Creating Bulleted Lists

You can use bullets to 

•
focus attention on key points

•
break up dense text

•
emphasize relationships

What should I bullet?

Look for 3–6 items that have a logical relationship to each other. 

	You can bullet text that
	Example
	Bulleted

	Mentions a number of elements

	Three steps are required: clean the surface, sand away nicks, and apply gloss.
	Three steps are required:

• clean the surface
• sand away nicks
• apply gloss

	Includes a series of parallel items (note that all items in the example begin with a verb)
	Bullets can be used to focus attention on key points, break up dense text, and show relationships
	Use bullets to

• focus attention 
• break up text
• show relationships

	Contains repetition
	We toured Complex 17, where the booster rockets are assembled and mated. We then immediately toured Complex 24, the Atlas/Centaur launch complex. We also saw the Vehicle Assembly Building. We ended our tour by visiting the test range and receiving station.
	We toured these facilities:

•  Complex 17, where boosters are assembled

•  Complex 24, the Atlas/ Centaur launch facility

•
Vehicle Assembly Building

•
Test Range and Receiving Station



How often should I bullet?

Kim Long, author of Writing in Bullets (2003), recommends using no more than one bulleted list per page. On the Web, readers should see no more than one set of bullets per screen. In PowerPoint, bullets are so common that Long encourages presenters to look for alternatives such as charts, diagrams, or quotations.

How should I organize my bulleted lists?

Use numbers to • show order of priority • emphasize how many items are listed.

Use either numbers or letters when items must be done • as steps in a process • in order.

Use bullets if items are not listed in any special order.

How should I format bulleted lists?

In standard lists, indent items evenly and use a hanging indent (which can be selected in MS Word’s Paragraph dialog box). Other options include horizontal bullets and bold or italic run-in heads (as in the paragraph above) or nested lists (shown below):

We invest the fund’s assets in

•
stocks of U.S. and foreign companies that

—show improved earnings, and

—sell at low prices relative to their cash flows or growth rates;

•
debt, both investment grade and junk bonds; and

•
U.S. Treasuries. 
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