
Success Story Writing Tips  

   - Use these guidelines to make your stories more readable: 

 

Keep it Short 

 

Keep text to one page - policymakers are more likely to read a 

brief document. 

 

 

Use Bullets 

 

Bullet text to break it into manageable pieces that make the 

page more reader-friendly. 

 

 

Simplify Language 

 

Use terminology that any audience can understand and 

technical terms only if there isn’t a substitute. 

 

For example: Instead of “Behavioral Risk Factor Surveillance 

System” use “a survey” 

 

Consider the acceptability of terms such as ‘target’ and 

‘patient.’ Use “priority population” and “participant” or “client” 

instead 

 

Make the words as conversational as possible; use contractions 

as you would in conversation 

 

Visit www.plainlanguage.gov for suggestions and a plain 

language thesaurus. 

 

 

Serif Font 

 

Generally, a serif font is better for print and sans serif is better 

suited for the web. (Serifs are the little ‘tails’ on the letters) 

 

For example: 
Times New Roman is a serif font (‘tails’ on the letters) 

Arial is a sans serif font (no ‘tails’) 

 

 

Left Justification 

 

Left-justify all text 

 

According to the Plain Language Handbook, people read more 

quickly and with better comprehension when the right margin is 

ragged, not justified 

 

 

Margins 

 

Use a one inch margin all around. 

White space around the text makes the page more inviting to 

the reader 

 

 

Active Voice 

 

 

Use active not passive voice to describe actions, if possible. 

For example: “We made mistakes,” not “Mistakes were made.” 

 

http://www.plainlanguage.gov/
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Few Acronyms Use as few acronyms as possible, preferably none. Using an 

acronym is like inserting a foreign word, even when it was 

defined earlier in the text. 

 

Spelling out program and group names, for example, makes it 

easier to remember what they stand for. 

 

Exception – when acronyms have become ‘words’ that most 

people understand, such as FBI. Keep in mind that acronyms 

readily understood by people in public health may not be 

meaningful to others - for example, BRFSS. 

 

 

Use Words, Not Numbers 

 

Numbers break up the text and ‘stop’ the reader’s eye. Using 

the exact number isn’t usually important if words can 

communicate the relative amount of change or program 

impact.  

 

For example: Instead of “The program reached 1,006,043 

people,” write “The program reached over a million people.” 

 

Instead of “50% of the participants” write “half the 

participants.” 

 

 

Present Tense 

 

Present tense makes the story more immediate and relevant. 

 

For example: “The program reaches…” not “The program 

reached…” 

 

 

Contractions Are Okay 

 

Using contractions such as isn’t for is not is a conversational 

style that appeals to many people as more natural 

 


