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NOTE: This template is designed to help you document some of the styles you might use in an e-learning course. 
This is specific to writing, grammar, and formatting styles. To see a style guide for a specific e-learning tool, click here 
to see a sample of a Style Guide Template for Captivate. Keep in mind that you can also use authoring tool-specific 
templates, import/export styles and skins, etc. as another way to ensure project consistency. When filling out this 
document, there are some situations where it may be easier to simply paste a screen capture of the settings instead 
of filling out the text form. Use whatever method is most convenient for you. These are a few of the items typically 
listed in a grammar or writing style guide, but you can add anything you want to ensure is consistent in your course. 

 

Grammar and Writing Style Guide 

Standard for: Explanation of standard: 

Style Guide Used Is there a style guide that should be used for formatting rules? 
(Gregg Reference Manual, Chicago Manual of Style?) If you have a 
style guide you will be using, you may not need to answer many of 
the standards listed below, as they will be answered in that style 
guide. 

Abbreviations  Explain abbreviations that can be used, if any. For example, you 
may allow continued to be abbreviated in a title name, but you may 
want it to be capitalized and parenthesis, like this: (Cont.), or lower 
case and no parentheses, etc.  

Acronyms Give detailed information about whether or not acronyms are 
allowed in an e-learning course. If they are allowed, which ones are 
acceptable and when? For example, you may decide any acronym 
can be used if it has already been defined in the course. 

Bulleted Lists Describe what a bulleted list look like. For example, does the 
introductory sentence need to be a complete sentence? Should the 
list start with a capital letter? Should the bullets contain punctuation 
marks? If yes, how and when should they be punctuated? 

Capitalization Explain how titles should be capitalized. For example, should a 
word four letters of more in a title (such as with or that) be 
capitalized?  

Punctuation 
You may want to identify the rules that should be used for different 
punctuation marks. Two common decisions are whether or not to 
use a comma before the word “and” in lists such as: x, y, and z, or 
whether to put a space before and after a dash in a  
sentence–such as the dash that proceeds this statement. You may 
even want to identify when to use an em dash (–, which is the width 
of an m) verses an en dash (-, which is the width of an n). 
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Voice Describe when passive or active voice should be used in the 
course. If passive voice is acceptable, are there rules about when 
to use it? 

Writing Style Describe the tone, style, and targeted education level for the 
writing. 

 

Formatting Style Guide 

Standard for: Explanation of standard: 

Character Restriction If there are limits to the number of words, lines, or characters for 
any individual element in the course, specify that here. For 
example, you may be able to fit 15 lines of text using a 2-inch 
column or you may have a limit for 40 characters for a module title. 

Font Explain what fonts should be used for each course element. Some 
fonts you might want to detail might be for the transcript, onscreen 
text, menu items, etc.  

(For example, TITLE: Arial, 13, Bold, RGB = 79:129:189) 

Graphics Describe such things as the overall graphics style, limits of file size, 
file formats, etc. 

Line Spacing Explain the amount of line spacing required before or after 
paragraphs, as boarders in tables, etc. 

Page Layout Detail the particular page layouts that can be used or should be 
used throughout the course. This is a good place for screen 
captures of the sample layouts. 

Space After a Period Explain if one space or two spaces should be used after a period. 

Styles List any particular style names in the document or authoring tool 
that should be used. You will want to note the style name and the 
characteristics of the style (such as the font name, size, color, etc.). 
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