Style Sheet

Use this style sheet as guidance for style decisions not answered by [title of style manual], and Merriam-Webster’s Collegiate Dictionary, 10th edition (or name of dictionary that client prefers).
Abbreviations and symbols

· Use state postal abbreviations (PA, DC, AZ) only in addresses before zip codes. Use the other state abbreviations (Pa., D.C., Ariz.) after names of cities when abbreviated state names are needed, such as in tables. Otherwise spell out names of states.

· Use e.g. and i.e. only within parentheses; use for example or that is in text.
· Use etc. only within parentheses.

· Spell out the names of measurement units.

· Close up initials in persons’ names: J.R. Van Pelt.

· Write out percent.
Acronyms
· Introduce acronyms with each new chapter or major section.

· Don’t introduce acronyms that aren’t used, except when the acronym is as common as the full expression.

· If the main term is plural or possessive, make the introduced acronym plural or possessive: the intelligent quotient’s (IQ’s) function is …

Capitalization

· Lowercase words unless there is a good reason to capitalize.

· Capitalize:

· Trademarks and trade names

· Formal names of offices and departments

· Do not capitalize:

· Job positions or titles

· Names of college degrees

Figures
· Caption: Figure 2.1. This is the figure caption.
· Put references to figures in text or in parentheses, whatever way works best to make clear what is shown in the figure and how it relates to the text, but still minimizes disruption to sentence flow.

Heads

This Is a First-Level Head

This Is a Second-Level Head
This is a third-level head. The rest of the paragraph starts here ...

Lists

Vertical lists can be enumerated with bullets or numbers. Numbers are appropriate when the list items are ordered in a particular sequence. Numbers should not be enclosed in parentheses but instead end with a period.

The introductory phrase to the list can be a complete sentence ending with a colon (you may need to add as follows to make it complete) or a sentence fragment that is completed by the list. In this case the introductory phrase needs no ending punctuation, although an em dash can be used.

List items that do not complete a sentence follow these rules:
· They begin with a capital letter.

· They end with a period or other ending punctuation if they are complete sentences.

· They are all either complete sentences or sentence fragments.

List items that complete a sentence—
· begin with a lowercase letter (unless the word is a proper noun),

· are not complete sentences, and

· end with a comma or semicolon (or sometimes a question mark)—except for the next-to-last item, which also includes and or or, and the last item, which ends with a period (or a question mark).

Numbers

· one ... nine, 10 ...; first, second ... 10th, 11th ...

· Use figures for units of physical measurement and money

· 3 o’clock (but five hours from now, two days ago, 12 weeks later)

· 1,000 ... 20,000 (but some thousands of ...)

· 10 million, four billion

· 500-plus

· 36–60 percent

· 1960s

· 8-1/2 inches, two-thirds of, 1/16, 1/128

· .003 mm, .6 inch

· 1K

Punctuation

· Use a serial comma: item one, item two, and item three. When a series is numbered do it this way: (1) item one, (2) item two, and (3) item three.

· Commonly used prefixes preceding nouns (preoperative, nonviolent, etc.) do not require the use of a hyphen unless the closed combination of the prefix with the noun might lead to confusions with another term (re-creation versus recreation). See Chicago.
Quotations

· Changing punctuation and capitalization in quotations is allowed.

Special treatment of words

· Use italic type for publications, for words used as words, for emphasis of a word or phrase, for foreign words or phrases not in common use, for the first use of key terms, and for the first use of technical terms.

· Use quotation marks for words used in special senses, for words used in an ironic sense, and for slang or argot not part of the writer’s ordinary vocabulary.

Spelling, capitalization, hyphenation, etc.

African American (adj., n.)
American Indian or Native American (adj., n.)

Chapter 3

co-author
co-worker

database

decision-maker

decision-making (n.)

Earth

e-mail

federal government
freelancer
healthcare

institutionwide

online

President Bush, the president

Supreme Court, the Court

World War II

World Wide Web, the Web
overinsured

policyholder

reprojection

subaccounts

IRAs (no apostrophe for plural)

underfund

overfund

multitasker

adviser (not advisor)

stockbroker (one word)
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