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INTRODUCTION
WRITE RIGHT

Whether you're a

designer, engineer, or


product manager, this guide

helps you create clear and


engaging UX copies



Let's make writing easy and 
ensure every user interaction is 
seamless. Dive in and learn the 

rules to become a...

P U N C T U A T I O N
V I G I L A N T E !

WRITING is Designing


with words
R o b e r t  B r i n g h u r s t-



�� A r t  o f  ‘ P U N C T u a t i o n �

�� ‘ C a s e ’  S o l v e d �

�� ‘ P r o n o u n s ’  1 0 �

�� ‘ V o i c e ’  M a t t e r �

�� C o n v e y i n g  w i t h  ‘ c o n t r a c t i o n s �

�� B e  a  ‘ n u m b e r ’  n i n j �

�� t h e  D a n c e  o f  ‘ d a t e s �

�� ‘ C l o c k ’  g u i d e l i n e s

Content



example

!Congratulations Rakesh

Let exclamation

points (!) party

only to celebrate the

most ‘exciting’ events

Rule 1

The Art of 
‘Punctuation’



example

Verify your mobile number     

You have a pending payment     Click here

to know more.

example

Save the

period (.) for

multiple sentences



Comma (,) is your

sentence superhero,


dividing thoughts and

listing items gracefully

exampleMY PRECIOUS!

Bills  recharges   and payments, ,



example
The ampersand (&) 


symbol has 

its place in titles


and brand names,

‘NOT’ sentences!

Offers, rewards          more&
That’s not

used in a

sentence, right? 

rhythmic charm
Commas bring

bring calm
full stops



example

Rule 2

‘Case’

Solved 

Caps Lock only

for acronyms!



example

Say yes to ‘Title Case’

for headers and CTAs,


but stick to ‘sentence case’

for longer sentences!




Rule 3

‘Pronouns’ 101

You, Yours, and Yours only

Personalize with

second-person pronouns 
(You and Yours). Use 
first-person (I) when 
you need their consent.

Do         agree


to the terms


and conditions?

you

example

Yes,   doI



‘Voice’

Matters

Rule 4

Use active voice 
to engage your users



Complete your payment

Your payment needs


to be completed

NAH!!

YESS!!

example

example



Conveying with 
‘Contractions’

Rule 5

Make it personal

and use positive

contractions for

a human touch 



You’ve

You’ve

example

You’ve got this
... .... got this



Be a ‘Number’

Ninja

Rule 6

Use numerals 
instead of words to 

grab attention!

Five hundred only

example

only500



Commas? Place

after the first 3 digits


from the right,

with 2-digit

separations

example

₹15,00000

YO

WTH!!

₹15,00000
a salary hike of

we are giving you

15,00 000
,

15,00,000



The Dance

of ‘Dates’

Rule 7

Meet

the Perfect Trio!


Date first, followed

by the full-month name, 


and then the

full-year digits. 

example

25 May, 2024

Use this format

when you are


writing



Use this format

for form fields

Feeling cheeky with

'DD/MM/YYYY'?


Reserve it for special

occasions, when you


need the date

in numerals.

example

DD/mm/YYYY

Pay your

06/10/2024
credit card bill

before



Offer valid till 10:00Offer valid till 10:00

‘Clock’

Guidelines

Rule 8

example

Stick with the

12-hour clock for


transaction details:

HH:MM & AM/PM


all the way! 



Offer valid till 10:00 AM

oh!

that’s What 
you meant

   Your credit card

bill is due in 48 hours

exampleFor time spans 
over 24 hours, 

think days

Your credit card

bill is due in 48 hours

Your credit card

bill is due in 2 days



The do’s  & Dont’s..

the in-betweens

REmember

Be helpful, 
inclusive, and 

human

Use ellipses (...) 
and parentheses () 

sparingly

Keep the 
sentences 

short and crisp
Avoid multiple 
contractions in 

a sentence

Never replace 
words with 

emojis. Never!

Use simple 
tenses
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That’s all folks!
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