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Style refers to the consistent use of elements such as punctuation, capitalization, compound words, the writing of numbers, and so on.  A reliable (but expensive) style reference it The Chicago Manual of Style, 14th edition. 

Some of the standard rules that you should follow are:

Characteristics

· ~40 pages - With 2000 words (4-5 pages) per chapter by end of writing

· brief, succinct, powerful

· Playbook of C&P execution that resonates with the community

· Retail style, vice in depth academic research.  

· Quick read and good reference. 

Visuals (e.g., exhibits, tables)

· Use Garamond for readability.

· Minimum line weight = 1/2 pt.; maximum = 1pt.; no hairline rules

· Minimum shading=10%; maximum shading = 80%

· Save at 100%

· Use Microsoft Powerpoint and Excel

· One or two key visuals per chapter or per major subheading, if lengthy; more visuals are acceptable. When in doubt, include the visual

· Consider side-bars to explain/describe a topic that is important but would interrupt the flow of the chapter text

· All graphs and figures are identified by using Exhibit x.x (e.g., Exhibit 2.1)

· X

Each exhibit that you provide should be on a separate page with the exhibit number clearly indicated.  Exhibits should be chapter numbered and in numerical order.  For example, if Chapter 2 has two exhibits, they should be numbered Exhibit 2.1 and Exhibit 2.2; Chapter 3 has four exhibits, they are numbered Exhibit 3.1, Exhibit 3.2, Exhibit 3.3, and Exhibit 3.4.  Indicate within chapter text, on a separate line, where you feel is the best placement for exhibits by marking where to insert them between paragraphs in the text. e.g., 

Insert Exhibit 3.2 about here (.  

All exhibits must have a caption.  Captions or legend copy must be on a separate page.  Credit lines and permission to reprint notices should be provided for all material that is not your original material.  Originals of existing material should be provided.

Text Format

When writing your manuscript keep the following parameters in mind:

1. Double space all copy, including footnotes, references, quotes, legends (captions for figures and tables), and tables

2. Font: Use Microsoft Word Times New Roman – 12 point

3. All footnotes should be placed at the end of the chapter (see "Citations," p.12- editors to supply examples)

4. Margins: 1.5-inch margin at the top and bottom; 1-inch margin left and right

5. All paragraphs should be indented
6. Each page of the chapter should be numbered consecutively
7. Quotes of more than 50 words should be indented more than regular text. 

8. Permission guidelines: in process by editors and IG In addition, you should apply for permission to reproduce quotes of 300 words or more from non-armed services/government publications.All permissions should be applied for and received before submission of the final manuscript (see section on “Permissions Guidelines,” p.15)
9. Keep text files and visual files separated.  Do not embed art files in your text.  Only indicate location of exhibit (e.g., “Exhibit 2.1”).

10. Phrases.  When using terms such as “for example” or “that is,” they should be spelled out in text.  In parentheticals use e.g. or i.e. followed by a comma.

11. Spelling: Spell out United States as a noun and U.S. as an adjective.  

12. Do not use capital “S” with acronyms to make them plural; use lowercase “s”(e.g., CPAs not CPAS).

13. Years:  Use May 1998 not May, 1998.  In addition, use the 1990s not the 1990’s or 90s.  Use 1985-1999 not 1985-99.

14. Avoid expressions that state you are giving your opinion; for example, we think or it can be argued. This is your work and much of it is your opinion.

15. Series Comma.  Always use a series comma, for example, Ted, Mary, and Bill; not Ted, Mary and Bill.

16. Lists.  Use two types of lists throughout the manuscript.  Numbered lists are used when preceded by a specific reference to a numeral, for example, “There are four reasons...”; use a bulleted list for all other types of lists. Use bullets for lists containing more than 3 items.

17. Spell-check your text files

18. Use a left justified format with no end of line hyphenation.

19. Use the return key only at the end of a paragraph, a head, or after list entries.  do not use the return to break a line of text; allow the word-wrap feature of your word processor to do this.

20. Do not use automated footnote features; use the superscript function of your word processor to insert footnote number in text.

21. Heading levels (Use the chapter structure provided; additional subheadings are okay. Editors to formalize)

· CHAPTER TITLE – e.g., READINESS BEFORE COST
· Level 1 Heading – Bold
· Level 2 Heading – Bold Italics
· Level 3 Heading – Italics
· Attempt to stay with heading levels 1 and 2

Sections (“first level headings”) serve to organize the chapter into units.  All text material within a chapter should be divided into sections of relevant materials, set off with a title for each.  

Sound & Sense

· Avoid using personal pronouns, such as I, you, or we.

· Buzzwords go in glossary; italicize them the first time used in a chapter. List them with a definition or short explanation at the end of your chapter. Editors will move them to the glossary.

· Acronyms: Redefine acronyms each chapter. Spell out the first time used in the chapter with the acronym in parentheses - e.g. activity-based costing (ABC); thereafter use acronym or written-out version.

· End each Chapter with a transition to next chapter

· After listing an organization, refer to them as “it” or its  (versus “they”, their, etc)

· Avoid use of etc.; use ‘and other materials/policies/examples’ or ‘and so on.’

· Gender Neutral.  We will follow a policy of nondiscrimination between the sexes in our work.  Examples would be “A sales representative must call the home office once a day” (not “A sales representative must call his home office once a day”).  “Man” type words should not be used, for example business person (not businessman) or police officer (not policeman).  Do not use “he or she” or “he/she.”

· Tenses and Voice.  Use the present tense wherever possible.  Use the active voice and avoid the overuse of phrases such as “there is” and “there are.”  For example, “It must be established that the committee had access to the information” (passive voice).  “The plaintiff must establish that the committee had access to the information” (active voice).

