


[bookmark: _GoBack]Editorial Style Sheet
Client: B4 – Business in Oxford ‘BIO’ 2018
Spelling: British English (use -ise not -ize)
Numbers (numerals/words): numerals throughout for effect (stands out more readily in copy); e.g. 3 Key Takeaways.
Punctuation: use full stop to complete each bullet point and each standalone quote; e.g. Twitter: "1 in 5 frauds are committed by employees."
Use comma after each subsidiary bullet point and full stop for the final point; e.g. There are 4 different types of presenter  - work out which one you are, and where is your gap:
· i) Good, always improving, 
· ii) Good but complacent, 
· iii) Reluctant, 
· iv) Terrified.
Quotation: double quotes for direct speech by speaker. [Note: for an attributed quote by a third party, retain double quotes but italicise.)
Acronyms: always write out in full the first time, followed by acronym in single quotes; e.g. Oxford Science Park ‘OSP’.
Italics: when quoting the title of something (a publication, book, film…etc); e.g. Hilaire Belloc's Cautionary Tales for Children. [Note: no single quotes around italics.] 
Hyphenation: sensible and consistent. 
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