WRITING CRYSTAL CLEAR COPY: 
COPYWRITING BASICS FOR BEGINNERS

Class Project: Clarify Your Copy

Watch the WRITING CRYSTAL CLEAR COPY: COPYWRITING BASICS FOR BEGINNERS class before starting this project.

Visit the project page for information about how to use this worksheet.

	BEFORE
	AFTER

	Click here to enter text.
	Click here to enter text.






Work through the principles below to find and destroy the causes of unclear copy. Amend the AFTER version 
of your copy as you go along. Track your progress by checking the box next to each step when you complete it.


PROJECT WORKSHEET

1) KNOW YOUR READER
☐ 	Identify your reader
☐ 	Understand their motivation
☐ 	Work out how you can help

2) SHORT, SHARP SENTENCES
☐ 	Find over-long sentences
☐	Split long sentences by removing ‘connecting’ words
☐	Vary sentence length for interest

3) THE ACTIVE VOICE
☐ 	Work out where you’ve used the passive voice
☐ 	Try switching from passive to active

4) TRASH THE ADVERBS
☐ 	Pinpoint all your adverbs
☐ 	Trash them!
☐ 	Strengthen your verbs if needed
☐ 	Add one or two back in (if they’re really needed)



5) YOU AND I
☐ 	Limit your use of the third person
☐ 	Keep it conversational
☐ 	Switch between personas effectively

6) FIND THE RIGHT WORDS
☐ 	Use words that are right for your reader
☐ 	Keep it simple
☐ 	Take the ‘read out loud’ test

7) DON’T NOMINALISE
☐ 	Find them
☐ 	Replace them with the original verb if possible

8) BE DIRECT
☐ 	Have a clear, concise call to action
☐ 	Don’t repeat yourself or list synonyms

9) POLISH YOUR COPY
☐ 	Thoroughly proofread your copy
☐ 	Use Hemingway to pick up anything you’ve missed


You’re done - stand back and admire your crystal clear copy!

Upload your worksheet, or a screenshot, to the project page so that 
fellow students can see the difference you’ve made to your writing. 
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