An editorial style sheet can be used to ensure editorial consistency in one document, or an organization’s entire line of publications. Style sheets, often presented in a chart or table format, can be used in the absence of a style manual or guide, or as a supplement for establishing editorial rules that do not appear in the manual. They are also used to detail special exceptions that should be applied to a particular document or document type.

Style sheets list all kinds of editorial decisions, such as how to treat numbers above 9 (“11” or “eleven”); if words beginning with the prefix “non” should be hyphenated (“non-verbal” or “nonverbal”); whether to use an apostrophe when referencing a time period (“1970’s” or “1970s”); and much more.

Below are a sample style sheet and a blank style sheet. Style sheet formats vary, but usually include categories for A through Z, abbreviations, numbers, punctuation, and miscellaneous.

Project Name:

Prepared By:

	AB

-initials “AJ” (no periods)


	CD
	EF
	GH


	IJ

	KL


	MN

-(cap) Municipal City

-(lowercase) municipal building
	OP
	QR
	ST

-AJ Smyth (not “Smith”)

	UV


	WX
	YZ
	Abbreviations/ Acronyms

-use “PM” and “AM”
	Punctuation

-use two spaces after commas

-do not hyphenate “non” prefix; but “multi-” prefix before vowels

	Numbers

-spell out for “one” through “ninety-nine”; use numerals for “100” and up 


	Format

-numerical lists only, no bullets

-“…(see Appendix A, Section 7).”

-“…can be found in Section 7 of Appendix A.”
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