Guide

Use everyday words that people are familiar with. Long sentences and words with lots of syllables make reading harder.
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Tips for better writing

1. Use everyday words that people are familiar with. It helps to get the message across in the

shortest possible time.

2. Use lots of headings, it helps you write in bite-size chunks that are easier to read.

o

Put the most important information at the top — it's more likely to be read.

4. Aim for sentences with an average of 15 words (especially for online content) and no more

than 25 words. Break up long sentences into 2 or more shorter ones.
5. Less is more. Cut out any words that do not need to be there.

6. To learn about ASQA’s writing style and tone use our Writing style guide (on reggie).
7. The Australian Government’s Style Manual is the benchmark for government writing

(stylemanual.gov.au).

Avoid passive language

In an active sentence, the person (or thing responsible for the action) comes first.

The fees are being waived by ASQA.
The application was submitted by the

M ASQA is waiving the fees.

|Z| The course owner submitted the

course owner. application.

Hemingway editor

This writing tool highlights lengthy,
complex sentences and passive

The more syllables, the harder is it to read

voice. (avoid sentences with lots of multi-syllable words)

Copy and paste your text into 4 syllables 5 syllables 6 syllables

hemingwayapp.com regulations regulatory identification
application implementation responsibility
registration notification organisational




