TEMPLATE 02
House style sheet
Your department conventions, written down once. This is the difference between output you have to rewrite and output you have to skim.
Everything in here is something you already know and have never had to say out loud, because your colleagues absorbed it. A tool has not. Fill this in once and keep it wherever your writing samples live.
What we call things
	We call them
	participants / learners / attendees / delegates


	We call it
	activity / session / course / program


	Date format
	e.g. March 4, 2026


	Our name in full
	and the short form we use after first mention



How objectives are phrased
Paste two or three objectives that got through review without comment. Examples teach far better than rules do.
	Our standard opening
	e.g. "After this activity, participants will be able to..."


	Approved example 1
	


	Approved example 2
	


	Approved example 3
	



Words
	Never use
	e.g. robust, leverage, utilize, journey, empower


	Always use
	e.g. "faculty" not "speakers"


	Careful with
	words that mean something specific to our accreditor



Tone, by document type
	Accreditation documents
	e.g. plain, factual, no promotional language at all


	Participant-facing
	e.g. warm but brief, no exclamation marks


	Marketing
	e.g. more energy is fine, still no superlatives


	Faculty correspondence
	e.g. see my voice profile





Standing rules
Paste these into any request that touches real data. The first four are worth keeping as written. Add your own underneath.
	STANDING RULES
Work only from the material I have given you. Do not add facts,
figures, citations, guideline references or examples from any other
source. If something is missing that you need, write
[NEEDS: what is missing] instead of filling the gap.

Never state an outcome level higher than what was actually measured.
Self-reported intent is not observed practice.

Never round a figure to make it read better.

No promotional language in accreditation documents.



Our additional standing rules




The things our reviewers always change
This is the most valuable box on the page and the one people leave blank. Every department has three or four corrections that come back every single time. Write them down and they stop coming back.





Where our examples live
	Approved reports
	folder or link


	Approved objectives
	folder or link


	Report template
	folder or link


	Who to ask about wording
	name
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