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	Rule
	Informal writing
	Formal / Academic Writing

	1. Don’t use informal vocabulary; also avoid vague words (such as thing).  

Do use more academic and specific language.
	a lot of good things
So, 
like
maybe
thing
	several benefits
Therefore, / Thus,
such as
perhaps
aspect / factor (many possibilities here)

	2. Don’t write directly about your opinion; you should avoid using 
I think…, In my opinion 

Academic writing is usually objective and supported by facts or research.
	I think
In my opinion
	Just delete these phrases.  There’s usually no need to introduce something as your opinion.
** Sometimes the teacher will want you to use first person (‘I’).  It is best to check with your teacher what style is appropriate.

	3. Don’t use personal pronouns: 
I, you, we
	…this could help us…
…you will probably start…
	This could help students….
Students will probably start….

	4. Don’t use contractions 
that’s, don’t, won’t…
	…they’re a part of…
It’s beneficial to…
	They are a part of….
It is beneficial to…

	5. Don’t use rhetorical questions and exclamations
	What are they?


Just do it!
	Just delete the question or change it to a statement: 
There are three main benefits.
Delete the exclamation or change it to a statement:  
Students need to participate in more sports to attain these benefits.


	6. Don’t use etc or and so on  

Do use specific vocabulary and ideas.
	…have more energy, and so on.
	Delete ‘and so on’ and add ‘and’ before the last element in the series:
…students can pay more attention and have more energy.

	7. Don’t use and, but, so, or  besides at the beginning of a sentence
	And they’re also a part…
So, students can get a lot…
	Use one of the following choices:
· Connect the sentence with the previous sentence
· Use a more formal linking phrase, e.g. In addition, However, Thus
· Sometimes it is best to delete the word, especially ‘and’

	8. Don’t use imperative statements, for example for giving suggestions.  This can sound like a list of advice or commands.


	Plant more trees.

Eat more fruits and vegetables.
	Use passive voice:
More trees should be planted.

Begin with the –ing form of the verb (noun form):
Eating more fruits and vegetables is beneficial to a person’s health.

Other options:
One suggestion is to plant more trees.
The government should aim to plant more trees.

	9. Don’t over-generalize or over-state the truth: be careful about suggesting that something is absolutely true or that everyone knows something

	As we all know…

	Sometimes you can use this phrase:
It is commonly accepted that….

Better – use evidence to support your point: Research shows that…

	10. Don’t use proverbs/sayings and clichés (overly-used words and phrases).  
	As the old saying goes, two heads are better than one!
  
Other examples of proverbs:  
Every coin has two sides.  Practice makes perfect.  
No pain, no gain.
Examples of clichéd language:
Don’t use ‘Nowadays’ or ‘With the development of…’ at the beginning of an essay. Many students do this!  Be more creative in your writing.
	Delete the statement and instead support your ideas with reasons, details, and examples.  Explain your ideas rather than relying on proverbs.




