MO2VATE MAGAZINE STYLE GUIDE
Grammar
Please follow the points below when preparing your article:
Abbreviations
• If you wish to use an acronym or abbreviated form of a term, please always state it in
full the first time you refer to the term in the article with the abbreviation in brackets
afterwards, e.g. Neurolinguistic Programming (NLP). Thereafter you can use the
abbreviation.
• Abbreviations of single words are not normally acceptable unless the abbreviated form
has now become the accepted use, e.g. pram instead of perambulator.
• You can use contracted forms of verbs such as ‘we’ve’ instead of ‘we have’ if it fits with
the overall tone of your article.
Numbers
• When referring to numbers, they should be written in words if at the start of a sentence,
and in digits if used elsewhere. For example:
Eleven thousand people are known to have applied….
We received applications from 11,000 people….
Capitalisation
Capital letters should be used in the following ways:
• At the beginning of a sentence
• In the titles of books, films, companies, etc.
• When using abbreviations
• In the names of people or places
Punctuation
A semi-colon joins two clauses of a compound sentence.
E.g. We didn’t want to stay at home; we went out instead
A colon introduces a list of items:
E.g. In order to succeed in business, you need the following: determination, courage and
vision.
Commas
Use commas to separate clauses that are joined by one of these conjunctions: and, but, for,
so, or, nor, yet.
Use commas after introductory clauses or words that come before the main clause:
E.g. While I was working abroad, I was able to keep in touch by….
Use commas after common introductory words such as yes, however, well.
Use commas two separate two or more words, phrases or clauses written in a series.
E.g. it’s my aim to help the unemployed, people on low incomes, and those in debt.
Use commas to separate two or more adjectives describing the same noun.
E.g. I found him to be an engaging, informative speaker.
Use commas to clear up confusion.
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E.g. Let’s eat Grandma = I think we should eat our grandma.
E.g. Let’s eat, Grandma = Grandma, I think we should eat.
Plurals and Possessives
An “s” is used at the end of the word to either:
• make it a plural, in which case there is no need for an apostrophe
e.g. solicitors
• to indicate possession
e.g. the girl’s books = the books belonged to the girl
e.g. the girls’ books = the books belonged to the girls
The exception to this is the word it:
• it’s = it is
• its = belonging to it.
Commonly Misused Words
• They’re, their and there
They’re = they are. They’re in the cupboard.
Their = belonging too. Their names are John and Mark.
There = place. I put it there.
• You’re and your
You’re = you are. You’re sitting over there.
Your = belonging to. Your time will come.
• Two, to and too
Two = the number. Two people showed up.
To = direction. Are you going to the supermarket?
Too = also. I feel like that too.
• Lose and loose
Lose = to misplace. I’m worried I’ll lose my keys.
Loose = not tight. These jeans are a bit loose.
Writing Voice
Articles should normally be written in second or third person:
• Second person uses pronouns such as you and yours: You might be forgiven for
thinking…
• Third person uses pronouns such as he, she, it and they: They might be forgiven for
thinking…
The first person may be used where you are sharing content which reflects a personal
perspective: I have researched this topic for many years…
This is a business publication so it is expected that the tone of articles will reflect that and
articles that are deemed too casual in nature will be rejected. We want content to be engaging
for our readers, however, so a conversational business tone is recommended.
Crediting Quotes, Photography and Sources
All quotes and photographs that are not your own must be credited, as should any reference
sources you have used in the article.
Credits can be given in one of two ways:
1. In the main body of the article; for example, Martin Luther King is quoted as saying….
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2. At the end of the article.
Content Format
When preparing your article think about its readability. Long screeds of text usually switch the
reader off. It’s better to break text up into shorter paragraphs and use bullet points when
providing lists. You can check the readability of what you’ve written by using the FleschKincaid reading ease score (this is optional.)
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