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ITEC 715 Bulleted Lists and Paragraph Styles
Bulleted Lists
When writing bulleted lists, keep in mind that:

· The phrase that introduces the bulleted list should end with a colon.
· The bulleted phrases should follow grammatically from the introductory phrase.
· If each bulleted phrase begins with the same word or words, that word (or those words) should be removed from each of the bulleted phrases and placed instead at the end of the introductory phrase (there are occasional exceptions, though).
· Each bulleted phrase should begin with a capital letter (exception: if the word’s capitalization scheme is critical to its meaning and it doesn’t start with a capital letter, then leave it as-is. E.g., it is permissible to start a bulleted phrase like “pH is a measure of the acidity or alkalinity of a solution” with a lower case “p” because “pH” always begins with a lower case “p”).
· You should not use terminal punctuation on bulleted list items unless any item in the list is a complete sentence. In that case, add terminal punctuation to all items in the list.
· You should strive to keep the bulleted phrases short; try to avoid using complete sentences as list items if possible.

· Bulleted lists look best with a blank line placed between the introductory phrase and the first bulleted item.
· Adjust the tab settings in PowerPoint when creating bullet lists so that list items that wrap to a second line have that second line indented to the same position as the first character of the first line (not aligned vertically with the bullet symbol!).

· You should be consistent with respect to bullet shapes and indentation levels

Paragraph Styles
There are two common paragraph styles. One is to indent the first line of each paragraph, but place no blank line between paragraphs, as in:


This is an indented paragraph. Its first line begins indented from the left margin but the rest of it is flush with the left margin.


The paragraph that follows it also begins with an indented line. This paragraph follows immediately after the previous paragraph, with no blank line between them.

The other common style is not to indent the first line of the paragraph, but to place a blank line between paragraphs, as in:

This is the first paragraph. Its first line begins at the left margin, which is the same place as all its other lines begin. 
This is the second paragraph. It follows a blank line, used to separate one paragraph from the next.
In this class, the second style (no indent, blank line) is the style you should use.

