PROOFREADING PREFERNCES 

	Punctuation Issue
	Example
	Preference

	Style Guide
	
	Morison              ☐
BGGP                ☐
Gregg Reference Manual               ☐

	Oxford comma.
	
	☐
	No comma after full year: 
	March 1, 2022 letter  
	☐
	Comma between month and year 
	January 2023
	☐
	Keep month and day together at end of line 
	
	☐
	8:00 for “8 o’clock” 
	
	☐
	Semicolon 
	before “is that correct/right?”
	☐
	Comma 
	before “right/correct?” 
	☐
	[bookmark: _Hlk98320886][bookmark: _Hlk98314295]Comma after business names:  
	Inc./LLC, etc. 
	☐
	Starting line with a figure, Except for Exhibit and Bates numbers. 
	
	☐
	Capping  
	“paragraph” or “page.” 
	☐
	Spells out numbers thru TEN.
except for prison sentencing 
	“2 to 10 years” 
	☐
	“Number,” not “No.” 
	
	☐
	Colon 
	“The question is: When was that order issued?” 
	☐
	[bookmark: _Hlk106915210]Question with multiple option. 
	Are we talking a year before you quit? Six months? Two weeks? 21 days? 
	☐
	Comma or period after Objection
	“Objection, form.”
	☐
	[bookmark: _Hlk124285111]Only hyphenate before a noun.
	“On-site” 

	☐
	Hyphenating ethnicities
	African American.
	☐
	Lowercase 
	“subsection” 
	☐
	Cap “paragraph,” “page,” and “line.”
	
	☐
	[bookmark: _Hlk124285047]Comma vs Period   
	“Okay.  Let’s turn to the next exhibit.” 
“Yes/No, ma’am.” 
	☐
	Quotation marks for confirmation 
	Is that a “yes”? 
	☐
	Start line with a figure. 
	
	☐
	Comma vs colon for abrupt breaks
	My question is, why did you do that?
Let me ask you this: When did you last talk to him?
	☐
	Polite request = question mark or period
	“Would you please state your full name.” 
	☐
	Semicolon or period.  
	“Objection; form.”
	☐
	Uses ITALICS for citing court cases.
	
	☐
	QUOTES:  
	Morison’s or not
	☐
	Caps
	Subsection
Social Security
	

	AM/PM, or A.M./P.M. 
	
	☐
	 “email” or e-mail. 
	
	☐
	Lowercase  
	“Code” unless with a number or something that requires capping.
	☐
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



