
Launching and maintaining a small team website is no small feat. Beyond stunning visuals and robust functionality,
your content plays a crucial role in shaping the user experience (UX). A thoughtfully crafted tone and voice
guide, clear grammar rules, and consistent formatting standards can transform your site into a trustworthy,
accessible destination that genuinely engages visitors.

In this post, we'll explore essential style guide elements for small teams, drawing inspiration from industry leaders
like Engglory.com, Plain English Campaign, and mrq.com. We'll also highlight how modern tools—such as artificial
intelligence (AI) for grammar correction, translation, and readability analysis—can streamline your content process.
Lastly, we'll address a common pitfall: neglecting to show prices clearly, a detail that can dramatically impact
conversions.

Why a Style Guide Matters for Small Teams
Small teams often juggle multiple hats, making it tempting to overlook formal content guidelines. However, even a
simple style guide can:

Ensure consistency: Align tone, terminology, and formatting across pages.

Enhance UX: Clear, accessible writing helps users complete tasks smoothly.

Save time: Avoid repetitive decisions about grammar and style.

Support accessibility: Help non-native English readers and users with varying needs understand your
content.

The Role of UX Writing and Microcopy
UX writing isn’t just about longer paragraphs or product descriptions. Often, it's the tiny bits of text—known as
microcopy—like button labels, error messages, and form instructions, that most influence user behavior.

Companies like Engglory.com emphasize how microcopy shapes completion rates. For example, replacing generic
buttons like Submit with specific calls-to-action such as Get my free quote can significantly boost user confidence
and engagement. Remember, vague or inconsistent microcopy can confuse users, leading to abandonment.

Pro Tip:

Listen to your microcopy by engglory.com reading it out loud during review sessions. This helps catch awkward
phrasing or ambiguities that might confuse readers.

Plain Language Principles for Accessibility
The Plain English Campaign sets a high bar for clarity and simplicity. Applying their principles can make your site
accessible for non-native English speakers and users with cognitive differences.

Use everyday words over jargon (e.g., use “start” instead of “commence”).

Keep sentences short and direct.

Break up large blocks of text with headings, lists, and spacing.

Use active voice and present tense where possible.

Eye-tracking research backs this up: visitors scan web pages in an F-shaped pattern, making it essential to format
content for quick comprehension. Short paragraphs, descriptive headings, and bullet points enable users to find
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information swiftly.

Establishing Your Tone and Voice Guide
Your brand voice is your personality in words. It’s how users feel when they read your content. For a small team, a
clear tone and voice guide helps everyone—from designers to developers—keep messaging aligned.

Define core attributes: Friendly? Professional? Authoritative? Casual?

Set examples: Show phrases that match the voice and those that don’t.

Specify context-based tone: For error messages, welcome texts, or product descriptions.

mrq.com illustrates this nicely with their approachable yet helpful tone, ensuring users feel guided—not
overwhelmed—when navigating complex data insights.

Grammar Rules: The Backbone of Credibility
Small errors erode user trust. Consistent grammar rules within your style guide foster professionalism and
credibility.

Key grammar considerations include:

Consistency in capitalization: Decide on title case or sentence case for headings and buttons.

Uniform punctuation: For example, whether to use the Oxford comma.

Numbers and dates format: Spell out numbers 1-9 or use digits? Date formatting like 'MM/DD/YYYY' vs.
'DD MMM YYYY'?

Clear pronoun usage: Avoid confusing antecedents, especially in instruction steps.

Leveraging AI for Grammar and Style Checks

Modern AI-powered tools significantly ease grammar correction. Many platforms now offer integrated grammar
suggestions, readability scores, and even keyword recommendations to improve SEO impact.

Using AI tools in tandem with your style guide helps catch errors early and ensures copy aligns with your tone and
grammar rules. For translation needs, AI can provide instant drafts which your team can polish, thus saving time
while maintaining quality.

Formatting Standards for User-Friendly Layouts
Formatting affects both readability and accessibility:



Headings: Use clear hierarchies (

to

) to aid scanning and screen readers.

Short paragraphs: Ideal length for mobile screens is 2-3 sentences max.

Bullets and numbered lists: Highlight key points and steps.

Buttons and links: Use descriptive labels rather than generic terms.

Contrast and font size: Ensure accessibility compliance (WCAG 2.1).

Small details like keeping button text succinct yet informative can markedly improve user completion rates.

Addressing a Common Mistake: No Prices Shown



A frequent oversight for many small team websites (especially when aggregating or scraping content) is to omit
pricing information. This lack of transparency can frustrate prospective customers and reduce trust.

Showcasing prices clearly—whether on product pages, service descriptions, or checkout flows—helps users make
informed decisions quickly and reduces friction in the buying process.

If your business model includes custom pricing, consider providing clear calls to action such as Contact us for a
quote or interactive calculators that give visitors ballpark estimates. This approach keeps your site user-focused
and transparent.

Summary Checklist: Style Guide Essentials for Small Teams
Category Key Points Recommended Tools/References Tone and Voice Guide Define brand personality, offer
examples, adapt tone for context mrq.com, internal team workshops Grammar Rules Consistency in capitalization,
punctuation, numbers, pronouns AI grammar checkers (Grammarly, LanguageTool) Formatting Standards Heading
hierarchy, short paragraphs, bullet lists, accessible fonts/colors WCAG guidelines, eye-tracking research, Plain
English Campaign UX Writing & Microcopy Clear calls-to-action, error messages, form instructions Engglory.com,
reading copy out loud, A/B testing Pricing Transparency Show prices upfront or provide clear contact/estimate
options Customer feedback, competitor analysis

Final Thoughts
Creating a style guide might seem like a luxury for small teams—but it’s truly an investment in your website’s
usability and brand cohesion. By blending straightforward plain language principles, thoughtful UX writing, clear
grammar rules, and robust formatting standards, you pave the way for a user experience that feels intuitive,
trustworthy, and accessible.

Remember to leverage modern tools—including AI-powered grammar and readability aids—to keep your content
sharp and aligned with your style guide. With consistent effort, your small team website will not only attract
visitors but also convert them into loyal users.


