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TIPS FOR USE, TERMS OF USE, AND EDITING SERVICES

Thank you for purchasing Wordsworth Writing, Editing, and Document Formatting Services’s
Style Guide for professional firms. This has been designed specifically for A/E/C firms but may
be useful to other professional firms as well as individual writers. This is a Word document, and
you are free to make changes to it to make it your own. Please do not share this outside your
company, however; instead, please refer interested parties to our Web site
(www.wordsworthwriting.net).

To make this guide your own, you should start by searching and replacing “Company Name”
with your actual Company Name.

In addition, you may wish to substitute your own acronym list, for example, your own references
style, your own font style, or your own sample documents. There are sections that are “rules”
that should stay the same, and then there is a section titted Company Name Style, as well as
other areas that will vary depending on the company.

If you have questions or would like us to insert your specific Company Name, style sheets,
acronym lists, sample documents, or any other information in here, we will be happy to do so at
our standing editing rate. Just send the files that you want incorporated to us with your request
via email (mail to editor@wordsworthwriting.net). We will be happy to help.

We suggest that if you do add text to this style guide from other documents, that you paste
special and select unformatted; this is a good idea when adding any text into a Word document
to avoid conflicts of styles.

If you have any questions related to this style guide, we will be glad to answer them at no extra
charge. Just e-mail your questions to us at editor@wordsworthwriting.net. Thank you for caring
about your company’s words and style and presentation!

Sincerely,
Lori Jo Oswald, Ph.D., Author
Owner, Wordsworth Writing, Editing, and Document Formatting Services
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MESSAGE TO WRITERS & COMPANY PERSONNEL

I would like this to be a document that makes your jobs easier as well as makes the company
look better, so your input is welcome and encouraged. Many of these rules and styles will be
applied by the technical editor (if you have one in-house; if not, you are encouraged to use our
editing services and e-mail documents to us at editor@wordsworthwriting.net) once the
document is reviewed, so it is not necessary for you to learn everything in this manual, but this
way you have a handy reference when you need it. Our documents tell our clients a lot about
us, and they should be error-free; it is therefore essential that you allow time for every document
to be reviewed before it goes out.
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