
Style Guide 
 
The following information can be added to the Quick Start Style Guide: 
 
Affect, effect 
 
Affect is a verb that means to influence (e.g., The results of the status report affect all of us). 
Effect is a noun that means result or a verb that means to bring about or initiate 
(e.g., We do not know the effect that the latest revisions will have on our deadline). 
 
a.m., p.m. 
 
Write these abbreviations in lowercase letters with periods and no spaces. Do not use a.m. or 
p.m. without stating a time. Franklin Templeton Group also requires that you add EST (Eastern 
Standard Time) or PST (Pacific Standard Time). 
(e.g., The meeting on Monday is scheduled for 11:00 a.m. EST.) 
 
And/or 
 
Avoid using this construction; or alone often carries the meaning. If you feel you need to use and/or, 
use it only between two alternatives (e.g., A and/or B). 
 
Appears, displays 
 
Appears is an intransitive verb, a verb that does not require an object to complete its meaning. 
When you use appears, the direct object comes before  the word appears 
(e.g., The message appears). 
 
Displays is a transitive verb, a verb that requires an object to complete its meaning. When you 
use displays, the direct object comes after the word displays (e.g., The screen displays a 
message if you don’t log on accurately). 
 
Assure, ensure, insure 
 
Assure means to state with confidence that something has occurred or will occur. It implies the 
removal of doubt and suspense from a person’s mind (e.g., I assure you that I will meet the 
deadline). 
Ensure means to make sure of something (e.g., Edit that document to ensure its accuracy). 
Insure means to protect against financial loss or take out an insurance policy 
(e.g., Insure the car). 
 



Click, double-click 
 
Click means to quickly press and release the mouse button. Use click to describe the action 
you perform on a button, a window, or an arrow in a window (e.g., Click the Cancel button). 
 
Double-click means to click the mouse button twice in rapid succession. Use double-click to 
describe the action you preform on an icon. Double-click is always hyphenated. 
(e.g., Double-click the Microsoft Word icon.) 
 
e-mail 
 
Use lowercase when typing the word e-mail. 
 
Footer 
 
Type footer information in 9pt., Times New Roman font. Type the page number in 10 pt. in the 
bottom right corner of the page. 
 
Its vs. it’s 
 
Proofread your work to be sure you’ve used the correct word. Its is the possessive form; it’s is 
the contraction meaning it is (e.g., The easy connection to other systems is just one of its many 
advantages. It’s easy to take advantage of many new features in Windows?  XP.) 
 
Key vs. Type 
 
Use the word type (e.g., Type your password). 
 
Not applicable vs. N/A 
 
Spell out not applicable. 
 
Time log 
 
Type time log as two words. 
 



Effective Writing Overview 
 
The key to effective technical writing is to provide clear, concise descriptions of the product and 
the initial setup. Keep the number of steps in a procedure short. Research has shown that most 
procedures should be seven steps or less. 
 
Sentences 
 
Your readers do not have the time or the desire to wade through long, involved sentences. 
Keep sentence structure simple. Try to limit your sentences to 20 words or fewer. Eliminating 
unnecessary words makes your writing easier for the reader to understand. Try to limit most 
sentences to one clause or thought. You can always break a long sentence into two or three 
short sentences, each expressing a simple idea. 
 
Paragraphs 
 
Keep paragraphs short. Short paragraphs create a feeling of space, and they look inviting to the 
reader. Long blocks of type discourage the reader and hinder the delivery of your message or 
instructions. When needed, one-sentence paragraphs are acceptable. 
Present complex thoughts or instructions, one concept at a time, in a logical manner. 
If you are documenting complex processing instructions or formulas, try listing the functions 
separately. 
 
Illustrations 
 
Provide descriptions that do not require pictures, or provide both pictures and written 
descriptions. To test if the writing is effective, try removing, one at a time, first the words and 
then the pictures. With only one method, can you still understand what to do? 
Keep key information near the beginning of the text. Use bullets or headings to emphasize 
important points. Remember to keep the paragraphs short. 
 
Active voice 
 
Use active voice in your writing. In the active voice, the subject does the acting; in the passive 
voice, the subject is acted upon. The active voice is always more concise and direct, and it uses 
fewer words. 
 
Use:  John coded the program. 
Not:  The program was coded by John. 
 



Second person 
 
Use second person for most of your documentation. Writing in second person means using or 
implying you or your. Writing in this style helps produce a document that is conversational, 
informal, and friendly. Second person creates an atmosphere in which you are talking directly to 
the reader. It also uses fewer words.  
 
Tense 
 
For most of your writing, use the present tense. Try to avoid using the future tense. Although the 
systems we document are often still being created when we work on them, these systems exist 
in real time when our documentation is used in the field. 
 
Use: The system produces the reports that are run. 
Not: The system will produce the reports that are run. 
 
Sexist language 
 
Sexist language promotes and maintains attitudes that stereotype people according to gender, 
which assumes that the male is the norm. Nonsexist language treats all people equally and does 
not refer to a person’s sex at all when it is irrelevant or refers to men and women in symmetrical 
ways. 
 
Avoid sexist language by rewording the sentence to omit the male or female pronoun. You can 
also rephrase the sentence to avoid the pronoun altogether. Substitute the, a, or an, for his or 
her. 
 
Use:  The operator enters all the data. 
Not:  He enters all the data. 



Basic Editing Techniques 
 
The levels of editing that are used within the department are outlined as follows. 
 
Developmental Edit 
 
A writer’s intention on the first draft of a document is to get the main ideas on paper. In a 
developmental edit the technical writer’s role is to ensure that this initial information is on track 
with the overall plan and purpose of the document and to flag potential troublespots in the 
following areas: 
 
? Audience. Is the content and level of detail appropriate for the target audience? Is the tone 

and writing style appropriate? 
? Content. Is the product adequately described? 
? Organization. Are the major topics presented in a logical order? Does each topic lead into 

the next? 
? Testing. Are the plans still adequate or are there additional areas to test? 
? Consistency. Does it fit in with other procedures in the documentation set? 
? Examples. Are there enough? Do they demonstrate what they’re intended to demonstrate? 
 
Preliminary Edit 
 
The main purpose of the preliminary edit is to find global problems at an early stage. This level 
of edit gives the editor a chance to skim the document for major or recurring problems. This is 
the time to begin implementing the department’s style guidelines for consistency throughout the 
document. 
 
Copy and Literary Edit 
 
When you are doing a copy and literary edit, you are looking at everything possible. 
If the schedule permits, do one copy and literary edit concurrently with the technical review 
and another after all the revisions have been made. This level of edit includes the following areas: 
 
? Spelling, grammar, punctuation for correctness and consistency 
? Accuracy (facts and logic) 
? Sentence structure and style 
? Transition from paragraph to paragraph, section to section 
? Additional explanations and clarifications 
? References to other chapter, sections, figures, and tables 
? Consistency within the procedure and within the documentation set 
 



Proofreader’s Marks 
 
Following is a list of commonly used editorial marks: 
 
  comma 
 
  period 
 
  semicolon 
 
  colon 
 
  apostrophe 
 
  quotation marks 
 
  parenthesis 
 

hyphen 
 
  delete; take it out 
 
  close up; print as o ne word 
 
  spell out 
 
  caret; insert  here 
 
  insert aspace 
 
  let it stand 
 
  transpsoe; change  order  the 
 
  move margin to the left 
 
  move margin to the right 
 

center 
 

begin a new paragraph 
 
  type in capitals (CAPITAL letters) 
 
  type in Lowercase (lowercase letters) 
 
  type in italic type 
 
  type in boldface type (boldface) 


