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Style Guide for Creating Internal Docu

Introduction

Every technical writing document sho

audience (the reader) to use and f

follow the document without

Style Guide Revision 2
01/23/2024

J. Embree

Company



Blank Space

above, and the same distance

between the caption and the next
» Leaving blank space not onl allows for areas where the user can

add hand-written notes (

Capitalization

ize of 10 — 12.

Font Color
Use black ink, unless there is ifi other color — like to create a connection
between two items. Keep i i rs may not transfer well to print, or some

Fontsizer i although size 10 may be too small for some readers.
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Font Type
Font type should be easily legible. Typically, sans serif fo vertical, not

slanted) letters are best for readability. Examples.

= Arial
= Calibri

=  Times New Roman

Images with Adde
Images with added rectangles, etc.) shou trastin , for

better visibility.

Main Topic: Bold and Underlined

2 14 ‘ Section Topic: Bold

3 14 Subsection Topic: Bold and Italicized
eadin's for various topics.

locate specific information. They also help when creating
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Steps

Steps should be kept brief but clear, and directly under r
the procedure should start with step number 1.

new section of

The first action in a step should be made bald; to help drz ¢ reader’s attention.

Images or figures connected to a mediately after the step.

s what will happen if cautions are not he

Bulleted lists may, ich further steps to take - for exa

occurs, perform action. Or,

occurs, perform

—such as “Caution”, “Danger”, or “Warning” — may be
d to red, in order to draw more attention. Keep the description

sentences concise but clear, mit the number of sentences to five or less (if possible).
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The following are examples of warning labels.

Caution, Wa

ng, o

a

A

: Caution anmable!
[
-

&
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Caution — Risk of

-

Ca  — Unplug Equipment Before
Centinuing!

Electrical Hazar
Lock-out/T

A 5

7.

4
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Caution — Eye Prot

Specify impact resistant or che

Cauti. - Gloves Required!
Specify Latex, Viton, or heat-resistant type.

Caution- M

Specify particula ifying respirator type.
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Cau.
Shoes required!

equ |
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