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	Style Guide Template

Style Guide Template
Every financial services firm should have a style guide that lays out rules for how things related to capitalization, punctuation, name and number usage, and design elements should be used across the firm’s external communications.

This Word document is a template that you can use as a starting point for creating your firm’s style guide. We have populated it with some of the most common stylistic questions that we encounter in our writing for the financial services industry. But this is by no means a comprehensive list. A style guide should be a living document that your marketing department keeps on the intranet or in a shared drive. As new issues arise, the marketing department should add them to the style guide.

We have populated the template with two or three options for rules, using the fictional XYZ Capital as the example. Once your team decides which option you want to adopt as your standard, simply delete the other option(s). Or, maybe you want to adopt a rule that isn’t among the options.

Remember, for most of these stylistic decisions, it isn’t a case of “right vs. wrong.” Rather, it’s a matter of preference. The most important thing is to be consistent across your materials. 

Good luck creating your style guide!

Scott Wentworth
CEO 
Wentworth Financial Communications
scott@wentworthwriting.com
wentworthwriting.com 


	[XZY Capital] Style Guide




	Topic
	Options
	Example

	Capitalization

	Capitalization of employees’ titles 
	1. Always capitalize titles
2. Only capitalize titles when they appear immediately before the employee’s name
	1. John Smith is the Chairman of XYZ Capital.
2. John Smith is the chairman of XYZ Capital, and he will likely be succeeded by President Jane Doe.

	Capitalization of departments and committees
	1. Always capitalize department names
2. Only capitalize department names that are unique to XYZ Capital
	1. John Smith used to head XYZ Capital’s Operations department. 
2. John Smith used to head XYZ Capital’s Operations department, and Jane Doe used to head the firm’s Human Capital Optimization department.


	Capitalization of currencies
	1. Always capitalize currencies
2. Never capitalize currencies
	1. The Japanese Yen is strengthening relative to the U.S. Dollar.
2. The Japanese yen is strengthening relative to the U.S. dollar.

	[other capitalization rule]
	
	

	[other capitalization rule]
	
	

	[other capitalization rule]
	
	

	[other capitalization rule]
	
	





	Topic
	Options
	Example

	Names

	Company name on second reference
	1. Always use full name
2. Use full name on first reference and shorted name on subsequent references

	1. XYZ Capital is based in Chicago. XYZ Capital also has offices in Denver and San Antonio. 
2. XYZ Capital is based in Chicago. XYZ Cap also has offices in Denver and San Antonio. 

	Names on second reference 

	1. Use last name only
2. Use first name only
3. Use Mr./Ms. + last name		

	1. Smith has been with the company 15 years.
2. John has been with the company 15 years.
3. Mr. Smith has been with the company 15 years.


	[other naming rule]
	
	

	[other naming rule]
	
	

	[other naming rule]
	
	

	[other naming rule]
	
	






	Topic
	Options
	Example

	Punctuation

	Serial (a.k.a., Oxford) comma 
	1. Always use the serial comma before “and” in a series of three or more
2. Only use the serial comma before “and” in a series of three or more if it is necessary to avoid confusion
	1. XYZ Capital has offices in Chicago, Denver, and San Antonio. 
2. XYZ Capital has offices in Chicago, Denver and San Antonio. 


	Punctuation at the end of bullet points that are complete sentences
	1. Always use periods at the end of bulleted items that are complete sentences
2. Never use periods at the end of bulleted items that are complete sentences
	Version 1:
Things to know about XYZ Capital:
· The firm is based in Chicago.
· The firm has 3,000 employees.
· The firm was founded in 1990.

Version 2:
Things to know about XYZ Capital:
· The firm is based in Chicago
· The firm has 3,000 employees
· The firm was founded in 1990


	[other punctuation rule]
	
	

	[other punctuation rule]
	
	

	[other punctuation rule]
	
	

	[other punctuation rule]
	
	






	Topic
	Options
	Example

	Numbers

	Spelling out numbers vs. using numerals in a body copy
	1. Use numerals for all numbers
2. Spell out numbers less than nine; use numerals for numbers 10 and greater
	1. The company has 3 offices and was founded nearly 30 years ago.
2. The company has three offices and was founded nearly 30 years ago.

	Writing numbers greater than 1,000,000 in body copy
	1. Use numerals
2. Use numerals + “million” or “billion”
	1. The company has completed more than 2,000,000 trades for clients.
2. The company has completed more than 2 million trades for clients.

	Referring to quarters in body copy
	1. XQ-20XX
2. XQXX
3. X quarter of 20XX

	1. Unemployment rates continued to fall in 3Q-2017.
2. Unemployment rates continued to fall in 3Q17.
3. Unemployment rates continued to fall in the third quarter of 2017.

	[other number rule]
	
	

	[other number rule]
	
	

	[other number rule]
	
	

	[other number rule]
	
	





	Names
	Options
	Example

	Miscellaneous

	Using first vs. third person when referring to XYZ Capital
	1. Always use first person
2. Always use third person
3. Give writer discretion to use both first and third person
	1. At XYC Capital, we believe in giving back to the community. It is part of our core values.
2. At XYC Capital, the company believes in giving back to the community. It is part of the company’s core values.
3. At XYC Capital, we believe in giving back to the community. It is part of the company’s core values.

	Contractions
	1. Never use contractions
2. Always use contractions
3. Only use negative contractions 

	1. At XYZ Capital, we are here to serve you. We will not let you down.
2. At XYZ Capital, we’re here to serve you. We won’t let you down. 
3. At XYZ Capital, we are here to serve you. We won’t let you down.

	Hyphenation
	List commonly used compound modifiers that that require a hyphen 
	

	[other miscellaneous rule]
	
	

	[other miscellaneous rule]
	
	

	[other miscellaneous rule]
	
	






	Names
	Options
	Example

	Design and Formatting

	Color codes
	· RBG or hex codes
	

	Fonts
	· Headlines:
· Subheads:
· Body copy:
· Charts and graphics
	

	Logos
	Link to shared folder with official logos for use in press releases, social media, and other marketing purposes
	

	Capitalization for headlines
	1. Capitalize all words in headlines
2. Capitalize only the first word and proper nouns in headlines 
3. All caps for headlines

	1. XYZ Capital Opens St. Louis Office
2. XYZ Capital opens St. Louis office 
3. XYZ CAPITAL OPENS ST. LOUIS OFFICE


	Capitalization for subheads
	1. Capitalize all words in sub-headlines
2. Capitalize only the first word and proper nouns in sub-headlines 


	1. Benefits of New St. Louis Office
2. Benefits of new St. Louis office

	[other design and formatting rule]
	
	

	[other design and formatting rule]
	
	

	[other design and formatting rule]
	
	

	[other design and formatting rule]
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