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Style Sheet Template
For more on how to use this style sheet, please visit http://suearcherwordsmith.com/2015/08/04/why-you-should-try-a-style-sheet/
Title:  
Author: 
Style Guides / Dictionary Used: Example: Chicago Manual of Style, 16th Edition; Merriam-Webster’s Collegiate Dictionary, 11th ed. (online). If you are not using a style guide, you can say “None.” You may not have a specific dictionary in mind for your editor to use, but you should indicate the style of spelling you prefer (for example: American, British, or Canadian).
Editor: Sue Archer, www.suearcherwordsmith.com
________________________________________________________________________

1. Rules Followed

In this section, list any specific style preferences you have for each category, or state “None.” You may also want to add other categories if they are helpful for you. I recommend making a note of anything unusual.
Abbreviations: Do you have any preferences for how certain abbreviations should be styled, such as a.m. versus AM? List them here.
Capitalization: Are there certain types of words that you want to have capitalized even though they are normally in lower case? Identify them here.
Commas: Some uses of the comma are optional based on style preferences. Here are two common examples:
Are you using the serial comma (the comma added before “or” or “and” when used in a list of three or more items, such as “this, that, and the other”)? Or do you prefer no comma?
Are you using a comma after short introductory phrases (such as “In some cases,”) or not?

Ellipsis dots: Ellipsis dots can be either closed up (…) or separated (. . .). Do you have a preference?
Em dash: There are three main types of “dashes”:

· the hyphen (-), which is used between words or parts of words 

· the en dash (–), which is used in special circumstances, such as between dates in a range — the code for this is ALT+0150

· the em dash (—), which is used to separate phrases — the code for this is ALT+0151.

Your editor will need to know whether you prefer to have your em dash closed up (—) or have a space on either side ( — ). 


Exclamation marks: Use these sparingly.
Italics: When do you use italics? Do you use them to emphasize words or to show internal thoughts? Italics should not be used very often, since they are difficult to read.
Lists:  If you have any lists, how do you prefer them to be styled (use of bullet points, capitals, semi-colons, commas, and periods)? Provide an example here.
Numbers: In most fiction and literary non-fiction books, numbers from one to one hundred are spelled out. In most technical and business books, numbers from one to nine are spelled out. The remaining numbers are usually in numerics, other than large round numbers. What is your stylistic preference?
Quotes: Do you have any special concerns about the use of quotation marks? In North American style, for example, punctuation normally goes inside the quotation marks. Which punctuation style are you following?
Terms: Are you treating any terms in your manuscript differently, such as using single quotes around terms that are being ‘emphasized’? Identify this here.
2. Word List

The word list is the most critical part of the style sheet. Use this section to list the following types of words, so you can ensure consistent treatment of them throughout your manuscript:

· People / character names
· Place names

· Words that have unusual treatment (such as capitalization or abbreviation)

· Words that have accepted alternate spellings

· Rare or difficult words

· Invented words
You may want to make explanatory notes beside them as well.
A-B
Example: Ancients

C-E

F-H

J-M
Example: leaped (not leapt)

Example: Marsilla Malven (Jan’s mother)

N

O
P

Q-R

S

T-Z
Example: Tomas (guard – Chapter 2)

