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Bulleted Lists 

  
The goal of effective business writing is to make your point clearly and succinctly.  Use a bulleted 
or numbered list as an excellent means of achieving this goal when relaying a large amount of 
information or a series of items.  Bulleted or numbered lists are useful in both written documents 
and presentations.  However, remember a few rules when you are constructing a bulleted list. 
  
Use of Bulleted Lists   
You should use bullets when you have a number of points to make and their order does not 
matter.  If order does matter, use numbers and make your list sequential.  By pulling information 
out of the traditional paragraph form, you make it easier for your reader to recognize and digest 
quickly what you are saying. 
  
Keys to Success with Bulleted Lists 
Begin the list of bullets with an introductory phrase that establishes the intent of the list to follow.  
This introductory phrase should end with a colon. 
  
Make sure that all of the items in your list are parallel.  For a list to be parallel, you must construct 
each item similarly, and the first word in each bullet should begin with the same kind of word (i.e. 
noun, verb, etc.).1 
  
Understand the rules of punctuation with bullets.  Typically, bulleted phrases do not require 
punctuation.  However, if you use complete sentences in any one bullet point, you should make the 
remainder of you bulleted points into complete sentences.2 
 
Example of a List with Non-parallel Structure 
The new business process will facilitate the following improvements: 

•          simplified ordering 
•          paperwork will be streamlined 
•          it will expedite new requests 

  
Example of a List with Parallel Structure 
The new business process will: 

•          simplify ordering 
•          streamline paperwork 
•          expedite new requests 

  
[1] Franklin Covey Style Guide for Business and Technical Communication (1997). 
2 Ibid. 
  
The Business Communication Center consultants proudly produce these Tipsheets. 
From resumes and cover letters to presentations and PowerPoint slide design, the Business Communication 
Center can help you with all your communication needs. Stop by and visit us in McColl 3127, or visit our 
Website for more information. 
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