Fiction Style Sheet Template	Comment by Knowadays: Every style sheet should reflect the document you are working on, so make sure to adapt this template if you want to use it to create a style sheet. To do this:

 - Resave it with a new name that links it to the document you’re proofreading.
 - Delete the placeholder text we’ve added.
 - Fill in the sections based on the client’s brief and your first impressions of the document.
 - If required, add new sections or subsections to reflect the requirements of the document (e.g. you may need a timeline for narrative non-fiction).

Remember that you can also add to or adapt the style sheet as you encounter issues in the document, but you don’t need to cover every stylistic element. The aim is to create a tool that will aid the proofreading process, so focus on key details and non-standard usages.
Client Name: Client or Author’s Name
Manuscript Title: Title of Manuscript  

Manuscript Overview
· Start with the big-picture details about the document.
· This may include a description of what the manuscript is about, its target audience, the overall style, or requests the client made in the brief.

Linguistic Preferences
Spelling and Grammar Preferences
· Add spelling and grammar preferences, such as the dialect used, here.
· You can also add information about how to write numbers, dates, or any other mechanical issues related to style here (or in separate sections below).
· Focus on frequently repeated issues here. Individual words and spellings can be added to the ‘Spelling and Vocabulary Preferences’ section below.
Punctuation Preferences
· Add punctuation preferences here (e.g. whether to use serial commas).

Dialogue Preferences
· Set out how to present dialogue here (e.g. the type of quote marks to use).

Formatting and Layout Preferences
· Use this section for information on how the manuscript should be formatted
· This should include key details on fonts and layout to ensure consistency.

Characters	Comment by Knowadays: Add key details of all main characters in the story. Make a note of all named characters as they’re introduced, plus any details you know about them (you can add to this information as the story reveals more).

The aim here is mainly to ensure consistency. However, you can also note other questions you may have about characters here (e.g. if a character is introduced in detail but then doesn’t come up again for some reason).
	Name
	Character Description/Notes
	Relationships

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 



Settings	Comment by Knowadays: Add details of locations used in the narrative. The aim here is to ensure consistency for locations that crop up repeatedly (unless there is a reason for a location to change, like a significant leap forward in time).
	Place/Building
	Description

	 
	 

	 
	 

	 
	 

	 
	 



Timeline/Major Events	Comment by Knowadays: Add key plot points and background events in the story. Make a note of any references to specific dates or passages of time (e.g., “two weeks passed…”). This will help you spot any gaps or inconsistencies in the plot.
	Time/Date
	Event

	 
	 

	 
	 

	 
	 

	 
	 



Spelling and Vocabulary Preferences
	A/B
	C/D
	E/F
	G/H

	 
 
 
 
	 
	 
	 

	I/J/K
	L/M
	N/O
	P/Q

	 
 
 
 
	 
	 
	 

	R/S
	T/U
	V/W
	X/Y/Z

	 
 
 
 
	 
	 
	 


 


