
2013 Community Novel Project 

Self-Editing, Grammar, Punctuation and Style Guidelines 
Writers and copy-editors can use these guidelines to refer to while editing chapters of the community 

novel project. This is a work in progress and as the editorial team finds more examples we will include 

them here. These guidelines are meant to give us all a central place to refer when editing, NOT to be a 

list of everything that we must have perfect in our first drafts. This is a community project and the 

creativity, skills and experience for writing, editing and publishing fiction are not always found all in 

the same person. We all have a role to play in this project .  

2/4/2013 - Lissa, Paul and Sarah copy-edited the 2012 community novel project and compiled this start 

to our guidelines. Everyone—writers and editors—can contribute to expanding and clarifying this 

information to make this document more useful. Send improvements and suggestions to 

estaley@tscpl.org. 

Grammar and punctuation 

 One space after a period. 

 Single-line space everything, no extra blank lines between paragraphs. 

 One blank line (extra enter/return) between paragraphs ONLY if the scene changes within your 

chapter. 

 Do NOT indent the start of paragraphs with a tab or spaces. (We will use the software to 

establish a consistent paragraph indent.) 

 It is okay to occasionally put a word of dialogue in italics to show emphasis. Not whole 

sentences and not in every sentence though. Other times to use italics: text messages, titles of 

books and movies, referring to things that are written (headlines, signs, etc.)  

 Brush up on comma usage here and remember that commas and any other punctuation mark 

go inside the quotation marks. Commas: 

http://www.montana.edu/cob/bracken/BBCC%20Commas.pdf 

 For an ellipsis in dialogue, use three periods in a row with spaces on either side. So ... like that. 

(We will format at the end to add an ellipsis character to replace all the “…” instances.) 

 When you are writing, sometimes a comma sets off a clause. Other times—a long dash can help 

you make your point well. The correct usage of the "m-dash" is with NO space on either side of 

it. Don’t stress about trying to make a special “m dash”character. If you use two hyphens like 

this--we will correct them to the "m dash" for you during final editing. 

 Avoid profanity unless your character is under fire or experiencing otherwise extreme emotions 

and situations. 

  

http://www.montana.edu/cob/bracken/BBCC%20Commas.pdf
http://www.montana.edu/cob/bracken/BBCC%20Commas.pdf


Dialogue  

Each new instances of dialogue is a new paragraph. One speaker per paragraph. This means that every 

time someone speaks, you give that person a new paragraph. You start that paragraph with their 

dialogue or with any statements that change the attention to him/her. 

See examples here of constructing dialogue: from http://www.loubelcher.com/blog/2009/02/writing-

fiction-session-9-mechanics-of.html and examples with explanation about punctuation and dialogue: 

http://www.grossmont.edu/karl.sherlock/English126/punctuation.html 

Style   

Keep the plot moving at all times. Don’t add scenes, dialogue, or descriptions unnecessary to the story 

line. This can seem tricky, especially early in the novel when you aren’t sure what direction the plot 

might go. For inspiration on writing scenes, try this article: 

http://www.advancedfictionwriting.com/art/scene.php 

Point of view and verb tense The book is written in third person point of view, except when Julia is 

talking into the tape recorder and then whole scenes may be told in first person point of view since she 

is telling the story. (Some of this will depend on how authors decide to write Julia’s story but once a 

style is established we should stick with it.) 

Switching between present and past tense? Please don’t. Check what happened in the chapter before 

yours and stay in the same tense.  

Continuity is key--this is an exercise in writing as a group--each author should try to stick to the same 

general writing style as the previous authors (while still allowing some of your own voice to show 

through). Don’t radically change genres, or give the main characters a new personality. Try to develop 

the story and characters from what you are given and leave something wonderful for the next authors 

to add their own chapters as well.  

http://www.loubelcher.com/blog/2009/02/writing-fiction-session-9-mechanics-of.html
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