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General 
Commonly used words and styles 

·  All spelling is Australian-English. 

·  The word email should be lower case and contain no hyphen.  

·  Okay is preferred over ok, and over & 

·  Write numbers one to nine as words and numbers, 10 and above as numerals. 

·  Preferred date format is day/month/year, e.g. 1 January 2008 

·  Write 20 to 30 not 20-30. 

·  Most soloists do not run a company, rather they run a business. 

·  Avoid using the word 'staff' but rather use 'suppliers'. 

·  Titles of books, films and so on to be given in italics. 

·  Word count of between 350 and 650 words acceptable, although 500 is optimum. 

Editing articles 
Elements of an article 

Each article includes a headline, teaser and intro paragraph. 

Headline 
 
Teaser 
 
 
 
 
 
 
Intro para 

 
 

A majority of the time, the headline, teaser and intro para in the author’s submission will require 

editing. 
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Editing the headlines 

 

Headlines should not be written in all capitals, so Small business branding advice is correct, Small 

Business Branding Advice is not. This is true of headlines and subheadings. too. 

Be aware when editing the author’s headline that it will occasionally be inaccurate, e.g. it refers to 

‘Ten tips’ which on inspection turn out to be ‘Ten mistakes’.  

Another example - a recent piece was initially called “Should you send Christmas cards to clients?” 

The article argued strongly that you should, so the headline needed changing to “Why you should 

send Christmas cards to clients” 

The headlines need to be search engine friendly. Don’t be preoccupied with this, as once you have 

edited the articles, they will go through a further process of search engine optimisation (SEO).  

However, you can help better ready the article by bearing the following in mind when editing: clarity is 

key.  

Google favours a less clever, more literal style of headline that explains more clearly what’s in the 

article. E.g. “Improve your concentration at work” is preferable to “Keeping a lid on distractions”.  

This also means avoiding colloquial language, e.g. “Why projects fail” is preferred to “Why projects go 

belly up.” 

If you’re unsure what words to favour, it can be helpful to read through and identify the essence of the 

article and ask: “What phrase/words would I be most likely to type into Google to find this article?”  

The end result may sometimes seem utilitarian to more creative types. But when you reason that 
more people using search engines are more likely to find us this way, it is worth the compromise.  

 

Editing the teasers and introductions 

The headline/teaser/intro paragraph needs to give an accurate snapshot of what’s coming up by 

highlighting what the reader can expect.  

Typically unedited articles suffer in one or more of the following ways: 

a) Not stating its author’s position clearly or early enough �  strengthen the voice. 

b) Starting with a premise that’s too general �  get specific. Many articles start with a problem 

then go on to recommend a solution. If that’s the case, say so up front.  

c) Concepts are ill-defined �  use examples to clarify. If you are unsure of what examples to use 
ask for the author’s help. See also Handling jargon 

d) A change of tack in the course of an article �  not a problem in itself but reader ought to be 

made aware this occurs early. Redress with an upfront statement like “I used to think x, but 

that view has been challenged of late.” Rather than “X mattered because….blah…blah..blah… 

Now I think Y!”  

You may find it helpful to perform the headline, teaser and intro para review towards the end of the 
editing process. 
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Do not be afraid of author backlash on your edits. Of the 350+ articles we have handled, we’ve only 

faced one instance of complaint from an author. In fact the opposite is true and feedback suggests 

the authors’ consensus is our edits enhance their articles. 

Style and tone 
Clear, concise, positive and upbeat 

The brevity of the articles suits a to-the-point style and while editing, strive to maintain an affable, 

positive and upbeat tone.  

Avoid negative language. A recent example saw an article with the headline “Dealing with difficult 

people” edited to “Communication techniques: Showing empathy.” 

Ensure all non solo-specific references are edited out, e.g. “professionally shot photos of your key 

people” needs to read “professionally shot photo of yourself”. 

Similarly, if you spot opportunities to, you’re encouraged to positively enhance the solo angle.  

Consider whether the article needs expansion/elabor ation or abbreviating/sharpening 

All Flying Solo articles need to clear and concise. Typically articles either lack in one or other area!  

Expansion/elaboration typically involves: 

·  Enhancing the headline, teaser and intro para to better set up the article. 

·  Including a sufficient conclusion and a ‘comments’ call to action at the end. 

·  Rewriting long bullet point lists as paragraphs. Overreliance of formatting of this kind often 
demonstrates style over substance, particularly in shorter articles. Try to eliminate.  

·  Clarifying of terminology where necessary – see Handling jargon for more info 

More typically, though, abbreviating/sharpening is required. This involves: 

·  Editing down to sub 650 words, aiming for optimum of 500.  

·  Getting rid of waffle. e.g. “That’s why I am going to make the most of September by deciding 

to focus my attention” becomes “In September, I'll focus my attention”. 

·  Removal of repetitive sentences or paragraphs. 

Aggressive editing is encouraged where appropriate but be cautious that shortened articles maintain 
a decent flow. Also, please ensure context remains throughout the edited article.  

You may find it’s easiest to identify text that jars by editing, taking a break, then re-reading. This is a 

good way of picking up whether the flow has been disrupted. The often occurs between paragraphs  

If so, a good technique for smoothing it out is to add a ‘linking’ sentence at the start of one para that 

addresses a point made at the end of the last.   

Handling jargon 
Articles should be easily understood by a ten year old. 

Therefore if you suspect the author is using jargon, you need to handle it. This is common in, but not 

exclusive to, Technology articles.  



 
 

                                                                                   © Flying Solo 2007         [5] 
 

Often, authors presuppose knowledge of the reader. It’s the editor’s job to clarify and define on the 

author’s behalf, particularly when the entire article is based on the complex term.  

This has been well-handled in the ‘lead generating website’ article above. Notice how the term has 

been introduced, defined and examples have been given all in the first few paragraphs. 

Here’s a non-technology example of jargon from an article on financial management:  

Sort source documents into 12 separate months 

Handle this by either: 

Defining the jargon “Sort source documents, i.e. invoices, bills and receipts, into 12 separate 

months.” 

Deleting and using a more commonly used term “Sort invoices, bills and receipts into 12 

separate months.” 

The former is preferred as once defined, the phrase can be referred to again in the same article 

without need for clarification. 

If in doubt about a term/phrase, ask the author for clarification. As a rule, never leave in anything that 

you don’t understand.  

Article formatting 
Formatting ideas to help digestibility, legibility and structure  

Numbered lists 

For example, “Five ways” “Ten tips” is useful for structure. When using lists, make use of 

subheadings. Whenever subheadings are used, they should make sense as stand alone 

phrases/statements. Those skim reading, for example, should be able to glean the meaning of the 
article. 

Presenting information in the most legible way 

Ask: could that long list of bullet points be better if rewritten as a paragraph? Is there too much fussy 

formatting and/or punctuation in the article? 

Conclusion/ reader calls to action 

A five tip/similar style article should not conclude with the end of the fifth tip. If the author hasn’t 

supplied a closing para, ensure you add one. A good way of ending an article is to encourage the 

reader to share their thoughts via a comment. 

Length of paragraphs 

Generally, for ease of on screen reading, two short paras are preferred to one long one. A single para 

should not take up more than six lines in a Word doc (equivalent to about 85 words)  

Use of italics/underlining 

Italics emphasise words and phrases, whereas underlining should be reserved for hyperlinks.  

Bullet pointed lists 

Bullets should end with either a full stop or semi colon, depending on how the list is structured. 

Normally you use a full stop if each point makes a complete sentence or a semi colon if it’s a bullet 

point of lists. The latter means items should start with non capital letters. 
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Check for time specific references 

With lead times for articles averaging six weeks, reference to specific events or exact times and 

dates need to be avoided where possible. For example, rephrase “Last week” or “Last month” to 

“Recently” The occasional article may be scheduled to coincide with a specific time or event, such as 
Tips for festive networking but these are the exception, not the rule.   

Article cross linking 
Cross linking is beneficial for readers and search engines 

Cross linking between Flying Solo articles is encouraged as it provides both a benefit to the reader 

and is great for SEO. NB: To benefit in SEO terms the wording of the links should be as meaningful 

so avoid previous article and here. 

Examples of ‘good’ links and where they can be used follow:  

The author has been inspired by another article 

 

The article is a follow up. Here, the author has been inspired by a commenter – if this is the 

case we definitely like to mention it as it promotes conversation between author and reader.  
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The article is part of a series. This presents a good cross linking opportunity.  

However, use words from headlines in the links rather than making repeated reference to 

part 1, part 2, part 3 etc. That’s because each Flying Solo article needs to legible as a 
standalone piece.  

The below example forms part of the conclusion of a part 2 where a third article is coming up. 

Once part 3 has gone live, we will hyperlink to it.  

 

Author self-promotion 
How to manage author promotion in articles and foot notes 

Author sign off that appears at the foot of every article should suffice in the way of promotion. If the 

author tries to push a service within their article, edit it out. 

Occasionally, authors may supply a footnote such as: 

Information in this article is provided as a guide and should not replace…etc  OR 

This article is an extract of a report etc 

Our preference is to keep this to a minimum. However if you make a judgement that it is necessary to 

keep this information intact, edit it down as far as possible and inform the author of the changes 

made .  
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Grammar, Flying Solo style! 
Common inconsistencies and things to avoid include:  

Excessive punctuation 

It is quite common for authors to make excessive use exclamation marks, commas and hyphens. Try 

to tone this down.  

Commas or hyphens before the word ‘and’ and the wor ds ‘or’ 

For example the commas before ‘and’ and ‘or’ can go in all these instances.  

“Either they were too dressy, too casual, or too out of date.” 

“I felt dejected, and my previous confidence…” 

“People have several careers over their lifetime, and each…” 

“It’s hard to find a job that fits in all the right ways, ticks all the boxes, and fulfils every…” 

“Different elements are involved, and each person has a preference for….” 

Excessive use of hyphens 

Paragraphs that are peppered with hyphens destroy the flow of writing. Of course on occasion, a 

breather is appropriate. Use your judgement to decide. Typically, excessive use means unwise use.  

Inverted commas 

Too many inverted commas demonstrates a lack of confidence in the author and underestimates the 
reader. They are not required in the following: 

 A client of mine “turned a corner”. 

She “came up trumps” with the right answer.  

Brackets 

Brackets are avoided for a similar reason to avoiding inverted commas- it weakens writing. Every 

time you encounter info in brackets, decide a) whether to take it out an incorporate it into the para b) 

delete it or c) leave it intact, where appropriate.  

Starting sentences with And or But 

This is okay in moderation, though. 

Third person references 

The use of first person is preferred, so avoid ‘our’ and ‘we’ as they distance the writer from the audience 

The word ‘Etc’ 

Avoid using the word ‘etc’, instead place the word “and” between the last two words, i.e. not 
“…invoices, bills, receipts, etc.” but “invoices, bills and receipts.” 

Similarly “pricing, costing, working capital and overheads” is preferred to “pricing, costing, working 

capital, overheads, etc” 

E.g. and i.e. 

These are fine in moderation but like the above, it’s preferable to use longhand such as ‘for example’ 
or ‘namely’. Also ensure it’s written correctly, as above rather than eg and ie  

You may find it’s useful to read this newsletter, which elaborates on some of the points above. 


