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Corporate Writing Style Guide
DON'T LET YOUR WRITING HOLD YOU BACK. When you re fumbling for words and
pressed for time, you might be tempted to dismiss good business writing as a luxury.
But it s a skill you must cultivate to succeed: You ll lose time, money, and influence
if your e-mails, proposals, and other important documents fail to win people over.
The HBR Guide to Better Business Writing, by writing expert Bryan A. Garner, gives
you the tools you need to express your ideas clearly and persuasively so clients,
colleagues, stakeholders, and partners will get behind them. This book will help you:
• Push past writer s block • Grab̶and keep̶readers attention • Earn
credibility with tough audiences • Trim the fat from your writing • Strike the right
tone • Brush up on grammar, punctuation, and usage
"New edition! Quick answers to questions about pronunciation, capitalization, plurals,
and quotations. A guide to copyediting and proofreading. Special sections of word
usage and grammar. Instructions for preparing notes and bibliographies."\\\\\
The Gregg Reference Manual 9e by William Sabin is intended for anyone who writes,
edits, or prepares material for distribution or publication. For nearly fifty years, this
manual has been recognized as the best style manual for business professionals and
for students who want to master the on-the-job standards of business professionals.
Copyright © Libri GmbH. All rights reserved.
Maximize the impact and precision of your message! Now in its fourth edition, the
Microsoft Manual of Style provides essential guidance to content creators, journalists,
technical writers, editors, and everyone else who writes about computer technology.
Direct from the Editorial Style Board at Microsoft̶you get a comprehensive glossary
of both general technology terms and those specific to Microsoft; clear, concise usage
and style guidelines with helpful examples and alternatives; guidance on grammar,
tone, and voice; and best practices for writing content for the web, optimizing for
accessibility, and communicating to a worldwide audience. Fully updated and
optimized for ease of use, the Microsoft Manual of Style is designed to help you
communicate clearly, consistently, and accurately about technical topics̶across a
range of audiences and media.
Ask a Manager
The English Writing Style Guide
Style Guide (mechanical) for Technical Writers
The Chicago Manual of Style
The Diversity Style Guide
Second Edition
A little more than seventy-five years ago, Kate L. Turabian drafted a set of guidelines to help students
understand how to write, cite, and formally submit research writing. Seven editions and more than nine
million copies later, the name Turabian has become synonymous with best practices in research writing and
style. Her Manual for Writers continues to be the gold standard for generations of college and graduate
students in virtually all academic disciplines. Now in its eighth edition, A Manual for Writers of Research
Papers, Theses, and Dissertations has been fully revised to meet the needs of today’s writers and
researchers. The Manual retains its familiar three-part structure, beginning with an overview of the steps in
the research and writing process, including formulating questions, reading critically, building arguments,
and revising drafts. Part II provides an overview of citation practices with detailed information on the two
main scholarly citation styles (notes-bibliography and author-date), an array of source types with
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contemporary examples, and detailed guidance on citing online resources. The final section treats all matters
of editorial style, with advice on punctuation, capitalization, spelling, abbreviations, table formatting, and
the use of quotations. Style and citation recommendations have been revised throughout to reflect the
sixteenth edition of The Chicago Manual of Style. With an appendix on paper format and submission that
has been vetted by dissertation officials from across the country and a bibliography with the most up-to-date
listing of critical resources available, A Manual for Writers remains the essential resource for students and
their teachers.
To make the journey into the Now we will need to leave our analytical mind and its false created self, the
ego, behind. From the very first page of Eckhart Tolle's extraordinary book, we move rapidly into a
significantly higher altitude where we breathe a lighter air. We become connected to the indestructible
essence of our Being, “The eternal, ever present One Life beyond the myriad forms of life that are subject to
birth and death.” Although the journey is challenging, Eckhart Tolle uses simple language and an easy
question and answer format to guide us. A word of mouth phenomenon since its first publication, The
Power of Now is one of those rare books with the power to create an experience in readers, one that can
radically change their lives for the better.
Solène Marchand begins an impassioned affair with a member of her daughter’s favorite boy band.
The Elements of Style ("Strunk & White") is an American English writing style guide. It is one of the most
influential and best-known prescriptive treatments of English grammar and usage in the United States. This
book aims to give in brief space the principal requirements of plain English style. It aims to lighten the task
of instructor and student by concentrating attention on a few essentials, the rules of usage and principles of
composition most commonly violated. In accordance with this plan it lays down three rules for the use of the
comma, instead of a score or more, and one for the use of the semicolon, in the belief that these four rules
provide for all the internal punctuation that is required by nineteen sentences out of twenty. Similarly, it gives
in Chapter III only those principles of the paragraph and the sentence which are of the widest application.
The book thus covers only a small portion of the field of English style. The experience of its writer has been
that once past the essentials, students profit most by individual instruction based on the problems of their
own work, and that each instructor has his own body of theory, which he may prefer to that offered by any
textbook.
The Idea of You
Merriam-Webster's Guide to Punctuation and Style
The Classic American English Writing Style Guide
A Manual for Writers of Research Papers, Theses, and Dissertations, Eighth Edition
The Official Style Guide Used by the Writers and Editors of the World's Most Authoritative News
Organization

Provides information on stylistic aspects of research papers, theses, and
dissertations, including sections on writing fundamentals, MLA
documentation style, and copyright law
Answers questions on language, punctuation, spelling, tone, and foreign
terms, and includes model formats for over 125 different types of
documents
From the creator of the popular website Ask a Manager and New York’s
work-advice columnist comes a witty, practical guide to 200 difficult
professional conversations—featuring all-new advice! There’s a reason
Alison Green has been called “the Dear Abby of the work world.” Ten years
as a workplace-advice columnist have taught her that people avoid
awkward conversations in the office because they simply don’t know what
to say. Thankfully, Green does—and in this incredibly helpful book, she
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tackles the tough discussions you may need to have during your career.
You’ll learn what to say when • coworkers push their work on you—then
take credit for it • you accidentally trash-talk someone in an email then hit
“reply all” • you’re being micromanaged—or not being managed at all • you
catch a colleague in a lie • your boss seems unhappy with your work • your
cubemate’s loud speakerphone is making you homicidal • you got drunk at
the holiday party Praise for Ask a Manager “A must-read for anyone who
works . . . [Alison Green’s] advice boils down to the idea that you should
be professional (even when others are not) and that communicating in a
straightforward manner with candor and kindness will get you far, no
matter where you work.”—Booklist (starred review) “The author’s friendly,
warm, no-nonsense writing is a pleasure to read, and her advice can be
widely applied to relationships in all areas of readers’ lives. Ideal for
anyone new to the job market or new to management, or anyone hoping to
improve their work experience.”—Library Journal (starred review) “I am a
huge fan of Alison Green’s Ask a Manager column. This book is even
better. It teaches us how to deal with many of the most vexing big and little
problems in our workplaces—and to do so with grace, confidence, and a
sense of humor.”—Robert Sutton, Stanford professor and author of The No
Asshole Rule and The Asshole Survival Guide “Ask a Manager is the
ultimate playbook for navigating the traditional workforce in a diplomatic
but firm way.”—Erin Lowry, author of Broke Millennial: Stop Scraping By
and Get Your Financial Life Together
Provides guidelines and examples for handling research, outlining,
spelling, punctuation, formatting, and documentation.
Rules for Compositors and Readers ... at the University Press, Oxford
The Little Style Guide to Great Christian Writing and Publishing
The Christian Writer's Manual of Style
Guide to Legal Writing Style
Technical Report Writing and Style Guide
The Business Style Handbook, Second Edition: An A-to-Z Guide for
Effective Writing on the Job
The Markdown markup language is one of the most popular
plain-text formatting languages available. Now you can learn
the Markdown syntax with the book that's been called "the
best Markdown reference." Designed for both novices and
experts, The Markdown Guide is a comprehensive reference
manual that has everything you need to get started and
master the Markdown syntax.
George Orwell set out ‘to make political writing into an
art’, and to a wide extent this aim shaped the future of
English literature – his descriptions of authoritarian
regimes helped to form a new vocabulary that is fundamental
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to understanding totalitarianism. While 1984 and Animal Farm
are amongst the most popular classic novels in the English
language, this new series of Orwell’s essays seeks to bring
a wider selection of his writing on politics and literature
to a new readership. In Politics and the English Language,
the second in the Orwell’s Essays series, Orwell takes aim
at the language used in politics, which, he says, ‘is
designed to make lies sound truthful and murder respectable,
and to give an appearance of solidity to pure wind’. In an
age where the language used in politics is constantly under
the microscope, Orwell’s Politics and the English Language
is just as relevant today, and gives the reader a vital
understanding of the tactics at play. 'A writer who can –
and must – be rediscovered with every age.' — Irish Times
A fully revised and updated edition of the bible of the
newspaper industry
"The official style guide used by the writers and editors of
the world's most authoritative news organization."
HBR Guide to Better Business Writing (HBR Guide Series)
FranklinCovey Style Guide for Business and Technical
Communication
The Global English Style Guide
Ultimate Guide to Business Writing
The Gregg Reference Manual
All the Secrets of Creating and Managing Business Documents
WWW may be an acronym for the World Wide Web, but no one could fault you for thinking it stands for
wild, wild West. The rapid growth of the Web has meant having to rely on style guides intended for print
publishing, but these guides do not address the new challenges of communicating online. Enter The
Yahoo! Style Guide. From Yahoo!, a leader in online content and one of the most visited Internet
destinations in the world, comes the definitive reference on the essential elements of Web style for
writers, editors, bloggers, and students. With topics that range from the basics of grammar and
punctuation to Web-specific ways to improve your writing, this comprehensive resource will help you: Shape your text for online reading - Construct clear and compelling copy - Write eye-catching and
effective headings - Develop your site's unique voice - Streamline text for mobile users - Optimize
webpages to boost your chances of appearing in search results - Create better blogs and newsletters Learn easy fixes for your writing mistakes - Write clear user-interface text This essential
sourcebook—based on internal editorial practices that have helped Yahoo! writers and editors for the
last fifteen years—is now at your fingertips.
Style guides come in many shapes and sizes, usually focused toward scientific or academic use only.
However, business writing is a space occupied by many individuals that has not been given the attention
it deserves. The Style Guide for Business Writing, Second Edition, is designed specifically to assist
business writers in both the public and private sector, including those publishing with English as a
second language; authors of academic papers; business book authors; financial journalists; and writers
of reports, proposals or even just e-mail and memoranda. This book provides a comprehensive guide to
clear and precise writing that will help develop basic communication skills for the beginner, and refresh
the basics for the experienced business writer. Major topics are arranged alphabetically and the cross
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references and index enable quick and easy access to information. Michael C. Thomsett is a market
expert, author, speaker, and coach. His many books include Stock Market Math, Candlestick Charting,
The Mathematics of Options, and A Technical Approach to Trend Analysis.
The Professional Writing Guide is for people who wish to improve the quality of their documents and the
efficiency of their writing. Busy executives and other writers in organisations, who may spend between
30 and 80 per cent of their working time writing, will find it invaluable because it clearly outlines the
principles that underlie effective documents. This book will enable executives to write confidently,
competently, and persuasively. High quality output is crucial to a company's image and to a
professional's own career advancement. Errors in a document can prove expensive. The Professional
Writing Guide is an indispensable and accessible reference tool as well as a comprehensive style
manual for writers who wish to avoid those expensive mistakes and make a positive impression. Written
by two long-term professional writing educators with extensive experience of consulting to Australian
business and industry, this lively and highly practical book features workable, reliable, and powerful
strategies that can be used to systematically eliminate the writing problems of organisational writers.
"This is an unconventional style guide that doesn't try to cover everything you could possibly need to
know -- it covers everything you need to know to write effectively. You get clear, simple guidelines
explained with common sense and a healthy dose of humor. All the basics of punctuation, grammar and
style are here"--back cover.
The Ultimate Sourcebook for Writing, Editing, and Creating Content for the Digital World
Writing Well and Knowing why
The IBM Style Guide
Style Guide for Technical Publications
The Essential Guide for Writers, Editors, and Publishers
Skill Path Business Communication Style Guide
The Little Style Guide to Great Christian Writing and Publishing provides a fresh understanding and
distinctively Christian examination of style and language. It covers all the basic rules of grammar,
style, and editing and will be of immediate interest to Christian writers and editors. The Little Style
Guide will be cross-referenced with the Chicago Manual of Style, Fifteenth Edition and will be a
welcome companion to the CMS in handling concerns that are unique to Christian writing and
editing.The burgeoning field of electronic publishing has greatly increased the number of Christian
writers. In the U.S. alone, there are over 500 Christian writers conferences and guilds each year. The
Little Style Guide will serve the needs of the largest publishing houses and their authors and editors
along with the smallest churches who weekly publish a newsletter and communicate through a Web
site.
Volumes in Writing Spaces: Readings on Writing offer multiple perspec- tives on a wide-range of
topics about writing. In each chapter, authors present their unique views, insights, and strategies for
writing by ad- dressing the undergraduate reader directly. Drawing on their own ex- periences, these
teachers-as-writers invite students to join in the larger conversation about the craft of writing.
Consequently, each essay func- tions as a standalone text that can easily complement other selected
readings in writing or writing-intensive courses across the disciplines at any level.
The Ultimate Guide to Business Writing is a comprehensive guide on how to write any kind of business
document. Written clearly in an engaging voice, it explains in depth the whole process: from
determining objectives to establishing readers’ needs, conducting research, outlining, and designing a
template; to writing the first draft; to editing for meaning, accuracy, concision, style and emotional
impact; to creating glossaries and indices; to proofreading and working with reviewers. The book also
explains how to exploit the psychology of perception and motivation, collaborate effectively with
business colleagues, manage documents holistically across an organisation, and deal with the other
everyday practicalities of managing knowledge in a corporate environment. Every section of the book
is packed with questions to stimulate thinking and generate meaningful answers, and dozens of
examples of what works and why. The book’s also rich in practical examples drawn from real life,
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anecdotes, humour, and visual aids. But the advice isn’t just practical and anecdotal: it’s also
rigorously supported by scientific evidence from notable linguists and psychologists such as Steven
Pinker, Daniel Goleman and Yellowlees Douglas. And anyone keen to explore further will benefit
from the bibliography and links to videos and other online resources. The book is ideal not just for
professional business writers, such as editors, technical writers, copywriters and creative directors; it’s
also suitable for anyone whose job requires them to write, whether it’s something as simple as an email
or as complex as a set of policies or a handbook.
Straight from IBM: complete, proven guidelines for writing consistent, clear, concise, consumable,
reusable, and easy to- translate content Brings together everything IBM has learned about writing
outstanding technical and business content.
How to Navigate Clueless Colleagues, Lunch-Stealing Bosses, and the Rest of Your Life at Work
A Guide to Spiritual Enlightenment
Microsoft Manual of Style
Chicago Style for Students and Researchers
The Yahoo! Style Guide
The Elements of Style

The NASA Graphics Standards Manual, by Richard Danne and Bruce
Blackburn, is a futuristic vision for an agency at the cutting edge of science
and exploration. Housed in a special anti-static package, the book features
a foreword by Richard Danne, an essay by Christopher Bonanos, scans of
the original manual (from Danne's personal copy), reproductions of the
original NASA 35mm slide presentation, and scans of the Managers Guide,
a follow-up booklet distributed by NASA.
The official book on the Rust programming language, written by the Rust
development team at the Mozilla Foundation, fully updated for Rust 2018.
The Rust Programming Language is the official book on Rust: an open
source systems programming language that helps you write faster, more
reliable software. Rust offers control over low-level details (such as memory
usage) in combination with high-level ergonomics, eliminating the hassle
traditionally associated with low-level languages. The authors of The Rust
Programming Language, members of the Rust Core Team, share their
knowledge and experience to show you how to take full advantage of Rust's
features--from installation to creating robust and scalable programs. You'll
begin with basics like creating functions, choosing data types, and binding
variables and then move on to more advanced concepts, such as: •
Ownership and borrowing, lifetimes, and traits • Using Rust's memory
safety guarantees to build fast, safe programs • Testing, error handling,
and effective refactoring • Generics, smart pointers, multithreading, trait
objects, and advanced pattern matching • Using Cargo, Rust's built-in
package manager, to build, test, and document your code and manage
dependencies • How best to use Rust's advanced compiler with compilerled programming techniques You'll find plenty of code examples throughout
the book, as well as three chapters dedicated to building complete projects
to test your learning: a number guessing game, a Rust implementation of a
command line tool, and a multithreaded server. New to this edition: An
extended section on Rust macros, an expanded chapter on modules, and
appendixes on Rust development tools and editions.
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An essential tool for writers, editors, proofreaders, designers, copywriters,
production managers, and marketers too.The Christian Writer’s Manual of
Style is an essential tool not only for writers of religious materials, but for
their editors, proofreaders, designers, copywriters, production managers,
and even marketers. Rather than simply repeating style information
commonly available in standard references, this newly updated and
expanded edition includes points of grammar, punctuation, usage, book
production and design, and written style that are often overlooked in other
manuals. It focuses on information relating to the unique needs and
demands of religious publications, such as discussions on how to correctly
quote the Bible, how to capitalize and use common religious terms, and
how to abbreviate the books of the Bible and other religious words. Also
included are rarely found items such as:• an author’s guide to obtaining
permissions• guidelines for using American, British, and Mid-Atlantic
styles• discussions of inclusive language, profanity, and ethnic
sensitivities• discussions of Internet and computer-related language style•
a list of problem words• style issues regarding words from major world
religions• a discussion of handling brand names in text• a list of common
interjections• issues of type design, paper, copy-fitThis edition has been
completely updated since the 1988 edition and contains more than twice as
much information as the previous edition. This is the most detailed and
comprehensive guide of its kind.
Revised and updated for the newest digital platforms—the classic guide to
business writing style and protocols While retaining all the valuable
information that has made The Business Style Handbook a modern classic,
the second edition provides new words, phrases and guidance to help you
express yourself clearly, confidently and correctly on any digital platform.
New to this edition: Updated A-to-Z section with 250 new entries Best
practices for email in a world of portable devices Insights from
communications executives at global companies Praise for The Business
Style Handbook “This may be the handiest and clearest book of tips on
basic business writing I’ve read in a long time.” —Pam Robinson,
cofounder, the American Copy Editors Society “An excellent primer on how
to communicate effectively in a business setting.” —Michael Barry, vice
president, media relations, Insurance Information Institute “This book is
especially helpful for people when English is their second language. I
recommend it to all my business classes.” —Elizabeth Xu, Ph.D., author,
executive mentor and leadership class instructor, Stanford University “You
never want poor writing to get in the way of what you’re saying. . . . This
style guide is a valuable resource to help ensure that the quality of your
writing differentiates you.” —Bart Mosley, principal and chief investment
officer, Alprion Capital Management LP
The Associated Press Guide to News Writing
Prentice Hall Style Manual
Conventions for Writers and Editors
The Professional Writing Guide
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NASA Graphics Standards Manual
Writing Clear, Translatable Documentation for a Global Market

The Global English Style Guide illustrates how much you can do to
make written texts more suitable for a global audience. Accompanied
by an abundance of clearly explained examples, the Global English
guidelines show you how to write documentation that is optimized for
non-native speakers of English, translators, and even machinetranslation software, as well as for native speakers of English. You'll
find dozens of guidelines that you won't find in any other source,
along with thorough explanations of why each guideline is useful.
Author John Kohl also includes revision strategies, as well as caveats
that will help you avoid applying guidelines incorrectly. Focusing
primarily on sentence-level stylistic issues, problematic grammatical
constructions, and terminology issues, this book addresses the
following topics: ways to simplify your writing style and make it
consistent; ambiguities that most writers and editors are not aware of,
and how to eliminate those ambiguities; how to make your sentence
structure more explicit so that your sentences are easier for native
and non-native speakers to read and understand; punctuation and
capitalization guidelines that improve readability and make
translation more efficient; and how language technologies such as
controlled-authoring software can facilitate the adoption of Global
English as a corporate standard. This text is intended for anyone who
uses written English to communicate technical information to a global
audience. Technical writers, technical editors, science writers, and
training instructors are just a few of the professions for which this
book is essential reading. Even if producing technical information is
not your primary job function, the Global English guidelines can help
you communicate more effectively with colleagues around the world.
This book is part of the SAS Press program.
This expanded twelfth edition of the bestselling guide to style is based
on the Economist's own updated house style manual, and is an
invaluable companion for everyone who wants to communicate with
the clarity, style and precision for which the Economist is renowned.
As the introduction says, 'clarity of writing usually follows clarity of
thought.' The Economist Style Guide gives general advice on writing,
points out common errors and clichés, offers guidance on consistent
use of punctuation, abbreviations and capital letters, and contains an
exhaustive range of reference material - covering everything from
accountancy ratios and stock market indices to laws of nature and
science. Some of the numerous useful rules and common mistakes
pointed out in the guide include: *Which informs, that defines. This is
the house that Jack built. But: This house, which Jack built, is now
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falling down. Discreet means circumspect or prudent; discrete means
separate or distinct. Remember that "Questions are never indiscreet.
Answers sometimes are" (Oscar Wilde). Flaunt means display, flout
means disdain. If you flout this distinction you will flaunt your
ignorance Forgo means do without; forego means go before.
Fortuitous means accidental, not fortunate or well-timed. Times: Take
care. Three times more than X is four times as much as X. Full stops:
Use plenty. They keep sentences short. This helps the reader.
Searchable electronic version of print product with fully hyperlinked
cross-references.
This book is based on, and expanded from, a course on technical
report writing that the author has presented for over 20 years. Are
you an engineer who writes technical reports as part of your job, yet
you wish you could make them shorter and better - and write them
faster? Maybe you write external reports for your consultancy's
clients, or internal reports for senior managers. Maybe sometimes you
think you signed up to be an engineer not a writer. But now you are a
writer as well as an engineer and you wish that writing a good report
was easier. This book will show you how to write shorter and better
reports, and write them faster. The author is a retired chartered
engineer and who has written about 100 articles and four books published by Kogan Page, Macmillan and San Francisco Press. Here is
just one comment from one client who arranged for the course on
which this book is based to be presented to his staff: 'Thank you for
the course. All the feedback I've had so far has been very positive...
which is quite unusual as they can be a cynical bunch.' Well, not so
much as cynical as don't like 'airy-fairy' ideas. The book is down-toearth with practical ideas.You will learn: - How to break the task into
three phases: planning, writing and editing.- How to avoid the biggest
complaint about technical reports.- How to use three layers of
sequencing to make the writing easier.- The most common format for
technical reports - and three others. - How much detail to include.Twelve big tips to improve the writing and several smaller tips.- How
to satisfy both technical and non-technical readers.- How to cut the
waffle.- How to edit your own work, which is never an easy thing to
do.- Seventeen consistency checks to look for when editing.- How to
get the best from the Microsoft grammar checker.- How to use the
readability statistics.- Variations between British and US
English.PLUS: A style guide with over 130 items of guidance,
including all the punctuation marks. Did you know that the hyphen
has been described as the punctuation mark to drive you mad?
MLA Style Manual and Guide to Scholarly Publishing
The Markdown Guide
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Style Guide
Writing Spaces: Readings on Writings, Vol. 2
Mla Handbook for Writers of Research Papers
A Novel
Author's credits taken from front cover and p. ix.
A guide to writing style for all reporters, feature writers, editors, and journalism
students. Demonstrates sound professional techniques to give stories clarity,
precision and polish.
Microsoft Manual of StylePearson Education
The Classic. The Elements of Style by William Strunk, Jr. And E. B. White. The
Elements of Style is a prescriptive American English writing style guide in
numerous editions. The original was composed by William Strunk Jr., in 1918,
and published by Harcourt, in 1920, comprising eight "elementary rules of
usage", ten "elementary principles of composition", "a few matters of form", a list
of 49 "words and expressions commonly misused", and a list of 57 "words often
misspelled". E. B. White greatly enlarged and revised the book for publication by
Macmillan in 1959. That was the first edition of the so-called "Strunk & White",
which Time named in 2011 as one of the 100 best and most influential books
written in English since 1923.
The Associated Press Stylebook 2015
Politics and the English Language
The New York Times Manual of Style and Usage
The Rust Programming Language (Covers Rust 2018)
How to Write Even Better Technical Reports.
The Power of Now
Helps law students gain essential skills needed to advance from acceptable to exceptional
writing, focusing on organization, sentence structure, word choice, punctuation, and
formatting. Includes exercises and reviews for self or group testing. This second edition
includes a new chapter on formattin
New diversity style guide helps journalists write with authority and accuracy about a
complex, multicultural world A companion to the online resource of the same name, The
Diversity Style Guide raises the consciousness of journalists who strive to be accurate.
Based on studies, news reports and style guides, as well as interviews with more than 50
journalists and experts, it offers the best, most up-to-date advice on writing about
underrepresented and often misrepresented groups. Addressing such thorny questions as
whether the words Black and White should be capitalized when referring to race and
which pronouns to use for people who don’t identify as male or female, the book helps
readers navigate the minefield of names, terms, labels and colloquialisms that come with
living in a diverse society. The Diversity Style Guide comes in two parts. Part One offers
enlightening chapters on Why is Diversity So Important; Implicit Bias; Black Americans;
Native People; Hispanics and Latinos; Asian Americans and Pacific Islanders; Arab
Americans and Muslim Americans; Immigrants and Immigration; Gender Identity and
Sexual Orientation; People with Disabilities; Gender Equality in the News Media; Mental
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Illness, Substance Abuse and Suicide; and Diversity and Inclusion in a Changing
Industry. Part Two includes Diversity and Inclusion Activities and an A-Z Guide with
more than 500 terms. This guide: Helps journalists, journalism students, and other media
writers better understand the context behind hot-button words so they can report with
confidence and sensitivity Explores the subtle and not-so-subtle ways that certain words
can alienate a source or infuriate a reader Provides writers with an understanding that
diversity in journalism is about accuracy and truth, not “political correctness.” Brings
together guidance from more than 20 organizations and style guides into a single handy
reference book The Diversity Style Guide is first and foremost a guide for journalists, but
it is also an important resource for journalism and writing instructors, as well as other
media professionals. In addition, it will appeal to those in other fields looking to make
informed choices in their word usage and their personal interactions.
Style Guide for Business Writing
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