
Qatar University Writing Style Guide 

This guide is to give communication specialists and drafters of press releases, web content, email 

broadcasts and other written communications at QU clearer ideas and suggestions for a 

consistent writing style when preparing written material, whether for traditional publication or 

online.  This will serve to advance more effective communication, internally and externally. It is 

not a fixed text and will evolve and improve with use, with further edits and input occurring over 

time. 

As a general rule, all QU internal and external communications should follow the below 

guidelines: 

Clarity 

Think through what you want to say, plan a structure, have all necessary facts and data at hand.  

Novelty 

Avoid repetition, unnecessary detail, heavy punctuation and complicated constructions. 

Accessibility  

Use familiar, everyday words that readers will understand. 

Succinctness  

Consider the audience you are writing for—keep it as simple as possible. 

Cut out anything superfluous. Split text into small sections, using short words, sentences and paragraphs. 

Gender neutrality 

Avoid gender-specific language.  

Using the ‘his or her’ or ‘his/her’ or ‘her/his’ alternatives: 

Using the gender-free pronoun ‘you’ or ‘they. 

Regionalization (American vs. British English) 

For the purpose of consistency, general content representing the university, such as web pages, policy 

documents, and forms will adhere to the American English standard. However, proper nouns and names 

(e.g. "Qatar National Convention Centre") should be referred to by their official spelling.  

Ensure correct names, dates, places, and include contact details 



Check the correct titles and names of individuals, email addresses, and places, and ensure correct 

spelling of same. 

Make sure that dates are accurate.  

Contact details such as telephone and mobile numbers, email addresses must be current. 

Refer to the relevant web pages to check the spelling, locations, building names and other authoritative 

information about the campus, its sites and facilities. 

 

Numbers  

Numbers between one and nine are usually written out in full in text; numbers from 10 onwards are 

written as figures. If numbers higher and lower than 10 appear together, use figures. 

Always use words for numbers that start a sentence, e.g., Fifteen students attended the conference. 

Acronyms 

Avoid creating acronyms that are not already established and officially recognized. Give its full title on the 

first mention, followed by its abbreviated form in brackets, and use the acronym where necessary in the 

rest of the text. 

Contractions 

Contractions, e.g. we’re, can’t, it’s  may not be used in official text but are permissible when writing for the 

web, unless a very formal content style is required. 

‘And’ and ampersands (&) 

Spell out ‘and’ in your text. As a general rule, do not use ampersands (&), the plus sign (+) or other 

shortened forms unless they are part of an official title.  

Capital letters 

Avoid use of capitals for emphasis, to stress importance or priority. 

Exclamation marks 

These should not be used in written text - can be acceptable for the web in informal text and written 

conversation. 



Headings 

Headings should be written in plain English and should make sense on their own as stand-alone 

statements.  

An initial capital should only be used for the first word of the heading unless a name, place, title is 

referenced in the body of the heading 

Headings should not include full stops at the end. 

Hyphens (-), em (—), and en ( – ) dashes 

Use only where they are needed.  

Hyphens are used in the following ways: 

 to spell out fractions: two-thirds  

 for most words with prefixes: non-existent, neo-conservative  

 after a prefix if the meaning of the word is changed without it: rerun; re-run  

 to separate identical vowels or two vowel sounds: co-owner, re-arrange. Cooperation and 

coordination are exceptions which are spelled without a hyphen. 

 to connect parts of compound words such as go-between, ill-fated and state-of-the-art. 

The em dash can be used: 

 to signify an abrupt change in the text flow 

 to indicate a break in thought 

 to introduce an amplification or explanation 

 e.g.: "He waited a long time—almost too long—before responding." 

The en dash is used to indicate a range of values, such as a span of time or numerical quantities e.g. 

9:00 am – 5:00 pm; Monday – Thursday; ages 6 – 10.  A space should always be included on both sides 

of the en dash. 

Archaisms to avoid: 

Albeit, amongst, heretofore, hereunder, whilst 

Common problems 

It’s is a contraction of ‘it is’, e.g. It’s not mine. Its means “belonging to”, e.g. The university launched its 

new policies.   



Use ‘different from’, not ‘different to’ or ‘different than’, e.g.  Your books are different from mine. 

‘Between’ is used to indicate a choice of two options, e.g.  The teacher sat between the two students.  

‘Among’ is used for more than two options.  I like this university best among all the others. 

 

Avoid lists as part of larger sentences, and never include multiple lists within a sentence. If you need to 

include a list while writing, it is often preferable to end the current sentence, and then start a new one for 

your list. e.g. "In the past several years, Qatar University has undertaken a record number of new 

initiatives toward academic excellence. These include [list]". 

 

"On the other hand" is generally used for contrasting comparisons.  If a point is meant in addition to the 

first, simply say "In addition, ..." 

 

Excessive use of negative operators.  While it is okay to emphasize a key or overlooked aspect of a 

particular subject by saying "not only", repeated use of this format ends up giving a negative emphasis, 

since the audience reads "the program is not ..." too many times. 

 

Do not use slash ( / ) or backslash ( \ ) in place of "or", "and", or a comma.  The slash is generally used to 

combine two roughly equivalent terms, not separate objects. 

 

Always use spellcheck.  However, if a word is flagged, do not automatically change it to the suggestion; 

some words are correct even if they are not recognized, and they may be changed to something with a 

very different meaning. 


