


	
	

	
	
	

	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	
	
	

	
	 	 	 	 	 	 	 	

	 	 	 	
	
	

	 	
	
	

	 	 	 	 	 	 	 	 	 	 	 	 	
	

	 	 	 	 	 	 	 	 	 	
	

	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	
	 	

	
	

	
	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	

	
	

	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	

	
	

	
	 	 	 	 	 	 	 	 	

	
	 		 	





	
	 	 	 	

	
	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	

	 	 	 	 	 	

	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	

	
	

	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	

	
	

	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	
	
	

	 	 	 	 	 	 	 	 	 	

More faculty recommendations	 for	 professional writing 

One error COB professors	often notice in written papers is the misuse of it’s and its. 
It’s = it is or it	 has its	= possessive 

Thing	 is a vague word.	 Try	 to be more specific.	 

Use one or he, they, it (3rd person) 
instead of I (1st person) or you	 (2nd person)	 for formal reports. 

While contractions such as can’t and I’m	 work	 well for casual communications such as e-mail 
messages, avoid contractions	 in formal business writings	 such as long reports and proposals. 

Signposts	in	 the form of	minor headings, bold type, or words	like first, second, third help your	 
reader understand a long report.	Consider using bullets or short	 paragraphs to take	 
advantage of white space: Big blobs	 of gray type look	 uninviting and may not	 be read. 

Me and	Jim studied	in	 the library should be Jim and I	 studied	in	 the library. 




