Academic writing style sheet template

Client or author’s name: A Writer
Document title: Title of document
Language and linguistics
	Regional spelling choice
	Choose either of the following:

· British English: e.g. colour, sulphur, encyclopaedia, centre

· American English: e.g. color, sulfur, encyclopedia, center

	Regional variations
	Is the text aimed at the British or American market?

E.g. holiday vs vacation; lift vs elevator.

	‘ise’ or ‘ize’
	Choose either of the following:

· standardize (acceptable in UK and US)

· standardise (acceptable in UK)

Watch out for words that always take ‘ise’ spelling: e.g. advertise

	Abbreviations/ contractions
	Choose either of the following:

· no full stops between each letter in abbreviations using capital letters, e.g. UK
· full stops between each letter in abbreviations using capital letters, e.g. U.K.

Choose either of the following:

· Mr, Mrs, Dr (no full stops)

· Mr. Mrs. Dr. (full stops) 

	Numbers
	Choose either of the following:

· spell out numbers between one and ten, and use numerals for 11 and higher

· spell out numbers between one and ninety-nine, and use numerals for 100 and higher
There are some exceptions to the above, for example:

· always spell out numbers when a sentence starts with a number (or rewrite the sentence so the number no longer comes first)
· if it is excessively awkward or it breaks convention to spell out a number, use numerals
Numbers in a range are linked with an en dash (not a hyphen):

· Plymouth, 1995–2002

	Percentages
	Percentages should be expressed using the symbol % for numerals (e.g. 57%) and as ‘per cent’ if the number is spelled out, (e.g. five per cent in UK, or five percent in US).

	Dates
	Choose one of the following:

· 5th January 2019

· 5th January, 2019

· January 5, 2019

· 5 January 2019

· 05/01/2019

· 01/05/2019 (US style)

	Times
	Do you want to use the 12-hour or 24-hour clock?

Are you using am and pm (or a.m. and p.m.)?

The choice is up to you, but keep the same style for consistency.


Formatting and layout

	Headings
	Choose from the following:

· H1 – MAIN HEADINGS SHOULD BE BOLD AND CAPITALISED
· H2 – Subheadings Should Be Bold And Title Case
· H3 – Further Subheadings Should Be In Title Case Only
· other preferred heading style (make a note of what this is)
No text should appear on the same line as a heading or subheading.

	Chapters
	All chapters to be set on a fresh page and numbered in chronological order.

	Section/scene breaks
	There are several ways section breaks can be shown. The commonest way is to add an extra blank line between sections. How you choose to show section breaks is a style choice, but keep the same style for consistency.

	Paragraphing
	Choose either of the below:

· the first paragraph in a chapter/section should not be indented, and all other paragraphs should be indented (use proper indents, not tabs)
· paragraphs should not be indented, but leave a line space between each paragraph instead
Your university of college may have a style they prefer, so please check with your supervisor.

	Spaces
	Only one space should separate the punctuation mark at the end of a sentence from the first letter of the next sentence.

	Lists (bullet points)
	Use a colon to introduce a bullet-pointed list.

Whether your lists are bullet pointed or numbered, keep the same style for consistency.

When it comes to punctuating your bullet point lists, aim for consistency.

	Quotations and references
	All quotations (whether direct or indirect) need to be clearly marked with correct citation.

Choose either of the following:

· single quotation marks: ‘Hi, Max.’ (use double quotation marks for quotations within quotations)

· double quotation marks: “Hi, Max.” (use single quotation marks for quotations within quotations)


Punctuation and capitalisation

	Oxford (or serial) comma
	Choose to use or not, but keep the same style for consistency. If you choose not to use, this rule can be broken to avoid confusion.

	Hyphens and dashes
	Do you want to use email or e-mail; cooperate or co-operate? You can choose to use either. But, again, keep the same style for consistency.
Dashes when used as parentheses. Choose from either of the following:

· en dash (spaced): e.g. Her car – a red Ford Focus – was parked on the drive (more common in UK style)

· em dash (closed up): Her car—a red Ford Focus—was parked on the drive (more common in US style)

Instead of a colon, a spaced en dash or a closed-up em dash can be used to emphasise a phrase at the end of a sentence. You can choose to use any of the below, but keep the same style for consistency.
· colon: e.g. There was only one thing she could do: run.

· en dash: e.g. There was only one thing she could do – run. (more common in UK style)

· em dash: e.g. There was only one thing she could do—run. (more common in US style)

	Possessives
	Singular possession (an apostrophe and s are generally used with personal names ending in an s, x or z sound, as long as it isn’t difficult to pronounce):

· Max’s fiancée

· Olivia’s suitcase

· David Ashby’s football (the football belonging to David Ashby)

· Sarah Hastings’ laptop (the laptop belonging to Sarah Hastings)

Plural possession (use just the apostrophe after the name or word if it ends with an s):

· people’s opinions

· other countries’ prison systems

For plurals of family names (surnames):
· the Seymours’ house (the house belonging to the Seymour family)

· the Joneses’ house (the house belonging to the Jones family)

	Titles and ranks
	Lower case when used generally, but initial capital letter when used as a name, before a name or in a form of address.

· I spoke with my dad; but ‘Can I go to the beach, Dad?’

· ‘Yes, my lord’; but ‘That is Lord Seymour.’

· A captain; but ‘Good morning, Captain.’

· Boris Johnson, the prime minister, but Prime Minister Boris Johnson

	Public buildings and published works
	Capitalise named buildings, places, rivers, etc.; use lower case for generic terms:

· the Natural History Museum; they went to the museum

· the University of Plymouth; she attended university

· the Amazon River; they swam across the river

Magazine and book titles take italic; chapter and article titles take quotation marks:

· Chapter 1, ‘An Unexpected Party’, in The Hobbit
Song titles take quotation marks; albums take italic:

· ‘Bohemian Rhapsody’ from the album A Night at The Opera


Spelling preferences
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	GH
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