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Maybe you're not a writer. But you do have a Web site and you do need to put some words on it. Ideally, 
those words will be compelling enough to attract and retain the attention of people who visit your site. Here 
are some tips; 

Use bold headings and lists 

You can help people find what they are looking for easily by using bold headings that match what your site 
visitors are most likely seeking. Realize that these busy people coming to your Web site do not have time to 
read much, they want only the information that satisfies the need that brought them to your site. 

Here are some other quick tips  

• Write in a conversational tone and style 
• Use personal pronouns 
• Use short sentences 
• Write as if you were answering someone's questions on the phone 

Lists, like the bulleted list above, are commonly used on Web sites to organize information. There are a 
variety of ways to present lists effectively, but they will lose their value quickly if they are long and 
randomly organized. Include an introductory sentence or phrase above your lists to give readers a clue 
about how they are organized, for example by category, ranking or theme. 

Follow these basics when creating lists: 

• Keep them fairly short 
• Use sentence fragments or very short sentences 
• Capitalize the first word of every list, whether it's a complete sentence or not 
• Use parallel construction 

Know your audience 

Think of your site visitors as busy people who want to find what they are looking for or complete a task 
quickly. It is also important to remember when writing content for the Web that your site may attract 
visitors with a wide range of skills and abilities. For instance, some of those who visit your site may not 
speak English as their native language. Others may not be experienced Web users. To make sure your Web 
site is easy for anyone to use, keep the following tactics in mind as you create your copy: 

• Use simple to understand words and sentences 
• Eliminate unnecessary words 
• Use active voice 
• Avoid lengthy explanations; use links to point to more extensive resources 
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