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K
eeping a style sheet is the single most important thing you can do to ensure accuracy and consistency in what you write, edit, or proofread. Here’s a fill-in template style sheet, designed for hard-copy use, to get you started:

· Under the headings provided, just write in the style choices (conventions) and spellings preferred by your industry, company, or department, or for a particular project. Add as few or as many as you like. Then refer to this sheet whenever you or anyone else needs a reminder.

· If you’re creating a company or department style sheet, be sure to circulate it—and all updates—to everyone who needs it.

· If the style sheet is for a single project, let the style sheet travel with the project, so that everyone who works on it can use the same conventions. As you work, add items in the appropriate categories so that your style sheet is always up to date. If more than one person is working on a project and adding to the style sheet, it’s helpful for each person to use a different color or mark entries with a different symbol. That way, each person knows what the others have added.

To give you an idea of what to include on a style sheet, we’ve provided some sample items. But remember, they’re only examples. This style sheet is yours to fill in for your organization or project. (Print in Landscape orientation.)
(   (   (
If you instead—or also—would like to work with an electronic version of this style sheet for use on your computer, see our Starter Style Sheet—Electronic. And for more help in the world of words, see our entire set of easy-to-use Job Aids for Effective Communication that give you quick, clear guidance as you prepare anything from a memo to a manual to a web page.

Company/Dept./Project:
Author(s):


Editor:

Version/Last Update:
Proofreader:
Style Conventions

	Abbreviations, Acronyms, and Initialisms

For example:

· U.S. (as adjective, but United States as noun)

· NATO (North Atlantic Treaty Organization; spell out on first use)
	

	Headings

For example:

· Lowercase articles (a, an, the), conjunctions (and, but, for, or, nor), and prepositions with fewer than five letters (in, to but Neither, Through, Between) unless they begin or end a heading (A Curious Run-In)

· Capitalize first letter of each word (except those noted above) in a compound (High-Density, Up-to-Date)
· 14-point Times bold, flush left, for all first-level subheads
	


	Lists and Tables

For example:

· Start each list item with a bullet and a capital letter

· End each list item with a period unless no item in list is a complete sentence

· Use bold for left-column table entries


	

	Numbers, Dates, and Times

For example: 

· Spell out one through ten, use numerals for 11 and up,
but always use numerals with percentages (3 percent) and abbreviated units of measure (1 km, 3MB, 64K) 

· 1990s, not 1990’s

· 7 a.m.


	

	Punctuation

For example:

· Use series comma (A, B, and C; not A, B and C)

· No space around em dashes—like this

· Use en dash in ranges (1999–2004, M–F)


	

	Other Conventions

For example:

· Italicize foreign words not in Webster’s

· Capitalize first letter of each word in department names (Customer Care Department) 

· Use initial capitals for each word of onscreen labels


	


Words and Terms

	For example:

adviser (not advisor)

bimonthly

businessperson

catalog

decision making (n)

disc (compact disc)

disk (computer disk)

e-mail

end-user (n, adj)

every day (adv; “I run every day”)

everyday (adj; “everyday event”)

hand off (v)

hand-off (n)

Internet

intranet

multilevel (adj)

nonnuclear

overproduction

point-of-sale (POS) advertising (adj)

POS (point of sale) (n)

Post-it® (symbol in promo materials only)

real time (n)

real-time (adj)

recreate, but re-create (create again)

reengineering

self-correcting

subgroup

Web (the Web)

web site (contrary to Webster’s)

X-ray
	





Starter Style Sheet


(For Hard Copy Use)
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