
Introduction: A style sheet is a reference sheet that covers style choices to ensure 
consistency within and across documents. Included in a style sheet are things like spelling 
(e.g. “e-mail” or “email”); use of capitalization and style choices such as bold, underline, and 
italics; and preferred phrases and terminology (e.g. referring to individuals served as 
“clients” instead of “patients”). The style sheet is meant to be a quick reference, covering 
the more common questions. For the more complicated or unusual style questions a style 
guide such as The Chicago Manual of Style should be the go-to resource. 

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 

Abbreviations & Acronyms 
Most grant proposals end up containing a fair number of abbreviations or acronyms. To make 
sure that the abbreviations and acronyms are formed and used correctly from the start, begin 
collecting them during the draft phase of the proposal. Having the acronyms and 
abbreviations organized and defined early in the grant writing process will make it easier for 
both writers and reviewers during the proposal’s development phase. 
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Sample Editorial Style Sheet



Names, Titles, Places, “Terms of Art”  
Decide how you would like names, degrees, job titles etc. to appear in the text along with 
any relevant “terms of art” and place them in the appropriate box based on the first letter of 
the word or phrase. You can also use this table to set standards for using hyphens with 
particular words or phrases. 

Examples: 
• John L. Smith instead of John Louis Smith 
• PhD instead of Ph.D. 
• Associate Director instead of associate director 
• Training-of-Trainers abbreviated “ToT” instead of “TOT” 
• Nonprofit instead of non-profit 
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Fonts, Styles, & Formatting 
If you are working on a grant proposal, quite often the application instructions will tell you 
which font to use (typically Times New Roman, 12 pt), the required margins (1-inch is 
standard), and spacing (single spacing is the norm). However, sometimes you may be given a 
choice, particularly with smaller donors that may have less formal application processes. 
Additionally, even when the application dictates the font and margin, there may still be 
decisions to make around the appearance of bullet lists and text boxes. Deciding in advance 
how you want each piece of the document to look like can cut down on the time required to 
polish the final draft of the document. In particular, if the right font (size and style) is used 
from the beginning, it can reduce potential issues with page limits that can arise if a smaller 
font size is used during earlier drafts.  

Some examples of how to use this table: 

• Text Box: Border or no border, indicate font size if different than body of document 
• Hyperlinks: Style choices such as bold, underlined etc.  
• References: Placed as endnotes or footnotes 
• Numbers: Indicate when numbers should be spelled out (e.g. <10) 
• Punctuation: Serial comma use (a serial comma is a comma before the last item in a list) 

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 

Resources 
For additional information on style sheets explore: 

• The Copyeditor’s Handbook: A Guide for Book Publishing and Corporate Communications 
by Amy Einsohn 

• Handbook for Proofreading by Laura Killen Anderson  
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