Formal Writing Tips
1.  In formal writing, it is best to avoid contractions.

Use it is instead of it’s, I will instead of I’ll, he would instead of 
         he’d, cannot instead of can’t, will not instead of won’t, etc.

2.  Spell out the numbers from 1 to 10; after that, use numerals.


He visited the hospital for five days in a row.  


More than 200 people attended the funeral.

3.  Where appropriate, use Latin abbreviations:


 e.g. (exempli gratia) = for example



There are many enjoyable things to do in the summer, 

e.g., going to the beach, hiking in the mountains and swimming at the local pool.


 i.e. (id est) = that is



It is important to manage your caloric intake, i.e., the total 

number of calories you consume each day.


 et al. (et alii) = and others



The bill sponsored by Senator Smith, Senator Mackey, et 

al. will be voted on tomorrow.


 ca (circa) = around, approximately



She bought a beautiful antique vase that was made ca. 

1750.

          etc. (et cetera) = and so on, and the rest



Before we leave on vacation I must make a plane 

reservation, pack my bags, cancel the newspaper, etc.


 inter alia = among other things



A major problem with his project, inter alia, is the lack of 

funding.

 N.B. (nota bene) = note well



I am happy to inform you the University has decided to 

offer you admission for the fall semester.  N.B., you must send us your letter accepting admission no later than July 31.

 vs. or v. (versus) = against, in contrast



On June 22, the next World Cup match will be Nigeria vs. 

South Korea.

He had to weigh the benefits of staying in school versus 

getting a job.

