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A style guide section of your styles and standards manual will include rules and suggestions for writing 
style and document presentation that are NOT covered in the general texts you have acquired.  These do 
not necessarily imply ‘right or wrong’ but do establish some form of standardisation in your materials and 
consistency between documents. 

In-house style guides include: 

� items for which there is no standard in commercial style guides 

� which option to choose when there are several possibilities 

� company specific, industry specific or local items. 

You can make a start in cataloguing these – you have probably come across some already as you have 
been preparing your documents.  Alternatively you may already have an in-house style guide to work 
with. 
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Use the table below to provide you with guidance on the types of headings to 
include in your style guide. 

Include a range of subheadings headings in your Standards Manual under the 
headings 

In-house Styles 

� Document Conventions 

� Wording and Usage Conventions 

� Styles to Avoid 
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Heading Description 

Version of English Australian, US, UK.  [Ensure your organisation sets spell checkers to this language, 
and when you create your templates, ensure they are using this language.] 

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 onto your front pages 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.] 
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Heading Description 

Chapter and section 
numbering conventions 

[How are you numbering your chapters, sections and the like? 

There is a general move away from excessive numbering of headings as users are not 
comfortable with lots of numbering levels. 

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. 

If you must use numbering try to use no more than two levels.  In the case of legal 
documents you may be required to use the 1.1.1.1.1 type of numbering, but if you do 
you will have to set them up in your templates expertly and train your users 
extensively.] 

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.] 

Footnotes/endnotes [Will you use footnotes and endnotes?  Under what circumstances?] 

Active or passive voice [The general standard these days is active voice, but you may need to provide 
guidance as to what this means.  Give examples to illustrate changing a passive 
sentence into an active sentence.] 
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Heading Description 

Use of bold, italics, quotes 
and underlining for foreign 
words, special terms, etc 

[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 [Will you have any specific guidance on punctuation, for example the use of inverted 
commas, semi colons etc?] 

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 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?] 

Figure and table legends [When do you label illustrations and tables?] 

Treatment of 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’.]   

Abbreviations, acronyms [Are acronyms to be spelled out at first reference?] 

Glossary [Under what circumstances will you create a glossary and what will you put in it?] 
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Heading Description 

Misused words  

Gender specific language  
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Although there are some similarities between the standards for developing and distributing paper 
documents and on-line documents, there are also some significant differences.  If you are implementing a 
strategy for both paper and on-line documents you have two options: 

� If your standards manual is large you may want to create a second document that deals with 
electronically distributed documents. 

� If your standards manual is small, you may want to add a section to the manual dealing with 
electronically distributed documents. 
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Create your own Electronic Standards Manual document.  If you possibly can, 
keep this with your paper manual standards, unless the two together are just too 
large.  This will help you keep the standards between the two media in-line. 

Repeat each of the sections outlined for the paper document except the printing 
heading, changing the content to reflect the needs of electronic documents. 

Replace the printing headings with the Distributing Electronic Documents 
heading below. 

What is the name of your document?  

_________________________________________________________ 

Include a reference to this manual in your strategy document under the heading 
Quality Standards, In-house Electronic Standards Manual. 
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The decision for how electronic documents will be distributed was made when you selected the document 
types.  However you will have in-house processes for how this distribution is to be achieved.  


