
what goes in a style guide
what goes in a style guide is a fundamental question for any organization aiming to
maintain consistency and clarity across its brand communications and design. A style
guide serves as a comprehensive reference document that outlines the standards for
writing, design, and presentation to ensure uniformity in messaging and aesthetics. It
covers everything from typography and color schemes to tone of voice and grammar rules.
Understanding what goes in a style guide is essential for marketers, designers, content
creators, and developers who collaborate on producing cohesive content. This article
explores the key elements that make up an effective style guide, including brand identity,
writing style, visual components, and technical guidelines. By adhering to these
components, companies can strengthen their brand recognition and improve
communication efficiency. The following sections will provide a detailed breakdown of the
main aspects included in a style guide.

Brand Identity and Visual Elements

Writing and Tone Guidelines

Grammar and Usage Rules

Technical Specifications and Accessibility

Examples and Usage Scenarios

Brand Identity and Visual Elements
One of the core components of what goes in a style guide is the detailed description of
brand identity and visual elements. This section ensures that all visual representations of
the brand remain consistent across different platforms and materials. It forms the
foundation for how the brand is perceived by the audience.

Logo Usage
The style guide must specify the correct usage of the company logo, including size,
placement, and spacing requirements. It should define acceptable variations such as color
versions, backgrounds, and prohibited modifications. Clear logo guidelines prevent misuse
that can weaken brand recognition.

Color Palette
Defining the brand’s color palette is essential. The style guide lists primary and secondary
colors with exact color codes (such as HEX, RGB, and CMYK) to ensure accurate



reproduction across digital and print media. It also describes the appropriate contexts for
each color's use to maintain visual harmony.

Typography
Typography guidelines dictate the fonts to be used, including styles, sizes, and weights. A
style guide explains which typefaces are designated for headings, body text, and other
textual elements to preserve a cohesive look. It may also include instructions on line
spacing and alignment to enhance readability.

Imagery and Graphics
Visual content like images, illustrations, and icons play a significant role in brand
communication. The style guide outlines the preferred style, tone, and treatment of
images, including filters, borders, and sizes. It often includes rules for sourcing and
crediting visual materials to maintain professionalism and legal compliance.

Writing and Tone Guidelines
Another vital part of what goes in a style guide involves writing and tone guidelines. This
section ensures that all written communication aligns with the brand’s personality and
speaks consistently to its target audience.

Voice and Tone
The style guide defines the brand’s voice—whether formal, casual, authoritative, or
friendly—and provides examples to help writers maintain this tone across all content. Tone
variations for different contexts, such as marketing, customer service, or technical
documentation, may also be specified.

Vocabulary and Terminology
Consistent use of vocabulary and terminology is critical. The style guide lists preferred
words, phrases, and industry-specific terminology, along with banned or discouraged
terms. This ensures clarity and prevents confusion, particularly in technical or specialized
fields.

Sentence Structure and Style
Guidelines on sentence length, active versus passive voice, and the use of contractions
help standardize writing style. Recommendations for clarity, conciseness, and readability
are often included to improve user engagement and comprehension.



Grammar and Usage Rules
Grammar and usage form a foundational aspect of what goes in a style guide to maintain
professionalism and avoid ambiguity in written content. This section typically draws from
established style manuals but tailors rules to the brand’s specific needs.

Punctuation
The style guide clarifies rules around punctuation marks such as commas, semicolons,
quotation marks, and hyphens. It may specify preferences for serial commas or the
treatment of hyphenated compounds, ensuring uniformity across all documents.

Capitalization
Capitalization rules cover titles, headings, proper nouns, and acronyms. Consistent
capitalization enhances readability and reinforces brand professionalism.

Numbers and Dates
Rules for formatting numbers, dates, and times prevent inconsistencies. The style guide
may specify when to spell out numbers or use numerals and the preferred date format
(e.g., MM/DD/YYYY vs. DD/MM/YYYY).

Technical Specifications and Accessibility
Modern style guides often include technical specifications and accessibility standards as
part of what goes in a style guide. These ensure that the brand’s content is not only
visually appealing but also functional and inclusive.

File Formats and Resolution
For digital and print assets, the style guide specifies required file formats, resolution
standards, and optimization guidelines. This ensures that logos, images, and other media
maintain quality and load efficiently.

Responsive Design
Guidelines related to responsive design cover how visual and written elements should
adapt across devices and screen sizes. This is crucial for maintaining brand consistency in
today’s multi-platform environment.



Accessibility Standards
Incorporating accessibility rules ensures that content is usable by people with disabilities.
The style guide may include recommendations for color contrast ratios, alt text for images,
keyboard navigation, and adherence to standards like WCAG (Web Content Accessibility
Guidelines).

Examples and Usage Scenarios
To facilitate clear understanding, a comprehensive style guide includes examples and
usage scenarios demonstrating correct application of its rules and guidelines. This section
helps users visualize proper implementation.

Do’s and Don’ts
Illustrative lists of do’s and don’ts provide quick reference points for common mistakes
and best practices. These examples help reinforce proper usage of logos, language, and
formatting.

Sample Content
Sample paragraphs, headlines, and design mockups showcase the preferred style in real-
world contexts. This practical approach supports consistent execution across all brand
materials.

Frequently Asked Questions
A FAQ section addresses common queries related to the style guide, clarifying ambiguities
and providing additional guidance for complex situations.
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Frequently Asked Questions

What is the primary purpose of a style guide?
The primary purpose of a style guide is to ensure consistency and clarity in written
communication by providing standardized rules for grammar, punctuation, formatting, and
design across documents or publications.

What key elements are typically included in a style
guide?
A style guide typically includes guidelines on grammar and punctuation, tone and voice,
formatting and layout, typography, color schemes, logo usage, citation styles, and
accessibility standards.

How does a style guide benefit a team or organization?
A style guide benefits a team or organization by maintaining brand consistency, improving
communication efficiency, reducing errors, and ensuring all content aligns with the
company’s identity and values.

Should a style guide include visual elements, and if so,
which ones?
Yes, a style guide should include visual elements such as logo specifications, color
palettes, typography rules, imagery guidelines, and layout templates to ensure visual
consistency across all media.

How often should a style guide be updated?
A style guide should be reviewed and updated regularly, typically annually or whenever
there are significant changes in branding, technology, or communication standards, to
keep it relevant and effective.

Additional Resources
1. The Elements of Style by William Strunk Jr. and E.B. White
This classic book is a concise guide to the principles of English style and grammar. It
covers essential rules of usage, principles of composition, and tips for clear, effective
writing. Many writers and editors refer to it as a foundational text for developing a
consistent and polished writing style.

2. Chicago Manual of Style by The University of Chicago Press Editorial Staff
An authoritative reference book for writers, editors, and publishers, this manual provides
comprehensive guidelines on grammar, punctuation, citation, and manuscript preparation.
It is widely used in publishing and academia to maintain consistency and clarity in writing



and formatting. The book also addresses style issues specific to various disciplines.

3. APA Publication Manual by American Psychological Association
This manual is the definitive guide for writing and formatting research papers in the social
sciences. It details rules for grammar, citation, bias-free language, and the presentation of
tables and figures. The APA style guide helps authors create clear, precise, and consistent
scholarly writing.

4. MLA Handbook by The Modern Language Association
Focused on the humanities, particularly literature and language studies, this handbook
offers guidance on grammar, writing style, and documentation formats. It is known for its
clear instructions on citing sources and formatting academic papers. The MLA Handbook
promotes uniformity and ethical writing practices.

5. Associated Press Stylebook by The Associated Press
This stylebook is a standard reference for journalists and media professionals, providing
rules on grammar, punctuation, usage, and journalistic style. It emphasizes clarity,
brevity, and consistency, with specific guidance on names, titles, and numbers. The AP
Stylebook is regularly updated to reflect changing language norms and media trends.

6. Microsoft Writing Style Guide by Microsoft Corporation
This guide offers detailed recommendations for clear and consistent writing in software
documentation and user interfaces. It covers tone, terminology, grammar, and formatting
to help writers produce user-friendly content. The guide is particularly useful for technical
writers and content creators in the tech industry.

7. Oxford Style Manual by Robert M. Ritter and The Oxford University Press
Combining elements of grammar, punctuation, and usage with advice on spelling and
citation, this manual serves as a comprehensive resource for editors and writers. It blends
traditional British English conventions with modern style preferences. The Oxford Style
Manual is valued for its detailed explanations and practical examples.

8. Strunk & White’s Style: Lessons in Clarity and Grace by Joseph M. Williams
This book expands on the original Elements of Style by focusing on clarity, coherence, and
grace in writing. It teaches writers how to structure sentences and paragraphs effectively
to enhance readability. The lessons encourage precision and elegance in prose, making it
a useful companion for any style guide.

9. Garner’s Modern English Usage by Bryan A. Garner
A comprehensive dictionary and usage guide, this book addresses contemporary questions
about English grammar, style, and word choice. It provides detailed explanations,
examples, and recommendations, helping writers navigate tricky language issues.
Garner’s guide is widely respected as an authoritative resource for maintaining high
standards in writing style.
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