The UALR Writing Team’s Style Guide
Although our use of the term “style guide” was puzzling to many of you, it is a simple concept to use, and its purpose is to ensure consistency throughout the document.  Before I met with the writing team, I perused Fast Forward and other university-wide documents for terms that required style and usage decisions.  For example, would we capitalize “chancellor” or “provost” when used without the person’s name?  Would we write out “University of Arkansas at Little Rock (UALR)” only at the very beginning of the document or at the beginning of each chapter?

As a student who had not worked at UALR, I didn’t know accepted usage throughout the campus. For this reason, I presented a preliminary list to other team members at our first meeting.  By taking advantage of their knowledge of practices within the university, I was able to create the foundation for a style guide several months before the writing process began.  I found it helpful to insert a Microsoft Word table, which I could sort by category or term.

Following is the set-up for the chart:
	Category
	Term
	Example of Usage
	Decision
	Authority



	Capitalization
	Provost
	The provost is in the building.
	Capitalize at all times.
	Writing team decision.

	Abbreviation
	University of Arkansas at Little Rock
	Chapter 3: The University of Arkansas at Little Rock has between 12,000 and 14,000 students enrolled.
	Spell out the university’s name only once—at the beginning of the document.  The remainder of the time, use the acronym UALR.
	Writing team decision.


We used the Chicago Manual of Style for choices not covered by local practices.  As one of my professors told me, there are often acceptable choices for word usage.  The important thing is to make an informed decision and stick with it throughout the document.  At the conference, we recommended asking your public relations people for a copy of their style guide.  This would be an excellent starting point.
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