
 

 

 

 

Handshake Project Style Guide 
By Jenn Lien, UX Writer | Designed for UX Writers Collective 

 
 

UX principles 

1. Solve user problems. Use tooltips or microcopy to answer questions and clarify concepts.  

 

2. Always be positive. Use positive language and offer solutions when needed.  

 

3. Write for everyone. Write for people who read each word, but consider that most will skim. Avoid jargon and 

slang. 

 

4. Be clear. Write headers and subheaders that guide users. Keep microcopy concise—use as few words as 

possible, but don’t leave out anything important. Cut “fluff” and jargon. Avoid vague terms. 

 

5. Follow the hierarchy. Content hierarchy moves from most to least important. Start with main points and work 

down. Use established H1 and H2 headers and CTA options when possible. 

Voice 

Professional and sincere — Handshake is a business first and foremost, and our primary goal is to help users reach 

their business goals through efficient billing and project tracking. While the app tone may be conversational, it must 

remain professional and sincere at all times. 

 

Reassuring and encouraging — People need a little emotional support now and then. Encourage users to complete 

projects and offer intuitive solutions when problems arise. Reassure users that help is here when they need it. 

 

Friendly and cordial — While the work itself may be more serious or competitive in nature, the partnership between 

business owners and freelancers on Handshake is collaborative. Handshake is committed to improving experiences for 

everyone by creating both a friendly and user-friendly environment. 

Voice characteristics 

● Professional, but not boring. “Track hours, bill clients, and submit payments all in one place.”  

● Reassuring, but not condescending. “It looks like one of your invoices is past due. Can we help you make a 

payment? 

● Friendly, but not silly. “Welcome to Handshake! Meet a better way to pay.” 

Tone 

● Handshake’s tone is informal and direct. On occasion, content may feel lively or exuberant, such as when a 

project is completed or a new collaboration starts. 

● Handshake is known for its “resting chill face" but is eager to lend a helping hand.  



 

 

Word choice 

Here are a few examples that describe the preferred terms to use in the Handshake app. 

 

USE THIS... INSTEAD OF... BECAUSE... 

Would you like...? You should... Be direct but not commanding. 

Your My Minimize interface confusion. 

Have you tried…? You didn’t... Focus on solutions. 

Fast, efficient Awesome, Fantastic, Great Use clear adjectives that describe function. 

Freelancer 1099 Contractor Avoid jargon. 

Home Return to home Be concise. 

It’s It is Be informal yet direct. 

Thanks! Thank you! Be informal yet friendly. 

Style 
. 
Naming conventions 

Avoid “your” and “my” when creating interface labels. Use “your” in microcopy to refer to interface labels and create a 

personalized experience while avoiding confusion.  

● Ex. Visit your Account for more information. 

Text formatting 

Use italics for the title of a longer work (such as a movie or book) or for emphasis.  

 

Use italics for all in-app elements, buttons, and navigation labels. 

● Ex. Click Submit to make your payment. 

 

Do not use underline formatting.  

 

Do not use a combination of italics, bold, capitalization, or underline. 

Writing guidelines 

Capitalization 

Use sentence case for all copy with the exception of main headers.  

 

Dashes 

Include a space before and after the em-dash (similar to AP style).  

 

End punctuation 

Use end punctuation (such as the period) in all complete sentences that are not main headers.  

 



 

 

Contractions 

Use contractions to promote an informal and friendly tone. 

 

Serial comma 

Use the serial comma, or Oxford comma, when writing a list. See the Chicago Manual of Style, 17th Edition (CMOS) for 

rules and exceptions.  

 

Commas 

Omit the comma typically used between two independent clauses if the comma: slows down the reading pace, adds visual 

clutter, follows a CTA, or separates two clauses that are short in length. 

● Ex. Click Finish and start your project. 

 

Exclamation points 

Use exclamation points intermittently to convey a friendly tone, but avoid overuse. Limit to one use per screen or page. 

 

Refer to the Chicago Manual of Style, 17th edition for grammar and style rules pertaining to: 

Abbreviations and acronyms 

Active voice 

Numbers  

Dates 

Decimals and fractions 

Percentages 

Time 

Punctuation 

Things to avoid 
● Avoid words such as “don’t” or “can’t” for client-facing copy. Negativity doesn’t motivate or inspire. Instead, offer 

positive solutions.  

○ Yes: To get started on a new collaboration, click New project. 

○ No:.You can’t make money until you start a new project.  

 

● Avoid using dashes to convey a range of time. Use text such as “to” or “from” instead.  

○ Ex. Your payment range for this project is January 2021 to March 2021. 

 

● Avoid using a slash if it can be omitted by using only text. Avoid and/or as this reduces readability. 

 

● Avoid using a double space between words. Always use a single space.  
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