It would be immensely helpful if you take care of the following in technical reports/manuscript drafts.
1. Start any report with a brief introduction. 

2. Preferably use formal written English.

3. Reference to a particular structure should be appropriate:  Use of note book reference number is recommended.  Giving names generated by ChemDraw is not recommended by JACS/JOC.  I do not have a strong alternative suggestion.
4. Give adequate line spacing between paragraphs, and between paragraphs and schemes/figures/tables.
5. Expand abbreviations when mentioning for the first time.
6. The 'Y' axis scale is usually given on the left hand side of graph/spectra unless with comparative scales where both left hand and right hand sides are used.  Use Kaleidagraph or Origin to plot graphs/spectra rather than MS Excel.
7. Avoid crosshairs in graphs and vertical lines in tables.
8. Figures should have captions under the figure and tables should have titles on top of the tables.

9. All sections should have same line spacing of 1.5/2 line spacing and I would leave a double character space after a period when starting a new sentence.

10. The minus signs (–) in text and in notations like ‘cm–1’, should be a minus sign rather than a dash as in ‘cm-1’ which is incorrect.
11. When denoting 'times' use appropriate symbol (×) (Alt + i + s and choose MULTIPLICATION SIGN) rather than using the alphabet 'X' or ‘x’.
12. DCM is not to be mentioned in text as DMF is.  Instead, use CH2Cl2 or write as methylene chloride/dichloromethane.

13. When writing 'XX degree centigrade', write ‘XX_°C’ do not write 'XX°_C' (no space between ‘degree’ symbol and ‘C’).  Using the alphabet ‘o’ and making it superscript as ‘o’ is not equivalent to using the symbol ‘°’.
14. There is always one character spacing after a number and quantity such as ‘g’/‘mL’ e.g., 1.32 g (not 1.32g).  Also, use mL throughout instead of cc, cm3, ‘ml’ or ‘ml’).  No space before and after the long dash when writing a range of values, e.g., 5.0–8.5 not 5.0 – 8.5; and the dash should be a longer one rather than a shorter one ('–' not '-').  Note that there is no space after a sign if a number is followed by a sign (e.g., >260 °C; ~5 ppm) but there is a space between number and a sign if there are two numbers and the sign falls in between them (e.g., 1.7 × 10–3 M; 3 × 50 mL, 0.85 ± 0.09 etc).  There is no character spacing between a value and % (e.g., 95% not 95 %).
15. Use( rather than  to denote extinction coefficient. 

16. Use ( rather than >/=; ± rather than +/-; ≤ rather than </=.

17. Use Å to denote Angstroms rather than Ao.

18. Use appropriate styles when denoting terms like pH, pK, etc (p – lowercase normal H – uppercase italics).

19. Also write with appropriate subscripts/superscripts when writing chemical formulae and other text sentences as applicable.  
20. When writing a compound’s name that has a heteroatom, the heteroatom should be italics (e.g., N,N-dimethylaniline, not N,N-dimethylaniline).  If you start a sentence with such a name, the normal letter following the italized letter should be in upper case (e.g., N,N-Dimethylaniline, not N,N-dimethylaniline).

21. When writing 13C NMR data it would be sufficient to give values up to only two decimal points.  Only the notation of coupling constants (J) should be italics per ACS journal style not the values.  When writing NMR chemical shift values, the symbol  should be italics.  All lowercase symbols in general are written in italics (e.g., dipole, micron  wavelength ; pi  etc.) and upper case symbols in normal case (e.g., quantum yield ). Temperature T is also italics.
22. Secondary abbreviations such as normal-, tertiary- as in n-BuLi, t-BuLi should be italics (Note the dash is short).
23. Mass spec and Analysis: calculated value should be followed by experimentally found values; not the other way around.  Follow this style: Anal. Calcd for C19H13C10: C, 77.95; H, 4.48. Found: C, 77.90; H, 4.28.  If elemental analysis data are in error, try to remove the solvent/impurity and obtain fresh data.  Unless with extenuating situations, it is not recommended to calculate the C H N values accommodating solvent molecules.
24. When writing the experimental, please give a general experimental so you do not have to repeat certain sentences in each individual experiment.

25. In experimental section: Give the structure of the molecules immediately after the title of the paragraph denoting the structure, and then continue the text.
26. When citing a reference in the text, number appropriate reference after the punctuation mark and not before the punctuation mark (e.g., Dalton,1 Chen,2 not Dalton1, Chen2,) and there are no character spaces in between the numbers and commas (e.g., Kondo,1,7 and not Kondo,1, 7).  When mentioning author’s name from multiple author publications in the text, mention only the first author’s name followed by et al or ‘… and others’.  The term et al should be italics and do not combine et al with ‘… and others’ unless with different citations.  
27. When compiling the reference section, please follow any ACS journal style preferably consistently.  EndNote format is OK too.

28. ChemDraw structure should be drawn applying ACS 1996 style. 

