Nonfiction Style Sheet Template	Comment by Knowadays: Every style sheet should reflect the document you are working on, so make sure to adapt this template if you want to use it to create a style sheet. To do this:

- Resave it with a new name that links it to the document you’re proofreading.
- Delete the placeholder text we’ve added.
- Fill in the sections based on the client’s brief and your first impressions of the document.
- If required, add new sections or subsections to reflect the requirements of the document (e.g., you may need a timeline for narrative nonfiction).

Remember that you can also add to or adapt the style sheet as you encounter issues in the document, but you don’t need to cover every stylistic element. The aim is to create a tool that will aid the proofreading process, so focus on key details and nonstandard usages.
Client Name
Client or Author’s Name
Manuscript Title
Title of Manuscript  

Manuscript Overview
Start with the big-picture details about the document.
This may include a description of what the manuscript is about, its target audience, or other requests the client made in the brief.

Linguistic Preferences
Overall Style
Add notes about unique elements of the style of the writing here.
If there are particular turns of phrase or intentionally broken rules of grammar in the writing style, track them in this section.
This may include more subjective, personal observations as you become familiar with the writer’s work.
Spelling Preferences
Add spelling preferences, such as the dialect used, here.
You can also add information about how to write numbers, dates, or any other mechanical issues related to style here (or in separate sections below).
Focus on common use issues in this section. Words and spellings specific to the manuscript can be added to the “Key Names and Terminology Preferences” section below.
Punctuation Preferences
Add punctuation preferences, such as whether to use serial commas, here.
Capitalization Preferences
Add capitalization preferences, such as for titles or concepts, here.

Formatting and Layout Preferences
Use this section for information on how the manuscript should be formatted.
This should include key details on fonts and layout to ensure consistency.

References and Quotations
Many nonfiction titles will include citations or a bibliography, so make sure to include notes on the referencing style your client has used in their manuscript.
If your client is strictly following a set referencing style with no unusual sources or variations on the standard system, it is fine to just note the style in the “Manuscript Overview” section. You can then refer directly to the specified style guide.
If they are only using some elements of an established style guide, make sure to note any exceptions to the rules set out therein or variations that the client has specified.

Key Names and Terminology Preferences
Key Names and Terminology
· List important names, neologisms, and technical terms here.
Key Abbreviations
If the document uses a lot of abbreviations, add a list of the full terms and shortened versions here so you can check for clarity and consistency.
