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1. COPILOT CONVENTIONS
The Copilot platform of reference for this work was the institutional Microsoft 
365 Copilot version.

Conversations with Copilot are indented in a smaller font size. Copilot turns are 
in italics and are separated by a dash on a single line. Some bold text has been 
added manually in Copilot turns for ease of reference. 
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2. INTRODUCTION
These guidelines aim to help users navigate the challenges presented by 
generative AI and the particular use case of producing texts in English in 
accordance with the Interuniversity Style Guide for Writing Institutional Texts 
in English. They were put together by the English Language Quality Work Group 
of the Vives Network of Universities over the course of a year (starting in early 
2024). The work was not always plain sailing. As any user of these assistants will 
know, the results can vary wildly, but this was not the only problem the group 
encountered.

2.1 A constantly evolving technology
Generative AI is in constant flux. The underlying large language models seem 
to remain relatively stable, but the user interfaces provided by the leading 
companies do not. When the project started, just a year after the first assistant 
was made available to the public, it did so with ChatGPT’s cutting-edge version 
3 and Google’s assistant Bard. Within months, version 3 had been superseded 
by version 4 and Google’s tool had become Gemini. The speed at which this 
technology is updating and changing is vertiginous. This rapid pace can be 
both exciting and disconcerting, and new features or updates can significantly 
impact workflows.

2.2 Using Microsoft Copilot
The group made an early decision to use Microsoft’s Copilot as its assistant of 
choice. This was down to the fact that Copilot was being introduced at a number 
of the universities involved and offered extra guarantees for data security. This 
choice limited some of the things the group could do. For example, members of 
the group who had access to the premium-level version of ChatGPT saw much 
better results; this was, in some measure, because ChatGPT can be customised 
to adapt to individual users’ needs.

Likewise, when the project began, Copilot was unable to ‘remember’ anything 
between sessions. Each time the user signed in, they had to start afresh (this 
is no longer the case). Other changes over the course of the year have affected 
how Copilot could be used. For example, the Notebook option and the different 
mode settings – Balanced, Creative and Precise – were removed, and the paper 
clip for uploading files went from intermittently to consistently available.

https://cdn.vives.org/var/www/html/vives.org/wp-content/blogs.dir/11/files/2024/12/18112655/Interuniversity-Style-Guide-4a_ed.pdf
https://cdn.vives.org/var/www/html/vives.org/wp-content/blogs.dir/11/files/2024/12/18112655/Interuniversity-Style-Guide-4a_ed.pdf
https://www.vives.org/
https://learn.microsoft.com/en-us/copilot/microsoft-365/enterprise-data-protection
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Nonetheless, the group soldiered on with the project, adapting to each change 
as they encountered it. Alongside these changes, however, the group also had 
to deal with a number of challenges stemming from how these generative AI 
assistants work, which we deal with in the section “Troubleshooting”.
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3. TEN TIPS
This section is organised into ten subsections offering advice under the following 
titles: Be polite, Be friendly, Be communicative, Be precise, Be specific, Be natural, 
Be persistent, Be patient, Be positive and Be you. In reality, of course, all these 
attitudes are connected to one another. For example, being communicative 
can be part of being friendly and is probably helped by being precise. But in 
the context of a conversation with an AI assistant, it is useful to think of what 
each approach can contribute individually, and so this section gives specific 
examples of good practices driven by these attitudes.

3.1 Be polite
When we work with someone new, one of the first things that can help us 
talk to each other is politeness, simply because it offers common ground for 
two strangers to share and build on: we may not know anything about our 
interlocutor, but we do know that if we are polite to them, they will probably 
show the same positive attitude to us. Something similar happens in our 
conversations with AI assistants, who aren’t human but whose responses are 
determined by both the content and the tone of our prompts, and for whom 
negative content or tone can be disrupting. In the words generated by one of 
these assistants: “When users are courteous, it makes the conversation more 
enjoyable and productive. Being polite can also make it easier to communicate 
your needs effectively, ensuring I provide the best possible assistance.”

Being polite in a conversation with an AI assistant does not mean saying 
“please” and “thank you” all the time. But it does mean treating the assistant 
as a partner in an interaction. Think of it like this: after three or four exchanges 
in any conversation geared towards producing a text, you might well want the 
assistant to refer back to an earlier moment, or repeat or change something; or 
you might want to prepare it to do something else entirely. These things are all 
much easier to do if the conversation resembles a real interaction between two 
participants who are seeking to accomplish a task together. The basic advice 
“Be polite”, then, is saying be consequent with your side of the interaction.

3.2 Be friendly
When the assistant doesn’t produce what you want, rephrase your request 
rather than pick an argument. Therefore, not

That’s wrong, I didn’t ask for the text as a list.
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but

Instead of bullets, now could you write it for me as a running text?

Offer the assistant choices within a task.

What would you like first, the text or the questions?

Don’t overload the assistant with instructions. Give a first instruction and then, 
after receiving the first answer, fine-tune it with further instructions.

3.3 Be communicative
Ask the assistant to ask you questions.

I need to write a short text about the importance of my colleague’s research into 
sustainable practices in agriculture in the Baix Ebre, but I’m not sure where to 
start. Can you help me get ideas by asking me questions about his work?

Assign the assistant a communicative role and purpose.

You’re a member of the administrative staff in a university department, and you 
have to write a short notice asking the students who have finished class not to 
make noise in the corridors. The notice that is there now just says “Please be 
quiet” and that hasn’t worked. You want the words Please be quiet followed by a 
short sentence to make the students reflect more. 

Signpost backwards and forwards in the conversation. 

Can you change these three sentences in the same way you changed the sentence 
that started “All applicants should contact Dr Puig…”? 

When you’ve written this list, please call it List B so we can keep it for the next task 
I want to give you.

3.4 Be precise
First of all, this means being precise and explicit in how you proceed. Come 
to the conversation with a clear plan of the text you want the AI assistant to 
produce. Also, be aware that what you ask for (and how you ask for it, that is, 
the words you choose) and what you don’t ask for will be equally important in 
the result you get. So the instruction to “analyse the file” that you upload gives 
much better results than “read the file”, for example, and asking for “exactly five” 
is more likely to return that number.
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Define classes and concepts that may be clear to you but might sound vague to 
the assistant.

Use British English. That means British spelling. That also means British English 
for any truncated words. For example, write Mr and Attn without a final point. 
Please also use British English for the date.

Make the email formal. That means explaining each of these three points in a 
short paragraph that is concise and avoids contractions. 

Make sure each sentence you write leads clearly to the next.

In the second file, I think there are some sentences that contain the words 
recommend and recommends. Can you find those sentences and write them for 
me here?

Don’t use jargon. Therefore, not

I want the first paragraph to briefly describe SRH provision for the region’s hill 
tribes, the second to summarise their general WASH infrastructure and the third 
to propose four ways in which the UN’s NWoW is accomplishing triple nexus 
objectives.

but

I want the first paragraph to briefly describe the provision of sexual and 
reproductive health commodities for the region’s ethnic groups, the second to 
summarise their general water, sanitation and hygiene infrastructure and the 
third to propose four ways in which the UN’s drive for countries to jointly commit 
to collective outcomes are accomplishing humanitarian, development and 
peacekeeping objectives. 

At a basic level, try to write accurately, avoiding abbreviated language, spelling 
mistakes and bad grammar. These may not always confuse the assistant, but 
they can have a cumulatively negative effect on both the assistant’s output 
and your development of the task. They can also make the text ambiguous. 
Therefore, not 

Replace 12.9 x 13.6 + 2 more sentences on expenses (first task)

or

Now include + info cf wboards, blackbirds, overheads, etc. (last text)

or

Add details about the values that provide the extreme conditions of the terrain in 
January and February.
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but

Replace Section 12.9 by Section 13.6 and add two more sentences on expenses 
using the information from the first task.

and

Now include more information to compare whiteboards, blackboards, overhead 
projectors and any of the other items that may be relevant from the last text.

and

Add details about the values provided by the extreme conditions of the terrain in 
January and February. 

3.5 Be specific
Make the prompt as specific as possible. For example, instead of just saying 
that you want the text to be formal, say that it is addressed to the “head of 
department at a government institution”, whether it should include or avoid 
contractions, and how many words and paragraphs it should have.

Draft an email from me, a member of the rector’s office at a Catalan university, to 
a California university representative (Jennifer Lee) I’ve just met at a conference in 
Venice. Ask her for more information about her university’s mobility programmes 
and if we could meet up (by videoconference) to discuss them further. The 
email should be around 200 words. Divide it into three paragraphs: the first 
introductory paragraph to remind her who I am, the second to ask about the 
programmes, and the third to propose a date to talk again. Use standard US 
English and contractions.

————

Subject: Follow-up on mobility programs

Dear Jennifer,

I hope this email finds you well. It was a pleasure meeting you at the conference 
in Venice last week. I’m [Your Name], a member of the rector’s office at [Your 
University] in Catalonia. I enjoyed our conversation about international education 
and the potential for collaboration between our institutions.

I’m particularly interested in learning more about your university’s mobility 
programs. Could you provide me with more detailed information on the types of 
exchanges and partnerships you offer? We are keen to explore opportunities that 
could benefit our students and faculty.
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Would you be available for a videoconference to discuss this further? I’m flexible 
with timing and can adjust to your schedule. How about we aim for a meeting next 
week? Please let me know your availability, and we can set up a convenient time.

Looking forward to your response.

Best regards,

[Your Full Name]
[Your Position]
[Your University]
[Your Contact Information]

3.6 Be natural
First, when someone says “be natural” they often mean “use common 
sense”. Indeed, in one of our most natural human activities, we use the 
commonsensical system of following a train of thought to reach a result, which 
is more effective than arbitrarily acting on different thoughts. When prompt 
engineers recommend engaging AI assistants in chain-of-thought procedures, 
they are basically encouraging us to make the assistant use that natural and 
very productive procedure. So, point the language assistant towards chain-of-
thought procedures to get it to do something that comes naturally to us, but 
not to it.

Do this as a single instruction, before the task.

Work on this problem step by step.

Or by chaining parts of the task together, at different moments. 

Now write those three sentences in just one. And then wait for more instructions.

Label that as “Group 2” and keep it for later.

Or by chaining the whole task, as in this role-play.

You: You’re a member of the admin staff in a university.

[The assistant’s first response, showing readiness and asking for more context]

You: At a Catalan university. 

[The assistant’s second response, asking for more context]

You: I’d like you to write to a group of researchers explaining the details of a trip to 
Tarragona. But please wait now for more instructions. 



Manual d’estil interuniversitari per a l’ús de IA generativa en la redacció de textos en anglès12

[The assistant’s third response, agreeing to wait]

Right, I’d like this to be a short email message. First…

Second, “be natural” is also synonymous with “be spontaneous”. Often, even 
though we have a clear idea about what we want the assistant to produce 
before we start the conversation, we may ask for changes as the text takes 
shape because the assistant has suggested something that we like but hadn’t 
considered ourselves. Taking these suggestions on board can make the whole 
procedure more creative. 

Nice. I really like the addition of the timeline here. In fact, that makes the third 
group in the last paragraph unnecessary, so can you get rid of that but keep that 
text coherent?

And because language assistants borrow from such vast data sets of language 
phrases, in the same way that our natural inclination towards trains of thought 
can be reproduced in their chains of thought, there are moments when we 
can choose spontaneity instead and, giving the assistant just one well-written 
prompt, be rewarded with a fairly complete text ‘just like that’. Spontaneously, 
you might say.

Write me a 6-line poem that is also an announcement on the wall of a university 
classroom reminding students to bring their own laptop chargers to class. Make 
the poem rhyme and make the last line funny.

————

Remember to bring your charger, dear, 

Without it, your laptop might disappear. 

No power, no notes, oh deary me, 

So pack that cord and be worry-free. 

Don’t let your battery run out of steam, 

Or you’ll be stuck in a tech-less dream!

Third, “be natural” can also mean “be straightforward and direct”. This does 
bear on conversations with AI assistants because not being straightforward with 
them can often undermine their output. For example, as an AI assistant’s main 
remit is to provide the user with a result, testing it to do something you know 
is impossible will probably backfire, as the assistant will go on doing its best to 
provide even an inadequate answer.
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Here are the observations of one user who discovered this.

“I had read that this particular AI assistant finds it challenging to sound British. 
The text I gave my assistant (the first text below) didn’t actually have any non-
British English elements, but I asked it to make the text more British-sounding 
anyway, to see if it would change anything. Of course it did change some things 
just to keep me satisfied (the second text below), but the changes themselves 
didn’t contribute anything new.”

Hi Gustav,

I hope you’re doing well.

I’m really sorry, but I won’t be able to join you for a coffee tomorrow. I have a 
meeting, and I can’t move it around.

Maybe next time!
Raoul

————

Hi Gustav,

I hope you’re well.

I’m really sorry, but I won’t be able to join you for a coffee tomorrow. I have a 
meeting, and I can’t rearrange it.

Maybe next time!
Raoul

Finally, the advice to be straightforward and direct also means that if you realise 
that you’ve made a mistake in some part of the task development, just own up 
to it and make it part of the conversation.

Whoops, I think I’ve asked you to do those two parts the wrong way round. Can 
we go back to the introductory section, and I’ll give you new instructions?

3.7 Be persistent
Don’t necessarily expect the assistant’s first answer to be the best or only answer. 
Use it for brainstorming. Take its first answer and fine-tune it with more context 
or a request for specific changes.

Write a warning that the room will be occupied tomorrow.

Notice: Room Occupancy
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Please be advised that the room will be occupied tomorrow. Kindly make 
alternative arrangements if you need to use the space.

Thank you for your understanding.

————

Make it friendlier and add the date.

————

Friendly Reminder: Room Occupancy

Just a heads-up that the room will be occupied tomorrow, October 16th. Please 
plan accordingly and make alternative arrangements if needed.

Thanks for your understanding and cooperation!

————

Make the date format like the one used in the Interuniversity Style Guide for 
Writing Institutional Texts in English.

————

Friendly Reminder: Room Occupancy

Just a heads-up that the room will be occupied tomorrow, 16 October. Please plan 
accordingly and make alternative arrangements if needed.

Thanks for your understanding and cooperation!

————

Use something else instead of friendly reminder.

————

Heads-Up: Room Occupancy

Just a heads-up that the room will be occupied tomorrow, 16 October. Please plan 
accordingly and make alternative arrangements if needed.

Thanks for your understanding and cooperation!

3.8 Be patient
Chain prompts together to slowly build up to what you want. For example, 
first assign the assistant a role, then provide the context and, finally, give the 
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exact instructions for what you want it to do. Don’t worry about its superfluous 
responses to each individual prompt.

You’re a college administrator.

————

It sounds like you might be looking for some help with college-related matters. 
Whether it’s about admissions, course selection, campus facilities, or anything else, 
feel free to ask! How can I assist you today?

————

At a Catalan university.

————

That sounds interesting! Are you studying or working at a Catalan university? If so, 
which one? I’d love to hear more about your experience there. 😊

————

You need to write to students to explain the pros and cons of the use of generative 
AI — wait for more instructions.

————

Got it! I’ll be ready to help you draft that message. Just let me know when you’re 
ready to provide more details or specific points you’d like to include. 😊

————

I want a short email message with, first, the three most important pros and, then, 
the three most important cons; the tone should be friendly, but not overly so.

————

Subject: Understanding the Pros and Cons of Generative AI

Dear Students,

I hope this message finds you well. As we continue to explore new technologies, 
it’s important to understand both the benefits and potential drawbacks. Here are 
some key points about generative AI:

Pros: 

Enhanced Creativity: Generative AI can assist in creating new content, from art and 
music to writing and design, sparking creativity and innovation.

Efficiency: It can automate repetitive tasks, saving time and allowing you to focus 
on more complex and meaningful work.
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Personalization: AI can tailor educational content to individual learning styles and 
needs, providing a more personalized learning experience.

Cons:

Quality Control: AI-generated content may sometimes lack accuracy or quality, 
requiring careful review and editing. 

Ethical Concerns: The use of AI raises questions about data privacy, intellectual 
property, and the potential for misuse.

Dependency: Over-reliance on AI tools might hinder the development of critical 
thinking and problem-solving skills.

I encourage you to consider these points as you engage with generative AI in your 
studies and projects. If you have any questions or need further information, feel 
free to reach out.

Best regards,

[Your Name]

3.9 Be positive
Avoid saying what not to do; instead, say what you want the assistant to 
accomplish in positive terms. Focus on the desired outcome by using verbs that 
imply negation but do not include the word not. For example, use avoid rather 
than do not and exclude rather than do not include. Therefore, not

Describe some of the expenses this research project will involve, but don’t 
mention the expenses that come under (a), (b) and (c) and don’t talk about 
overall figures. 

but

Describe some of the expenses this research project will involve, but exclude 
mention of the expenses that come under (a), (b) and (c) and avoid talking 
about the overall figures. 

3.10 Be you
Role-playing can be an excellent way to adapt the assistant’s answers to your 
needs. Provide roles for both the author and the recipient to set the boundaries 
for the generative AI precisely. 
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You work with international students at a Catalan university. You need to warn 
them that their exams are in two weeks’ time. Tell them they need to prepare and 
if they have any questions they can contact you.

————

Subject: Reminder: Exams in Two Weeks

Dear students,

I hope this message finds you well. I want to remind you that exams are just two 
weeks away. This is a key time to focus on your preparation and ensure you are 
ready for this important part of the semester.

If you have any questions about the exam format, content, or need clarification on 
any topic, please don’t hesitate to reach out. You can contact me directly via email 
or visit during office hours.

Wishing you the best of luck with your studies!

Best regards,

[Your Name]
[Your Position]
[Your Contact Information]

If you don’t want the variety of English that your AI assistant generally defaults 
to, you can try to adapt the role accordingly. 

Thanks for that, but please adapt it slightly: you’re from the UK and you like to 
use a more informal tone when talking to students.

————

Subject: Heads up: Exams in Two Weeks!

Hi everyone,

Just a quick reminder that your exams are only two weeks away. It’s crunch time, so 
make sure you’re on top of your revision and feeling confident about the material.

If you’ve got any questions—whether it’s about the exam format, what to focus on, 
or anything else—don’t be shy. Drop me an email or pop by during office hours, and 
I’ll be happy to help.

Good luck with the prep—you’ve got this!
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Cheers,

[Your Name]
[Your Position]
[Your Contact Information]

As you can see, the assistant can take your instructions to an extreme. In this 
case, the text could be deemed too informal. 

Essentially, you are engaging with an interlocutor who processes and uses the 
writings and utterances of countless other human beings to simulate, mimic 
and imitate human conversation. You might even consider that it functions as a 
sounding board, and whatever you put or don’t put into the conversation pretty 
well determines what will then come out of it. 

All these approaches must surely be considered basic good practices in any 
conversation with an AI assistant.
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4. TROUBLESHOOTING
Here are some of the issues we encountered during our trials (and tribulations) 
and some ideas on how you can solve them.

4.1 Paper clip button
You can give the generative AI assistant access to the style guide in one of three 
ways: upload the style guide using the paper clip button; give it the style guide’s 
full name (Interuniversity Style Guide for Writing Institutional Texts in English) 
and let it find it online; or point it to a particular published version using a web 
address.

Uploading the style guide is the best option if you require precise adherence 
and want to prevent the assistant from using and referring to other sources. The 
formats that are currently accepted by Copilot are Office documents and PDF. 
Upload the style guide at the beginning of the conversation and then ask the 
assistant to wait for instructions or upload it after providing context and telling 
the assistant that you are going to need a text revised according to the style 
guide’s recommendations.

4.2 British English
Generative AI assistants seem to be strongly biased towards American English. A 
recurrent problem the group encountered was the assistants’ patchy application 
of British English conventions. One way around this is to include this standard 
instruction suggested by Copilot that aims to cover all the possible differences: 

“Please use non-Oxford British spelling, ensuring all American and Oxford 
variants are replaced with standard British English spellings. Pay special 
attention to differences such as -ise vs -ize, -our vs -or, -re vs -er, -ce vs -se and 
double consonants, and change specific words like behavior to behaviour.” 

4.3 Never at a loss for words
The assistant never failed to provide some sort of response. The sensation is 
that it does not want to disappoint the user, so it will produce anything rather 
than admit to not having an answer (but see below). This, obviously, can cause 
problems. Examples include citing works that do not exist or even inventing 
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whole new concepts. So, caveat emptor: AI-generated content should always be 
checked for accuracy.

4.4 Bias, blind spots and hallucinations
On many occasions, the group saw how the assistant’s output was biased by the 
input it had been trained on. Significantly, there appeared to be a clear gender 
bias, with male figures far outnumbering their female counterparts. Likewise, 
there are things the assistant doesn’t know it doesn’t know. But, as we’ve said 
before, that won’t stop it trying to come up with an answer. This often leads to 
what are known as hallucinations – plausible-sounding but factually incorrect 
text – and the assistant simply inventing a response. 

One way around the issue of hallucinations is to allow the assistant to admit 
uncertainty by giving it explicit instructions to say it doesn’t know when it 
doesn’t know. This simple tweak can reduce hallucinations significantly. 

Another way is to ask it to ground its response in facts – in this case, the exact 
sections of the style guide it is basing its response on – using quotes or citations. 
If it can’t back up a correction to a text by referring to a specific point in the style 
guide, it must not make that correction. 

4.5 Variable results and multiple responses
Your experience may vary from day to day, and from assistant to assistant. 
Among the members of the group, the results obtained could differ greatly. 
Subtle differences in a prompt could lead to substantial differences in the 
response. Generative AI assistants are unlike most computer programs seen to 
date in that they are not predictable and consistent and, perhaps surprisingly, 
not very good with numbers. 

One of the remarkable things about generative AI is its ability to produce multiple 
different responses to the same prompt. This is great for brainstorming and fine-
tuning, but can cause problems when it comes to deciding which response is 
best for each task. You need to be careful with the assistants’ biases, blind spots 
and hallucinations, but you also have to be careful when going over the texts 
produced – an essential step in the process. 

Interacting with these assistants gives you the impression that you’re dealing 
with someone who really knows what they’re talking about, but this is an illusion. 
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What we enter as words, the assistant converts into tokens and responds to us in 
ways that are so convincing it can be hard to question its responses. It’s easy to 
take them at face value, but they always require a discerning eye before they can 
be considered ready for use. In one of our examples, we asked the assistant to 
produce a more informal version of the text, and it did. However, the result was 
probably too informal.

In conclusion, generative AI is pretty astounding, but also somewhat perilous. 
You need to be careful and bear in mind the dangers we’ve discussed. One way 
to think of the assistant is as an enthusiastic intern. As someone fresh out of 
university, they can help you with your tasks but they don’t have the knowledge, 
skills and experience you do, so you’ll need to go over their work before you can 
be sure it’s fit for purpose.
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5. EXAMPLES
Be aware that, although generative AI assistants may produce a text that is free 
of errors, this does not mean it complies with our institutions’ in-house style 
guidelines. These examples demonstrate how you might go about revising a text 
in English to comply with the Interuniversity Style Guide for Writing Institutional 
Texts in English and the results you might expect. They cover issues dealt with 
in the chapters “Spelling”, “Punctuation”, “Capitalisation”, “Numbers”, “Gender”, 
“Singular and plural” and “Translation”. 

Example 1
Could you revise the following text according to the recommendations of Chapter 
7, “Singular and plural”, of the Interuniversity Style Guide for Writing Institutional 
Texts in English? 

The university has two campus. It offers a variety of curriculum for students to 
choose from. Each curriculum includes practicum that students must complete. At 
the end of their studies, students must defend their thesis in front of a committee. 
The data collected from these defences is used to improve the curriculum. In the 
field of economics, data is particularly important. The class of 2023 has shown a 
particular interest in this field and there has been an increase in the number of 
student studying economics as a result. Half of the students in the class of 2023 
has already secured internships. The number of student securing internships 
in their first year is increasing. They will be attending a sciences conference on 
07/02/2025. The conference will discuss the economics implications of various 
scientific discoveries.

————

Sure! Here is the revised text.

The university has two campuses. It offers a variety of curricula for students to 
choose from. Each curriculum includes practicums that students must complete. 
At the end of their studies, students must defend their theses in front of a committee. 
The data collected from these defenses are used to improve the curricula. In the 
field of economics, data are particularly important. The class of 2023 has shown 
a particular interest in this field and there has been an increase in the number of 
students studying Economics as a result. Half of the students in the class of 2023 
have already secured internships. They will be attending a science conference 
on 07/02/2025. The conference will discuss the economic implications of various 
scientific discoveries.

-
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OK, could you now revise the capitalisation mistakes and apply the right date 
format and British English spelling? 

————

Sure! Here is the revised text with capitalisation and date corrections and British 
English spelling:

The University has two campuses. It offers a variety of curricula for students to 
choose from. Each curriculum includes practicums that students must complete. At 
the end of their studies, students must defend their theses in front of a committee. 
The data collected from these defences are used to improve the curricula. In the 
field of Economics, data are particularly important. The Class of 2023 has shown 
a particular interest in this field and there has been an increase in the number of 
students studying Economics as a result. Half of the students in the Class of 2023 
have already secured internships. They will be attending a science conference on 7 
February 2025. The conference will discuss the economic implications of various 
scientific discoveries.

Let me know if you need any further adjustments! 😊

————

That’s good. Please lowercase “Class”. Also, can you tell me why, according to 
what piece of style guide advice, you’ve capitalised “Economics”?

————

Regarding the capitalisation of “Economics,” the Interuniversity Style Guide for 
Writing Institutional Texts in English advises capitalising the names of academic 
disciplines, departments, and courses. This is why “Economics” is capitalised in the 
text.

————

But it says something about “in general terms”, when we’re not referring to the 
name of an actual course.

————

You are correct. According to the Interuniversity Style Guide for Writing Institutional 
Texts in English, academic disciplines should be capitalised when they refer to 
specific courses or departments. However, when used in general terms, they should 
be in lower case.

Given this, here is the revised text with “economics” and “class” in lower case:
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The University has two campuses. It offers a variety of curricula for students to 
choose from. Each curriculum includes practicums that students must complete. At 
the end of their studies, students must defend their theses in front of a committee. 
The data collected from these defences are used to improve the curricula. In the 
field of economics, data are particularly important. The class of 2023 has shown 
a particular interest in this field and there has been an increase in the number of 
students studying economics as a result. Half of the students in the class of 2023 
have already secured internships. They will be attending a science conference on 
7 February 2025. The conference will discuss the economic implications of various 
scientific discoveries.

Example 2
You are a professional proofreader who has been trained on the Interuniversity 
Style Guide for Writing Institutional Texts in English. I need a text to be revised 
according to its style recommendations. I will first upload the style guide. Please 
wait for further instructions.

I’m attaching the text I’d like you to revise. Please ensure that you correct it 
according to the Interuniversity Style Guide for Writing Institutional Texts in 
English I uploaded beforehand, and remember that the style guide calls for 
British English spelling (e.g. programme, colour, centre, behaviour, recognise). 
Please refrain from paraphrasing. When you provide a list at the end of the 
corrections you’ve made, please cite the section of the style guide you have 
based the corrections on. Only refer to or quote the style guide when it explicitly 
mentions the issue corrected. I’m keen to see how well you do. This is important 
to me because I need to produce texts that comply with our interinstitutional 
English language criteria and I’m short on time.

The University is planning recruit fifty young individuals with talent and experience 
from across Europe. The first call for applications will be announced on 1st of 
June 2025. The aim is to contract twentyfive predoctoral researchers for the Martí 
i Franquès COFUND project. One of their duties will be to organize courses on a 
Bachelor’s Degree in their discipline (or a related one.) The remaining twentyfive 
will be contracted on 2026. The University will dedicate eight millions euros to 
the program. Four millions of this amount will paid by the European Commission 
as part the Marie Skłodowska-Curie Actions program, and four millions will come 
from it’s own budget. The researchers recruited will be given the opportunity to 
join with a group of research at the Universitat Rovira i Virgili.

————
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Sure! Here is the revised text.

The University is planning to recruit fifty young individuals with talent and 
experience from across Europe. The first call for applications will be announced on 
1 June 2025. The aim is to contract twenty-five predoctoral researchers for the 
Martí i Franquès COFUND project. One of their duties will be to organise courses on 
a bachelor’s degree in their discipline (or a related one). The remaining twenty-
five will be contracted in 2026. The University will dedicate eight million euros 
to the programme. Four million of this amount will be paid by the European 
Commission as part of the Marie Skłodowska-Curie Actions programme, and four 
million will come from its own budget. The researchers recruited will be given the 
opportunity to join a research group at the Universitat Rovira i Virgili.

List of corrections and corresponding sections from the style guide:

Added “to” before “recruit”: Corrected for grammatical accuracy.

Changed “1st of June 2025” to “1 June 2025”: Corrected date format (Section 5.6 
Dates).

Changed “twentyfive” to “twenty-five”: Corrected hyphenation (Section 5.2.3 
Hyphens).

Changed “organize” to “organise”: Corrected spelling to British English (Section 
1.1.1 Differences in spelling between British and American English).

Changed “Bachelor’s Degree” to “bachelor’s degree”: Corrected capitalisation 
(Section 3.3.9 Education).

Removed the full stop inside the parentheses: Corrected punctuation (Section 2.7.1 
Round brackets).

Changed “on 2026” to “in 2026”: Corrected preposition usage.

Changed “eight millions euros” to “eight million euros”: Corrected plural form 
(Section 5.9 Million and billion).

Changed “program” to “programme”: Corrected spelling to British English (Section 
1.1.1 Differences in spelling between British and American English).

Changed “Four millions” to “Four million”: Corrected plural form (Section 5.9 Million 
and billion).

Added “be” before “paid”: Corrected for grammatical accuracy.

Changed “part the Marie Skłodowska-Curie Actions program” to “part of the Marie 
Skłodowska-Curie Actions programme”: Corrected preposition usage and spelling 
(Section 1.1.1 Differences in spelling between British and American English).
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Changed “it’s” to “its”: Corrected possessive form. 

Changed “join with a group of research” to “join a research group”: Corrected word 
order and phrasing.

————

Thanks. Can you confirm that the Universitat Rovira i Virgili doesn’t translate its 
name into English?

————

Yes, I can confirm that the Universitat Rovira i Virgili does not officially translate its 
name into English. The university consistently uses its Catalan name in all contexts, 
including English-language sections of its official website.

Example 3
Could you revise these sentences according to the Interuniversity Style Guide for 
Writing Institutional Texts in English?

Only one student submitted his assignment on time.

Before 15 October, each tutor must speak to the students that he or she has been 
assigned.

————

Certainly! Here are the revised sentences according to the Interuniversity Style 
Guide for Writing Institutional Texts in English, which highlights gender-neutral 
language and clarity.

Only one student submitted their assignment on time.

Before 15 October, each tutor must speak to the students they have been assigned.
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