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Creating Style Guides
What is a style guide? In this short course, you will learn about the purpose and importance of style 
guides and manuals in technical writing and editing. Become familiar with widely used style manuals 
and the elements of style they cover. Learn how style guides and project style sheets can help protect 
your organization’s intellectual property and increase the professionalism of its documentation. 

Who should take this course?
This course is designed for technical writers and editors who want to achieve a higher level of 
consistency and professionalism in the documents they produce.

Course Objectives
•	Describe the purpose and contents of a style manual.
•	Describe the purpose and contents of a style guide.
•	Plan the contents and management of a style guide.
•	Create a draft style guide for an organization or a project.
•	Create a style checklist.

Course Details
•	Length: 6 hours
•	Classroom Type: Computer
•	Prerequisites: Professional Editing I or equivalent knowledge, Word I or equivalent 

knowledge. 
   The above prerequisites are considered to be the basic skills and knowledge needed prior to taking 

this class. Instructors will assume your readiness for the class materials and will NOT use class time 
to discuss prerequisite materials.
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Course Contents

Describe the purpose and contents of a style manual.

•	Define editorial style.
•	Explain the role of a style manual in professional editing.
•	Describe the contents and organization of The Chicago Manual of Style.

Describe the purpose and contents of a style guide.

•	Explain the purpose of a style guide for a project or an organization.
•	Describe the contents of a style guide.

Plan the contents and management of a style guide.

•	Determine the scope of a style guide and the elements it should contain, including product 
names, logos, slogans, proper nouns, and spelling and capitalization that is idiosyncratic to 
your organization or project.

•	Determine the owner(s), reviewer(s), and audience of your style guide.
•	Determine the resources you will use for standardization, including a dictionary, a thesaurus, 

usage guides, and a grammar textbook.
•	Determine how you will publish and distribute the style guide.
•	Determine where you will keep the style guide, who will have access to view it, and who can 

change it.

Create a draft style guide for an organization or a project.

•	Create a style guide template in Word.
•	Specify the comma rule.
•	Add terms and other elements to the template.
•	 Identify terms or other elements that are used inconsistently, and determine how you will get 

a decision on which term or element to use in your organization.

Create a style checklist.

•	Create a style checklist using your draft style guide.
•	Use a style checklist on a project.


