
Memorandum 
To: Dr. Shelly Thomas 
From: Eric Gibson & Emily Paulsen 
Date: 4/13/2017 
Subject: Style Manual 
 
Introduction 
Our project’s purpose is to create a style manual for Better City, LLC. The manual is to 
be used for a multi-year project with the City of Wells, Nevada. The Client will be using 
the style manual for various types of documents, including proposals, requests, and 
reports. The manual was created with permission of the Client. Better City plans on 
using the style manual for all correspondence with public and private entities for the life 
of the Wells project. 
 
Context 
Better City began working with the City of Wells, Nevada in 2016. The client works with 
economically depressed cities to find and implement strategic plans to diversify and 
improve economic conditions. The City of Wells has been working with the Client for 
over a year and has already submitted some proposal drafts to the City. We reached 
out to the Client and got permission to use a proposal draft to create a style manual that 
would ensure that all other documents produced by the Client for the Wells project 
would be uniform and grammatically consistent. 
 
Tasks 
We chose to base the style manual off of one of Better City’s proposal drafts. After 
reading over it and finding what specific issues of syntax, style, design, and grammar 
were unique to the document, we selected those same issues for use in the style guide 
to create relevant rules, references, and corrections to keep the document consistent 
and professional. 
 
Discussion 
In order to make the best impression on the City, the multi-year project (and the 
proposal contained within it) needs to be persuasive, professional, consistent, accurate, 
and clearly written. Without these qualities, Better City’s impression and business could 
be harmed. Therefore, our style guide helps correct mistakes, improves the company’s 
ability to communicate, and provides consistency and professionalism for all 
correspondences. 
 
Closing Statement 
We hereby request your approval for the style manual in regards to appropriateness, 
document design, and usability. We look forward to hearing from you. 
 
Eric Gibson 
Emily Paulsen 
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Style Manual—Wells, Nevada Project 
Created by Eric Gibson and Emily Paulsen 

April 21, 2017 

Preface 
This document has been created for use by Better City, LLC (the “client”) located in Ogden, Utah. This 
manual was created by permission of the client. 

This style manual has been created for use in the Wells, Nevada project, a multi-year project that will 
consist of a number of different proposals, reports, and requests that will be submitted to the City of 
Wells (the “City”) and to other public and private firms or stakeholders associated with the project. The 
style manual is intended for use in the Wells project, to provide consistency among various documents 
and/or correspondence between the client and the City. 

This document outlines basic formatting and grammar issues that may arise for the project. The document 
is intended as a reference for use during the drafting, editing, and finalizing stages of the documents. 
Examples are given for most guidelines to aid in the writing process, along with a reference to an 
appropriate style guide in case there is a question that is not answered thoroughly by the explanation and 
example given in the document. 

While this document is to be used as an authority for basic questions and formatting, the final authority of 
the document creation, editing, and formatting is the executive of Better City, Adam Hughes. 

How to use: The document is organized by topic. Look up questions based on 
topic name, following the guidelines for grammar, usage, and formatting. 
Alternatively, an index is included so the user may find specific guidelines 
alphabetically. The document is set up as shown in Figure 1. 

 
Figure 1: Style Guide Example 
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References Used 
Chicago Manual of Style (16th Ed.)(CMS) 

Referenced as the final authority in questions pertaining to grammar or usage for 
any questions not covered in this manual 

The Elements of Style (4th Ed.)(EoS), by Strunk and White1  
Used as secondary authority for any topics not covered in Chicago Manual of 
Style 

Hydroponics, Aquaculture, and Aquaponics Feasibility Study (HAAFS, by Better City 
 Used as a source for examples used within this style guide. 

Additional References 
Dictionaries 

Dictionary.com—used to reference spelling and usage for most words. 

Businessdictionary.com—used to reference specific business terms. 

Agclass.nal.usda.gov—National Agricultural Library’s index used to reference 
agricultural terms. 

Thesaurus.com 
Used for locating synonyms and antonyms. Words must be chosen carefully to 
avoid ambiguity and confusion. 

  

  

  

  

                                                        
1 http://www.jlakes.org/ch/web/The-elements-of-style.pdf 



 

 
 

1 

STYLE MANUAL 

Use of Language 
General 

Use sentences that are short, simple, and straightforward. Avoid terms that are hard to 
understand or archaic. If a term is required, explain the term after first use to avoid 
confusion. 

Voice 
Use the active voice to create concise and forcible writing. The active voice can be at 
least partially defined as a writing style that uses active verbs to attach action to the 
subject of a sentence. Rather than having the subject acted upon (which often results in 
dangling participles and oddly phrased sentences), the active voice places emphasis on 
the subject and keeps the reader engaged (EoS 29). 

• Example (active sentence): The company is looking to hire new employees this 
month. 

• Example (passive sentence): New employees were being looked at by the 
company this month. 
  

Tense 
It’s best to keep verb tenses consistent throughout a document, but vital to keep verb 
tenses consistent within a sentence. Abrupt changes in tense can give the impression of 
uncertainty and inaccurately portray the state of events. (EoS 39). 

• Example (changing tenses): The company expected revenue increases and acts 
upon the data. 

• Example (consistent tenses): The company expected revenue increases and acted 
upon the data. 

Mood 
Do not emulate a “breezy” manner in writing. Documents should have a formal and 
polite tone, not one that attempts to be entertaining, eccentric, and vapid. Be aware of the 
client’s situation, but avoid trying to create a synthetic sense of familiarity through 
patronizing humor (EoS 70). 

• Example (breezy style): Welcome to Dweber (see what I did there, Weber?) 
campus, home of the nerds. I’mma give you an up on the down-low for this 
college community. 

• Example (professional style): Welcome to Weber State University. You can view 
our news articles below to catch up on our campus community. 
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Sexist Language 
Sexist language can be avoided by using appropriate plural pronouns and unbiased 
antecedents. Defaulting to male antecedents is typically considered sexist, and even when 
pronoun-antecedent agreement becomes more complex due to plurals, sentences can 
almost always be re-written to reflect an unbiased tone (CMS 5.34). 

•  Example (sexist): If you are coordinating with the city manager, take notes of all 
correspondence with him. 

• Example (unbiased): If you are coordinating with the city manager, take notes of 
all correspondence with him or her.”  

Pronouns 
When applying an alternative pronoun (or epithet) for a client, note that the alternative 
pronoun may be of a sensitive nature and write accordingly. If the pronoun (or epithet) 
has a “the” attached to it (such as, “the City” or “the Town”), do not capitalize “the” 
(CMS 8.33). 

• Example (context): In the case of the HAAFS document, the client for which the 
document is intended an entire town (Wells, Nevada). Although Wells is 
recognized via population as a literal town by the U.S. government, the residents 
find “the Town of Wells” to be offensive and prefer “the City of Wells.” 

Hyphenation 
As compound Words/Adjectives 

The en dash should be used for all compound words and adjectives (CMS 6.80). A 
dictionary should be consulted if doubt exist whether a word or set of words should be 
hyphenated. 

• Example: “Year-over-year” (HAAFS, 13). Spelling of adjective is in accordance 
to the business dictionary. The word is acceptable. 

• Example: “Over-saturating” (HAAFS, 23). Spelling is NOT in accordance to the 
dictionary and should be rewritten to “oversaturating.” 

Between Words/Numbers 
Hyphens can be used to separate numbers in a range, numbers that are not inclusive (such 
as telephone numbers), and they can also appear in URLs and e-mail addresses (CMS 
6.77). 

• Example: “2006-2016” (Table 1, HAAFS, 13). 

With Prefixes 
A single word prefix should be joined to a hyphenated compound by another hyphen 
(CMS 6.80). For most inquiries, please refer to CMS 7.85. 
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Punctuation 
Commas 

Whenever writing out a series in a sentence, use a comma after the item before “and.” 
Serial commas will be used throughout the document (CMS 6.18). 

• Example: Companies have to consider risk, potential profits, and potential losses 
when starting a new product line. 

General 
Use standard American punctuation for the document. For any specific questions, 
refer to CMS. 

 

Capitalization 
Locations 

Any locations that appear on a map should always be capitalized. Any adjectives and 
nouns derived from those locations should also be capitalized. Additionally, if there is a 
“the” as part of the name, it is lowercased unless the location is a city whose name 
includes “The” as part of the name (CMS 8.44). 

• Example: The City of Wells has been looking to expand its economic 
opportunities. 

People/Titles of People 
Proper nouns should be capitalized, but be wary of terms derived from them. For 
instance, while President Obama would be capitalized, the term “president” is not in and 
of itself a proper noun that should be capitalized (CMS 8.1). 

• Example: Obama was the first black president of the United States. 

Nicknames 
Any replacement given to the full name of a proper noun should be capitalized. If the 
replacement includes a “the,” the “the” should not be capitalized unless it appears at 
the beginning of a sentence (CMS 8.33). 

• Example: The proposal discusses options available for The City of Wells, which 
will later be referenced as “the City” throughout the document. 

Titles of Texts 
Titles should be capitalized headline-style, which have the following rules in order to 
maintain a sense of consistency (CMS 8.157): 

1. Capitalize the major words within a title, (such as nouns, pronouns, adjectives, and 
verbs) as well as the first and last words of the title. 
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2. Lowercase the words “a,” “an,” and “the” within the title. 
 
3. Lowercase conjunctions within the title. 

 

4. For titles of books, magazines, newspapers, and academic journals, italicize the 
font. Chapters, articles, and academic papers should be placed in quotations 
rather than being italicized.  

 
• Example: According to Alton Brown’s own book, Alton Brown: Everyday 

Cook, the famous chef uses a shop brush from a hardware store to clean 
his kitchen. 

Numbers 
 Percentages 

When writing percentages in text, use numbers followed by “%” to represent the 
percentage (don’t spell out the numbers or the word “percent”) (CMS 9.18). 

• Example: There is an average failure rate of 20% for start-up business in remote 
places.  

Millions, Billions, and Higher Amounts 
When expressing large figures of numbers, use a mix of numbers to express the quantity 
rather than spelling the figures out (CMS 9.8). 

• Example: The company spent 1.2 million dollars on software development. 

Centuries 
  When citing a period of time that is a century, spell out the century (CMS 9.33). 

• Example: Americans were more conservative in the nineteenth century. 

Decades 
“Decades are either spelled out (as long as the century is clear) and lowercased or 
expressed in numerals. Chicago calls for no apostrophe to appear between the year 
and the s” (CMS 9.34). 

• Example: All sorts of interesting music emerged from America in the 1970s.  
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Spelling 
United States vs. US 

Throughout the document, spell out United States if it is written as a noun; use the short 
form of US if used as an adjective (CMS 10.33). 

• Example: Hydroponic facilities are growing in popularity in the United 
States. 

Terminology 
Abbreviation and Acronyms 

For all abbreviation and acronyms, use the full name the first time, followed by the 
abbreviation or acronym in parenthesis. Commonly-used abbreviations do not need to be 
explained. 

• Example: There is a new farming method called the Nutrient Film Technique 
(NFT). 

• Example: The USDA requires that all operators register before selling any 
product. 
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Formatting Guidelines 
All documents should be created following Better City’s formatting, as described below. The best 
way to ensure that a document has the same format as company guidelines is to 1) save a new 
copy of a previous document, 2) delete the document’s contents, and 3) save it as a new project 
file.  

Note: Never save over a previous version of a document or delete an older version of a document 
unless given explicit instructions to do so. 

 Basic Formatting 
Proposals are to be written on 8.5-inch by 11-inch paper with landscape orientation. 
Documents that are not ready to be sent to a client should have a draft watermark. 

The front matter of the document must include a title page, table of contents, table of 
figures, table of tables (if necessary), and table of maps (if necessary). All front matter 
must be in a single column. Tables should be created using a Microsoft Word’s Table of 
Contents creation tool. 

The main body of the document should be written using two columns, single spaced, but 
with spaces between paragraphs. The text should be in 12-point Cambria font with 
justified alignment so that it will fill out to the margins. Margins should be set to 4.25 
inches automatically.  

All pages, including the title page, should be numbered using cardinal numbers centered 
on the bottom of each page. The small version of the company logo (1-inch by .4-inch) 
should be included at the bottom left of the Footer so that each page of the document 
contains the logo. 

 
Figure 2: General Formatting Example 
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 Title Page 
The title page is intended to make the reader aware of the company name, proposal name, 
project name, and date. There should be a 2-inch by 0.75-inch version of the company 
logo on the top left. The larger (9.1-inch by 4.25-inch) monochrome logo for Better City 
should be used as a background for the title page (see ). The name of the proposal should 
be located at the middle of the page (size 28 Cablri font, left justified), followed by the 
word “draft” in parentheses. 

Underneath the proposal name should be the name of the town or city for which the 
project was performed. The document is now attached to the client. Be sure that the 
document it saved the in a folder that holds all of the client’s projects and attached 
documents. 

Underneath the large logo should be the words “Prepared by: Better City.” On the line 
underneath, write the month and year for which the document is due. If it is only March, 
for example, but the document is due in May, use the former month because it is due in 
May, not March. The month should be written out. 

 
Figure 3: Title Page Example 
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Headings 
Better City has a specific headings style with which all formal documents are created. To 
preserve the style format, it is best to go to a proposal from a different project, save the 
style as “Better City,” and to use that style for all documents. Since this is the best way to 
preserve the formatting of documents, the headings will not be described here in detail. 
However, an example of the heading style is given in Figure 4 for comparison that the 
style is correct. 

 
Figure 4: Headings Example 
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Figures (Photos) 
All figures should be 3.00 inches tall by 4.25 inches wide, to coincide with two column 
formatting2. Any photo created in-house should have the Better City’s logo visible on the 
figure or on the source line directly under the photo. Any photos taken from another 
source should be checked for permissions and must be cited accordingly. 

A source line must be included for any parts of the figure that were taken from an outside 
source. The source line is written on the lower, left-hand side of the figure (8 pt. Calbri 
font). 

There must be a caption for each figure that shows the figure number, followed by a 
colon and a short description of the figure. The figure number should be centered 
underneath the figure and source line (9 pt. Calbri font, italicized). 

 
Figure 5: Figure Example 

  

                                                        
2 If the figure is too large to match this format, then the photo must be cropped or altered to meet these standards. If 
cropping will severely limit the photos use, then the page’s columns may be changed to “left” or “right” to allow for 
larger figures. However, a section break must be used at the beginning and end of the text on the page, or the entire 
document’s columns will be altered as well. 
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Tables 
All tables must be created using a spreadsheet, preferably Microsoft Excel, for 
consistency. The table must be 4.25 inches wide, but height requirements are dependent 
on how many rows the table requires3. Table must be pasted into the document as a 
picture so that their formatting will not be changed. Tables should have borders and 
monochromatic background colors that look clean and professional. For tables with more 
than 5 rows, alternating background colors for rows are suggested but not required. 

A caption must be included under the table that shows the table number and gives a short 
description of the table. If the data from the table is taken from an outside source, then 
the source must be cited appropriately. Both the caption and the citation follow the same 
formatting guidelines as for figures. 

 
Figure 6: Table Example 

 
  

                                                        
3 If the table needs to be wider than 4.25 inches, follow the guidelines from figures, located in Footnote 1. A table 
larger than a “left” or “right” margin alteration should not be included in the main document, and an appendix may 
be necessary. If included in the appendix, include a description of the table. 
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Graphs 
Graphs should be created using a spreadsheet. Microsoft Excel is suggested for 
consistency. Graphs should include a graph title, axis titles, and data labels, if necessary. 
Graphs should be pasted into the document as a picture to preserve formatting. Graphs 
should be 3 inches tall and 4.25 inches wide4. 

 
Figure 7: Graph Example 

  

                                                        
4 If graph needs to be wider than 4.35 inches, follow formatting guidelines for figures, located in Footnote 2. 
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