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Section Two – In-house Styles

Document Conventions

Heading
Description

Version of English
[Australian, US, UK]

Non-standard words and in-house jargon
[List all the in-house terminology that is specific to your organisation]

Measurement
[Metric, Imperial]

Heading page conventions, including copyright
[What goes into your headings and why.  These standards should be reflected in your templates.}

Header and Footer conventions
[What goes into your headers and footers and why.  These standards should be reflected in your templates.}

Chapter and section numbering conventions
[How are you numbering your chapters, sections and the like?]

[As a general rule keep numbering strictly to a minimum, particularly if you are using Microsoft Word.  Even highly skilled users of the product find themselves challenged by outline numbering.]

[In addition, there is a general move away from excessive numbering of headings, and if it is absolutely necessary go up to two levels at the most.]

Table of Content style
[How do you want Tables of Content to look?  What is the maximum number of levels to display?]

Indexing Style and when to use
[When will you use indexing and exactly how?]

Capitalisation of headings
[How will you capitalise headings, title case, sentence case or lower case?  Make sure this is consistent with your templates.]

Wording and Usage Conventions

Heading
Description

Use of bold, italic and underlining for stress
[How will you format stressed words, and how much?  A general rule for using highlights is ‘less is more’.  If you have several stressed words on a page it is probably too much.  If highlights are overused, they are ignored.]

Punctuation conventions for bulleted and numbered lists
[What colons, commas, and full stops will you use?  What capitalisation will you use?  When making this decision, go with the flow of the product you are using.  If it your product consistently automatically changes your style, then it would be easier if you changed it too.]

Cross references, bookmarks, hyperlinks 
[Cross references, bookmarks and hyperlinks work in different ways for different purposes, particularly where word processing documents are to be converted for on-line.  Specify exactly when and how to use each]

Automatic numbering
[What automatic numbering functions are to be used under which circumstances?]

References for illustrations, tables etc
[When do you label illustrations and tables?]

· 

Punctuation for numbers
[How are you going to present numbers, which ones do you write and which ones do you use numerals for?  How will you punctuate large numbers?]

Date and Time
[How will you show date and time?]

Abbreviations
[What abbreviations will you use and how?  The most common ones to cause trouble are ‘that is’ (i.e., or ie., or ie), and ‘for example’.

Styles to Avoid
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