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	Applies to:
	This document covers all existing and prospective [organization/department] documents and communications.

	Objective:
	Clearly define the rules and guidelines for delivering written and visual communications content.

	Approach:
	By developing and applying a consistent set of rules for communications deliverables, we, we can be more efficient and productive during review and production of materials, as well as more effective in applying brand-compliance.


	Area
	Item or Rule
	Description or Rationale/ Link

	References

	Style Manuals
[Choose the industry style guidelines that best fit your organizational needs… these two are examples]
	Associated Press Style Guide
	Referenced as the final authority by Corporate Communications and Digital Communications, AP Style Guide takes precedence over all other style references with the exception of the Branding center.

	
	Chicago Manual of Style
	Excellent reference, recommended as a secondary authority if AP Style Guide does not address a particular question.

	
	[corporate communications]  style guide for content publishers
	The organization often dictates some general usage and style guidelines that all content creators should adhere to.

 Link to those guidelines here

	
	[Company] Brand guidelines
	Branding guidelines address use of logos, corporate color systems, tag lines

	Dictionaries
	Dictionary.com
	http://dictionary.com

	
	
	

	Grammar & Usage
	The Elements of Style, Fourth Edition (Strunk, William & White, E.B)
	

	Online References
	Merriam Webster dictionary online
	http://www.merriam-webster.com/

	
	Grammarbook.com:  basic questions about grammar and usage
	http://www.grammarbook.com/

	
	Visual Thesaurus:  “mind mapping”-style thesaurus for locating synonyms and antonyms
	http://www.visualthesaurus.com/

	
	Acronym Finder: List of commonly used and officially recognized acronyms and initialisms
	http://www.acronymfinder.com/

	
	New York Times glossary of financial terms
	http://www.nytimes.com/library/financial/glossary/bfglosa.htm

	
	Forbes glossary of financial terms
	http://www.forbes.com/tools/glossary/index.jhtml

	
	RefDesk.com – fact checker for the Internet.  Links to all the major search engines, news and articles of all kinds, and additional links to other resources
	http://www.refdesk.com/

	Departmental Mechanics, Style & Usage Guidelines

	Use of Language
	Voice

Avoid passive voice, except where appropriate.
	Active voice sentences tend to be shorter, clearer and more concise.
Passive:  “The project manager is responsible for scheduling weekly status meetings.”

Active: “The project manager schedules weekly status meetings.” (preferred)

	
	Tense

In general, use present tense, unless describing an event occurring in the future or a historical reference.  Keep tense consistent within paragraphs and sections.
	Example:
“Preparers and approvers receive access to BlackLine after completing training.”

	
	Mood

Use imperative mood in procedural content.

Use second-person for less formal communications where friendliness and teamwork are crucial.

Use third-person for formal communications, such as background, project documentation, and reports.
	Examples:
“Click the Save As button to give the file a new name.”

“You can find more information about the rollout on the Account Integrity section of Pulse.”

“All staff should plan to complete the mandatory training by November 30.”
“Analysts identified more than 180 duplicate transaction codes.”

	Hyphenation
	Between words:
Check whether a compound noun is two words, one word, or hyphenated, in the dictionary. If you can't find the word in the dictionary, treat the noun as separate words.

Phrases that have verb, noun, and adjective forms should appear as separate words when used as verbs and as one word when used as nouns or adjectives.

Compound verbs are either hyphenated or appear as one word. If you do not find the verb in the dictionary, hyphenate it.

Generally, hyphenate between two or more adjectives when they come before a noun and act as a single idea.

When using adverbs not ending in -ly a as compound words in front of a noun, hyphenate. When used after the noun, do not hyphenate the combination.
	

	
	With prefixes:
The current trend is to do away with unnecessary hyphens. Therefore, attach most prefixes and suffixes onto root words without a hyphen.

Hyphenate prefixes when they come before proper nouns.

Hyphenate prefixes ending in an a or i only when the root word begins with the same letter.

When a prefix ends in one vowel and a root word begins with a different vowel, generally attach them without a hyphen.

Prefixes and root words that result in double e's and double o's are usually combined to form one word.

Hyphenate all words beginning with self except for selfish and selfless.

Use a hyphen with the prefix ex.

Use the hyphen with the prefix re only when the re means again AND omitting the hyphen would cause confusion with another word.
	

	Company Specific Usage
	Email

Intercompany

Intracompany

eLearning
	

	Punctuation
	Use American-style punctuation:

Quotation marks outside of sentence ending punctuation (period, exclamation point, etc.).
	

	
	Use two spaces after a period.
	

	
	Do not use periods at the end of bulleted lists, unless at least one list item is a sentence. 
	

	
	Use a serial comma preceding the final item in an inline list to avoid confusion.
	Example:

“George used colors and combinations such as orange, blue and gold, green and white, red, silver, and blue.”

	Naming Conventions
	Describe file/folder/object naming conventions or link to a separate document.
	

	Date Formatting
	Documents for US use only should use mm/dd/yyyy or month dd, yyyy.
Documents that will be distributed internationally should use dd/mm/yyyy or dd month yyyy.
	

	Training, Job Aid, User Support Style Conventions and Rules

	Screen Element References
	Click a link. 

Click or Press a button. Never hit a button.

Select / Deselect check boxes

Select a radio button

Choose or Select a value from a dropdown list.
	

	Lists
	Use numbered lists to indicate a sequence of actions to take.

Use bulleted lists to indicate a range of choices or non-sequential items.
Numbered and bulleted lists should never go more than three layers deep.
	See MS Word Style Sheet section

	Other
	
	

	Document and Digital Content Design Rules & Guidelines

	Title page
	Use for documents of five or more pages
	

	
	Use logo according to brand guidelines
	

	Table of Contents, Table of Figures
	Use TOC for documents of ten or more pages.
Use TOF for documents containing ten or more figures (tables, screen captures, other graphics) with captions.
No more than three levels.
	See the MS Word Stylesheet section

	Indexes
	Use for documents of 100 or more pages.
	Will be needed only very rarely for OCM delivered materials in print or PDF.

	
	No more than two levels
	

	Front matter
	Confidentiality
	

	
	Copyright notification
	

	
	Revision history
	

	Margins
	Unless otherwise specified in Corporate  guidelines, use 1-inch margins on all sides
	

	Headers & Footers
	First page header contains corporate logo and document title
	

	
	Subsequent page headers contain logo and section title (doc title if no sections)
	

	
	Footer contains information category (e.g. toolkit, program, etc.), page number, Document Title, copyright, confidentiality/proprietary statement, document version number, document release date
	Do not use auto text date—the date will change each time the file is opened.

	Metatags / keywords
	Follow existing taxonomy guidelines for metatags.

Limit keywords and metatags to three for content of 300 words or less.
	

	Graphics
	All

Embed rather than link.

Graphics one-half or less the width of the primary text space should float left (online content may alternate float left and right). Graphics more than half the width of the content should float center.
	

	
	Screenshots:

Full screens no larger than 6 inches wide.

Flush left justification

See OCM Screenshot Guidelines
	

	
	Clipart & stock photography:

Use clip art very sparingly, and only when it aids in comprehension or visual cueing

When using clip art, select images that are of similar styles, and avoid comic book styles.

Use stock photographic images pre-approved by Corporate Communications (preferred). If using images from online repositories, use only images with creative commons, commercial use allowed licensing. Tag photo with source.
	

	
	Charts and created visuals:

Follow corporate color palette and style guidelines.

For print/PDF, save at 300 dpi or higher, PNG or JPG. For online content, save a version at 72 to 144 dpi.

Follow naming convention guidelines, and create a graphics folder for multiple graphics for a project.
	

	Hyperlinks
	Embed hyperlinks in the phrase to which the hyperlink refers.
Hyperlinks should open content in new window or tab.
	

	Usability & Navigation Rules & Guidelines

	Usability
	Build the fewest links possible for end users to reach content
	

	
	Consistently use icons to refer to links, functionality, etc.
	

	
	Follow style sheets to ensure visual cues for procedural and contextual information.
	

	
	Follow templates to ensure consistency among all documentation.
	Request new templates pubs team manager.

	
	Upload content to one location/directory on [corporate intranet/cms].  Provide additional links to the single location as needed.
	

	
	
	


1 MS Word Style Sheet 
Select View>Toolbars>Formatting to view the styles listed below.
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You can also select Styles and Formatting from the Format menu to view all Styles in the right hand reference panel.
Title

Subtitle

Date

TOC Heading
TOC 1(8Heading 1)


TOC 2 (8Heading 2)


TOC 3 (8Heading 3)




2 Heading 1

2.1 Heading 2

2.1.1 Heading 3

2.1.1.1 Heading 4

2.1.1.1.1 Heading 5

Body Text

Body Text Last

Body Text Indent

Body Text Indent 2

· List Bullet

· List Bullet Last

· List Bullet 2

· List Bullet 2 Last

· List Bullet 3

· List Bullet 3 Last

Steps Intro

1. List Number
1. List Number 2

List Number 2 Last

1) List Number 3

List Number 3 Last

List Number Last

	Table Heading
	Table Heading

	Table Subheading
	Table Subheading

	Table Heading Alternate
	

	Table Text
	

	· Table List Bullet
	

	2) Table List Number
	


· Note:  used to provide additional information that may help end users.
·  Caution:  used to point out where incorrect performance of a step or function can cause system performance, data corruption, or productivity issues.
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Warning:  used to identify risks that can lead to system downtime, data loss, or failure to comply with corporate or regulatory guidelines.

Apply Note style to all three callout scenarios.
Code Snippet: Use when instructing the user on exactly what to enter in a data field or query.
Caption [image: image3.png]


[image: image4.png]



	Template provided at no charge by TechWhirl.com
You are free to use and customize as needed.
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