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Shorter 
titles are 
more 
engaging

To learn more about title 
formats, visit: style.ons.gov.uk

Reduce your titles 
Why are they more appealing...some fact or figure on engaging 
titles??
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Always put your 
most important 
content first
This helps to make sure 
more users will see it 
As they may not read this far down 
the page and even if they did... 

Very few people will read this.
In 2018, only 5% of people scrolled to the end of a bulletin.

To learn more about writing with  
users in mind, visit: style.ons.gov.uk
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You will read 
this first.
You will read 
this next.
Then you will read this.

But very few people will read this.
In 2018, only 5% of people scrolled to the end of a bulletin.

To learn more about writing with  
users in mind, visit: style.ons.gov.uk
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Communicate 
in a manner to 
which persons are 
accustomed to 
most effectively 
cascade knowledge  
and understanding. 

Do you understand this?
The average reading age in the UK is nine years.  
Clear language is easier to understand and quicker  
to read – even experts prefer it.

To learn more about writing with  
users in mind, visit: style.ons.gov.uk



style.ONS

Style.ONS, 
helping to 
improve 
content for 
everyone 

To find out more about improving 
content, visit: style.ons.gov.uk


