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COMMON PRACTICES AND MISTAKES TO AVOID 

1. Keep your sentences short and to the point. The current record for a sentence is 152 
words. 

2. Avoid the use of superfluous words; the italicized word in the following list indicates the 
redundant element: 

big in size integral part 
close proximity local resident 
consensus of opinion rehabilitate the existing building 
continue present (or existing) uses last of all 
filled to capacity very unique 

3. Use simple words: for example, use instead of utilize. 

4. When using quotation marks, the comma and the period are placed inside the closing 
quotation mark. The semicolon is placed outside the closing quotation mark. 

5. Use only one space after a period, not two. This is based on publishing industry standards 
and typesetting practices. 

6. When making tables, use tabs or indents to advance to the next column of information, do 
not use the space bar to space over to where it looks like the text is aligned; or use the 
table feature in MS Word or WordPerfect. 

7. Do not hyphenate -ly modifiers (e.g., a federally listed species, not a federally-listed 
species). 

8. Do not capitalize titles of individuals unless they precede a name. 

9. Minimize the use of initials and acronyms in documents. Their excessive use (as shown 
in the following example) would probably confuse the general public. (Initials for 
agencies are acceptable as adjectives.) 

This GMP/EA describes four alternatives for management of BICY by the NPS. 
BLM and USGS, as well as USFS, have participated as cooperators. After a 30-day 
public review, either a FONSI or NOI to prepare a DEIS will be prepared. 

10. Use that for clauses that restrict the meaning of a sentence; use which for clauses that 
provide additional information and are not necessary to understand the sentence. In the 
following example, the first sentence means that only bears eating out of garbage cans 
will be removed. The second sentence means that all bears will be removed, regardless of 
where they eat. 

Bears that eat out of garbage cans will be removed from the park. 
Bears, which eat garbage out of garbage cans, will be removed from the park. 
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