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PREFACE
The Gregg Reference Manual is intended for anyone who writes, edits, or prepares material for

distribution or publication. It addresses the concerns of experienced professionals, especially

those who no longer enjoy the help of trained assistants to ensure the quahty of the docu-

ments that these professionals must produce. Moreover, the manual serves the needs of stu-

dents who are preparing to become experienced professionals in their chosen field of work.

To accommodate this wide range of readers, The Gregg Reference Manual presents the basic

rules that apply in virtually every piece of writing, as well as the fine points that occur less

often but cause no less trouble when they do. This manucd offers an abundance of examples

and computer-generated illustrations so that you can quickly find models on which to pattern

a solution to the various problems you encounter in your communications—from e-mail mes-

sages to formal reports. It also provides the rationale underlying specific rules so that you

can manipulate the principles of style with inteUigence and taste.

Features of the New Edition. The mnth edition of The Gregg Reference Manual has

been revised and enhanced in many ways to span the styUstic demands of business and aca-

demic writing.

1. The most significant changes in the ninth edition reflect the enormous impact that com-

puter technology has had on the way written communications are created and produced.

• The easy access to word processing templates has greatly simplified the way in which

letters, memos, reports, and other documents can be prepared. Yet the formats pro-

vided by these templates may, for a variety of reasons, not be suitable for your pur-

poses. To help you cope with this situation. Section 13 (dealing with letters and

memos) and Section 14 (dealing with reports) illustrate sample templates provided by

Microsoft Word for Windows and then provide guidelines showing you how to modify

these templates or create your own for more effective results.

• The ninth edition discusses the specialfeatures of word processing software that make it

easier for you to create and format various elements in business documents—for

example, footnotes, endnotes, and tables (including a table of contents for a formal

report). The manual also discusses the problems that may be created by these time-

saving features. Thus Section 16 (on tables) provides an all-new 8-page sequence of

illustrations that shows how a table created with the table feature of Microsoft Word for

y^dows can be progressively modified to achieve more readable and more attractive

results. Sunilarly Section 15 (on notes) shows how you can enhance the formats creat-

ed by the footnote and endnote features of Microsoft Word for Wmdows.
• Paragraphs M1532-1546 provide completely new coverage on dealing with online

source material. These paragraphs will not only show you how to construct footnotes,

endnotes, and bibhographic entries based on online sources; they will suggest sensi-

ble precautions to observe when you are citing electronic material, which—as we all

know—can rapidly change, move to a new location, or completely disappear.

• For those new to the Internet, M1532-1533 will show how to decode Web site addresses

(URLs) and e-mail addresses. Moreover, ^^1538-1539 will show how to divide these

addresses (if necessary) at the end of a line.

• Anyone looking for a job these days needs to be aware of the impact of computer tech-

nology on the way job appHcants are now being screened. Paragraphs M1714-1717
provide cill-new format guidelines for preparing a scannable resume (scannable by an

optical character reader) that will help you survive the initial winnowing process.
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• The glossary ofcomputer terms in Appendix B has been expanded to 20 pages to accom-

modate the rapidly evolving vocabulciiy of this new technology. If you are puzzled by

terms hke bandwidth, q/brarian, dot, firewall, intranet, mouse potato, spider, and userid,

turn to pages 562-581.

• Is it e-mail, E-mail, or email? Is it Web site. Website, or website? Consult ^847 for help in

resolving the confusion caused by the various ways in which computer terms are being

spelled and styled.

• As the standards ofdesktop publishing increasingly supplantthe older standards reflected

in typewritten documents, new styhstic issues have to be addressed. Thus ^102 con-

fronts the surprisingly vigorous debate over 1 versus 2 spaces following punctuation

at the end of a sentence. Section 2 deals with different styles of dashes (M2 16-2 17),

different styles of quotation marks (page 59), and different guidelines for the use of

itahcs and underlining (^290).

2. Questions and suggestions from readers of the previous edition have also had a major

impact on what has been added to the ninth edition.* For example:

• How do you pronounce words like affluent, chaise longue, and forte? And how about

place names like Cairo (in lUinois), Mackinac (in Michigan), and Natchitoches (in

Louisiana)? See pages 582-591 for an aU-new, 10-page appendix that will offer some

reassuring guidcince on pronunciation problems hke these.

• How do you refer to a resident of Arkansas? For that matter, what do you call the resi-

dents of the other 49 states? See ^336.

• What is the proper way to refer to the class of 2000 and the first decade of the twenty-

first century? See M412c, 439b.

• What does a plus sign mean when it precedes a phone number? See ^454f.

• Why do dictionaries treat similcir compound words differently (for example,

payoff/play-off, skydiving/skin diving]? Is there some sensible way to resolve these

inconsistencies in style? See ^801b-c.

• Do you use a or an before a phrase like NBC poll? NATO strategy? See pages 281-282.

• How do you format a news release? See 511707 and page 512.

• How do you format a one-page resume if you're just out of school and don't have much
work experience to cite? See ^1713 and pages 526-527.

• For once and for aU, is it okay to end a sentence with a preposition? See ^1080.

3. The text and illustrations have been changed throughout the ninth edition to reflect the

new words, phrases, acronyms, and initialisms that are continually entering the lan-

guage. If you don't know the meaning of PONA, WOMBAT, or PEBCAK, turn at once to

^522a. If you are unfamiliar with Parkinson's Law ofData or a proverb called Hanlon's

Razor, consult ^346c.

4. The use of a larger page size and a new design gives the ninth edition a more open look

and makes the text and the illustrations easier to read. Also note that certain rule num-

bers in Sections 1-11 appear in white within a blue panel. This graphic device serves to

caU attention to the basic rules of grammar, usage, and style—^those dealing with problems

*Because of the immense value that readers' comments have in ensuring that each new edition is truly respon-

sive to users' needs, I invite you to submit your questions and suggestions to "Ask the Author" on The Gregg

Reference Manual Web site: <http://www.glencoe.com/ps/gnn>.
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that will frequently arise in your work. If you want to reduce the number of things you

need to look up, these highhghted rules are the ones you need to master.

An Overview of the Organization of the Ninth Edition. This edition of The Gregg

Reference Manual consists of 18 sections and 3 appendixes, organized in three parts:

Part 1 (Sections 1-11) deals with grammar, usage, and the chief aspects of style—punc-

tuation, capitalization, numbers, abbreviations, plurals and possessives, spelling, com-

pound words, and word division.

Part 2 (Sections 12-18) deals with the techniques and procedures for creating and for-

matting all kinds of written communications—letters, memos, reports, manuscripts,

tables, agendas, minutes, itineraries, fax cover sheets, news releases, e-mail, outlines,

and resumes and other employment communications. It also provides detailed guidelines

on forms of address.

Part 3 (Appendixes A, B, and C) provides a glossary of grammatical terms, a glossary of

computer terms, and a new appendix dealing with troublesome pronunciation problems.

Other Components of the Ninth Edition. A number of supplementary components

are also available:

Basic Worksheets on Grammar, Usage, and Style. This set of worksheets focuses on the basic

rules presented in Sections 1-11. These worksheets have been designed to build three criti-

cal skills. First, they will familiarize you with the potential problems that frequently occur in

any material that you create or produce. Second, these worksheets will direct you to the

appropriate rules in Sections 1-11 so that later on, when you encounter similar problems in

your own work, you will know where to look. Third, they wiU sharpen your abihty to apply

the rules correctly under many different circumstances.

This set of worksheets begins with a diagnostic survey of your editing skills at the outset.

Then, after you complete a series of 21 worksheets, you will encounter a parallel survey at

the end that will show you how much your editing skills have improved. In most of the inter-

vening worksheets, rule numbers are provided alongside the answer blanks so that you can

quickly locate the answer you need to solve the problem at hand. At the end of each of these

worksheets is an editing exercise that requires you to identify and correct the implanted

errors on your own, without the help of rule numbers alongside. Interspersed within this

sequence of worksheets are three editing surveys that will help you integrate all the things

you have been learning in the preceding worksheets.

Comprehensive Worksheets. This set of worksheets has been designed to build the same three

skills as the worksheets described above. However, this comprehensive set draws on mater-

ial from the entire manual and not simply from Sections 1-11. Moreover, these worksheets

deal with problems of formatting letters, memos, and other business documents. This pro-

gram begins with a diagnostic survey and then, after a series of 31 worksheets, concludes

with a parallel survey that allows you to demonstrate how much your editing skills have

increased. Interspersed within this sequence of worksheets are four editing surveys that will

help you integrate all the things you have been learning up to that point.

Instructor's Resource Manual. The Instructor's Resource Manual provides strategies showing

how to make the best use of the two sets of worksheets. This guide also provides full-size

keys to the Basic Worksheets and the Comprehensive Worksheets.
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Classroom Presentations. This new component provides a series of visuals showing models of

significant docimients and displaying other important information. Formatted both as trans-

parency masters and as PowerPoint shdes on a CD-ROM, these visuals are designed to sup-

port classroom presentations and discussions. This booklet replaces the Transparenqj Masters

booklet, which was available in previous editions.

As you make your own survey of the ninth edition of The Gregg Reference Manual, you will

want to give special attention to the basic rules that deserve further study; these are the

rules that you will encounter in everyday situations, the rules you need to have at your com-

mand. You will also want to develop a passing acquaintance with the fine points of style. It

is sufficient simply to know that such rules exist. Then, when you need them, you will know

where to find them. Finally, you will want to take note of special word fists, sentence pat-

terns, and illustrations that could be useful to you later on. If you find out now what the man-

ual provides, you vwU know what kind of help you can count on in the future. And what is

more important, you will be able to find what you are looking for faster.
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HOW TO LOOK THINGS UP

Suppose you were writing to someone in another department:

I understand you are doing a confidential study of the Bronson matter. May I please get an advance

copy of your report [At this point you hesitate. Should this sentence end with a period or a question

mark?]

This is the kind of problem that continually comes up in any type of written commimication.

How do you find a fast answer to such questions? In this manual there are several ways to

proceed.

Use the Index. The surest approach, perhaps, is to check the detailed index at the back

of the manual (19 pages, with over 2500 entries). For example, any of the following entries

will lead you to the right punctuation for the problem sentence above:

Periods, 101-109 Question marks. 110-118 Request, 103, 113, 124a

at end of requests, 103 at end of requests, 103, 113

In each entry a boldface number refers to the proper rule, ^103. (If you look up 1103, you

will find that a question mark is the right punctuation for the sentence in question.)

In almost all the index entries, references are made to specific rule numbers so that you can

find what you are looking for fast. In a few cases, where a page reference will provide a more

precise location (for example, when a rule nms on for several pages) , a page number is given

in lightface type. Suppose you were confronted with this problem:

If you compare the performance records of Catano, Harris, and Williams, you won't find much differ-

ence [between/among] them.

The index will show the following entries:

among (see between, 287] or between-among, 287

The entry on page 287 indicates that between is correct in this situation.

Use a Fast-Skim Approach. Many users of reference manuals have little patience with

detailed indexes. They would rather open the book and skim through the pages until they find

what they are looking for. If you prefer this approach, you will find several feattu^es of this

manual especially helpful.

• The brief topical index on the inside front cover indicates the key paragraphs for each

major topic.

• At the start of each section except the appendixes, you will find a detailed hst of all

the topics covered in that section. This hst will help you quickly focus on the rule or

niles that pertain to your problem. Suppose the following problem came up:

The only point still at issue is whether or not new Federal [or is it federal?] legislation is required.

The index on the uiside front cover indicates that OT301-366 deal with the topic of capital-

ization. A fast skim of the outline preceding 1301 (on page 86) will tiun up the entry Names

of Government Bodies (H325-330). If you turn to that set of rules, you will find in 1328 that

federal is the proper form.

• Extensive cross-references have also been provided throughout the manual so that you

can quickly locate related rules that could prove helpful. Some cross-references take

this form: See 11324; others may read See also 11324. The form See 11324 indicates that

1324 contains significant information that adds to or qualifies the rule you are currentiy

reading; the word See suggests that you really ought to pursue the cross-reference
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before making a decision. The form See also SI324 carries a good deal less urgency. It

indicates that you will find some additiond examples in ^324 and perhaps a restate-

ment of the rule you are currently reading but nothing cdtogether new. In effect, See

also suggests that you don't have to pursue the cross-reference if you don't want to

—

but it couldn't hurt.

Play the Numbers. There is still a third way to find the answer to a specific problem

—

and this is an approach that will grow in appeal as you become familiar with the organization

and the content of the manual. From a fast inspection of the rule numbers, you will observe

that they all carry a section number as a prefix. Thus Section 3 (on capitalization) has a "300"

series of rules—from 301 to 366; Section 4 (on number style) has a "400" series—from 401

to 470; and so on. Once you become familiar with the section numbers and the section titles,

you can find your way around fairly quickly, without reference to either index, by using the

section number tabs. For example, you are about to write the following sentence:

43 percent of the questionnaires have now been returned. [Or should it be "Forty-three percent of the

questionnaires . .

.

"?]

If you know that matters of niunber style cire treated in Section 4, you can quickly turn to the

pages tabbed for Section 4, where a fast skim of the outline of topics at the start of the sec-

tion will lead you to the answer in ^421. [Forty-three percent is the right answer in this

instance.)

A famiharity with the section numbers and section titles can also save you time when you are

using the index. If yoiu* index entry hsts several different pciragraph nimibers, you can often

anticipate what the paragraphs will deal with. For example, if you want to know whether to

write 5 lb or 5 lbs on a purchase order, you might encoimter the following entry in the index:

Weights, 429-431, 535-538, 620

If you know that Section 6 deals with pliurals, you will try ^620 first.

Look Up Specific Words. Many of the problems that arise deal with specific words. For

this reason the index provides as many entries for such words as space will permit. For exam-

ple, in the following sentence, should therefore be set off by commas or not?

It isQ therefore^ essential that operations be curtailed.

A check of the index will show the following entry:

therefore, 122, 124b, 138-142, 178

A reading of the rules in 11141 will indicate that no commas should be used in this sentence.

If you ask the same question about another specific word and do not find it fisted as a sepa-

rate entry in the index, your best approach will be to check the index imder "Comma" and

investigate the most promising references or make a direct scan of the comma rules in

Section 1 until you find the answer you are looking for.

If you are having difficulty with words that look alike and sound alike

—

gibe andjibe or affect

and effect
—^tum directly to ^719. For other troublesome words, consult Section 11.



Sect

Sect

Sect

Sect

Sect

Secti

Secti

Sect

Sect

Sect

Sect

on 1.

on 2.

on 3.

on 4.

on 5.

on 6.

on 7.

on 8.

on 9.

on 10.

on 11.

Grammar, Usage,

and Style

Punctuation: Major Marks 2

Punctuation: Otiier Marks 49

Capitalization 86

Numbers 110

Abbreviations 132

Plurals and Possessives 158

Spelling 176

Compound Words 196

Word Division 226

Grammar 231

Usage 279



SECTION 1

Punctuation: Major Marks

The Period (HHIOI-IOS)
At the End of a Statement or Command (M 101-102)

At the End of a Pohte Request or Command (^103)

At the End of an Indirect Question (^104)

With Decimals (11105)

In Outhnes and Displayed Lists (M 106-107)

With Headings (^108)

A Few Don'ts (11109)

The Question iVIark (till 11 0-1 18)
To Indicate Direct Questions (1111110-113)

To Indicate Questions Within Sentences (H1I114-117)

To Express Doubt (11118)

The Exclamation Point (^Ij 119-121)
To Express Strong Feeling (1111119-120)

With Oh and (11121)

The Comma (1111122-175)

Basic Rules for Commas That Set Off (11122)

Basic Rules for Commas That Separate (1111123-125)

With Clauses in Compound Sentences (1111126-129)

With Clauses in Complex Sentences (1111130-132)

Introductory Dependent Clauses (11130)

Dependent Clauses Elsewhere m the Sentence (1111131-132)

With Clauses in Compound-Complex Sentences (1111133-134)

With Participial, Infinitive, and Prepositional Phrases (1111135-137)

Introductory Phrases (1(135)

Phrases at the Beginning of a Clause (11136)

Phrases Elsewhere in the Sentence (11137)

With TVansitional Expressions and Independent Comments (1111138-143)

At the Begmnmg of a Sentence (11139)

At the End of a Sentence (11140)

Withm the Sentence (11141)

At the Beginning of a Clause (11142)

With the Adverb Too (11143)



With Interruptions and Afterthoughts (^144)

With Direct Address (^145)

With Additional Considerations {fU6)

With Contrasting Expressions (^147)

With Identifying, Appositive, or Explanatory Expressions (111148-152)

With Residence and Business Connections (1153)

In Dates (11154-155)

Withjr, Sr., Etc. (11156-158)

Witii/;2c. andlf(/. (1159)

In Geographic References and Addresses (11160-161)

In a Series (11162-167)

Witii Adjectives (11168-171)

To Indicate Omiti;ed Words (1172)

To Indicate Unusual Word Order (1173)

For Special Emphasis (1174)

For Clarity (1175)

The Semicolon (11^176-186)
Between Independent Clauses

—

And, But, Or, or Nor Omitted (1176)

Between Independent Clauses

—

And, But, Or, or Nor Included (1177)

Witii Transitional Expressions (11178-180)

Wilh For Example, Namely, That Is, Etc. (11181-183)

Before an Independent Clause (1181)

At the End of a Sentence (1182)

Within a Sentence (1183)

In a Series (11184-185)

With Dependent Clauses (1186)

The Colon (11^187-199)
Between Independent Clauses (1187)

Before Lists and Enumerations (11188-191)

In Expressions of Time and Proportions (11192-193)

In Business Documents (1194)

In References to Books or Pubhcations (1195)

Capitahzing After a Colon (11196-199)

>- For definitions ofgrammatical terms, see the appropriate entries in the Glossary of

Grammatical Terms (Appendix A).
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Punctuation marks are the mechanical means for making the meaning of a sentence easily-

understood. They indicate the proper relationships between words, phrases, and clauses

when word order alone is not sufficient to make these relationships clear.

One important caution about punctuation: If you find it particularly hard to determine the

appropriate punctuation for a sentence you have written, the chances are that the sentence

is improperly constructed. To be on the safe side, recast your thought m a form you can han-

dle Avith confidence. In any event, do not try to save a badly constructed sentence by means

of punctuation.

Section 1 deals with the three marks of terminal punctuation (the period, the question mark,

and the exclamation point) plus the three major marks of internal punctuation (the comma,

the semicolon, and the colon). All other marks of punctuation are covered in Section 2.

The Period
At the End of a Statement or Command

iTm a. Use a period to mark the end of a sentence that makes a statement or expresses

a command.

A nanosecond is one-billionth of a second.

An ohnosecond is an equally brief moment in which you realize that you goofed in a big way.

John W. Hirsch, president of Seglin Controls Inc., has announced the company's plan to acquire

Parker Associates before the end of this year

I question the need to cut advertising and promotion expenses at this time.

All monthly expense reports must be in by the 10th of the following month.

Make sure that Kate gets to the airport by 10 a.m. (The period that marks the end of the abbre-

viation also serves to mark the end of the sentence.)

b. Use a period to mark the end of an elliptical (condensed) expression that repre-

sents a complete statement or command. Elliptical expressions often occur as

answers to questions or as transitional phrases.

Yes. No. Of course. Indeed. Been there. Done that

Enough on that subject Now, to proceed to your next point

c. Do not confuse eUiptical expressions with sentence fragments. An elliptical

expression represents a complete sentence. A sentence fragment is a word,

phrase, or clause that is incorrectly treated as a separate sentence when it ought

to be incorporated with adjacent words to make up a complete sentence.

Great news! The laser printer arrived yesterday. After we had waited for six weeks. (_Great news

is an elliptical expression; it represents a complete sentence, I have great news. The clause After

we had waited for six weel<s is a sentence fragment, incorrectly treated as a sentence in its own

right; this dependent clause should be linked with the main clause that precedes it.)

REVISED: Great news! The laser printer arrived yesterday, after we had waited for six weeks.

The following guidelines will help you decide whether to use one or two spaces fol-

lowing a period at the end of a sentence.

NOTE: These spacing guidehnes also apply to any other element that comes at the end

of a sentence—for example, a question mark, an exclamation point, a dash, a clos-

ing parenthesis, a closmg quotation mark, or a superscript (a raised figure or sym-

bol) keyed to a footnote.
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a. As a general rule, use one space after the period at the end of a sentence, but

switch to two spaces whenever you feel a stronger visual break between sen-

tences is needed. In all cases, the deciding factor should be the appearance of the

breaks between sentences in a given document.

b. When monospace fonts (in which all the characters have exactly the same width)

were in wide use, it was traditional to leave two spaces between the period and

the start of the next sentence.

This example is set in 10-point Courier, a

monospace font. Note the use of two spaces
after the period at the end of the previous
sentence

.

Now that the standards of desktop pubhshing predommate, the use of only one

space after the period is quite acceptable with monospace fonts.

c. Proportional fonts (in which the width of the characters varies) are now much
more commonly used. The standcird here has always been the same: use only one

space between the period and the start of the next sentence.

d. With, some proportional fonts—such as 10-point Times New Roman (the default

font for Microsoft Word)—the use of only one space after the period may not

always provide a clear visual break between sentences. Consider these examples:

This example is set in 10-point Times New Roman with proportional

spacing. Note that the use of only one space does not create much of a

visual break between sentences.

This example is also set in 10-point Times New Roman, but it uses two

spaces after the period. Note the improvement in the visual break.

e. When an abbreviation ends one sentence and begins the next, the use of one

space after the period that ends the sentence may also be inadequate. (The fol-

lowing examples are set in 10-point Garamond.)

Let's plan to meet at 10 a.m. Mr. F. J. Calabrese will serve as th^

moderator. (Only one space follows a.m. at the end of the first

sentence.)

Let's plan to meet at 10 a.m. Mr. F. J. Calabrese will serve as thi

moderator. (Note the improvement in the visual break when two

spaces follow the period at the end of the first sentence.)

Continued on page 6
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f. If you prepare a document with a justified right margin (so that every fine ends

at the same point) , the width of a single space between sentences can vary from

fine to fine. (The following examples are set in 10-point Arial.)

We need to start lining up speal<ers right away. Please consider Patricia

Cunningham for the keynote address. Frederick Haley could be
approached if she is not available. (The single space after the first

sentence is less than the single space after the second sentence.)

We need to start lining up speakers right away. Please consider Patricia

Cunningham for the keynote address. Frederick Haley could be

approached if she is not available. (Although two spaces have been
inserted at the end of each sentence, the break after the second

>^ For a summary ofguidelines for spacing with punctuation marks, see SI299.

At the End of a Polite Request or Command
I

a. Requests, suggestions, and commands are often phrased as questions out of

politeness. Use a period to end this kind of sentence if you expect your reader to

respond by acting rather than by giving you a yes-or-no answer.

Will you please call us at once if we can be of further help.

Would you please send all bills to my bank for payment while I'm out of the country.

May I suggest that you refer to computer criminals who break into other people's computers

as crackers, not hackers. (Hackers are actually dedicated computer programmers.)

If you can't attend the meeting, could you please send someone else in your place.

NOTE: Use a period only when you are sure that your reader is not hkely to con-

sider your request presumptuous.

b. If you cire asking a favor or making a request that your reader may be unable or

unwilling to grant, use a question mark at the end of the sentence. The question

mark offers your reader a chance to say no to your request and helps to preserve

the pohteness of the situation.

May I ask a favor of you? Could you spare fifteen minutes to tell my son about career oppor-

tunities in your company?

Will you be able to have someone in your department help me on the Woonsocket project?

Will you please handle the production reports for me while I'm away?

c. If you are not sure whether to use a question mark or a period, reword the sen-

tence so that it is clearly a question or a statement; then punctuate accordingly.

For example, the sentence directly above could be revised as follows:

Would you be willing to handle the production reports for me while I'm away?

I would appreciate your handling the production reports for me while I'm away.

d. When you are addressing a request to someone who reports to you, you expect

that person to comply. Therefore, a period can properly be used to pimctuate such

requests. However, since most people prefer to be asked to do something rather

than be told to do it, a question mark estabhshes a nicer tone and often gets
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better results. Consider using a question mark when your request to a subordi-

nate involves something beyond lie routine aspects of the job.

Will you please let me know what your vacation plans are for the month of August (Routine

request to a subordinate.)

May I ask that you avoid scheduling any vacation time during August this year? I will need your

help in preparing next year's forecasts and budgets. [Special request to a subordinate. The

question mark suggests that the writer is sensitive to the problems this request could cause.)

NOTE: If you are unwilling to give your subordinate the impression that your

request allows for a yes-or-no answer, simply drop the attempt at pohteness and

issue a straightforward command.

I must ask that you not schedule any vacation time during August this year I will need your

help in preparing next year's forecasts and budgets.

At the End of an Indirect Question

LL^jUse a period to mark the end of an indirect question. (See also M115-116.)

Frank Wilcox has asked whether an exception can be made to our leave-of-absence policy.

The only question she asked was when the report had to be on your desk.

Why Janet Murray left the company so quickly has never been explained.

We know what needs to be done; the question is how to pay for it

With Decimals

1 05 Use a period (without space before or after it) to separate a whole number from a

decimal fraction; for example, $5.50, 33.33 percent.

In Outlines and Displayed Lists

I

Use periods after numbers or letters that enumerate items m an outline or a dis-

played hst—imless the numbers or letters are enclosed in parentheses. Set a tab one

or two spaces after these periods in order to achieve an adequate visual break

between the nimibers or letters and the items that foUow on the same line. If you

use the automatic nimibering feature in Microsoft Word, the program will position

the numbers or letters at the left margin and start the text of each item and any

turnover Hnes 0.25 inch from the left margin. (See fflOl, 199c, 222, 223, 1357d,

1424f, 1724-1726; for illustrations, see pages 539 and 541.)

NOTE: Do not use periods after bullets that introduce items in a displayed hst. (See

W1357e, 1424g.)

a. Use periods after independent clauses, dependent clauses, or long phrases that

are displayed on separate lines in a Hst. Also use periods after short phrases that

are essential to the grammatical completeness of the statement introducing the

hst. (In the following example the three hsted items are aU objects of the prepo-

sition on in the introductory statement.)

Please get me year-end figures on: or Please get me year-end figures on:

a. Domestic sales revenues. • Domestic sales revenues.

b. Total operating costs. • Total operating costs.

c. Net operating income. • Net operating income.

Continued on page 8
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NOTE: Avoid the following treatment of displayed lists:

You'll profit from inquiries through: Please get me year-end figtes on:

1. Your 800 number; • Domestic sales revenue;

2. A reader service card; and • Total operating costs; an

3. A fax-on-demand service. • Net operating income.

b. No periods are needed after short phrases in a Hst if the introducto; statement

is grammatically complete (as in the first example below) or if theisted items

are like those on an inventory sheet or a shopping hst.

The notebook computers in this price range offer the following features:

• 366-MHz Pentium II processor

• 14.1" active-matrix color display

• 128 MB of RAM

When you next order office supplies, please include these items:

Copier toner

Fax paper

File folder labels for laser printers

Vith Headings

108 a. Use a period after a run-in heading {one that begins a paragraph ad is immedi-

ately followed by text matter on the same line) imless some other lark of punc-

tuation, such as a question mark, is required.

Insuring Your Car. Automobile insurance is actually a package of six dferent types of

coverage

How Much Will It Cost? How much automobile insurance will cost you epends on your

driving record, your age, and how much shopping . .

.

b. Omit the period if the heading is freestanding (displayed on a he by itself).

However, retain a question mark or an exclamation point with afreestanding

head if the wording requires it.

TAX-SAVING TECHNIQUES

Create Nontaxable Income

One of the easiest ways to reduce your tax bill is to invest in municipal onds. Since the

Interest payable on these bonds is nontaxable, investing in municipals has bcome one of the

most popular ways to avoid ...

is It Legal?

Investing your money so as to avoid taxes is perfectly legal. It is quite flerent from tax

evasion, which is a deliberate attempt to.. .

NOTE: A period follows a nm-in expression like Table 6, even thoug the heading

as a whole is freestanding.

Table 6. SALARY RANGES Figure 2-4. Departmental Staff Needs

c. When using a period or some other mark of punctuation after a rutin heading or

a run-in expression (like those illustrated in a and b above), leae one or two

spaces after the pimctuation mark as needed to achieve an adequai visual break

at that point. (See 11102.)

>- For the treatment ofheadings in reports and manuscripts, see ^1425; fr the treatment

ofheadings in tables, see HI 61 7-1620.
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A Few Don'ts

1 09 Don't use a period:

a. After letters used to designate persons or things (for example, Client A, Class B,

Grade C, Brand X}. exception: Use a period when the letter is the initial of a per-

son's last name (for example, Mr. A. for Mr Adams).

b. After contractions (for example, cont'd; see 11505).

c. After ordinals expressed in figures (1st, 2d, 3d, 4th).

d. After roman numerals (for example. Volume I, David Weildlll).

EXCEPTION: Pcriods follow roman numerals in an outline. (See M223, 1725-1726.)

5^ Periods with abbreviations: see n506-513, 515.

Periods with brackets: see 1296.

Periods with dashes: see H213, 214a, 215a.

Periods with parentheses: see n224c, 225a, 225c, 226c.

Periods with quotation marks: see ff247, 252, 253a, 257, 258, 259.

Three spaced periods (ellipsis marks): see ^274-280, 291, 299.

Spacing with periods: see n299, 1433e.

The Question Mark
To Indicate Direct Questions

^ a. Use a question mark at the end of a direct question. Leave one or two spaces

between the question mark and the start of the next sentence. (See 11102. For a

summary of guidelines on spacing, see 11299.)

Will you be able to meet with us after 5 p.m.?

Either way, how can we lose?

NOTE: Be siu^e to place the question mark at the end of the question.

How do you account for this entry: "Paid to E. M. Johnson, $300"?

(NOT: How do you account for this entry? "Paid to E. M. Johnson, $300."]

>- For the punctuation of indirect questions, see m04, 115-116.

b. Use a question mark (or, for special emphasis, an exclcmiation point) after a

rhetorical question, a question to which no reply is expected.

Who came up with the idea of replacing the term e-mail W\th e-pistle?

Who wouldn't snap up an opportunity like that? (See also 1111 9b.)

Wouldn't you rather be stuck in the sands of Florida this winter than in the snowdrifts of New
England?

Isn't it incredible that people could fall for a scheme like that?

OR: Isn't it incredible that people could fall for a scheme like that!

NOTE: If the first clause of a compoimd sentence is a rhetorical question and the

second clause is a statement, use a period to end the sentence.

Why don't you look at the attached list of tasks, and then let's discuss which ones you would

like to take on.
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a. Use a question mark at the end of an elliptical (condensed) question, that is, a

word or phrase that represents a complete question.

Marion tells me that you are coming to the Bay Area. When? (The complete question is, "When

are you coming?")

NOTE: When a single word like how, when, or why is woven into the flow of a sen-

tence, capitalization and special punctuation are not usually required.

The questions we need to address at our next board meeting are not why or whether but how
and when.

b. Punctuate complete and eUiptical questions separately, according to your meaning.

When will the job be finished? In a week or two?

(NOT: When will the job be finished in a week or two?)

Where shall we meet? At the airport? (With this punctuation, the writer allows for the possibil-

ity of meeting elsewhere.)

Where shall we meet at the airport? (With this punctuation, the writer simply wants to pinpoint

a more precise location within the airport.)

112 Use a question mark at the end of a sentence that is phrased like a statement but

spoken with the rising mtonation of a question.

You expect me to believe this story? He still intends to proceed?

I'm correct in assuming you'll finish the job on schedule, aren't I? (The idiomatic expression

aren't /-which uses a third person plural verb, are, with a first person singular pronoun, /-is

acceptable in informal writing and speech. In formal situations use am I not)

113 A request, suggestion, or command phrased as a question out of pohteness may not

require a question mark. (See ^103.)

To Indicate Questions Within Sentences

I

When a short direct question falls within a sentence, set the question off with commas

and put a question mark at the end of the sentence. However, when a short direct

question falls at the end ofa sentence, use a comma before it and a question mark after.

I can alter the terms of my will, can't I, whenever I wish?

We aren't obligated to attend the meeting, are we?

NOTE: Short questions falling within a sentence may also be set off with dashes or

parentheses in place of commas. (See H214b, 224d.)

When a longer direct question comes at the end ofa sentence, it starts with a capital

letter and is preceded by a comma or a colon. The question mark that ends the ques-

tion also serves to mark the end of the sentence.

NOTE: In the following examples and in ^116, notice how a simple shift in word order

converts a direct question to an indirect question. When the verb precedes the sub-

ject (shall we, can we), the question is direct. When the verb follows the subject (we

shall, we can), the question is indirect.

The key question is, Whom shall we nominate for next year's election?

This is the key question: Whom shall we nominate for next year's election? (Use a colon if the

introductory material is an independent clause.)

BUT: We now come to the key question of whom we shall nominate for next year's election. (An

indirect question requires no special punctuation or capitalization.)

OR: We now come to the key question of whom to nominate for next year's election.
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116 When a longer direct question comes at the beginning of a sentence, it is followed by

a question mark (for emphasis) or simply a comma.

How can we achieve these goals? is the next question. (Leave one space after a question mark

within a sentence.)

OR: How can we achieve these goals, is the next question.

BUT: How we can achieve these goals is the next question. (Indirect question; no special punc-

tuation is needed. See HITS, note.)

117 a. A series of brief questions at the end of a sentence may be separated by commas

or (for emphasis) by question marks. Do not capitalize the individual questions.

Who will be responsible for drafting the proposal, obtaining comments from all the interested

parties, preparing the final version, and coordinating the distribution of copies? (As punctuat-

ed, this sentence implies that one person may be asked to perform all these tasks.)

OR: Who will be responsible for drafting the proposal? obtaining comments from all the inter-

ested parties? preparing the final version? coordinating the distribution of copies? (As punctu-

ated, this sentence implies that different people may be asked to perform each of these tasks.)

NOTE: Leave one space after a question mark within a sentence and one or two

spaces after a question mark at the end of a sentence. (See 11102. For complete

guidelines on spacing, see 11299.)

b. The brief questions in a above are all related to the same subject and predicate

(Who will be responsible for) . Do not confuse this type of sentence pattern with a

series of independent questions. Each independent question starts with a capital

letter and ends with a question mark.

Before you accept the job offer, think about the following: Will this job give you experience rel-

evant to your real career goal? Will it permit you to keep abreast of the latest technology? Will

it pay what you need?

NOTE: Leave one or two spaces after a question mark that marks the end of an

independent question. (See 11102. For complete guidelines on spacing, see 11299.)

c. Independent questions in a series are often elliptical expressions. (See Hill.)

Has Walter's loan been approved? When? By whom? For what amount? On other words: When

was the loan approved? By whom was the loan approved? For what amount was the loan

approved?)

(NOT: Has Walter's loan been approved, when, by whom, and for what amount?)

To Express Doubt

118 A question mark enclosed in parentheses may be used to express doubt or uncer-

tainty about a word or phrase within a sentence. Do not insert any space before the

opening parenthesis; leave one space after the closing parenthesis unless another

mark of pimctuation is required at that point.

He joined the firm after his graduation from Columbia Law School in 1999(?).

NOTE: When dates are already enclosed within parentheses, question marks may be

inserted as necessary to indicate doubt.

the explorer Verrazano (1485?-! 528?)

5^ Question marks with dashes: see ff214b, 215a.

Question marks with parentheses: see n224d, 225a, 225d, 226c.

Question marks with quotation marks: see n249, 252, 254, 257-259, 261.

Spacing with question marks: see n299, 1433e.
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The Exclamation Point
The exclamation point is an emotional mark of punctuation that is most often found in sales

and advertising copy. Like the word very, it loses its force when overused, so avoid using it

wherever possible.

To Express Strong Feeling

I

a. Use an exclamation point at the end of a sentence (or an elliptical expression that

stands for a sentence) to indicate enthusiasm, surprise, disbehef, urgency, or

strong feeling. Leave one or two spaces between the exclamation point and the

start of the next sentence. (See ^102. For complete guidelines on spacing, see

^299.)

Yes! We're selling our entire inventory below cost! Doors open at 9 a.m.!

No! I don't believe it! Hang in there! Incredible! Yesss!

b. An exclamation point may be used in place of a question mark to express strong

feehng. (See also ^llOb.)

How could you do it! What made you think I'd welcome a call at 2:30 a.m.!

c. The exclamation point may be enclosed in parentheses and placed directly cifter

a word that the writer wants to emphasize. Do not insert any space before the

opening parenthesis, and leave one space after the closing parenthesis unless

another mark of punctuation is required at that point.

We won exclusiveO] distribution rights in the Western Hemisphere.

120 a. A single word may be followed by an exclamation point to express intense feel-

ing. The sentence that follows it is punctuated as usual.

Congratulations! Your summation at the trial was superb.

b. When a word is repeated for emphasis, an exclamation point should follow each

repetition.

Going! Going! Our bargains are almost gone!

c. When exclamations are mild, a comma or a period is sufficient.

Well, well, things could be worse.

No. I won't accept those conditions.

With Oh and O
121 The exclamation oh may be followed by either an exclamation point or a comma,

depending on the emphasis desired. It is capitalized only when it stcirts a sentence.

The capital 0, the sign of direct address, is not usually followed by any punctuation.

Oh! I didn't expect that!

Oh, what's the use?

Lord, help me!

America, where are you headed?

>- Exclamation point with dashes: see n214h, 215a.

Exclamation point with parentheses: see n224d, 225a, 225d, 226c.

Exclamation point with quotation marks: see M249, 252, 254, 257-259, 261.

Spacing with exclamation points: see n299, 1433e.
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The Comma
The comma has two primary functions: it sets Oj^ nonessential expressions that interrupt the

flow of thought from subject to verb to object or complement, and it separates elements with-

in a sentence to clarify their relationship to one another. Two commas are typically needed

to set off, but only a single comma is needed to separate.

The following paragraphs (^^122-125) present an overview of the rules governing the

use of the comma. For a more detailed treatment of the specific rules, see 1(11126-175.

Basic Rules for Commas That Set Off

I

Use commas to set off nonessential expressions—^words, phrases, and clauses that are

not necessary for the meaning or the structural completeness of the sentence.

IMPORTANT NOTE: lu many sentences you can tell whether an expression is nonessen-

tial or essential by trying to omit the expression. If you can leave it out without

affecting the meaning or the structural completeness of the sentence, the expression

is nonessential and should be set off by commas.

NONESSENTIAL: Let's get the advice of Harry Stern, who has in-depth experience with all types

ofpersonal computers. (When a specific person is named, the who clause provides welcome but

nonessential information.]

ESSENTIAL: Let's get the advice of someone who has in-depth experience with all types ofper-

sonal computers. (Without the who clause, the meaning of the sentence would be incomplete.]

NONESSENTIAL: There is, no doubt, a reasonable explanation for his behavior at the board

meeting.

ESSENTIAL: There is no doubt about her honesty. (Without no doubt, the structure of the sen-

tence would be incomplete.)

However, in other sentences the only way you can tell whether an expression is

nonessential or essential is by the way you would say it aloud. If yoiu* voice tends to

drop as you utter the expression, it is nonessential; if yoiu: voice tends to rise, the

expression is essential.

NONESSENTIAL: Finch and Helwig would prefer, therefore, to limit the term of the agreement

to two years.

ESSENTIAL: Finch and Helwig would therefore prefer to limit the term of the agreement to two

years.

> For additional examples, see SI141, note.

a. Interrupting Elements. Use commas to set off words, phrases, and clauses when

they break the flow of a sentence from subject to verb to object or complement.

(See also M 144-147.)

We can deliver the car on the day of your husband's birthday or, ifyou wish, on the Saturday

before then. (When this sentence is read aloud, notice how the voice drops on the nonessen-

tial expression ifyou wish.)

They have sufficient assets, don't they to cover these losses?

Let's take advantage of the special price and order, say 200 reams this quarter instead of our

usual quantity of 75.

Mary Cabrera, rather than George Spengler, has been appointed head of the New Albany office.

BUT: Mary Cabrera has been appointed head of the New Albany office rather than George

Spengler. (The phrase is not set off when it does not interrupt.)
Continued on page 1
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b. Afterthoughts. Use commas to set off words, phrases, or clauses loosely added

onto the end of a sentence. (See also 11144.)

Send us your check as soon as you can, please.

Grant promised to share expenses with us, if I remember correctly.

it is not too late to place an order, is it?

c. Transitional Expressions and Independent Comments. Use commas to set off

transitional expressions (like however, therefore, on the other hand) and indepen-

dent comments (like obviously, in my opinion, of course) when they interrupt the

flow of the sentence. Do not set these elements off, however, when they are used

to emphasize the meaning; the voice goes up in such cases. In the examples that

follow, consider how the voice drops when the expression is nonessential and
how it rises when the expression is essential. (See also Ml38-1 43.)

NONESSENTIAL: We are determined, nevertheless, to finish on schedule.

ESSENTIAL: We are nevertheless determined to finish on schedule.

NONESSENTIAL: It is, ofcourse, your prerogative to change your mind. (Here the voice rises on

AS and drops on ofcourse.)

ESSENTIAL: It is of course your prerogative to change your mind. (Here the voice rises on of

course.)

d. Descriptive Expressions. When descriptive expressions follow the words they

refer to and provide additional but nonessential information, use commas to set

them off. (See also M 148-153.)

NONESSENTIAL: His most reccnt article. 'How to Make a Profit With High-Tech Investments,

"

appeared in the June 1 issue of f^rtyes. {His most recent indicates which article is meant; the

title gives additional but nonessential information.)

ESSENTIAL: The article "How to Make a Profit With High-Tech Investments" appeared in the

June 1 issue of Forbes. (Here the title is needed to indicate which article is meant)

NONESSENTIAL: Thank you for your letter of April 12. in whidi you questioned our discount

terms. (The date indicates which letter; the in which clause gives additional information. See
also ^152.)

ESSENTIAL: Thank you for your letter in which you questioned our discount terms. (Here the in

which clause is needed to indicate which letter is meant)

e. Dates. Use commas to set off the year in complete dates (for example, Sunday,

June 1, 2003, . . .). (See also IK154-1 55.)

f. Names. Use commas to set off abbreviations that follow a person's name Quhe
Merkin, Ph.D. , announces the opening . . .) and to set off names of states or coun-

tries following city names {Rye, New York, will host . . .). In personal names and

company names, the trend is not to set off elements like/r, Sr, 777, Inc., or Ltd.

(for example, Guy TYacyJr. and Redd Inc.); however, individual preferences should

be respected when known. (See also KK 156-160.)

Basic Rules for Commas That Separate

I
Use a single comma:

a. To separate the two main clauses in a compound sentence when they are joined

by and, but, or, or nor. (See also 11126-129.)

We can't accept the mari<eting restrictions you proposed, butv/e think there is some basis for

a mutually acceptable understanding.
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b. To separate three or more items in a series—unless all the items are joined by

and or or. (See also M 162-167.)

It takes time, effort, and a good deal of money.

BUT: It takes time and effort and a good deal of money.

c. To separate two or more adjectives that modify the same noim. (See also

M168-171.)

We need to mount an exciting, fiard-hitting ad campaign.

d. To separate the digits of numbers into groups of thousands.

Sales projections for the Southern Region next year range between $900,000 and $1,000,000.

NOTE: The comma is now commonly omitted in four-digit whole numbers {1000

through 9999] except in columns with larger numbers that reqmre commas. (See

also ^461.)

e. To indicate the omission of key words or to clarify meaning when the word order

is unusual. (See also Ml 72-1 75.)

Half the purchase price is due on delivery of the goods; the balance, in three months. (The

comma here signifies the omission of is due^

What will happen, we don't know. (The comma here helps the reader cope with the unusual

word order; it separates the object, Wliat will tiappen, from the subject, we, which follows.)

Use a single comma after introductory elements—items that begin a sentence and

come before the subject and verb of the main clause.

Yes, we can. Well, that depends. Ontroductory words.)

Taking all the arguments into consideration, we have decided to modernize these facilities rather

than close them down. Ontroductory participial phrase.)

To determine the proper mix of ingredients for a particular situation, see the table on page 141.

Ontroductory infinitive phrase.)

Before we can make a final decision, we will need to run another cost-profit analysis.

Ontroductory dependent clause.)

a. Use a comma after an introductory request or command.

Look we've been through tougher situations before.

You see, the previous campaigns never did pan out

Please remember, all expense reports must be on my desk by Friday.

BUT: Please remember that all . . . (When that is added, please remember becomes the main

verb and is no longer an introductory element.)

b. Commas are not needed after ordinary introductory adverbs or short introductory

phrases that answer such questions as:

WHEN: tomorrow, yesterday, recently, early next week, in the morning, soon, in five

years, in 2004

HOW OFTEN: occasionally, often, frequently, once in a while

WHERE: here, in this case, at the meeting

WHY: for that reason, because of this situation

However, commas are used after introductory adverbs and phrases:

(1) When they function as transitional expressions (such as well, therefore, however,

for example, in the first place) , which provide a transition in mecuiing from the

previous sentence.
Continued on page 16
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(2) When they function as independent comments (such as in my opinion, by all

means, obviously, of course), which express the writer's attitude toward the

meaning of the sentence. (See also M138-143.)

In the morning things may look better. (Short prepositional phrase telling when; no comma
needed.)

In the first place, they don't have sufficient capital. (Transitional expression; followed by comma.)

In my opinion, we ought to look for another candidate. (Independent comment; followed by

comma.)

Recently vje had a request for school enrollment trends. Ontroductory adverb telling when; no

comma needed.)

Consequently we will have to cancel the agreement. (Transitional expression; followed by

comma.)

Obviously the request will have to be denied. (Independent comment; followed by comma.)

NOTE: Many writers use commas after all introductory elements to avoid having to

analyze each situation.

Separating commas are often improperly used in sentences. In the following exam-

ples the diagonal marks indicate points at which single commas should not be used.

a. Do not separate a subject and its verb.

The person she plans to hire for the job/ is Peter Crotty.

BUT: The person she plans to hire for the job, / believe, is Peter Crotty. (Use two commas to set

off an interrupting expression.)

Whether profits can be Improved this year/ depends on several key variables. (Noun clause as

subject.)

BUT: Anyone who contributes, contributes to a most worthy cause. (In special cases like this, a

comma may be required for clarity See also 11175b.)

b. Do not separate a verb and its object or complement.

The test mailing has not produced/ the results we were hoping for. (Verb and object.)

Mrs. Paterra will be/ the company's new director of marketing. (Verb and complement.)

The equipment is/ easy to operate, inexpensive to maintain, and built to give reliable sen/ice for

many years (Verb and complement.)

Rebecca Hingham said/ that the research data would be on your desk by Monday morning.

(Noun clause as object.)

BUT: Rebecca Hingham said, 'The research data will be on your desk by Monday morning." (A

comma ordinarily follows a verb when the object is a direct quotation. See also il256.)

The question we really need to address is, Do we have a better solution to propose? (A comma
also follows a verb when the object or complement is a direct question. See also ^115.)

c. Do not separate an adjective from a noun that follows it.

The project requires a highly motivated, research-oriented, cost-conscious/ manager.

d. Do not separate a noim and a prepositional phrase that follows.

7776 board of directors/ of the Fastex Corporation will announce its decision this Friday

BUT: The board of directors, of necessity, must turn down the merger at this time. (Use two

commas to set off an interrupting expression.)

e. Do not separate a coordinating conjimction (and, but, or, or nor) and the following

word.

You can read the draft of the division's medium-range plan now or/ when you get home tonight.

BUT: You can read the draft of the division's medium-range plan now or, ifyou prefer, when you

get home tonight. (Use two commas to set off an interrupting expression.)
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f. Do not separate two words or phrases that are joined by a coordinating conjunction.

777ese letters/ and those from Mr. Day should be shown to Ann Poe. (Two subjects.)

I have read Ms. Berkowitz's proposal/ and find it well done. (Jwo predicates. See also ^127.)

We hope that you will visit our store soon/ and that you will find the styles you like. (Two noun

clauses serving as objects of the verb hope.)

The CEO plans to visit the Western Region/ and call personally on the large accounts that have

stopped doing business with us. (Two Infinitive phrases serving as objects of the verb plans.)

He may go on to graduate school at Stanford/ or Harvard. (Two objects of the preposition at)

BUT: Frank Albano will handle the tickets, and Edna Hoehn will be responsible for publicity. (A

comma separates two independent clauses joined by a coordinating conjunction. See ^126.)

The following rules (^^126-137) deal with the punctuation of clauses and phrases in

sentences.

With Clauses in Compound Sentences

I

a. When a compound sentence consists of two independent clauses joined by a coor-

dinating conjunction (and, hut, or, or nor), place a sepcU"ating comma before the

conjunction. (See ^129.)

Mrs. Fenster noticed a small discrepancy in the figures, and on that basis she decided to re-

analyze the data.

BUT: Mrs. Fenster noticed a small discrepancy in the figures and on that basis decided to re-

analyze the data. (See ^127a-b.)

Show this proposal to Mr. Florio, andasW him for his reaction. (See ^127c.)

Either we step up our promotion efforts, or we must be content with our share of the market

Not only were we the developers of this process, but^e were the first to apply it successfully.

b. For special effect, the comma before the coordinating conjunction can be replaced

by a period, a question mark, or an exclamation point. The coordinating conjunc-

tion is then capitalized, and the second independent clause is treated as a sepa-

rate sentence. However, this treatment, if overused, can lose its effectiveness

very quickly. (See page 284 for a usage note on and)

Is it self-confidence that makes you successful? Or is it success that makes you self-confident?

I told Callahan that we would not reorder unless he cut his prices by 20 percent. And he did.

NOTE: Do not insert a comma directly after the coordinating conjimction rniless a

parenthetical element begins at that point.

I told Callahan that we would not reorder unless he cut his prices by 20 percent And, to my
total amazement he did.

c. When a compound sentence consists of three or more independent clauses, punc-

tuate this series like any other series. (See also 11162.)

Bob can deal with the caterer, Nora can handle publicity, and I can take care of the rest

Do not confuse a compound sentence with a simple sentence containing a compound

predicate.

a. A compound sentence contains at least two independent clauses, and each clause

contains a subject and a predicate.

Barbara just got her master's, and she is now looking for a job in sales.

b. A sentence may contain one subject with a compound predicate, that is, two pred-

icates connected by a coordinating conjunction. In such sentences no comma sepa-

rates the two predicates.
Continued on page 18
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Barbara just got her master's and is now looking for a job in sales (When she is omitted from

the previous example, the sentence becomes a simple sentence with a compound predicate.)

Ogleby not only wants a higher discount but also demands faster turnarounds on his orders.

(Compound predicate; no comma before buf)

BUT: Ogleby not only wants a higher discount but he also demands faster turnarounds on his

orders. (Compound sentence; comma before but.)

c. When one or both verbs are in the imperative and the subject is not expressed, treat

the sentence as a compoimd sentence and use a comma between the clauses.

Please look at the brochure I have enclosed, and then get back to me if you have additional

questions.

You may not be able to get away right now, but do plan to stay with us whenever you find the

time.

Call Ellen Chen sometime next week, and ask her whether she will speak at our conference next

fall.

BUT: Call Ellen Chen and ask her whether she will speak at our conference next fall. (Omit the

comma if either clause is short. See 1]129.)

d. "When nonessential elements precede the second part of a compound predicate,

they are treated as interrupting expressions and are set off by two commas. When
these same expressions precede the second clause of a compound sentence, they

are treated as introductory expressions and are followed by one comma.

We can bill you on our customary terms or, ifyou prefer, can offer you our new deferred pay-

ment plan . (Interrupting expression requires two commas.)

We can bill you on our customary terms , or ifyou prefer, we can offer you our new deferred

payment plan . Qntroductory expression requires one comrnaO

Frank Bruchman went into the boardroom and, without consulting his notes, proceeded to give

the directors precise details about our financial situation . Onterrupting expression.)

Frank Bruchman went into the boardroom , and without consulting his notes, he proceeded to

give the directors precise details about our financial situation . (Introductory expression.)

5^ See also mSlc, 136a, 142.

Do not use a comma between two independent clauses that are not joined by a coor-

dinating conjimction (and, hut, or, or nor). This error of pimctuation is known as a

comma splice and produces a run-on sentence. Use a semicolon, a colon, or a dash

(whichever is appropriate), or start a new sentence. (See M176, 187, 204-205.)

WRONG: Please review these spreadsheets quickly, I need them back tomorrow.

RIGHT: Please review these spreadsheets quickly; I need them back tomorrow.

OR: Please review these spreadsheets quickly. I need them back tomorrow.

If either clause of a compound sentence is short, the comma may be omitted before

the conjimction.

Their prices are low and their service is efficient.

Please initial these forms and return them by Monday .

Consider leasing and see whether it costs less in the long run than buying.

Consider whether leasing costs more than buying and then decide .

NOTE: Make sure that the omission of a comma does not lead to confusion.

CLEAR: Please don't litter, and recycle whenever possible .

coNFUsraG: Please don't litter and recycle whenever possible . (Without a comma after litter, the

sentence could seem to be saying, "... and please don't recycle whenever possible.")
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With Clauses in Complex Sentences

A complex sentence contains one independent clause and one or more dependent clauses.

After, although, as, because, before, if, since, unless, when, and while are among the words most

frequently used to introduce dependent clauses. (See ^132 for a longer list.)

I

Introductory Dependent Clauses

a. When a dependent clause precedes the independent clause, separate the clauses

with a comma.

Before we can make a decision, we must have all the facts.

\Mien you read the Weissberg study, look at Appendix 2 first

If they had invested more carefully, they could have avoided bankruptcy.

After we have studied all aspects of the complaint we will make a recommendation.

BUT: Only after we have studied all aspects of the complaint will we make a recommendation.

(No comma follows the introductory clause when the word order in the main clause is abnor-

mal. Compare the abnormal will we make here with the normal we will make in the preceding

example.)

b. Be sure you can recognize an introductory dependent clause, even if some of the

essential words are omitted from the clause. (Such constructions are known as

elliptical clauses.)

Whenever possible, he leaves his office by six. (Whenever it is possible, . . .)

If so, I will call you tomorrow. Of that Is so, . . .)

Shouldyou be late, just call to let me know, (/fyou should be late, . . .)

c. Do not use a comma after an introductory clause when it serves as the subject of

a sentence.

Whomever you nominate will have my support. Ontroductory clause as subject.)

BUT: Whomever you nominate, I will support Ontroductory clause as object)

That the department must be reorganized is no longer questioned. Ontroductory clause as

subject)

BUT: That the deparUnent must be reorganized, I no longer question. Ontroductory clause as

object)

Whatever Helen decides to do is no concern of mine. Ontroductory clause as subject)

BUT: Whatever Helen decides to do, she needs some professional advice. Ontroductory clause

as adverb.)

d. Sentences like those shown in a-c are often introduced by an expression such as

he said that, she believes that, or they know that. In such cases use the same punc-

tuation as prescribed in a-c.

Liz believes that before we can make a decision, we must have all the facts. (A separating

comma follows the dependent clause, just as if the sentence began with the word Before. No
comma precedes the dependent clause because it is considered introductory, not interrupting.)

I think that when you read the Weissberg study, you will gain a new perspective on the situation.

Harry says that whenever possible, he leaves his office by six.

Everyone knows that whomever you nominate will have my support in the next election.

BUT: He said that as you may already know, he was planning to take early retirement (Two com-

mas are needed to set off an interrupting dependent clause. See also ^131c.)
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Dependent Clauses Elsewhere In the Sentence

When a dependent clause /o//oz^s the main clause or falls within the main clause,

commas are used or omitted depending on whether the dependent clause is essen-

tial (restrictive) or nonessential (nonrestrictive).

a. An essential clause is necessary to the meaning of the sentence. Because it can-

not be omitted, it should not be set off by commas.

The person who used to be England's operations manager is now doing the same job for

Jenniman Brothers. (Tells which person.)

The Pennington bid arrived after we fiad made our decision. (Tells when.]

Damato's suggestion that we submit the issue to arbitration may be the only sensible alterna-

tive. (Tells which of Damato's suggestions is meant.)

Mrs. Foy said that she would send us an advance program. (Tells what was said.)

Compare these examples with those in b below.

b. A nonessential clause provides additional descriptive or explanatory detail.

Because it can be omitted without changing the meaning of the sentence, it should

be set off by commas.

George Pedersen, who used to be Englund's operations manager, is now doing the same job for

Jenniman Brothers. (The name indicates which person; the who clause simply gives additional

information.)

The Pennington bid arrived on Tuesday, after we had made our decision. {Tuesday tells when;

the a/jter clause simply adds information.)

Damato's latest suggestion, that we submit the issue to arbitration, may be the only sensible

alternative. [Latest leWs which suggestion is meant; the f/?af clause is not essential.)

c. A dependent clause occiuring within a sentence must always be set off by com-

mas when it interrupts the flow of the sentence.

We can review the wording of the announcement over lunch or, ifyour time is short, over the

phone.

Please tell us when you plan to be in town and, ifpossible, where you will be staying. (The com-

plete dependent clause is if it is possible.)

Senator Hemphill, when offered the chance to refute his opponent's charges, said he would

respond at a time of his own choosing.

Ann Kourakis is the type of person who, when you need help badly will be the first to volunteer.

If, when you have weighed the alternatives, you choose one of the models that cost over $500,

we can arrange special credit terms for you.

BUT: He said that if we choose one of the models that cost over $500, his firm can arrange spe-

cial credit terms for us. (See UlSOd for dependent clauses following he said that, she knows

that, and similar expressions.)

The following Hst presents the words and phrases most commonly used to introduce

dependent clauses. For most of these expressions two sentences are given: one con-

taining an essential clause and one a nonessential clause. In a few cases only one

type of clause is possible. If you cannot decide whether a clause is essential or

nonessential (and therefore whether commas are required or not), compare it with

the related sentences that follow.

After. ESSENTIAL: His faxed response came afteryou left last evening. (Tells when.)

NONESSENTIAL: His faxed response came this morning, after the decision had been made. (Jhe

phrase this morning clearly tells when; the after clause provides additional but nonessential

information.)
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All of which. ALWAYS NONESSENTIAL: The rumors, all of which were unfounded, brought about

his defeat in the last election.

Although, even though, and though, always nonessential: She has typed her letter

of resignation, although I do not believe she will submit it

As. ESSENTIAL: The results of the mailing are as you predicted they would be.

NONESSENTLia: The results of the mailing are disappointing, as you predicted they would be.

[See page 285 for a usage note on as.)

As ... as. ALWAYS ESSENTIAL: He talked as persuasively at the meeting as he did over the

telephone. (See page 285 for a usage note on as .. . as.)

As if and as though, essential: She drove as if {or as though) the road were a minefield.

(The as //clause tells how she drove.)

NONESSENTIAL: She drove cautiously, as if (or as though) the road were a minefield. (The

adverb cautiously tells how she drove; the as if clause provides additional but nonessential

information.)

As soon as. essential: We will fill your order as soon as we receive new stock.

NONESSENTIAL: We will fill your order next week, as soon as we receive new stock.

At, by, for, in, and to which, essential: I went to the floor to which I had been directed.

NONESSENTIAL: I went to the tenth floor, to which I had been directed.

Because. Essential or nonessential, depending on closeness of relation.

ESSENTIAL: She left because she had another appointment (Here the reason expressed by the

because clause is essential to complete the meaning.)

NONESSENTIAL: I need to have two copies of the final report by 5:30 tomorrow, because I am
leaving for Chicago on a 7:30 flight (Here the meaning of the main clause is complete; the rea-

son expressed in the because clause offers additional but nonessential information.)

NOTE: See how the use or omission of a comma in the following sentences affects the mean-

ing: I'm not taking that course of action, because I distrust Harry's recommendations, bdt: I'm

not taking that course of action because I distrust Harry's recommendations. Q based my deci-

sion on another reason altogether.)

Before, essential: The shipment was sent before your letter was received.

NONESSENTIAL: The Shipment was sent on Tuesday, before your letter was received. {Tuesday

tells when the shipment was sent; the before clause provides additional but nonessential infor-

mation.)

Even though. See Although.

For. ALWAYS NONESSENTIAL: Jim nocds to raise money quickly, for his tuition bill has to be paid

by next Friday (A comma should always precede for as a conjunction to prevent misreading for

as a preposition.)

If. ESSENTIAL: Let US hear from you ifyou are interested.

NONESSENTIAL: She promised to write from Toronto, // / remember correctly. (Clause added

loosely.)

In order that. Essential or nonessential, depending on closeness of relation.

ESSENTIAL: Please notify your instructor in order that a makeup examination maybe scheduled.

NONESSENTIAL: Please notify your instmctor if you will be unable to attend the examination on

Friday, in order that a makeup examination may be scheduled.

No matter what (why, how, etc.). always nonessential: The order cannot be ready by

Monday, no matter what the store manager says.
Continued on page 22
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None of which, always nonessential: We received five boxes of samples, none of which

are in good condition.

None of whom, always nonessential: We have interviewed ten applicants, none of whom
were satisfactory.

Not so . . . as. always essential: The second copy was not so clear as the first one. [See

page 285 for a usage note on as .. . as-not so . . . as^

Since, essential: We have taken no applications since we received your memo.

NONESSENTIAL: We are taking no more applications, since our lists are now closed. (Clause of

reason.)

So that. Essential or nonessential, depending on closeness of relation.

ESSENTIAL: Examine all shipments so that any damage may be detected promptly.

NONESSENTIAL: Examine all shipments as soon as they arrive, so that any damage may be
detected promptly

So . . . that. ALWAYS ESSENTIAL: The costs ran so high that we could not make a profit.

Some of whom, always nonessential: The agency has sent us five applicants, some of

whom seem promising.

Than, always essential: The employees seem to be more disturbed by the rumor than they

care to admit

That. When used as a relative pronoun, that refers to things; it also refers to persons when a class

or type is meant.

always ESSENTIAL: Here is a picture of the plane that I own. She is the candidate that I pre-

fer [See also ^1062.)

When used as a subordinating conjunction, that links the dependent clause it introduces with

the main clause.

ALWAYS ESSENTIAL: We know that we will have to make cuts in the budget (See page 306 for

a usage note on that.)

Though. See Although.

Unless. ESSENTIAL: This product line will be discontinued unless customers begin to show an

interest In it

NONESSENTIAL: I plan to work on the Aspen proposal all through the weekend, unless Cindy

comes into town. (Clause added loosely as an afterthought.)

Until. ALWAYS ESSENTIAL: I will continue to work until my children are out of school.

When. ESSENTIAL: The changeover will be made when l\/lr Ruiz returns from his vacation.

NONESSENTIAL: The changeover will be made next Monday, when Mr Ruiz returns from his

vacation. (Monday tells when; the when clause provides additional but nonessential information.)

"Where, essential: I plan to visit the town where I used to live.

NONESSENTIAL: I plan to Stop off in Detroit, where I used to live.

Whereas, always nonessential: The figures for last year cover urban areas only, whereas

those for this year include rural areas as well (Clause of contrast.)

Which. Use which (rather than who) when referring to animals, things, and ideas. Always use

which Onstead of that) to introduce nonessential clauses.

The revised report, which was done by Mark is very impressive.

NOTE: Which may also be used to introduce essential clauses. (See ^ 1062b, note.)
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While. ESSENTIAL: The union has decided not to strike while negotiations are still going on. (Here

while means "during the time that."]

NONESSENTIAL: The workers at the Apex Company have struck, while those at the Powers

Company are still at work. (Here while means "whereas."]

Who. ESSENTIAL: All Students who are members of the Backpackers Club will be leaving for

Maine on Friday.

NONESSENTIAL: John Behnke, who is a member of the Backpackers Club, will be leading a

group on a weekend trip to Maine.

Whom. ESSENTIAL: This package is for the friend whom I am visiting.

NONESSENTIAL: This package is for my cousin Amy, whom I am visiting.

Whose. ESSENTIAL: The prize was awarded to the employee whose suggestion yielded the great-

est cost savings

NONESSENTIAL: The prize was awarded to Joyce Bruno, whose suggestion yielded the greatest

cost savings.

With Clauses in Compound-Complex Sentences

U^^^A compound-complex sentence typically consists of two independent clauses (joined

by and, but, or, or nor) and one or more dependent clauses. To pimctuate a sentence

of this kind, first place a separating comma before the conjimction that joins the two

main parts. Then consider each half of the sentence alone and provide additional

punctuation as necessary.

The computer terminals were not delivered until June 12, five weeks after the promised deliv-

ery date, and when I wrote to complain to your sales manager, it took another three weeks sim-

ply for him to acknowledge my letter. (No comma precedes when because the when clause is

considered an introductory expression, not an interrupting expression. See ^127d.]

Jeff Adier, the CEO of Marshfield & Duxbury, is eager to discuss a joint venture with my boss,

who is off on a six-week trip to the Far East, but the earliest date I see open for such a meeting

is Wednesday, October 20.

NOTE: If a misreading is likely or a stronger break is desired, use a semicolon rather

than a comma to separate the two main clauses. (See 11177.)

134 When a sentence starts with a dependent clause that apphes to both independent

clauses that follow, do not use a comma to sepcirate the independent clauses. (A

comma would make the introductory dependent clause seem to apply only to the

first independent clause.)

Before you start to look for venture capital, you need to prepare an analysis of the market and

you must make a detailed set of financial projections. (The before clause applies equally to the

two independent clauses that follow; hence no comma before and.)

BUT: Before you start to look for venture capital, you need to prepare an analysis of the mar-

ket but don't think that's all there is to it (The before clause applies only to the first indepen-

dent clause; hence a comma is used before but.)

With Participial, Infinitive, and Prepositional Phrases

Introductory Phrases

a. Use a comma after an introductory participial phrase.

Seizing the opportunity, I presented an overview of our medium-range plans.

Established in 1905, our company takes great pride in its reputation for high-quality products.

Having checked the statements myself, I feel confident that they are accurate.

Continued on page 24
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NOTE: Watch out for phrases that look like introductory participial phrases but

actually serve as the subject of the sentence or part of the predicate. Do not put

a comma after these elements.

Looking for examples ofgood acknowledgment letters in our files has taken me longer than I had

hoped. [Gerund phrase as subject.]

BUT: Looking for examples ofgood acknowledgment letters in our files, I found four that you can

use. (Participial phrase used as an introductory element; the subject is /.)

Following Mrs. Fahnstock's speech was a presentation by Ms. Paley. (With normal word order,

the sentence would read, "A presentation by Ms. Paley was following Mrs. Fahnstock's speech.

"

,

The introductory phrase is part of the predicate; the subject is a presentation by Ms. Paley.)

BUT: Following Mrs. Fahnstock's speech, Ms. Paley made her presentation. (Participial phrase

used as an introductory element; the subject is Ms. Paley.']

b. Use a comma after an introductory infinitive phrase unless the phrase is the sub-

ject of the sentence. (Infinitive phrases are introduced by to.)

To get the best results from your dishwasher, follow the printed directions. (The subject you is

understood.]

To have displayed the goods more effectively he should have consulted a lighting specialist (The

subject is he.)

BUT: To have displayed the goods more effectively would have required a lighting specialist

Onfinitive phrase used as subject]

c. As a general rule, use a comma cifter all introductory prepositional phrases. A
comma may be omitted after a short prepositional phrase if (1) the phrase does

not contain a verb form, (2) the phrase is not a transitional expression or an inde-

pendent comment, or (3) there is no sacrifice in clarity or desired emphasis.

(Many writers use a comma after all introductory prepositional phrases to avoid

analyzing each situation.)

In response to the many requests of our customers, we are opening a branch in Kenmore

Square. (Comma required after a long phrase.]

In 1999 our entire inventory was destroyed by fire. (No comma required after a short phrase.]

BUT: In 1999, 384 cases of pneumonia were reported. (Comma required to separate two num-

bers. See 1]456.]

In preparing your report, be sure to include last year's figures. (Comma required after a short

phrase containing a verb form.]

In addition, a 6 percent city sales tax must be imposed. (Comma required after a short phrase

used as a transitional expression. See ^111 38a, 139.]

In my opinion, your ads are misleading as they now appear. (Comma required after a short

phrase used as an independent comment. See 1111138b, 139.]

In legal documents, amounts of money are often expressed both in words and in figures.

(Comma used to give desired emphasis to the introductory phrase.]

CONFUSING: After all you have gone through a great deal.

CLEAR: After all, you have gone through a great deal. (Comma required after a short phrase to

prevent misreading.]

NOTE: Omit the comma after an introductory prepositional phrase if the word order

in the rest of the sentence is inverted.

Out of an initial investment of $5000 came a stake that is currently worth over $2,500,000.

(Normal word order: A stake that is currently worth over $2,500,000 came out of an initial

investment of $5000.]

In an article I read in Time was an account of his trip. (Omit the comma after the introductory

phrase when the verb in the main clause immediately follows.]

BUT: In an article I read in Time, there was an account . .

.
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d. When a compound sentence starts with a phrase that apphes to both independent

clauses, do not use a comma to separate the two clauses if doing so would make

the introductory phrase seem to apply only to the first clause. (See also ^134.)

In response to the many requests of our customers, we are opening a branch in Kenmore Square

and we are extending our evening hours in all our stores.

Phrases at the Beginning of a Clause

a. When a participial, infinitive, or prepositional phrase occiu-s at the beginning of a

clause within the sentence, insert or omit the comma following, just as if the phrase

were an introductory element at the beginning of the sentence. (See K135.)

I was invited to attend the monthly planning meeting last week, and seizing the opportunity,

1 presented an overview of our medium-range plans. (A separating comma follows the par-

ticipial phrase just as if the sentence began with the word Seizing. No comma precedes the

phrase because the phrase is considered introductory, not interrupting. See T1127d.)

The salesclerk explained that to get the best results from your dishwasher, you should follow the

printed directions.

We would like to announce that In response to the many requests of our customers, we are

opening a branch in Kenmore Square.

Last year we had a number of thefts, and in 1999 our entire inventory was destroyed by fire.

(No comma is needed after a short introductory prepositional phrase.)

b. If the phrase interrupts the flow of the sentence, set it off with two commas.

Pamela is the type of person who, in the midst of disaster, always finds something to laugh about

If, In the attempt to push matters to a resolution, you offer that gang new terms, they will simply

dig in their heels and refuse to bargain.

Phrases Elsewhere in the Sentence

When a participial, infinitive, or prepositional phrase occurs at some point other than

the beginning ofa sentence (see 11135) or the beginning ofa clause (see ^136), commas
are omitted or used depending on whether the phrase is essential or nonessential.

a. An essential participial, infinitive, or prepositional phrase is necessary to the

meaning of the sentence and cannot be omitted. Do not use commas to set it off.

The catalog scheduled for release In November \n\\\ have to be delayed until January. (Participial.)

The decision to expand our export activities has led to a significant increase in profits. Onfinitive.)

The search for a new general manager \s still going on. (Prepositional.)

b. A nonessential participial, infinitive, or prepositional phrase provides additional

information but is not needed to complete the meaning of the sentence. Set off

such phrases with commas.

This new collection of essays, written In the last two years before his death, represents his most

distinguished work. [Participial.)

I'd rather not attend her reception, to be frank about It Onfinitive.)

Morale appears to be much better, on the whole. (Prepositional.)

c. A phrase occiuring within a sentence must always be set off by commas when it

interrupts the flow of the sentence.

The commission, after hearing arguments on the proposed new tax rate structure, will consider

amendments to the tax law.

The company. In Its attempt to place more women In high-level management positions, is under-

taking a special recruitment program.
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The following rules (1111138-161) deal with the various uses of commas to set off

nonessential expressions. See also 1111201-202 and 1111218-219 for the use of dashes
and parentheses to set off these expressions.

With Transitional Expressions and Independent Comments
I

a. Use commas to set off transitional expressions. These nonessential words and
phrases are called transitional because they help the reader mentally relate the

preceding thought to the idea now being introduced. They express such notions as:

additionally (see page 282), also, besides, furthermore, in

addition, moreover, too (see ^143), what is more

accordingly, as a result, consequently, hence (see l|139b3,

otherwise, so (see 11179], then (see 11139b), therefore, thus

(see 11139b)

after all, all in all, all things considered, briefly, by and large,

in any case, in any event, in brief, in conclusion, in short, in

summary, in the final analysis, in the long run, on balance,

on the whole, to sum up

as a rule, as usual, for the most part, generally, generally

speaking, in general, ordinarily, usually

in essence, in other words, namely, that is, that is to say

by contrast by the same token, conversely, instead, likewise,

on one hand, on the contrary, on the other hand, rather, simi-

larly, yet (see 1111139b, 179)

anyway, at any rate, be that as it may, even so, however, in

any case, in any event, nevertheless, still, this fact notwith-

standing

afterward, at first, at the same time, finally, first first of all, for

now, for the time being, in conclusion, in the first place, in

time, in turn, later on, meanwhile, next, respectively, second,

then (see 1|139b), to begin with

by the by, by the way, incidentally

for example, for instance, for one thing

NOTE: The coordinating conjimctions and, but, or, and nor are sometimes used as

transitional expressions at the beginning of a sentence. (See 11126b.)

5^ For thepunctuation oftransitional expressions depending on where they occur in a sen-

tence, see HI39-1 42.

b. Use commas to set off independent comments, nonessential words or phrases that

express the writer's attitude toward the meaning of the sentence. By means of

these independent comments, writers indicate that what they are about to say

carries their wholehearted endorsement (indeed, by all means) or deserves only

their lukewarm support (apparently, presumably) or hardly requires saying (as you

already know, clearly, obviously) or represents only their personal views (in my
opinion, personally) or arouses some emotion in them (unfortunately, happily) or

presents their honest position (frankly, actually, to tell the truth). Such terms mod-
ify the meaning of the sentence as a whole rather than a particular word within

the sentence.

ADDITION:

CONSEQUENCE:

SUMMARIZING:

GENERALIZING:

RESTATEMENT:

CONTRAST AND COMPARISON:

CONCESSION:

SEQUENCE:

DIVERSION:

ILLUSTRATION:
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AFFIRMAnON:

DENIAL:

REGRET:

PLEASURE:

QUALIFICATION:

PERSONAL VIEWPOINT:

ASSERTION OF CANDOR:

ASSERTION OF FACT:

11140

by all means, indeed, of course, yes

no

alas, unfortunately, regrettably

fortunately happily

ideally If necessary, if possible, literally strictly speaking,

theoretically hopefully [see page 295)

according to her, as I see It, In my opinion, personally

actually frankly, in reality, to be honest to say the least, to

tell the truth

as a matter of fact as it happens, as you know, believe it or

not certainly clearly doubtless, in fact naturally needless to

say obviously without doubt

WEAK ASSERTION: apparently perhaps, presumably, well

>- For the punctuation of independent comments depending on where they occur in a sen-

tence, see m39-142.

At the Beginning of a Sentence

a. When the words and phrases Hsted in ^138a-b appear at the beginning of a sen-

tence, they should be followed by a comma imless they are used as essential

elements.

NONESSENTIAL: After all, you have done more for him than he had any right to expect

ESSENTIAL: After all you have done for him, he has no right to expect more.

NONESSENTIAL: However, you look at the letter yourself to see whether you interpret it as I do.

ESSENTIAL: However you look at the letter, there is only one interpretation.

NONESSENTIAL: Obvlously, the guest of honor was quite moved by the welcome she received.

(Here obviously modifies the meaning of the sentence as a whole.)

ESSENTIAL: Obvlousty moved by the welcome she received, the guest of honor spoke with an

emotion-choked voice. (Here obviously modifies moved.)

b. When hence, then, thus, so, or yet occurs at the beginning of a sentence, the comma
following is omitted unless the connective requires special emphasis or a

nonessential element occiu"s at that point.

Thus they thought It wise to get an outside consultant's opinion.

Then they decided to go back to their original plan.

BUT: Then, after they rejected the consultant's recommendation, they decided to go back to

their original plan.

>* See also fl42a, note.

c. When an introductory transitional expression or independent comment is incor-

porated into the flow of the sentence without any intervening pause, the comma
may be omitted.

Of course I can handle it Perhaps she was joking.

No doubt he meant well. Indeed she was not

At the End of a Sentence

Use one comma to set off a transitional expression or an independent comment at

the end of a sentence. However, be sure to distinguish between nonessential and

essential elements.
Continued on page 28



28 Part 1 • Grammar, Usage, and Style

11141

NONESSENTIAL: Philip goes to every employee reception, of course.

ESSENTIAL: Philip goes to every employee reception as a matter of course.

NONESSENTIAL: The deal is going to fall through, in my opinion.

ESSENTIAL: She doesn't rank very high in my opinion.

Within the Sentence

Use two commas to set off a transitional expression or an independent comment

when it occurs as a nonessential element within the sentence.

I, too, was not expecting a six-month convalescence.

The doctors tell me, however, that I will regain full use of my left leg.

If, however, the expression is used as an essential element, leave the commas out.

NONESSENTIAL: Let me say, to begin witti, that I think very highly of him.

ESSENTIAL: If you want to improve your English, you ought to begin with a good review of

grammar.

NOTE: In many sentences the only way you can tell whether an expression is

nonessential or essential is by the way you say it. If your voice tends to drop as you

utter the expression, it is nonessential cind should be set off by commas.

We concluded, nevertheless, that their offer was not serious.

Millie understands, certainly that the reassignment is only temporary.

It is critical, therefore, that we rework all these cost estimates.

If your voice tends to rise as you utter the expression, it is essential and should not

be set off by commas.

We nevertheless concluded that their offer was not serious.

Millie certainly understands that the reassignment is only temporary.

It is therefore critical that we rework all these cost estimates.

If commas are inserted in the previous example, the entire reading of the sentence

will be changed. The voice will rise on the word is and drop on therefore. (If this is

the way you want the sentence to be read, then commas aroimd therefore are correct.)

It is, therefore, critical that we rework all these cost estimates.

At the Beginning of a Clause

a. When a transitional expression or independent comment occurs at the beginning

of the second independent clause in a compound sentence and is preceded by a semi-

colon, use one comma following the expression.

I would love to work in a side trip to Vail; however, I don't think I can pull it off.

My boss just approved the purchase; therefore, let's confirm a delivery date.

In sentences like the two above, a period may be used in place of a semicolon.

The words however and therefore would then be capitalized to mark the start of a

new sentence, and they would be followed by a comma.

NOTE: When hence, then, thus, or so appears at the beginning of an independent

clause, the comma following is omitted unless the connective requires special

emphasis or a nonessential element occurs at that point. (See also 31139b.)

Melt the butter over high heat; then add the egg.

BUT: Melt the butter over high heat; then, when the foam begins to subside, add the egg.

> For the use of a semicolon before a transitional expression, see ni 78-180.
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b. When the expression occurs at the beginning of the second independent clause in a

compound sentence and is preceded by a comma and a coordinating conjunction, use

one comma following the expression. (See also ^127d.)

The location of the plant was not easy to reach, and to be honest about it, I wasn't very taken

with the people who interviewed me.

The job seemed to have no future, and to tell the truth, the salary was pretty low.

In the first place, I think the budget for the project is unrealistic, and in the second place, the

deadlines are almost impossible to meet.

NOTE: If the expression is a simple adverb like therefore, the comma following the

expression is usually omitted. (See also ^180.)

The matter must be resolved by Friday, and therefore our preliminary conference must be held

no later than Thursday.

All the general managers have been summoned to a three-day meeting at the home office, and

consequently I have had to reschedule all my meetings.

c. If the expression occiu"s at the beginning of a dependent clause, either treat the

expression as nonessential (and set it off with two commas) or treat it as essen-

tial (and omit the commas).

If, moreover, they do not meet the deadline, we have the right to cancel the contract.

If indeed they want to settle the dispute, why don't we suggest that they submit to arbitration?

He is a man who, in my opinion, will make a fine marketing director.

She is a woman who no doubt knows how to run a department smoothly and effectively.

The situation is so serious that, strictly speaking, bankruptcy is the only solution.

The situation is so serious that perhaps bankruptcy may be the only solution.

With the Adverb Too

a. When the adverb too (in the sense of "also") occurs at the end of a clause or a

sentence, the comma preceding is omitted.

If you feel that way too, why don't we just drop all further negotiation?

They are after a bigger share of the market too.

b. When too (m the sense of "also") occiu-s elsewhere in the sentence, particularly

between subject and verb, set it off with two commas.

You, too, could be in the Caribbean right now.

Then, too, there are the additional taxes to be considered.

c. When too is used as an adverb meaning "excessively," it is never set off with

commas.

The news is almost too good to be believed.

With Interruptions and Afterthoughts

I
Use commas to set off words, phrases, or clauses that interrupt the flow of a sen-

tence or that are loosely added at the end as an afterthought.

Pam is being pursued, so I've been told by three headhunters.

Bob spoke on state-of-the-art financial software, if I remember correctly.

Our order processing service, you must admit, leaves much to be desired.

His research work has been outstanding, particularly in the field of ergonomics.

>- See also ni31c, 136b, 137c.
Continued on page 30
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CAUTION: When enclosing cin interrupting expression with two commas, be sure the

commas are inserted accurately.

WRONG: That is the best, though not the cheapest way, to proceed.

RIGHT: That is the best though not the cheapest, way to proceed .

WRONG: This book is better written, though less exciting than, her last book.

RIGHT: This book is better written , though less exciting, than her last book .

WRONG: Glen has a deep interest in, as well as a great fondness, for jazz.

RIGHT: Glen has a deep interest in , as well as a great fondness for, jazz .

WRONG: Her work is as good, if not better than, that of the man she replaced.

RIGHT: Her work is as good as , if not better than, that of the man she replaced . (Note that the

second as is needed to preserve the meaning of the basic sentence.)

With Direct Address
145 Names and titles used in direct address must be set off by commas.

No, sir, that is privileged information. I count on your support, Bob.

We agree, Mrs. Connolly, that your order was badly handled.

With Additional Considerations

I

a. When a phrase introduced by as well as, in addition to, besides, along with, includ-

ing, accompanied by, together with, plus, or a similar expression falls between the

subject cind the verb, it is ordinarily set off by commas. Commas may be omitted,

however, if the phrase fits smoothly into the flow of the sentence or is essential

to the meaning.

Everyone, including the top corporate managers, will be required to attend the in-house semi-

nars on the ethical dimensions of business.

The business plan including strategies for the new market segments we hope to enter is better

than the other plans I have reviewed. (The including phrase is needed to distinguish this plan

from the others; hence no commas.)

One plus one doesn't always equal two, as we have seen in the Parker-Jackel merger. (The plus

phrase is essential to the meaning; hence no commas.)

Jo as well as Nina should be invited to participate. (The as well as phrase fits smoothly in this

sentence.)

> For the effect these phrases have on the choice of a singular or a plural verb, see

f1007; for a usage note on as well as, seepage 286.

b. When the phrase occturs elsewhere in the sentence, commas maybe omitted if the

phrase is closely related to the preceding words.

The refinancing terms have been approved by the trustees as well as the creditors.

BUT: I attended the international monetary conference in Bermuda, together with five associ-

ates from our Washington office.

With Contrasting Expressions

I

Use commas to set off contrasting expressions. (Such expressions often begin with

but, not, or rather than.]

The Sanchezes are willing to sell, but only on their terms.

He had changed his methods, not his objectives, we noticed.

Paula, radier than Al, has been chosen for the job.
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NOTE: When such phrases fit smoothly into the flow of the sentence, no commas are

required.

It was a busy but enjoyable trip. They have chosen Paula rather than Al.

The unit managers and not the CEO have to make those decisions. (See ^ 1006b.)

>- For the punctuation of balancing expressions, see ^172d.

I,

The following rules (1111148-153) deal with descriptive expressions that immediately

follow the words to which they refer. When nonessential, these expressions are set off

by commas.

With Identifying, Appositive, or Explanatory Expressions

I

Use commas to set off expressions that provide additional but nonessential informa-

tion about a noim or pronoun immediately preceding. Such expressions serve to fur-

ther identify or explain the word they refer to.

Harriet McManus, an independent real estate broker for the past ten years, will be joining our

agency on Tuesday, October 1. (Phrases such as those following Harriet McManus and Tuesday

are appositives.)

Acrophobia, that is, the fear of great heights, can now be successfully treated. (See also

^^181-183 for other punctuation with that is, namely and for example^

His first book, written while he was still in graduate school, launched a successful writing career.

Our first thought to run to the nearest exit would have resulted in panic.

Ms. Ballantine, who has been a copywriter for six years, will be our new copy chief

Everyone In our family likes outdoor sports, such as tennis and swimming. (See 11149, note.)

NOTE: In some cases other punctuation may be preferable in place of commas.

CONFUSING: Mr. Newcombe, my boss, and I will discuss this problem next week. (Does my boss

refer to Mr. Newcombe, or are there three people involved?)

CLEAR: Mr. Newcombe (my boss) and I will be discussing this problem next week. (Use paren-

theses or dashes instead of commas when an appositive expression could be misread as a sep-

arate item in a series.)

There are two factors to be considered, sales and collections (A colon or a dash could be used

in place of the comma. See ^^189, 201.)

BUT: There are three factors to be considered: sales, collections, and inventories. (When the

explanatory expression consists of a series of three or more items and comes at the end of the

sentence, use a colon or dash. See 1111189, 201.)

OR: These three factors-sales, collections, and inventories-should be considered. (When the

explanatory series comes within the sentence, set it off with dashes or parentheses. See 1111183,

202, 219.)

(when the expression is essential to the completeness of the sentence, do not set it

off. (In the following examples the expression is needed to identify which particular

item is meant. If the expression were omitted, the sentence would be incomplete.)

The year 2003 marks the one hundredth anniversary of our company.

The word liaison is often misspelled.

The novelist Anne Tyler Qa\je a reading last week from a work in progress.

The statement "I don't remember" vjas frequently heard in court yesterday.

The impulse to get away from it all is very common.

The notes in green ink were made by Mrs. Long.

The person who takes over as general manager W\\\ need everyone's support

Continued on page 32
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NOTE: Compare the following sets of examples:

Her article "Color and Design" was published in June. (The title is essential; it identifies which

article.)

Her latest article, "Color and Design," vjas published in June. (Nonessential; the word latest

already indicates which article.)

Her latest article on color and design was published in June. (Without commas, this means she

had earlier articles on the same subject.)

Her latest article, on color and design, was published in June. (With commas, this means her

earlier articles were on other subjects.)

Everyone in our family likes such outdoor sports as tennis and swimming. (The phrase as tennis and

swimming is essential; without it, the reader would not know which outdoor sports were meant)

Everyone in our family likes outdoor sports, such as tennis and swimming. (The main clause,

Everyone in our family likes outdoor sports, expresses a complete thought; the phrase such as

tennis and swimming gives additional but nonessential information. Hence a comma is needed

before such as.')

Words such as peak, peek and pique can be readily confused. (The such as phrase is essential;

it indicates which words are meant)

A number of Fortune 500 companies, such as GE, TRW, and DuPont, have introduced new pro-

grams to motivate their middle managers. (The such as phrase provides additional but

nonessential information.)

J A number of expressions are treated as essential simply because of a very close rela-

tionship with the preceding words. (If read aloud, the combined phrase sounds like

one unit, without any intervening pause.)

After a while Gladys /7erse//' became disenchanted with the Washington scene.

We legislators must provide funds for retraining displaced workers.

My wife Eve has begun her own consulting business. Strictly speaking. Eve should be set off

by commas, since the name is not needed to indicate which wife. However, commas are omit-

ted in expressions like these because they are read as a unit.)

BUT: Eve, my wife, has begun her own consulting business. (When the word order is changed,

the phrase Eve, my wife is no longer read as a unit Hence commas are needed to set off my
wife.)

My brother Paul may join us as well.

BUT: My brother, Paul Engstrom, may join us.

The composer Stephen Sondheim has many Broadway hits to his credit

BUT: My favorite composer, Stephen Sondheim, has many Broadway hits . .

.

If you want some solid advice, 101 Ways to Power Up Your Job Search by J. Thomas Buck,

William R. Matthews, and Robert N. Leech could be just the book for you. (Unless there is

another book with the same title, the by phrase identifying the authors is not essential and,

strictly speaking, should be set off by commas. However, since a book title and a by phrase are

typically read as a unit commas are usually omitted.)

151 When or introduces a word or a phrase that identifies or explains the preceding

word, set off the explanatory expression with commas.

Determine whether the clauses are coordinate, or of equal rank. (The nonessential or phrase

may also be set off by parentheses.)

If or introduces an alternative thought, the expression is essential and should not be

set off by commas.

Determine whether the clauses are coordinate or noncoordinate.
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When a business letter or some other document is referred to by date, any related

phrases or clauses that follow are usually nonessential.

Thank you for your letter of February 27, in which you questioned the balance on your account.

(The date is sufficient to identify which letter is meant; the in which clause simply provides addi-

tional but nonessential information. Of course, if one received more than one letter with the

same date from the same person, the in which clause would be essential and the comma would

be omitted.)

No comma is needed after the date if the following phrase is short and closely related.

Thank you for your letter of February 27 about the balance on your account

NOTE: Under certain circiunstances—for example, around the end of the year—it is

better to provide the full date rather than the month and day alone.

Thank you for your letter of December 27, 2000, in which . .

.

>" For a full discussion of this issue, see ^409.

With Residence and Business Connections

153 Use commas to set off a long phrase that denotes a person's residence or business

connections.

Gary Kendall, of the Van Houten Corporation in Provo, Utah, will be visiting us next week.

Gary Kendall of Provo, Utah, will be visiting us next week. [Omit the comma before ofXo avoid

too many breaks in a short phrase. The state name must always be set off by commas when it

follows a city name. See also ^160.)

Gary Kendall of the Van Houten Corporation will be visiting us next week. (Short phrase; no

commas.)

Gary Kendall ofProvov4\\\ be visiting us next week. (Short phrase; no commas.)

The following rules (fl^ 154-161) deal with the "nonessential" treatment of certain ele-

ments in dates, personal names, company names, and addresses. These elements can-

not truly be called nonessential, but the traditional style is to set them off with commas.

In Dates

I

a. Use two commas to set off the year when it follows the month and day.

On October 31, 2002, 1 plan to retire and open a bookshop in Maine.

The July 5, T999, issue of Business Week predicted that e-commerce, the source of $301 billion

in revenues the previous year, would continue to produce fundamental changes in the U.S.

economy and generate much of its future growth.

b. When the month, day, and year are used as a nonessential expression, be siu"e to

set the entire phrase off with commas.

The conference scheduled to begin on Monday, November 26, 2001, has now been resched-

uled to start on February 6, 2002.

Payment of estimated income taxes for the fourth quarter of 2002 will be due no later than

Wednesday, January 15, 2003.

Omit the commas when only the month and year are given.

In August 2000 Glen and I dissolved our partnership and went our independent ways.

Isn't it about time for Consumer Reports to update the evaluation of printers that appeared in

the IVIarch 1999 issue?

>- For additional examples involving dates, see SI410.
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With Jr., Sr., Etc.

Do not use commas to set oil Jr., Sr., or roman or cirabic numerals following a per-

son's Ucime unless you know that the person in question prefers to do so.

Kelsey R. Patterson Jr.

Christopher M. Gorman Sr.

Benjamin Hart 2d

Anthony Jung III

John Bond Jr.'s resignation will be announced tomorrow.

NOTE: When a person prefers to use commas in his name, observe the following style:

Peter Passaro, Jr. OJse one comma when the name is displayed on a line by itself.]

Peter Passaro, Jr., director of . . . (Use two commas when other copy follows.]

Peter Passaro, Jr. 's promotion . . . (Drop the second comma when a possessive ending is attached.]

Abbreviations Uke Esq. and those that stand for academic degrees or rehgious

orders are set off by two commas when they follow a person's name.

Address the letter to Helen E. Parsekian, Esq., in New York.

Roger Farrier, LLD., will address the Elizabethan Club on Wednesday.

The Reverend James Hanley, 5.7., will serve as moderator of the panel.

1 58 When a personal name is given in inverted order, set off the inverted portion with

commas.

McCaughan, James W., Jr.

With Inc. and Ltd.

^^£1 Do not use commas to set off Inc. , Ltd. , and similar expressions in a company Ucime

unless you know that a particular company prefers to do so. (See also M1328-1329.)

Time Inc. Field Hats, Ltd.

Time Inc. has expanded its operations beyond magazine publishing.

Field Hats, Ltd., should be notified about this mistake.

NOTE: When commas are to be used in a company name, follow this style:

Alwyn & Hyde, Inc. (Use one comma when the name is displayed on a line by itself.]

Alwyn & Hyde, Inc., announces the publication of . . . (Use two commas when other copy follows.]

Alwyn & Hyde, Inc.'s annual statement . . . Prop the second comma when a possessive end-

ing is attached.]

^ For the use of commas with other parts of a company name, see 11163.

In Geographic References and Addresses

^^ Use two commas to set off the name of a state, a country, or the equivalent when it

directly follows the name of a city or a county.

Four years ago I was transferred from Bartlesville, Oklahoma, to Bern, Switzedand.

The MIT Press is located in Cambridge, Massachusetts, not Cambridge, England.

Could Pickaway County, Ohio, become a haven for retired editors?

Our Pierre, South Dakota, office is the one nearest to you.

OR: Our Pierre (South Dakota] office is the one nearest to you. (Parentheses are clearer than

commas when a city-state expression serves as an adjective.]

Washington, D.C.'s transportation system has improved greatly since I was last there. (Omit the

second comma after a possessive ending.]
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NOTE: In sentences that mention one or more cities, omit the state or country names

if the cities are well known and are clearly linked with only one state or country.

We'll be holding meetings in Atlanta, Baltimore, and Chicago.

My agent has arranged for me to address groups of business executives in Oslo, Stockholm,

and Copenhagen later this year.

1 61 When expressing complete addresses, follow this style:

IN SENTENCES: During the month of September you can send all documents directly to me at

402 Woodbury Road, Pasadena, CA 91 104, or you can ask my assistant to forward it (Note that

a comma does not precede the ZIP Code but follows it in this sentence to indicate the end of

the first independent clause.)

IN DISPLAYED BLOCKS: 402 Woodbury Road

Pasadena, CA 91104

The following rules (^^162-175) deal with various uses of separating commas: to sep-

arate items in a series, to separate adjectives that precede a noun, and to clarify mean-

ing in sentences with unusual word order or omitted words.

In a Series

I

a. When three or more items are hsted in a series and the last item is preceded by

and, or, or nor, place a comma before the conjunction as weU as between the other

items. (See also ^126c.)

Study the rules for the use of the comma, the semicolon, and the colon.

The consensus is that your report is well written, that your facts are accurate, and that your con-

clusions are sound.

The show will appeal equally to women and men, adults and children, and sophisticates and

innocents. (See page 284 for a usage note on and.)

Only this software lets you fax, transfer files, exchange e-mail, access the Internet and manage

phone calls-all from one window on your computer.

NOTE: Some writers prefer to omit the comma before and, or, or nor in a series, but

the customary practice in business is to retain the comma before the conjunction.

b. If a nonessential element follows the conjunction (and, or, or nor) in a series, omit

the comma before the conjimction to avoid excessive pimctuation.

We invited Ben's business associates, his friends and, of course, his parents.

(RATHER THAN: ... his friends, and, of course, his parents.)

For a series in an organization's name, always follow the style preferred by that

organization.

Merrill Lynch, Pierce, Fenner & Smith Inc.

Morgan Stanley Dean Witter & Co.

Legg Mason Wood Walker, Inc.

If you do not have the organization's letterhead or some other reliable resource at

hand, follow the standard rule on commas in a series (see K162).

Our primary supplier is Ames, Koslow, Milks, and Company.

NOTE: Do not use a comma before an ampersand (&) in an organization's name unless

you know that a particular organization prefers to do so.

Aspinwall, Bromley Carruthers & Dalgleish
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When an expression such as and so on or etc. closes a series, use a comma before

and after the expression (except at the end of a sentence).

Our sale of suits, coats, hats, and so on, starts tomorrow.

Tomorrow morning we will start our sale of suits, coats, hats, etc.

>- For a usage note on etc., see page 291.

Do not insert a coirima after the last item in a series unless the sentence structure

demands a comma at that point.

May 8, June 1 1, and July 14 are the dates for the next three hearings.

May 8, June 1 1, and July 14, 2003, are the dates for the next three hearings. (The comma after

2003 is one of the pair that sets off the year. See 11154.)

When and, or, or nor is used to connect cill the items in a series, do not separate the

items by commas. (See also 51123b.)

Send copies to our employees ant/ stockholders an(/ major customers.

If a series consists of only two items, do not separate the items with a comma. (See

also 111251)

We can send the samples to you by regular mail or by one of the express services.

NOTE: Use a comma, however, to separate two independent clauses joined by and, but,

or, or nor. (See ^126a.)

5^ For the use ofsemicolons in a series, see m84-185.

With Adjectives

I

When two consecutive adjectives modify the same noun, separate the adjectives

with a comma.

Jean is a generous, outgoing person. (A person who is generous and outgoing^

NOTE: Do not usc a comma between the adjectives if they are connected by and, or, or

nor

Jean is a generous and outgoing person.

When two adjectives precede a noim, the first adjective may modify the combined

idea of the second adjective plus the noun. In such cases do not separate the adjec-

tives by a comma.

The estate is surrounded by an old stone wall. (A stone wall that is old.')

Here is the annual financial statement. (A financial statement that is annual.)

TEST: To decide whether consecutive adjectives should be separated by a comma or

not, try using them in a relative clause after the noun, with and inserted between

them. If they read smoothly and sensibly in that position, they should be separated

by a comma in their actual position.

We need an intelligent, enterprising person for the job. (One can speak of "a person who is intel-

ligent and enterprising," so a comma is correct.)

Throw out your old down coat. (One cannot speak of "a coat that is old and down," so no comma
should be used in the actual sentence.)

You can purchase any of these printers with a low down payment. On this case the adjective

low modifies a compound noun, down payment.)

To put it gently but plainly, I think Jason is a low-down scoundrel. On this case low-down is a

compound adjective and requires a hyphen to connect lowand down. See 1111813-832 for a dis-

cussion of compound adjectives.)
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'When more than two adjectives precede a noun, insert a comma only between those

adjectives where and could have been used.

a relaxed, unruffled, confident manner (a relaxed anJ unruffled a/7c/ confident manner)

an experienced, efficient legal assistant (an experienced an(y efficient legal assistant)

the established American political system {and cannot be inserted between these three

adjectives)

Do not use a comma between the final adjective in a series and the following noun.

I put in a long, hard, demanding day on Monday.

(NOT: I put in a long, hard, demanding, day on Monday.)

To Indicate Omitted Words

I

a. Omission of Repetitive Wording. Use a comma to indicate the omission of repet-

itive wording in a compound sentence. (This use of the comma usually occurs

when clauses are separated by semicolons.)

Employees aged 55 and over are eligible for a complete physical examination every year those

between 50 and 54, every two years; and those under 50, every three years.

NOTE: If the omitted words are clearly imderstood from the context, simpler punc-

tuation may be used.

Employees aged 55 and over are eligible for a complete physical examination every year, those

between 50 and 54 every two years, and those under 50 every three years.

b. Omission of That. In some sentences the omission of the conjunction that cre-

ates a definite break in the flow of the sentence. In such cases insert a comma to

mark the break.

Remember, this offer is good only through May 31.

The problem is, not all of these assumptions may be correct

The fact is, things are not working out as we had hoped.

Chances are, the deal will never come off

NOTE: In sentences that are introduced by expressions such as he said, she thinks,

we feel, or they know, the conjimction that is often omitted following the introduc-

tory expression. In such cases no comma is necessary because there is no break

in the flow of the sentence.

We know you can do it.

They think our price is too high.

She said she would handle everything.

We believe we offer the best service.

c. Omission of Some Other Connective. In some sentences the omission of a

preposition or some other connective creates a break in the flow of the sentence.

In such cases insert a comma to mark the break.

NOT: Our store is open from 9:30 a.m. to 6 p.m. Monday through Friday. (The omission of a con-

nective before Monday creates a break.)

BUT: Our store is open from 9:30 a.m. to 6 p.m., Monday through Friday.

As an alternative, reword the sentence to eliminate the break and the need for a

comma.

Our store is open Monday through Friday from 9:30 a.m. to 6 p.m.

Our store is open between 9:30 a.m. and 6 p.m. from Monday through Friday.

Continued on page 38
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d. Balancing Expressions. Use a comma to separate the two parts of a balancing

expression from which many words have been omitted.

First come, first served.

First in, last out

Here today, gone tomorrow.

The more we give, the more they take.

GIGO: garbage in, garbage out.

The less I see of him, the better I like it.

NOTE: The phrase the sooner the better usually appears without a separating comma.

To Indicate Unusual Word Order

173 In some colloquial sentences, clauses or phrases occur out of normal order and con-

nective words may be omitted. Use a comma to mark the resulting break in the flow

of the sentence.

You must not miss the play, it was that good.

[NORMAL ORDER: The play was so good that you must not miss it]

Why he took the money, I'll never understand.

That the shipment would be late, we were prepared to accept; that you would ship the wrong

goods, we did not expect.

NOTE: In formal writing, these sentences should be recast in normal word order.

>^ See also fl35c, note.

For Special Emphasis

174 Individual words may be set off by commas for special emphasis.

I have tried, sincerely, to understand your problems.

They contend, unrealistically, that we can cut back on staff and still generate the same amount

of output.

NOTE: The use of commas in the examples above forces the reader to dwell momen-

tarily on the word that has been set off in each case. Without this treatment sincerely

and unrealistically would not receive this emphasis.

For Clarity

I

a. Use a comma to prevent misreading.

As you know, nothing came of the meeting.

[not: As you know nothing came of the meeting.)

To a liberal like Bill, Buckley seems hard to take.

Soon after, the committee disbanded without accomplishing its goal.

At our outdoor party last Saturday night, I watched my brother as he stepped backward into our

swimming pool, and burst out laughing. (Believe me, it wasn't my brother who was laughing.)

b. Sometimes, for clarity, it is necessary to separate two verbs.

All any insurance policy is, is a contract for services.

BUT: I can prove that that conversation never took place.

c. Use a comma to separate repeated words.

It was a long, long time ago. Well, well, we'll find a way.

That was a very, very old argument. Now, now, you don't expect me to believe that!
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5* Commas with dashes: see M213, 215b.

Commas in numbers: see n461-463.
Commas with questions within sentences: see nil4-117.

Commas with parentheses: see 112240.

Commas inside closing quotation marks: see 11247.

Commas at the end of quotations: see n253-255.

Commas preceding quotations: see 11256.

Commas with quotations within a sentence: see 1111259-262.

Commas to set ojf interruptions in quoted material: see 11262.

Spacing with commas: see 11299.

The Semicolon
Between Independent Clauses-^/?</, But, Or, or Nor Omitted

I

a. When a coordinating conjunction (and, but, or, or nor) is omitted between two

independent clauses, use a semicolon—not a comma—to separate the clauses.

(See 11187.) If you prefer, you can treat the second clause as a separate sentence.

Most of the stockholders favored the sale; the management did not.

OR: Most of the stockholders favored the sale. The management did not.

(NOT: Most of the stockholders favored the sale, the management did not]

Bob is going for his M.B.A.; Janet already has hers.

Subnotebooks aren't just smaller; they're cheaper.

(NOT: Subnotebooks aren't just smaller, they're cheaper.]

b. If the clauses are not closely related, treat them as separate sentences.

WEAK: Thank you for your letter of September 8; your question has already been passed on to

the manager of mail-order sales, and you should be hearing from Mrs. Livonia within three days.

BETTER: Thank you for your letter of September 8. Your question has already been passed on

to the manager of mail-order sales, and you should be . .

.

c. The omission of but between two independent clauses requires, strictly speaking,

the use of a semicolon between the two clauses. However, when the clauses are

short, a comma is commonly used to preserve the flow of the sentence.

Not only was the food bad, the portions were minuscule.

NOTE: As a general rule, a semicolon is used only to separate independent clauses. For

one exception, see 11182a.

Between Independent Clauses-^nc/, But, Or, or Nor Included

I A comma is normally used to separate two independent clauses joined by a coordi-

nating conjunction. However, under certain circumstances a semicolon may be used.

a. Use a semicolon in order to achieve a stronger break between clauses than a

comma provides.

NORMAL BREAK: Many people are convinced that they could personally solve the problem If

given the authority to do so, but no one will come forward with a clear-cut plan that we can

evaluate in advance.

STRONG BREAK: Many people are convinced that they could personally solve the problem

if given the authority to do so; but no one will come forward with a clear-cut plan that we can

evaluate in advance.
Continued on page 40
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b. Use a semicolon when one or both clauses have internal commas and a misread-

ing might occur if a comma also separated the clauses.

coNFUsmG: I sent you an order for copier paper, computer paper, and No. 10 envelopes, and
shipping tags, cardboard cartons, stapler wire, and binding tape were sent to me instead.

CLEAR: I Sent you an order for copier paper, computer paper, and No. 10 envelopes; and ship-

ping tags, cardboard cartons, stapler wire, and binding tape were sent to me instead.

NOTE: To prevent misreading, you will usually find it better to reword the sentence

than rely on stronger punctuation.

BETTER: I sent you an order for copier paper, computer paper, and No. 10 envelopes, and you

sent me shipping tags, cardboard cartons, stapler wire, and binding tape instead. (Jhe shift in

the verb from passive to active eliminates any confusion and produces a stronger sentence as

well.)

c. If no misreading is likely, a comma is sufficient to separate the clauses, even

though commas are also used within the clauses.

On June 8, 2001, 1 discussed this problem with your customer service manager, Betty Dugan,

but your company has taken no further action.

All in all, we're satisfied with the job Bergquist Associates did, and in view of the tight dead-

lines they had to meet we're pleased that they came through as well as they did.

>^ For additional examples, see SI133.

woTE: Some writers still insist on using a semicolon in sentences like those in c

above simply because of the presence of internal commas in the clauses, even

though no misreading is possible. Yet no one appears to be troubled by the use of

a comma to separate clauses in a complex sentence when commas also appear

within the clauses.

Although I discussed this problem with your customer service manager, Fay Dugan, on June 8,

2001, your company has taken no further action.

In summciry, do not use a semicolon in sentences like those in c above except to

prevent misreading or to deHberately create a stronger break between clauses.

With Transitional Expressions

I
When independent clauses are linked by transitional expressions (see a partial list

below), use a semicolon between the clauses. (You can also treat the second inde-

pendent clause as a separate sentence.)

accordingly however so (see 11179)

besides moreover that is (see 11181)

consequently namely (see 11181) then

for example (see 11181) nevertheless therefore

furthermore on the contrary thus

hence otherwise yet (see 11179)

They have given us an oral okay to proceed; however, we're still waiting for written confirma-

tion. (OR: . . . okay to proceed. However, we're still . .
.

)

Our costs have started to level off; our sales, moreover, have continued to grow.

Let's give them another month; then we can pin them down on their progress.

NOTE: Use a comma after the transitional expression when it occurs at the start of

the second clause. (See the first example above.) However, no comma is needed after
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hence, then, thus, so, and yet unless a pause is wanted at that point. (See the third

excimple at the bottom of page 40.)

>^ For the use ofcommas with transitional expressions, see SI1I138-143.

179 An independent clause introduced by so (in the sense of "therefore") or yet may be

preceded by a comma or a semicolon. Use a comma if the two clauses are closely

related and there is a smooth flow from the first clause to the second. Use a semi-

colon or a period if the clauses are long and comphcated or if the transition between

clauses calls for a long pause or a strong break.

Sales have been good, yet profits are low.

This report explains why production has slowed down; yet it does not indicate how to avoid

future glitches.

These sale-priced attache cases are going fast, so don't delay if you want one.

We have been getting an excessive number of complaints during the last few months about our

service; so I would like each of you to review the operations in your department and indicate

what corrective measures you think ought to be taken, (oil . . . about our service. So I would

like ... 3

180 If both a coordinating conjunction and a transitional expression occur at the start of

the second clause, use a comma before the conjimction.

The site has a number of disadvantages, and furthermore the asking price is quite high. (See

11142b and note.)

REMEMBER: A semicolou is needed to separate independent clauses, not so much
because a transitioned expression is present but because a coordinating conjimction

is absent.

With For Example^ Namely, That is, Etc.

Before an Independent Clause

a. In general, when two independent clauses are linked by a transitional expression

such as for example (e.g.), namely, or that is (i.e.), use a semicolon before the

expression and a comma afterward.

She is highly qualified for the job; for example, she has had ten years' experience as a research

chemist

NOTE: You cau also replace the semicolon with a period and treat the second

clause as a separate sentence.

She is highly qualified for the job. fijr example, she has had . .

.

b. If the first clause serves to anticipate the second clause and the fuU emphasis is

to fall on the second clause, use a colon before the transitional expression.

Your proposal covers all but one point: namely, who is going to foot the bill?

c. For a stronger but less formal break between clauses, the semicolon or the colon

may be replaced by a dash.

Hampton says he will he\p-thatis, he will help if you ask him to.

NOTE: Use the abbreviated forms e.g. and i.e. only in informal, technical, or "expedi-

ent" dociunents (such as business forms, catalogs, and routine memos and letters

between business offices).
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At the End of a Sentence

When/or example, namely, or that is introduces words, phrases, or a series of clauses at

the end ofa sentence, the punctuation preceding the expression may vary as follows:

a. If the first part of the sentence expresses the complete thought and the explana-

tion that follows seems to be added as an afterthought, use a semicolon before

the transitional expression.

Always use figures with abbreviations; for example, 6 m, 9 sq in, 4 p.m. (Here the earlier part of

the sentence carries the main thought; the examples are a welcome but nonessential addition.)

NOTE: The use of a semicolon before for example with a series of phrases is an
exception to the general rule that a semicolon is always followed by an indepen-

dent clause.

b. If the first part of the sentence suggests that an important explanation or illus-

tration will follow, use a colon before the transitional expression to throw empha-
sis on whatfollows.

My assistant has three important duties: namely, attending all meetings, writing the minutes,

and sending out notices. (The word three anticipates the enumeration following namely. The
colon suggests that what follows Is the main thought of the sentence.)

NOTE: Use a comma before the transitional expression to throw emphasis on what
precedes.

I checked these figures with three people, namely Alma, Andy, and Jim. (This punctuation

emphasizes three people rather than the specific names.)

c. If/or example, namely, or that is introduces an appositive that explains a word or

phrase immediately preceding, a comma should precede the transitional expression.

Do not use quotation marks to enclose an indirect quotation, that is, a restatement ofa person's

exact words. (Here again, a comma is used because what precedes the transitional expression

Is more Important than what follows.)

d. The semicolon, the colon, and the comma in the examples ui 1182a-c may be

replaced by a dash or by parentheses. The dash provides a stronger but less for-

mal break; the parentheses serve to subordinate the explanatory element. (See

also M201-205, 219.)

Within a Sentence

When /or example, namely, or that is introduces words, phrases, or clauses within a

sentence, treat the entire construction as nonessential and set it off with commas,
dashes, or parentheses. Dashes will give emphasis to the mtermptmg construction;

parentheses will make the construction appear less important than the rest of the

words in the sentence.

Many of the components, for example, the motor, are manufactured by outside suppliers.

Many of the components-for example, the motor-are manufactured by outside suppliers.

Many of the components [for example, the motor] are manufactured by outside suppliers.

NOTE: Commas can be used to set off the nonessential element so long as it contains

no internal pimctuation (other than the comma after the mtroductory expression). If
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the nonessential element is internally punctuated with several commas, set it off

with either dashes or parentheses.

Many of the components- /or example, the motor, the batteries, and the cooling unit-are man-

ufactured . . . (Use dashes for emphasis. See T1201.]

OR: Many of the components (for example, the motor, the batteries, and the cooling unit) are

manufactured . . . (Use parentheses for subordination. See ^21 9b.]

In a Series

184 Use a semicolon to separate items in a series if any of the items already contain

commas.

The company will be represented on the Longwood Environmental Council by Martha Janowski,

director of public affairs; Harris Mendel, vice president of manufacturing; and Daniel Santoya,

director of environmental systems.

NOTE: As an alternative use parentheses to enclose the title following each name.

Then use commas to separate the items in the series.

The company will be represented on the Longwood Environmental Council by Martha Janowski

(director of public affairs), Harris Mendel (vice president of manufacturing), and Daniel Santoya

(director of environmental systems).

185 Avoid starting a sentence with a series punctuated with semicolons. Try to recast

the sentence so that the series comes at the end.

AWEWASD: New offices in Framingham, Massachusetts; Rochester, Minnesota; Metairie,

Louisiana; and Bath, Maine, will be opened next year.

IMPROVED: Next year we will open new offices in Framingham, Massachusetts; Rochester,

Minnesota; Metairie, Louisiana; and Bath, Maine.

NOTE: In sentences that mention one or more cities, omit the state names if the cities

are well known and are clearly linked with only one state. (See also 11160, note.)

Next year we will open new offices in St Louis, Denver, and Fort Worth.

With Dependent Clauses

188 Use semicolons to separate a series of parallel dependent clauses if they are long or

contain internal commas.

If you have tried special clearance sales but have not been able to raise the necessary cash; if

you have tried to borrow the money and have not been able to find a lender; if you have offered

to sell part of the business but have not been able to find a partner, then it seems to me that

your only course of action is to go out of business. (See 11185.)

They promised that they would review the existing specifications, costs, and sales estimates for

the project; that they would analyze Merkle's alternative figures; and that they would prepare a

comparison of the two proposals and submit their recommendations.

NOTE: A simple series of dependent clauses requires only commas, just like any other

kind of series. (See also 11162.)

Mrs. Bienstock said that all the budgets had to be redone by Monday, that she could not pro-

vide us with any extra help, and that we'd better cancel any weekend plans.

5^ Semicolons with dashes: see n213, 215c.

Semicolons with parentheses: see f224a.

Semicolons with quotation marks: see ^248.

Spacing with semicolons: see ^299.
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The Colon
Between Independent Clauses

a. Use a colon between two independent clauses when the second clause explains

or illustrates the first clause and there is no coordinating conjunction or transi-

tional expression linking the two clauses.

I have a special fondness for the Maine coast: it reminds me of the many happy summers we
spent there before our children went off to college.

I have two major hurdles to clear before I get my Ph.D.: I need to pass the oral exam and write

a dissertation.

The second clause that explains or illustrates the first clause may itself consist

of more than one independent clause.

It has been said that a successful project goes through three stages: it won't work, it costs too

much, and I always knew it was a good idea.

NOTE: It has been traditional to leave two spaces after a colon. Now that the stan-

dards of desktop pubhshing predominate, the use of only one space is appropriate.

Unlike the si^dicmg between sentences, where two spaces maybe needed to improve

the visual break, the use of only one space after a colon within a sentence normally

provides an adequate visual break (just as it does for a semicolon or a comma).

b. Compare the use of the colon and the semicolon in the following sentences.

The job you have described sounds very attractive: the salary, the benefits, and the opportuni-

ties for training and advancement seem excellent. [Use a colon when the second clause

explains the first.)

The job you have described sounds very attractive; it is the kind of job I have been looking for.

(Use a semicolon when the second clause does not explain the first clause.)

The job you have described sounds very attractive; for example, the salary and the benefits are

good, and the opportunities for advancement seem excellent. (Ordinarily use a semicolon when
a transitional expression links the clauses. However, see 11188.)

c. If you aren't siure whether to use a semicolon or a colon between two independent

clauses, you can treat each clause as a separate sentence and use a period at the

end of each.

The job you have described sounds very attractive. For example, the salary and the benefits are

good, and the opportunities for advancement seem excellent

Before Lists and Enumerations

U23 Place a colon before such expressions as /or example, namely, and that is when they

introduce words, phrases, or a series of clauses anticipated earher in the sentence.

(See M181-182.)

The company provides a number of benefits not commonly offered in this area: for example,

free dental insurance, low-cost term insurance, and personal financial counseling services.

5* For spacing after a colon when it is used with a list or an enumeration within a sen-

tence, see Sll87a, note.

189 When a clause contains an anticipatory expression (such as thefollowing , asfollows,

thus, and these) and directs attention to a series of explanatory words, phrases, or

clauses, use a colon between the clause and the series.
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These are some of the new features in this year's models: a fuel economy indicator, a new rear

suspension, and a three-year limited warranty.

7776 following staff members have been selected to attend the national sales conference in

Honolulu:

Frances Berkowitz

Thomas Gomez

Thomas Miscina

NOTE: Use as follows (not as follow), even though this phrase refers to a plural noun.

The restrictions on the use of this property are as follows: . .

.

190 Use a colon even if the anticipatory expression is only implied and not stated.

The house has attractive features: cross ventilation in every room, a two-story living room, and

two terraces.

Scientists have devised a most appropriate name for a physical property opposed to gravity:

levity. (The colon may be used even when what follows is only a single word. See also ^210.)

1 91 Do not use a colon in the following cases:

a. If the anticipatory expression occiu-s near the beginning of a long sentence.

We have set the following restrictions on the return of merchandise, so please be aware of this

new policy when dealing with customers. Goods cannot be returned after five days, and price

tags must not be removed.

BUT: We have set the following restrictions on the return of merchandise: goods cannot be

returned . .

.

b. If the sentence that contains the anticipatory expression is followed by another

sentence.

Campers will find that the following items will add much to their enjoyment These articles may

be purchased from a store near the camp.

Lightweight backpack

Unbreakable vacuum bottle

Insulated sleeping bag

Polarized sunglasses

c. If an explanatory series follows an introductory clause that does not express a

complete thought. {In such cases the introductory element often ends with a verb

or a preposition.)

WRONG: Some of the questions that this book answers are: How can you reduce your insur-

ance expenses without sacrificing protection? How can you avoid being over- or underinsured?

How can you file a claim correctly the first time around? [Here the introductory clause is incom-

plete. It has a subject Some, and a verb, are, but it lacks a complement)

RIGHT: Some of the questions that this book answers are these: How can you ... ? (Here the

introductory clause is complete; hence a colon is acceptable.)

RIGHT: Here are some of the questions that this book answers: How can you ... ? (Here again

the introductory clause is complete; hence a colon is acceptable.)

WRONG: The panel consists of: Ms. Seidel, Mrs. Kitay, and Mr. Haddad.

RIGHT: The panel consists of Ms. Seidel, Mrs. Kitay, and Mr. Haddad.

RIGHT: The panel consists of the following people: Ms. Seidel, Mrs. Kitay, and Mr. Haddad.

WRONG: This Set of china includes: 12 dinner plates, 12 salad plates, and 12 cups and saucers.

RIGHT: This Set of China includes 12 dinner plates, 12 salad plates, and 12 cups and saucers.

RIGHT: This set of china includes the following pieces: 12 dinner plates, 12 salad plates, and

12 cups and saucers.
Continued on page 46
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NOTE: A colon may be used after an incomplete introductory clause if the items in

the series are Hsted on separate lines.

This set of china includes: The panel consists of:

12 dinner plates Ms. Seidel

12 salad plates IVlrs. Kitay

12 cups and saucers Mr. Haddad

In Expressions of Time and Proportions

^E3 When hoiurs and minutes are expressed in figures, separate them with a colon, as in

the expression 8:25. (No space precedes or follows this colon. See also 11299.)

193 A colon is used to represent the word to in proportions, as in the ratio 2J . (No space

precedes or follows this colon. See also ^299.)

In Business Documents
ai^'Lla. In business letters, use a colon after the salutation (see also 111346). In social-

business letters, use a comma (see also 111395b).

b. In business letters, a colon is often used with elements displayed on separate

lines. (In some cases another type of ptmctuation is also acceptable.)

REFERENCE NOTATIONS: When replying, refer to: Policy 356 627 894 (see 1|1316)

ATTENTION LINE: Attention: Ms. Jane Palmer (see 111344)

SUBJECT LINE: Subject: Amendments to Berkowitz Contract (see 111353)

REFERENCE INITIALS: DMD:SBC OR dmd/sbs OR sbc (see 111370c)

ENCLOSURE NOTATION: Enclosures: OR Under separate cover: (see 11111373-1374)

COPY NOTATION: cc: P. Malone OR c: P. Malone

OR Copies to: P. Malone (see 111376d-r)

POSTSCRIPT: PS: Please call on Monday or PS. Please call . . . (see 111381)

NOTE: Leave one or two spaces after the colon as needed to achieve an adequate

visual break. You may also use the first preset tab after the colon to estabhsh the

starting point for what follows. (A colon used in reference initials should not be

followed or preceded by any space.)

c. In memos and other business documents, use a colon after displayed guide

words.

TO: FROM: DATE: SHIP TO: BILL TO: Distribution:

NOTE: Leave a minimiun of two spaces after displayed guide words like these. If a

number of displayed guide words are arranged in a coliunn (as in the heading of

a memo), set a tab a minimum of two spaces after the longest guide word m the

column so that the entries following the guide words will aU ahgn at the same
point. You may be able to use a preset tab instead of setting a new tab. (See

1I1393f.)

In References to Books or Publications

195 a. Use a colon (followed by one space) to separate the title and the subtitle of a

book.

Be sure to read The New Positioning: The Latest on the World's No. 1 Business Strategy.
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A colon may be used to separate volume number and page number in footnotes

and similar references. (Leave no space before or after this colon. See also ^299

8:763-766 (meaning Volume 8, pages 763-766; see also 111512, note)

NOTE: A reference to chapter and verse in the Bible is handled the same way:

Is. 55:10 (meaning Chapter 55, verse 10 in the Book of Isaiah)

Capitalizing After a Colon

I

Do not capitalize after a colon if the material that follows cannot stand alone as a

sentence.

All cash advances must be countersigned by me, with one exception: when the amount is less

than $50. (Dependent clause following a colon.)

Two courses are required: algebra and English. (Words following a colon.)

EXCEPTION: Capitalize the first word after the colon if it is a proper noun, a proper

adjective, or the pronoim I.

Two courses are required: English and algebra.

Do not capitalize the first word of an independent clause after a colon if the clause

explains, illustrates, or amplifies the thought expressed in the first part of the sen-

tence. (See 51196, exception.)

Essential and nonessential elements require altogether different punctuation: the latter should

be set off by commas; the former should not.

Capitalize the first word of an independent clause after a colon only if it requires spe-

cial emphasis or is presented as a formed rule. (In such cases the independent clause

expresses the main thought; the first part of the sentence usually fimctions only as

an introduction.)

Let me say this: If the company is to recover from its present difficulties, we must immediately

devise an entirely new marketing strategy.

Here is the key principle: Nonessential elements must be set off by commas; essential elements

should not.

Although index investing derives from the theory that the markets operate efficiently, its intel-

lectual foundation is based on a simple truth: It is impossible for all stock investors togetherlo

outperform the overall stock market.

NOTE: Some writers like to capitalize every independent clause that follows a colon,

even though they would not be tempted to capitalize independent clauses that fol-

low a semicolon or a dash. The best pohcy is not to capitalize independent clauses

after a colon except as specifically noted in M 197-199.

Also capitalize the first word after a colon imder these circvunstances:

a. When the material following the colon consists of two or more sentences.

There are several drawbacks to this proposal: First, it will tie up a good deal of capital for the

next five years. Second, the likelihood of a significant return on the investment has not been

shown.

b. When the material following the colon is a quoted sentence.

Frederick Fontina responded in this way: "We expect to win our case once all the facts are

brought out in the trial." (See 11256 for the use of a colon before a quoted sentence.)

Continued on page 48
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C. When the material following the colon starts on a new line (for example, the body

of a letter following the salutation or the individual items displayed on separate

lines in a Hst)

.

Capitalize the first word of:Dear John:

I have read your latest draft, and I

find It much improved. However, on

page 4 I wish you would redo . .

.

a. Every sentence.

b. Direct quotations.

c. Salutations in letters.

d.

e.

When the material preceding the colon is a short introductory word such as Note,

Caution, Remember, or Wanted.

Note: All expense reports must be submitted no later than Friday.

Remember: All equipment must be turned off before you leave.

When the material preceding the colon is the name of a speaker in the transcrip-

tion of court testimony or m a script for a play. (See also ^270.)

SPELLMAN: According to Mrs. Genovese's testimony, you called Mr. Mellon "a person of hid-

den depths."

RISKIN: What I actually said was that I found Mr. Mellon to be a person of hidden shallows.

Colons with dashes: see n213, 215c.

Colons with parentheses: see f224a.

Colons with quotation marks: see ^^248, 256.

Spacing with colons: see Sll87a, note, and n299, 1433e.



SECTION 2
Punctuation: Other Marks

The Dash (1111201-217)

In Place of Commas (M201-203]

In Place of a Semicolon (^204)

In Place of a Colon (51205)

In Place of Parentheses (11206)

To Indicate an Abrupt Break or an Afterthought (M207-208)

To Show Hesitation (^209)

To Emphasize Single Words (^210)

With Repetitions, Restatements, and Summarizing Words (11211)

Before Attributions (11212)

Punctuation Preceding an Opening Dash (1213)

Pimctuation Preceding a Closing Dash (11214)

Punctuation Following a Closing Dash (11215)

Typing Dashes (1111216-217)

Parentheses (1111218-226)

With Explanatory Material (1111218-219)

With References (11220)

With Dates (11221)

With Enumerated Items (H1I222-223)

Parenthetical Items Within Sentences (H224)

Parenthetical Items at the End of Sentences (H225)

Parenthetical Items as Separate Sentences (11226)

Quotation Marks (1111227-284)

With Direct Quotations (1111227-234)

For Special Emphasis (1111235-241)

With Titles of Literary and Artistic Works (1111242-244)

Quotations Within Quotations (1111245-246)

With Periods and Commas (11247)

With Semicolons and Colons (1(248)

With Question Marks and Exclamation Points (1(249)

With Dashes (11250)

With Parentheses (1(251)

Punctuating Quotations That Stand Alone (11252)

Punctuating Quotations That Begin a Sentence (1111253-255)
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Quotation Marks (Continued)

Punctuating Quotations That End a Sentence (M256-258)

Punctuating Quotations "^^thin a Sentence (OT259-261)

Punctuating Quoted Sentences With Interrupting Expressions (M262-263)

Punctuating Long Quotations (M264-265)

Quoting Letters (^266)

Quoting Poetry (M267-268)

Quoting Dialogues cind Conversations (M269-2 70)

Style in Quoted Material (^271)

CapitaHzation in Quoted Material (^11272-273)

Omissions m Quoted Material (M274-280)

Insertions in Quoted Material (^11281-283)

Aligning Quotation Marks (^284)

Italics and Underlining (^l|285-290)
For Special Emphasis (M285-288)

With Titles of Literary and Artistic Works (^289)

Guidelines for Itahcs and Underlining (^290)

Other Marks of Punctuation (^lJ291-298)
Ellipsis Marks (. . .) (11291)

The Asterisk {*) (M292-293)

The Diagonal (/) (1(^294-295)

Brackets ([ ]) (M296-297)

The Apostrophe (') (11298)

Spacing With Punctuation Marks (tj299)

>^ For definitions ofgrammatical terms, see the appropriate entries in the Glossary of Grammatical

Terms (Appendix A).

The Dash
Although the dash has a few specific functions of its own, it most often serves m place of the

comma, the semicolon, the colon, or parentheses. When used as an alternative to these other

marks, it creates a much more emphatic separation of words within a sentence. Because of

its versatihiy, some writers are tempted to use a dash to punctuate almost any break within

a sentence. Indeed, some writers mistakenly think it is fashionable to use dashes m place of

periods at the end of sentences. However, this indiscriminate use of dashes destroys the spe-

cial forcefulness that a dash can convey. So please use the dash sparingly—and then only for

dehberate effect.

IMPORTANT NOTE: Dashes come in different lengths—one em, two ems, three ems, and one en.

(An em has the same width as a capital M; an en is one-half the width of an em.)

The term dash—as used in 1111201-215—refers in all cases to a one-em dash; 1111216-217

deal m part with the use of two-em, three-em, and en dashes. (In the preceding sentence the
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dash used in the phrase n201-215 is an illustration of an en dash. The dashes used to set

off the phrase as used in n201-215 as a whole are illustrations of an em dash, the simpler

way of referring to a one-em dash.)

In Place of Commas
I

Use dashes in place of commas to set off a nonessential element that requires spe-

cial emphasis.

At this year's annual banquet, the speakers-and the food-were superb.

Of all the color samples you sent me, there was only one I liked-taupe.

I

If a nonessential element akeady contains internal commas, use dashes in place of

commas to set the element off. (If dashes provide too emphatic a break, use paren-

theses instead. See M183, 219.)

Our entire inventory of Oriental rugs-including a fine selection of Sarouks, Kashans, and

Bokharas-will be offered for sale at a 40 percent discount.

203 To give special emphasis to the second independent clause in a compoimd sentence,

use a dash rather than a comma before the coordinating conjimction.

The information I sent you is true-and you know it!

In Place of a Semicolon

204 For a stronger but less formal break, use a dash in place of a semicolon between

closely related independent clauses. (See Ml 76, 178.)

I do the work-he gets the credit!

The job needs to be done-moreover, it needs to be done well.

Wilson is totally unqualified for a promotion-for example, he still does not grasp the basic prin-

ciples of good management

in Place of a Colon

205 For a stronger but less formal break, use a dash in place of a colon to introduce

explanatory words, phrases, or clauses. (See M 187-189.)

I need only a few items for my meeting with Kaster-namely, a copy of his letter of May 18, a

copy of the contract under dispute, and a bottle of aspirin.

My arrangement with Gina is simple-she handles sales and I take care of promotion.

In Place of Parentheses

206 Use dashes instead of parentheses when you want to give the nonessential element

strong emphasis. (See M183, 219.)

Call Mike Habib-he's with Jax Electronics-and get his opinion.

To Indicate an Abrupt Break or an Afterthought

207 Use a dash to show an abrupt break in thought or to separate an afterthought from

the main part of a sentence. When a sentence breaks off after a dash, leave one or

two spaces before the next sentence. (See ^102.)

I wish you would- Is there any point in telling you what I wish for you?

We offer the best service in town-and the fastest!

According to Bertrand Russell, "Many people would sooner die than think-and usually do."
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208 If a question or an exclamation breaks off abruptly before it has been completed, use

a dash followed by a question mark or an exclamation point as appropriate. If the

sentence is a statement, however, use a dash alone. Leave one or two spaces before

the next sentence. (See 11102.)

Do you want to tell him or-? Suppose I wait to hear from you.

If only- Yet there's no point in talking about what might have been.

[NOT: If only-. Yet there's no point in talking about what might have been.)

>- For the use of ellipsis marks to indicate a break in thought, see 1129Ih.

To Show Hesitation

209 Use a dash to indicate hesitation, faltering speech, or stammering.

The work on the Patterson project was begun-oh, I should say-well, about May 1 -certainly

no later than May 15.

To Emphasize Single Words
210 Use dashes to set off single words that require special emphasis.

Jogging-that's what he lives for.

There is, of course, a secret ingredient in my pasta sauce-fennel.

With Repetitions, Restatements, and Summarizing Words
211 a. Use dashes to set off and emphasize words that repeat or restate a previous

thought.

Next week-on Thursday at 10 a.m.-we will be making an important announcement at a press

conference.

Don't miss this opportunity-the opportunity of a lifetime!

b. Use a dash before such words as these, they, and all when these words stand as

subjects summarizing a preceding Hst of details.

Network television, magazines, and newspapers-f/jese will be the big losers in advertising reve-

nues next year.

India, Korea, and Australia-a// are important new markets for us.

BUT: India, Korea, and Australia are all important new markets for us. (TMo dash is used when
the summarizing word is not the subject)

Before Attributions

212 When providing an attribution for a displayed quotation—^that is, when identifying

the author or the source of the quotation—use a dash before the name of the author

or the title of the work.

Never put off till tomorrow that which you can do today.

-Benjamin Franklin

Never do today what you can put off till tomorrow.

-Aaron Burr

Never put off until tomorrow what you can do the day after tomorrow.

-Mark Twain

MOTE: The attribution typically appears on a separate line, ahgned at the right with

the longest line in the displayed quotation above. For additional examples, see

1[284b.
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Punctuation Preceding an Opening Dash

213 Do not use a comma, a semicolon, or a colon before an opening dash. Moreover, do

not use a period before an opening dash (except a period following an abbreviation).

Quality circles boost productivity-and they pay off in higher profits too.

(NOT: Quality circles boost productivity-and they pay off in higher profits too.)

The catalog proofs arrived before 1 1 a.m.-just as you promised.

Punctuation Preceding a Closing Dash

214 a. When a statement or a command is set off by dashes within a sentence, do not use

a period before the closing dash (except a period following an abbreviation).

Ernie Krauthoff-he used to have his own consulting firm-has gone back to his old job at

Marker's.

(NOT: Ernie Krauthoff-He used to have his own consulting firm.-has gone back to his old job

at Marker's.)

Your proposal was not delivered until 6:15 p.m.-more than two hours after the deadline.

b. When a question or an exclamation is set off by dashes within a sentence, use a

question mark or an exclamation point before the closing dash.

The representative of the Hitchcock Company-do you know her?-has called again for an

appointment

The new sketches-l can't wait to show them to youl-should be ready by Monday or Tuesday

at the latest

NOTE: When a complete sentence is set off by dashes, do not capitalize the first word

imless it is a proper noun, a proper adjective, the pronoim /, or the first word of a ^
quoted sentence.

Punctuation Following a Closing Dash
215 When the sentence construction requires some mark of pimctuation following a clos-

ing dash, either retain the dash or use the sentence punctuation—^but do not use

both marks together.

a. When a closing dash falls at the end of a sentence, it should be replaced by the

punctuation needed to end the sentence—a period, a question mark, or an excla-

mation point. (See ^208 for exceptions.)

Wheeler's Transport delivers the goods-on time!

(NOT: Wheeler's Transport delivers the goods-on time-!)

b. When a closing dash occurs at a point where the sentence requires a comma,

retain the closing dash and omit the comma.

The situation has become critical-indeed dangerous-but no one seems to care. (Here the

closing dash is retained, and the comma before the coordinating conjunction is omitted.)

If you feel you are qualified for the job-and you may very well be-you ought to take the

employment test and go for an interview. (Here the closing dash is retained, and the comma
that separates a dependent clause from an independent clause is omitted.)

Brophy said-and you can check with him yourself-"This office must be vacated by Friday."

(Here the closing dash is retained, and the comma before the quotation is omitted.)

NOTE: Do not put a phrase in dashes if the closing dash occurs at a point where a

comma is needed after an item in a series. Put the phrase in parentheses instead.

Continued on page 54
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CONFUSING: I plan to ask Spalding, Crawford-Betty, not Harold-Hlggins, and Martin to inves-

tigate why sales have fallen off so sharply.

CLEAR: I plan to ask Spalding, Crawford (Betty, not Harold), Higgins, and Martin to investigate

why sales have fallen off so sharply.

c. If a closing dash occurs at a point where the sentence requires a semicolon, a

colon, or a closing parenthesis, drop the closing dash cind use the required sen-

tence pimctuation.

Please try to get your sales projections to us by Wednesday-certainly by Friday at the latest;

otherwise, they will be of no use to us in planning next year's budget.

Here is what Marsha had to say-or at least the gist of it: look for new opportunities in niche

marketing, and move quickly to capitalize on them.

You need a volunteer (for example, someone like Louis Morales-he's always cooperative) to

play the part of the customer.

Typing Dashes

216 a. If you are using word processing software, you will very likely have access to a

special character called an em dash—so called because it is as wide as a capital

M. (This is the dash that appears in all the examples m ^201-2 15.) If you do

not have access to this special character, you can construct a dash by striking the

hyphen key twice with no space between the hyphens. Whether you use an em
dash or two hyphens, leave no space before or after the dash.

Don't believe him-ever! (not: Don't believe him - ever!)

OR: Don't believe him-ever! (not: Don't believe him ~ ever!)

BUT: If only I had realized- But now it's too late. (When a statement breaks off abruptly, leave

one or two spaces between the dash and the start of the next sentence. See 11208 and an

important spacing guideline in 11102.)

b. Never use a smgle hyphen to represent a dash.

There's only one person who can do this job--you!

(NOT: There's only one person who can do this job-you! OR: . . . this job - you!)

c. A two-em dash is used to indicate that letters are missmg from a word. If you do

not have access to a two-em dash, type four consecutive hj^hens (with no space

between) . If the letters are missing from within a word, leave no space before or

after the two-em dash. If the letters are missing at the end of a word, leave no

space before; leave one space after unless a mark of punctuation is required at

that point.

Mr. T—n was the one who tipped off the police, or- Mr. T-—n was the one . .

.

Mrs. J— asked not to be identified, or Mrs. J-— asked not to be identified.

d. A three-em dash is used to indicate that an entire word has been left out or needs

to be provided. If you do not have access to a three-em dash, type six consecutive

hyphens (with no space between hyphens). Since the three-em dash represents a

complete word, leave one space before and after the three-em dash imless a mark
of pimctuation is required after the missing word.

We expect our sales will reach by the end of the year. OR: ... reach by the . .

.

NOTE: A three-em dash is also used in bibhographies to represent an author's

name in subsequent entries, after the first entry in which the author's name is

given in full. See ^1550 and the illustration on page 465,
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e. Type a dash at the end of a line (rather than at the start of a new hne)

.

He lives in Hawaii- NOT: He lives in Hawaii

on Maui, I believe. -on Maui, I believe.

217 a. Use an en dash—half the length of an em dash but longer than a hyphen—to con-

nect numbers m a range. The en dash means "up to and including" in expressions

like these:

open 10 a.m.-6 p.m., Monday-Friday see Chapters 2-3, pages 86-124

planned for the week of March 2-8 a loan of $50,000-$60,000 for 10-15 years

during the years 1 999-2003 retirement plans for employees aged 55-62

a seminar scheduled for May-June 2002 new offices located on Floors 16-17

5^ For the use ofan en dash in certain compound adjectives, see f819b, note, and 31821b,

note. For other examples showing the use of an en dash, see n459-460.

b. If the equipment you are using does not offer access to an en dash, use a hyphen

in expressions hke those in a above.

c. In manuscript being prepared for pubhcation, it is often necessary to use special

proofreaders' marks to distinguish en dashes from em dashes and hyphens, espe-

cially when hyphens have been used throughout the manuscript to represent

dashes of varying length.

The proper way to code the length of dashes is as follows:

J. J, _Z _3
A/ M /V\ M

The proper way to indicate which hj^hens are to be treated as hyphens is to dou-

ble the hyphen to look like an equal sign. For example:

first-rate first"rate
A A

A twojday conference will take place early this spring-sometime during the week of

April 4-10, 1 believe. The registration fee of $250-$300 will be reduced for those who
N A/

sign up for the first'ciay program.

Parentheses
Parentheses and dashes serve many of the same functions, but they differ in one significant

respect: parentheses can set off only nonessential elements, whereas dashes can set off

essential and nonessential elements, remember: In setting off elements, dashes emphasize;

parentheses de-emphasize.

With Explanatory Material

I

Use parentheses to enclose explanatory material that is independent of the main

thought of the sentence. The material within parentheses may be a single word, a

phrase, an entire sentence, a number, or an abbreviation.

We called him Mr. B. for so long that when I ran into him last week, I couldn't remember his

last name (Bertolucci). [A single word.)
Continued on page 56
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By Friday (and sooner if possible) I will have an answer for you. (A phrase.)

Our competitors (we consistently underprice them) can't understand how we are able to do it

[A sentence.)

This note for Five Thousand Dollars C$5000) is payable within ninety C90) days. (IMumbers. See

^^420, 436, note.)

Many corporations have created a new top-level job: chief information officer CCIO). (Abbreviation.

See 11504, note.)

NOTE: Be sure the parentheses enclose only what is truly parenthetical.

WRONG: I merely said I was averse [not violently opposed to) your suggestion.

RIGHT: I merely said I was averse [not violently opposed) to your suggestion.

[jUse parentheses to set off a nonessential element when dashes would be too

emphatic and commas might create confusion.

a. Parentheses are clearer than commas when a city-state expression occurs as an

adjective.

Sales are down in our Middletown (Connecticut) office.

BETTER THAN: Sales are down in our Middletown, Connecticut office.

b. Parentheses are clearer than commas when the nonessential element already

contains commas. (See M183, 202.)

In three of our factories (Gary, Detroit and Milwaukee) output is up.

With References

Use parentheses to set off references and directions.

When I last wrote to you (see my letter of July 8 attached), I enclosed photocopies of checks,

that you had endorsed and deposited.

When a reference fcdls at the end of a sentence, it may be treated as part of the sen-

tence or as a separate sentence. (See also 11225, note.)

This point is discussed at greater length in Chapter 7 (see pages 90-101).

OR: This point is discussed at greater length in Chapter 7. (See pages 90-101.)

>^ For the use ofparentheses in footnotes, endnotes, and textnotes, see Section 15.

With Dates
E^^JUse parentheses to enclose dates that accompany a person's name, a pubhcation, or

an event.

He claims that he can trace his family back to Charlemagne (742-814).

The "Sin On" Bible (1716) got its name from an extraordinary typographical error: instead of

counseling readers to "sin no more," it urged them to "sin on more."

With Enumerated items

I

a. "Within a Sentence. Use parentheses to enclose numbers or letters that accom-

pany enumerated items within a sentence.

We need the following information to complete our record of Ms. Pavlick's experience: (1) the

number of years she worked for your company, (2) a description of her duties, and (3) the num-

ber of promotions she received.

NOT: ... our record of Ms. Pavlick's experience: 1) the number of years she worked for your

company, 2) a description of her duties, and 3) the number of promotions she received. (The

only acceptable use of a single closing parenthesis is in an outline. See ^223.)
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NOTE: Use letters to enumerate items within a sentence when the sentence itself

is part of a numbered sequence.

3. Please include these items on your expense report: (a) the cost of your hotel room, (b) the

cost of meals, and (c) the amount spent on travel.

b. In a Displayed List. If the enumerated items appear on separate lines, the let-

ters or numbers are usually followed only by periods. (See ^107.)

223 Subdivisions in outlines are often enclosed in parentheses. It is sometimes neces-

sary to use a single closing parenthesis to provide another level of subdivision.

1 I

a A
(1) 1

(a) a

1) (1)

a) (a)

1)

a)

NOTE: At every level of an outline there should be at least two items. If an item is

labeled A, there must be at least one more item (labeled B] at the same level.

5^ For guidelines on formatting outlines, see ^311722-1727.

Parenthetical Items Within Sentences

If the item in parentheses falls within a sentence:

a. Make sure that any punctuation that comes after the item (such as a comma, a

semicolon, a colon, or a dash) falls outside the closing parenthesis.

Unless I hear from you within five working days (by May 3), I will turn this matter over to my
attorney.

I tried to reach you last Monday called just before noon); however, no one in your office knew

where you were.

For Jane there is only one goal right now (and you know it): getting that M.B.A.

I saw your picture in a magazine last week On People, I think)-and how I laughed when I saw

who was standing next to you!

NOTE: Do not insert a comma, a semicolon, a colon, or a dash before an opening

parenthesis.

b. Do not capitalize the first word of the item in parentheses, even if the item is a

complete sentence, exceptions: Proper nouns, proper adjectives, the pronoun /,

and the first word of a quoted sentence. (See examples in c and d.)

c. Do not use a period before the closing parenthesis except with an abbreviation.

Plan to stay with us (we're only fifteen minutes from the airport) whenever you come to New
Orleans.

NOT: Plan to stay with us (We're only fifteen minutes from the airport.) whenever you come to

New Orleans.

Paul Melnick (he's Boyd's new sales manager) wants to take you to lunch.

At last week's hearing (I had to leave at 4 p.m.), was the relocation proposal presented?

Continued on page 58
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d. Do not use a question mark or an exclamation point before the closing parenthe-

sis unless it appHes solely to the parenthetical item and the sentence ends with

a different mark of punctuation.

At the coming meeting [will you be able to make it on the 19th?], let's plan to discuss next year's

budget [A question mark is used in parentheses because the sentence ends with a period.)

May I still get tickets to the show (and may I bring a friend], or is it too late? [A question mark

is omitted in parentheses because the sentence ends with a question mark.]

NOT: May I still get tickets to the show [and may I bring a friend?], or is it too late?

Parenthetical Items at the End of Sentences

Ei^Jlf the item in parentheses is to be incorporated at the end ofa sentence:

a. Place the pimctuation needed to end the sentence outside the closing parenthesis.

Please return the payroll review sheets by Monday [October 8].

Is it true that there is a special term for gossip spread by e-mail (word of mouse]?

What a prima donna I work with (you know the one I mean]!

b. Do not capitalize the first word of the item in parentheses, even if the item is a

complete sentence, exceptions: Proper noims, proper adjectives, the pronoun /,

and the first word of a quoted sentence. (See examples in c and d below.)

c. Do not use a period before the closing parenthesis except with an abbreviation.

Our office is open late on Thursdays (until 9 p.m.).

Our office is open late on Thursdays (we're here until nine).

NOT: Our office is open late on Thursdays (We're here until nine.].

d. Do not use a question mark or an exclamation point before the closing parenthe-

sis imless it apphes solely to the parenthetical element and the sentence ends

with a different mark of punctuation.

My new assistant is Bill Romero (didn't you meet him once before?].

Be sure to send the letter to Portland, Oregon (not Portland, Maine!].

Then he walked out and slammed the door (can you believe it?]!

Do you know Ellen Smyth (or is it Smythe]?

NOT: Do you know Ellen Smyth (or is it Smythe?]?

I'm through with the job (and I mean it]!

NOT: I'm through with the job (and I mean it!]!

NOTE: When a complete sentence occiurs within parentheses at the end of another

sentence, it may be incorporated into the sentence (as in the examples above) so

long as it is fairly short and closely related. If the sentence in parentheses is long

or requires special emphasis, it should be treated as a separate sentence (see ^226).

Parenthetical Items as Separate Sentences

I
If the item m parentheses is to be treated as a separate sentence:

a. The preceding sentence should close with a pimctuation mark of its own.

b. The item in parentheses should begin with a capital letter.

c. A period, a question mark, or an exclamation point (whichever is appropriate)

should be placed before the closing parenthesis.

d. No other punctuation mark should follow the closing parenthesis. Leave one or

two spaces before the start of the next sentence. (See ^102.)



Section 2 • Punctuation: Other Marks 59

11226

Then Steven Pelletier made a motion to replace the board of directors. (He does this at every

stockholders' meeting.) However, this year . .

.

I was most impressed with the speech given by Helena Verdi. (Didn't you used to work with

her?) She knew her subject and she knew her audience.

> Parentheses around question marks: see 31118.

Parentheses around exclamation points: see ^119c.

Parentheses around confirming figures: see 11420a.

Parentheses around area codes in telephone numbers: see f454c.

Parenthetical elements within parenthetical elements: see S1297.

Plural endings in parentheses: see f626.

Quotation Marks
Quotation marks have three main functions: to indicate the use of someone else's exact words

(see M227-234), to set off words and phrases for special emphasis (see M235-241), and to

display the titles of certain Kterary and artistic works (see M242-244).

IMPORTANT NOTE: There are three styles of quotation marks: curly (" "), slanted (" "), and

straight ("). (Curly quotation marks are often referred to as smart quotes.)

In the following examples, note that ciu-ly and slanted quotation marks require a different

symbol to mark the opening and closing of the quoted material; straight quotation marks are

the same, whether they open or close the quoted material. (Note also that the style of the

apostrophe in won 't matches the style of the quotation marks.)

CUKLY: Paul Simply said, "It won't work."

SLANTED: Paul simply said, "It won't work."

STRAIGHT: Paul Simply said, "It won't work."

The font you select will determine the style of quotation marks to be used. If you wish, you

can switch from the default style to an alternative style by accessing an extended character

set.

Quotation marks usually appear as a doubled set of symbols, but in certain circiunstances

single quotation marks are called for. (See M245-246, 247b, 248b, 249d, 250b, 265b, 298a.)

For guidance on how to position punctuation marks in relation to the closing quotation

mark

—

inside or outside—see M247-251.

For more specific guidance on when to use punctuation vsrith quoted material and which punc-

tuation to use, refer to the following paragraphs:

>- Quotations standing alone: see ^252.

Quotations at the beginning of a sentence: see n253-255.
Quotations at the end ofa sentence: see n256-258.
Quotations within a sentence: see n259-261.
Quotations with interrupting expressions: see ^f262-263.
Quotations within quotations: see n245-246.
Long quotations: see f^264-265.
Quoted letters: see ^266.

Quoted poetiry: see ^267-268.
Quoted dialogues and conversations: see if269-270.
Quotation marks as a symbolfor inches: see ^432.
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With Direct Quotations

I

Use quotation marks to enclose a direct quotation, that is, the exact words of a

speaker or a writer.

According to F. P. Jones, "Experience is that marvelous thing that enables you to recognize a

mistake when you make it again."

I overheard a senior economist on our staff say this to a young colleague: "Your idea may be

fine in practice, but it will never work in theory."

Casey Stengel once said, "The secret of managing is to keep the guys who hate you from the

guys who are undecided."

When I asked Diana whether she liked the new format of the magazine, all she said was "No."

(See ^^233, 256a, note.)

a. Do not use quotation marks for an indirect quotation, that is, a restatement or a

rearrangement of a person's exact words. (An indirect quotation is often intro-

duced by that or whether and usually differs from a direct quotation in person, verb

tense, or word order.)

DIRECT QUOTATION: Mrs. Knudscn asked her supervisor,
"Am I still being considered for the

transfer?"

INDIRECT QUOTATION: Mrs. Knudsen asked her supervisor whether she was still being con-

sidered for the transfer.

DIRECT QUOTATION: Her supervisor said,
"
You're still in the running, but don't expect a quick

decision."

INDIRECT QUOTATION: Her Supervisor said that she was still in the running but should not

expect a quick decision.

NOTE: Sometimes direct quotations are introduced by that. See ^1I256f and 272,

note.

b. In some cases a person's exact words may be treated as either a direct or an indi-

rect quotation, depending on the kind of emphasis desired.

The chairman himself said, "The staff should be told at once that the rumors about a new build-

ing have no foundation." (The use of quotation marks emphasizes that these are the chairman's

exact words.)

The chairman himself said the staff should be told at once that the rumors about a new build-

ing have no foundation. (Without quotation marks, the emphasis falls on the message itself The

f fact that the chairman used these exact words is not important)

229 Do not use quotation marks to set off a direct question at the end of a sentence unless

it is also a direct quotation (one that uses someone's exact words.)

DIRECT QUESTION: The qucstion is, Who will pay for restoring the landmark?

DIRECT QUOTATION: Mrs. Burchall then asked, "Who will pay for restoring the landmark?"

DIRECT QUOTATION: Mrs. Burchall then replied, "The question is. Who will pay for restoring the

landmark?" (See also HITS.)

230 Quotation marks are not needed to set off interior thoughts or imagined dialogue.

TVeat this kind of material like a direct question (as shown in ^229 above).

After I left Joe's office, I thought. He has no business telling me what to do.

I should have said, I can handle this situation-thank you very muchl-without any of your help.

NOTE: In special cases quotation marks may help to preserve clarity or maintain styl-

istic consistency (for example, when imaginary dialogue is interspersed with actual

dialogue).
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231 a. When only a word or phrase is quoted from another source, be sure to place the

quotation marks only around the words extracted from the original source and

not around any rearrangement of those words.

Tanya said she would need "more help" in order to finish your report by this Friday. (Tanya's

exact words were, "How can he expect me to finish his report by this Friday without more

help?"]

b. When a quoted word or phrase comes at the end of a statement, the period goes

inside the closing quotation mark.

G. K. Chesterton explained that angels can fly "because they take themselves lightly."

NOTE: When a quoted word or phrase comes at the end of a question or an excla-

mation, the placement of punctuation with respect to the quotation marks will

vary. (See 11258 for guidelines. See also 11247a, particularly examples 2-4.)

c. Be particularly sure not to include such words as a and the at the beginning of the

quotation or etc. at the end unless these words were actually part of the original

material.

Ben thought you did a "super" job on the packaging design. (Ben's exact words were, "Tell

Bonnie I thought the job she did on the packaging design was super.")

Explain the decision any way you want but tell George I said, "I'm truly sorry about the way
things turned out," etc., etc.

232 When quoting a series of words or phrases in the exact sequence in which they orig-

inally appeared, use quotation marks before and after the complete series. However,

if the series of quoted words or phrases did not appear in this sequence in the orig-

inal, use quotation marks aroimd each word or phrase.

According to Selma, the latest issue of the magazine looked "fresh, crisp, and appealing."

CSelma's actual words were, "I think the new issue looks especially fresh, crisp, and appealing."]

BUT: Selma thinks the magazine looks "fresh" and "crisp."

[NOT: Selma thinks the magazine looks "fresh and crisp."]

233 Do not quote the words yes and no imless you wish to emphasize that these were (or

wUl be) the exact words spoken.

Please answer the question yes or no.

Don't say no until you have heard all the terms of the proposal.

You need to start saying no to cookies and yes to laps around the block.

When asked if he would accept a reassignment Nick thought for a moment then, without any

trace of emotion, he said "Yes." (The quotation marks imply that Nick said precisely this much
and no more. See ^256a, note, for the use or omission of a comma after he said.')

NOTE: When quoting the words yes and no, capitalize them if they represent a com-

plete sentence.

All she said was "No."

I would have to answer that question by saying "Yes and no."

BUT: That question requires something more than a yes-or-no answer

234 Do not use quotation marks with well-known proverbs and sayings. They are not

direct quotations.

When I was young, I was taught that the person who laughs last laughs best

When I was older, I learned that the person who laughs last thinks slowest

Now that I'm old, I know that people who laugh last
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For Special Emphasis

235 When using technical terms, business jargon, or coined words or phrases not hkely to

be familiar to your reader, enclose them in quotation marks when they are first used.

One computer support center reports that some software users become confused when they

are directed to press any key. They call to complain that they cannot find the "any" key.

It takes Joe a long time to get himself "booted up" in the morning. (The quoted phrase refers

to the technique whereby a computer gets itself up and running. The quotation marks are

unnecessary if you are writing to someone familiar with computer terms.)

236 a. Words used humorously or ironically may be enclosed in quotation marks.

However, imless you are convinced yoiu- reader will otherwise miss the himior or

the irony, omit the quotation marks.

I was totally underwhelmed by Joe's proposal to centralize all purchasing.

[RATHER THAN: I was totally "underwhelmed" by Joe's proposal . .
.

}

HDL cholesterol is the good kind; it's LDL that's the bad kind.

[RATHER THAN: ... the "good" kind ... the "bad" kind . .
.

)

Nothing would please me more than looking at the slides of Mike's tour of Egypt [One might

reasonably conclude that the writer takes unalloyed pleasure at the prospect.)

BUT: "Nothing" would please me more than looking at the slides of Mike's tour of Egypt (When

Nothing is enclosed in quotation marks, the writer makes it clear that doing nothing would be

preferable to looking at Mike's slides.)

b. A slang expression, the use of poor grammar, or a deliberate misspelling is

enclosed in quotation marks to indicate that such usage is not part of the writer's

normal way of speaking or writing.

Now that his kids have run off to Europe with the college tuition money, Bob has stopped boast-

ing about his close-knit "nucular" family. (The writer is mimicking Bob's habitual mispronunci-

ation of nuclear.)

As far as I'm concerned, Polly Harrington's version of what happened "ain't necessarily so."

c. Quotation marks are not needed for colloquial expressions.

She cares less about the salary than she does about the perks-you know, chauffeured

limousine, stock options, and all the rest of it (,Perks is short for perquisites, meaning "special

privileges.")

Pam is planning to temp until she's sure about staying in Los Angeles. {To temp means "to do

temporary work.'O

237 a. Use quotation marks to enclose words and phrases that have been made to play

an abnormal role in a sentence—for example, verb phrases made to fimction as

adjectives.

We were all impressed by her "can do" attitude. (Can do Is a verb phrase used here as an adjec-

tive modifying attitude.)

OR: We were all impressed by her can-do attitude. [A hyphen may also be used to hold

together a phrase used as an adjective before a noun. See 11828.)

BUT NOT: We were all impressed by her "can-do" attitude. [Do not use both quotation marks

and a hyphen for the same purpose.)

I'm selling my car on an "as is" [or as-is) basis.

"Backspace and overstrike" is a hacker's way of saying that you ought to take back something

you just said or undo something you just did.

NOTE: When a verb like must or a preposition-adverb like in becomes estabhshed

as a noim or an adjective (as indicated in the dictionary), use quotation marks

only in those constructions where confusion could otherwise result.
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You have to read that book; it's a must

BUT: You have to get that book; it's "must" reading.

Frank must have an in with their purchasing department

BUT: I guess she thinks it's still the "in" thing to do.

This has been an off year for real estate sales and housing starts.

b. Do not use quotation marks to enclose phrases taken from other parts of speech

and now well established as noims; for example, haves and have-nots, pros and

cons, ins and outs. (See also 11625.)

a helpful list of dos and don'ts

all the whys and wherefores

a lot of ifs, ands, or buts (see also ^285a)

238 When a word or an expression is formally defined, the word to be defined is usually

italicized or underHned and the definition is usually quoted so that the two elements

may be easily distinguished. (See ^286.)

> For guidelines on italics and underlining, see S1290.

239 A word referred to as a word may be enclosed in quotation marks but is now more

commonly italicized or imderlined. (See 11285a.)

Kulja.. Words and phrases introduced by such expressions as marked, labeled, signed,

entitled, or titled are enclosed in quotation marks.

The carton was marked "Fragile."

He received a message signed "A Friend."

The article entitled "Write Your Senator" was in that issue. (See !|260.)

NOTE: Titles of complete published works following the expression entitled or titled

require italics or underlining rather than quotation marks. (See 11289 for titles to

be itahcized or imderlined; 1111242-244 for titles to be quoted.)

>- For a usage note on entitled and titled, see Section 11, page 291.

b. Words and phrases introduced by so-called do not require quotation marks, ital-

ics, or imderlining. The expression so-called is sufficient to give special emphasis

to the term that follows.

The so-called orientation session struck me as an exercise in brainwashing.

241 The translation of a foreign expression is enclosed in quotation marks; the foreign

word itself is itahcized or underlined. (See 11287.)

With Titles of Literary and Artistic Works

I

Use quotation marks around the titles that represent only part of a complete pub-

lished work—for example, the titles of chapters, lessons, topics, sections, and parts

within a book; the titles of articles and feature columns in newspapers and

magazines; and the titles of essays, short poems, lectiu-es, sermons, and conference

themes. (ItaHcize or imderHne titles of complete pubhshed works. See K289.)

The heart of her argument can be found in Chapter 3, 'The Failure of Traditional Therapy." You'll

especially want to read the section entitled "Does Father Know Best?"

An exciting article-"Can Cancer Now Be Cured?"-appears in the magazine I'm enclosing. Pee
^11260-261 for the use of commas, dashes, and parentheses with quoted titles.)

Continued on page 64
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243

244

The theme of next month's workshop is "Imperatives for the New Millennium-From the Ragged

Edge to the Cutting Edge."

The title of my speech for next month's luncheon will be "Reforming Our Local Tax Policy."

BUT: At next month's luncheon I will be talking about reforming our local tax policy. Po not

enclose the words with quotation marks when they describe the topic rather than signify the

exact title.)

NOTE: The titles Preface, Contents, Appendix, and Index are not quoted, even though

they represent parts within a book. They are often capitahzed, however, for special

emphasis.

All the supporting data is given in the Appendix. [Often capitalized when referring to another

section within the same work.)

BUT: You'll find that the most interesting part of his book is contained in the appendix.

(Capitalization is not required when reference is made to a section within another work.)

Use quotation marks around the titles of complete hut unpublished works, such as

manuscripts, dissertations, and reports.

I would like to get a copy of Sander's study, "Criteria for Evaluating Staff Efficiency."

Thank you for giving us the chance to review "Working out of Your Home." I have given your

manuscript to an editor with a good deal of personal experience in this field.

Use quotation marks around the titles of songs and other short musical composi-

tions and aroimd the titles of individual segments or programs that are part of a

larger television or radio series. (Series titles are italicized or underhned. See ^289.)

Just once I would like to get through a company party without having to hear Reggie sing

"Danny Boy,"

I understand that our company was briefly mentioned on the Frontline program entitled

"Pentagon, Inc.," which was shown last Tuesday night.

Quotations Within Quotations

245 A quotation within another quotation is enclosed in single quotation marks.

NOTE: If you do uot have access to single quotation marks, you may use the apostro-

phe imder certain circimistances. (See ^298a.)

Dorothy Parker once said, "The most beautiful words in the English language are 'Check

enclosed.'"

According to an unnamed twelve-year-old (quoted in a BellSouth ad), "The most dreaded

words in the English language are 'Some assembly required.'"

246 If a quotation appears within the single-quoted material, revert to double quotation

marks for the inner portion.

Mrs. DeVries then remarked, "I thought it a bit strange when Mr. Fowler said, 'Put these checks

in an envelope marked "Personal Funds," and set them aside for me.'" (When single and dou-

ble quotation marks occur together, insert extra space between the two marks to keep them

distinct.)

NOTE: For the positioning of punctuation in relation to a single quotation mark, see

the following paragraphs:

>- For placement ofperiods and commas, see SI247h.

For placement ofsemicolons and colons, see ^248b.

Forplacement of question marks and exclamation points, see S[249d.

For placement of dashes, see 31250b.
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The following rules CH1(247-251) indicate how to position punctuation marks in rela-

tion to the closing quotation mark—inside or outside.

With Periods and Commas
I
a. Periods and commas always go inside the closing quotation mark. This is the pre-

ferred American style. (Some writers in the United States follow the British style:

Place the period outside when it punctuates the whole sentence, inside when it

punctuates only the quoted material. Place the comma outside, since it always

punctuates the sentence, not the quoted material.)

Pablo Picasso is the person who said, "Computers are useless. They can only give you answers."

He wants to change "on or about May 1" to read "no later than May 1."

When your mind suddenly goes blank, It's not the start of Alzheimer's; you may simply be hav-

ing a "senior moment."

The price tag on the leather sofa was clearly marked "Sold."

Sign your name wherever you see an "X."

"Let's go over the details again," she said.

'The date stamp indicates that my copy arrived at 10:50 a.m.," he said.

Their latest article, "Scanning the Future of E-Commerce," will appear in next month's issue of

Inc. magazine.

"Witty," "clever," "amusing," and "hilarious" are only a few of the adjectives that are being

applied to her new book.

The package was labeled "Fragile," but that meant nothing to your delivery crew.

b. Periods and commas also go inside the single closing quotation mark.

Mr. Poston said, "Please let me see all the orders marked 'Rush.'"

"All he would say was 'I don't remember,'" answered the witness.

NOTE: Do not coufusc a single quotation mark with an apostrophe used to show

possession. When a sentence requires the use of a comma or a period at the same

point as an apostrophe showing possession, the comma or period follows the

apostrophe.

I recently took over the management of the Murreys', the Boyarskys', and the Cabots' invest-

ment portfolios.

With Semicolons and Colons

3 a. Semicolons and colons always go outside the closing quotation mark.

Last Tuesday you said, "I will mail a check today"; it has not yet arrived.

When the announcement of the changeover was made, my reaction was "Why?"; John's only

reaction was "When?"

The memo I sent you yesterday said that the new workstations would cost "a nominal egg"; it

should have said "an arm and a leg."

Please send me the following items from the file labeled "In Process": the latest draft of the

Berryman agreement and FASB Statement 33.

b. Semicolons and colons also go outside the single closing quotation mark.

Alice Arroyo called in from Dallas to say, "Please send me the following items from the file

labeled 'In Process': the latest draft of the Berryman agreement the comments provided by our

lawyer, and FASB Statement 33."
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With Question Marks and Exclamation Points

I
a. At the end of a sentence, a question mark or an exclamation point goes inside the

closing quotation mark when it appUes only to the quoted material.

His first question was, "How long have you worked here?" (Quoted question at the end of a

statement.]

Garland still ends every sales meeting by shouting, "Go get 'em!" [Quoted exclamation at the

end of a statement)

b. At the end of a sentence, a question mark or an exclamation point goes outside

the closing quotation mark when it apphes to the entire sentence.

When will she say, for a change, "You did a nice job on that"? [Quoted statement at the end of

a question.)

Stop saying "Don't worry"! [Quoted statement at the end of an exclamation.)

c. If a sentence ends with quoted material and both the sentence and the quoted

material reqiure the same mark of punctuation, use only one mark—^the one that

comes first. (See also H257-258.)

Have you seen the advertisement that starts, "Why pay more?" [Quoted question at the end of

a question.)

Let's not panic and yell "Fire!" [Quoted exclamation at the end of an exclamation.)

d. These same principles govern the placement of a question mark or an exclama-

tion point in relation to a single quotation mark.

What prompted her to say, "Be careful In handling documents marked 'Confidential'"? [Quoted

phrase within a quoted statement within a question.)

Dr. Marks asked, "Was the check marked 'Insufficient Funds'?" [Quoted phrase within a

quoted question within a statement.)

Miss Parsons then said, "How did you answer him when he asked you, 'How do you know?'"

[Quoted question within a quoted question within a statement.)

With Dashes
250 a. A dash goes inside the closing quotation mark to indicate that the speaker's or

writer's words have broken off abruptly.

It was tragic to hear Tom say, "If he had only listened-"

b. A dash goes outside the closing quotation mark when the sentence breaks off

abruptly after the quotation.

If I hear one more word about "boosting productivity"-

BUT: Mrs. Halliday said, "If I hear one more word from the general manager about 'boosting

productivity'-"

c. A closing dash goes outside the closing quotation mark when the quotation itself

is part of a nonessential element being set off by a pair of dashes.

Get the latest draft-it's the one with the notation "Let's go with this"-and take it to Gladys.

With Parentheses

251 a. The closing parenthesis goes inside the closing quotation mark when the paren-

thetical element is part of the quotation.

Fox agreed to settle his account "by Friday [July 28)" when he last wrote us.

b. The closing parenthesis goes outside the closing quotation mark when the quota-

tion is part of the parenthetical element.

Joe Elliott [the one everyone calls "Harper's gofer") will probably get the job.
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The following rules Cil II 252-2 70) indicate what punctuation to use with various kinds

of quoted material.

Punctuating Quotations That Stand Alone

252 When a quoted sentence stands alone, put the appropriate mark of terminal punc-

tuation—a period, a question mark, or an exclamation point

—

inside the closing quo-

tation mark.

"I think we should switch suppliers at once."

"Can you send us your comments within two weeks?"

"I won't accept that kind of response!"

Punctuating Quotations That Begin a Sentence

I

a. When a quoted statement occurs at the beginning of a sentence, omit the period

before the closing quotation mark and use a comma instead.

"I think we should switch suppliers at once," he said.

(NOT: ... at once.," he said.]

EXCEPTION: Retain the period if it accompanies an abbreviation.

"I'm still planning to go on for an LLB.," she said.

b. Omit the comma after a quoted statement if it is smoothly woven into the flow of

the sentence.

"I haven't a clue" is all Bert says when you ask what he plans to do next

[NOT: "I haven't a clue," is all Bert says .

.

.)

I
When a quoted question or exclamation occm-s at the beginning of a sentence, retain

the question mark or the exclamation point before the closing quotation mark and

do not insert a comma.

"Can you send us your comments within two weeks?" she asked.

(NOT: . . . within two weeks?," she asked.)

"I won't accept that kind of response!" I told him.

(NOT: . . . that kind of response!," I told him.)

255 When a quoted word orphrase occurs at the beginning of a sentence, no ptmctuation

should accompany the closing quotation mark unless required by the overall con-

struction of the sentence.

"An utter bore" was the general reaction to yesterday's speaker.

"Managing Your Portfolio," the second chapter in the Klingenstein book, sets forth some guide-

lines I have never seen anywhere else. (The comma that follows the chapter title is the first of

a pair needed to set off a nonessential expression.)

Punctuating Quotations That End a Sentence

I

a. When a quoted statement, question, or exclamation comes at the end of a sentence

and is introduced by an expression such as he said or she said, a comma usually

precedes the opening quotation mark.

Mr. Kelley said, "We'll close early on Friday."

In her letter Diana said, "I plan to arrive on Thursday at 6 p.m."

Ulysses S. Grant explained his military success by saying, "The fact is, I think I am a veriD instead

of a personal pronoun."

Continued on page 68
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NOTE: If the quotation is quite short or is woven into the flow of the sentence, omit

the comma.

All she said was "No." OR: All she said was, "No." (The comma creates a slight pause and
throws greater emphasis on the quotation.]

Why does he keep saying "It won't work"?

b. Use a colon in place of a comma if the introductory expression is an independent

clause.

The artist Willem de Kooning had this to say about poverty: "The trouble with being poor is that

it takes up all your time."

Miss Manners, as usual, makes her point simply but well: "If you can't be kind, at least be vague."

When you can't make up your mind, remember Yogi Berra's sage advice: "If you come to a fork

in the road, take it."

c. Use a colon in place of a comma if the quotation contains more than one sentence.

Professor Robert Silensky then said: "We've all heard how 1,000,000 monkeys pounding on

1,000,000 typewriters will eventually reproduce Shakespeare's entire works. Well, now thanks

to the Internet, we know that's not true."

d. Use a colon in place of a comma if the quotation is set off on separate hues as an

extract. (See also ^265.)

Sheila's letter said in part:

I have greatly valued your assistance. You have always

acted as if you were actually part of our staff, with our

best interests in mind.

e. Do not use either a comma or a colon before an indirect quotation.

Sheila said that she had always valued Bob's assistance on various projects.

f. Do not use either a comma or a colon when a direct quotation is introduced by

that or is otherwise woven into the flow of the sentence.

In a previous letter to you, I noted that "you have always acted as if you were actually part of

our staff, with our best interests in mind."

NOTE: The first word of the quotation is not capitalized in this case, even though

it was capitalized in the original. Compare you here with You in the example m d

above. (See ^272 for the rule on capitalizmg the first word of a quoted sentence.)

257 When a quoted sentence (a statement, a question, or an exclamation) falls at the end

of a larger sentence, do not use double punctuation—that is, one mark to end the

quotation and another to end the sentence. Choose the stronger mark, (remember:^

question mark is stronger than a period; an exclamation point is stronger than a period or

a question mark.) If the same mark of punctuation is required for both the quotation

and the sentence as a whole, use the one within quotation marks.

Quoted Sentences at the End of a Statement

Bob said, "I can't wait to get back to work." [not .".)

Mrs. Fahey asked, "How long have you been away?" (not ?".)

Mr. Auden shouted, "We can't operate a business this way!" (not I".)

Quoted Sentences at the End of a Question

Did you say, "I'll help out"? (not ."?)

Why did Mary ask, "Will Joe be there?" (not ?"?]

Who yelled "Watch out!" (not !"?)
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Quoted Sentences at the End of an Exclamation

How could you forget to follow up when you were specifically told, "Give this order special

attention"! [not."!]

Stop saying "How should I know"! [not ?"!)

How I'd like to walk into his office and say, "I quit!" (not !"!)

NOTE: When a quoted sentence ends with an abbreviation, retain the abbreviation

period, even though a question mark or an exclamation point follows as the termi-

nal mark of punctuation.

The reporter asked, "When did you first hear about the board's decision to sell the company to

Modem Inc.?"

Didn't Larry tell Meg, "I'll help you with the tuition for your M.D."?

However, if a period is required as the terminal mark of punctuation, use only one

period to mcirk the end of the abbreviation and the end of the sentence.

Gloria said, "You can call as early as 6:30 a.m." (not .".)

>* For the placement ofperiods, see Sl247;for the placement ofquestion marks and excla-

mation points, see ^249.

258 When a quoted word or phrase occurs at the end of a sentence, punctuate according

to the appropriate pattern in the following examples, (note: If the quoted word or

phrase represents a complete sentence, follow the patterns shown in 11257.)

Quoted Words and Phrases at the End of a Statement

He says he is willing to meet "at your convenience." (not ".)

I thought her letter said she would arrive "at 10 p.m." (not .".]

I've been meaning to read "Who Pays the Bill?" (not ?".)

Critics have praised his latest article, "Freedom Now!" (not !".)

Quoted Words and Phrases at the End of a Question

Why is he so concerned about my "convenience"?

Didn't she clearly state she would arrive "at 10 p.m."?

Have you had a chance to read "Who Pays the Bill?" (not ?"?)

What did you think of the article "Freedom Now!"?

Quoted Words and Phrases at the End of an Exclamation

He couldn't care less about my "convenience"!

You're quite mistaken-she clearly said "at 10 a.m."!

Don't waste your time reading "Who Pays the Bill?"!

What a reaction he got with his article "Freedom Now!" (not !"!)

Punctuating Quotations Within a Sentence

259 Do not use a comma before or after a quotation when it is woven into the flow of the

sentence.

Don't say "I can't do it" without trying.

No considerate person would say "Why should I care?" under such desperate circumstances.

The audience shouted "Bravo!" and "Encore!" at the end of Emanuel Ax's recital last night.

NOTE: In such cases do not use a period at the end of a quoted statement, but

retain the question mark or the exclamation pomt at the end of a quoted question

or exclamation (as illustrated m the examples above).
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260 Do not use commas to set off a quotation that occurs within a sentence as an essen-

tial expression. (See 11149.)

The luxurious practice of booking passage between England and India on the basis of "Port

Outward, Starboard Homeward" (so as to get a cabin on the cooler side of the ship) is said to

be the origin of the word posh.

The chapter entitled "Locating Sources of Venture Capital" will give you specific leads.

261 a. When a quotation occurs within a sentence as a nonessential expression, use a

comma before the opening quotation mark and before the closing quotation mark.

His parting words, 1 hardly know how to thank you," were sufficient.

The next chapter, The Role of Government" further clarifies the answer.

b. If the nonessential quoted matter requires a question mark or an exclamation

point before the closing quotation mark, use a pair of dashes or parentheses

(rather than commas) to set off the quoted matter.

Your last question-"How can we improve communications between departments?"-can best

be answered by you.

SATHER THAN: Your last question, "How can we improve communications between depart-

ments?," can best be answered by you.

NOTE: When some or all of the quoted items in a series end with a question mark

or an exclamation point, display them in a Ust to avoid the awkwardness of insert-

ing commas before the quotation marks.

Next month's issue will feature the following articles:

"Will the Internet Replace Long-Distance Telephone Service?"

"Tax Law Changes-Againl"

"Are Business Cycles Obsolete?"

"Whither Wall Street?"

RATHER THAN: Next month's issue will feature the following articles: "Will the Internet Replace

Long-Distance Telephone Service?," "Tax Law Changes-Againl," "Are Business Cycles

Obsolete?," and "Whither Wall Street?"

c. If essential quoted material ends with a question mark or an exclamation point

and occiurs within a sentence where a comma would ordinarily follow (for exam-

ple, at the end of an introductory clause or phrase), omit the comma.

Although we were all asked last week to read an article entitled "Can U.S. Manufacturers

Prosper in Today's Worid Mari<ets?" the topic was totally ignored in this week's seminar.

RATHER THAN: ... an article entitled "Can U.S. Manufacturers Prosper in Today's Worid

Markets?," the topic was . .

.

NOTE: If the omission of a comma at this point could lead to confusion, reword the

sentence to avoid the problem.

We were all asked last week to read an article entitled "Can U.S. Manufacturers Prosper in

Today's Worid Markets?" Yet the topic was . .

.

OR: We were all asked last week to read an article entitled "Can U.S. Manufacturers Prosper in

Today's Worid Markets?"; yet the topic was . .

.

Punctuating Quoted Sentences With Interrupting Expressions

262 When a quoted sentence is interrupted by an expression such as he asked or she said,

use a comma and a closmg quotation mark before the interrupting expression and

another comma after it. Then resume the quotation with an opening quotation mark.
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but do not capitalize the first word unless it is a proper noun, a proper adjective, or

the pronoun /.

"During the past month," the memo said in part, "we have received some welcome news from

our overseas branches."

263 If the interrupting expression ends the sentence and the quotation continues in a

new sentence, put a period after the interrupting expression and start the new sen-

tence with an opening quotation mark and a capital letter.

"We should decline the invitation," he said. "It would be better not to go than to arrive late."

Punctuating Long Quotations

264 If a quotation consists of more than one sentence without any interrupting elements,

use quotation marks only at the beginning and at the end of the quotation. Do not

put quotation marks around each sentence within the quotation.

Here is the full text of the release he gave to the media: "I have decided to withdraw from the

upcoming election. I wish to thank my supporters for their enormous help."

265 A long quotation that will make four or more lines may be handled in one of the fol-

lowing ways:

a. The preferred style for displaying the quoted material is to treat it as a single-

spaced extract. Indent the extract a half inch from each side margin, and leave a

blank hne above and below the extract. Do not enclose the quoted material in

quotation marks; the indention replaces the quotation marks. If any quoted mate-

rial appears within the extract, retain the quotation marks around this material.

If the extract consists of more than one paragraph, leave a blank hne between

paragraphs. (See page 349 for an illustration of an extract in the body of a letter.)

NOTE: Ordinarily, start the quoted material flush left on the shorter line length;

however, if a paragraph indention was called for in the original, indent the first

Hne a half inch. Indent the first line of ciny additional paragraphs a half inch also,

but do not leave a blank line between indented paragraphs.

b. Use the same line length and spacing for the quoted material as for other text

material on the page.

(1) If the quoted matericil consists of one paragraph only, place quotation marks

at the beginning and end of the paragraph. Use the normal paragraph inden-

tion of a half inch.

(2) If the quoted material consists of two or more paragraphs, place a quotation

mark at the start of each paragraph but at the end of only one paragraph

—

the last one.

(3) Change double quotation marks within the quoted material to single quota-

tion marks, and vice versa. (See OT245-246.)

"When you are writing a letter that grants a request you can follow

this pattern:

"First express appreciation for the writer's interest in the company's

product or service.

"Next give the exact information requested and, if possible, addi-

tional information that may be of interest

"Finally, express willingness to 'be of further help.'"
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Quoting Letters

266 Letters and other business documents that are to be quoted word for word may be

handled in one of the following ways:

a. Make a printout, a photocopy, or a scanner copy of the material. In this case no

quotation marks are used.

b. If no equipment is available, type the material on a separate sheet of paper headed

COPY. In this case no quotation marks are used.

c. The material, if short, maybe treated like a long quotation (see ^265). If you use

a shorter line length, omit the quotation marks. If you use the same line length

as you do for other material on the page, then place the opening quotation mcirk

before the first word and the closiag quotation mark after the last word.

Quoting Poetry

267 When quoting a complete poem (or an extended portion of one) in a letter or a report,

type it hne for Hne, single-spaced (except for stanza breaks). If the line length is

shorter than that of the normal text above and below the poem, no quotation marks are

needed; the poem will stand out sufficientiy as an extract. If, however, quotation marks

are needed to indicate the special nature of the material, place a quotation mark at the

beginning of each stanza and at the end of only the last stanza. (See also 11284b.)

NOTE: As a rule, follow the poet's layout of the poem. If the poet uses an irregular

pattern of indention (instead of the customary practice of ahgning all lines at the

left), try to reproduce this layout.

268 A short extract from a poem is sometimes woven right into a sentence or a para-

graph. In such cases use quotation marks at the beginning and end of the extract,

and use a diagonal line (with one space before and after) to indicate where each line

breaks in the actual poem.

In a poem about the death of an American poet Richard Wilbur refers scathingly to the more

prominent notices given to a "cut-rate druggist a lover of Giving, / A lender, and various bro-

kers: gone from this rotten / Taxable world to a higher standard of living."

Quoting Dialogues and Conversations

269 When quoting dialogues and conversations, start the remarks of each speaker as a

new paragraph, no matter how brief.

"Waiter, what was in that glass?"

"Arsenic, sir."

"Arsenic. I asked you to bring me absinthe."

"I thought you said arsenic. I beg your pardon, sir."

"Do you realize what you've done, you clumsy

fool? I'm dying."

"I am extremely sorry, sir."

"I DISTINCTLY SAID ABSINTHE."

"I realize that I owe you an apology, sir I am
extremely sorry."

-Myles na Gopaleen
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270 In plays, court testimony, and transcripts of conversations where the name of the

speaker is indicated, quotation marks are not needed. (The following example is

taken from a transcript of an actual radio conversation released by the U.S. chief of

naval operations.)

STATION 1: Please divert your course 15 degrees to the north to avoid a collision.

STATION 2: Recommend you divert YOUR course 15 degrees to the south to avoid a collision.

STATION 1: This is the captain of a U.S. Navy ship. I say again, divert YOUR course.

STATION 2: No, I Say again, you divert YOUR course.

STATION 1: THIS IS THE AIRCRAFT CARRIER ENTERPRISE. WE ARE A LARGE WARSHIP OF
THE U.S. NAVY. DIVERT YOUR COURSE NOW!

STATION 2: This is the Puget Sound lighthouse. It's your call.

The following rules (1111271-284) cover a number of stjdistic matters, such as how to

style quoted material (11271), how to capitalize in quoted material (1111272-273), how
to handle omissions in quoted material (1111274-280), how to handle insertions in

quoted material (1111281-283), and how to align quotation marks (11284).

Style in Quoted Material

271 In copying quoted material, follow the style of the extract exactly in pimctuation,

spelling, hyphenation, and nimiber style. (See 11283 for the use of [sic] to indicate

errors in the original.)

Capitalization in Quoted Material

272 Ordinarily, capitalize the first word of every complete sentence in quotation marks.

I overheard Ellis mutter, "Only a fool would make such a claim."

Here is the key sentence in her memo: "Despite the understaffing in the department everyone

is expected to meet the goals established for the coming year."

NOTE: If the quoted sentence is preceded by that or is otherwise incorporated into the

flow of a larger sentence, do not capitalize the first word (unless it is a proper noim,

a proper adjective, or the pronoun /).

I overheard Ellis mutter that "only a fool would make such a claim."

In essence, she says that "despite the understaffing in the department, everyone is expected to

meet the goals established for the coming year."

273 When quoting a word or phrase, do not capitalize the first word imless it meets one

of these conditions:

a. The first word is a proper norm, a proper adjective, or the pronoun /.

No one is terribly impressed by what Jim calls his "Irish temper."

b. The first word was capitalized in its original use.

I watched her scrawl "Approved" and sign her name at the bottom of the proposal.

c. The quoted word or phrase occiu-s at the begitming of a sentence.

"Outrageous" was the publisher's reaction to Maxon's attempt to duck the questions of the

reporters. (Even if the expression was not capitalized in the original material, it is capitalized

here to mark the start of the sentence.)

d. The first word represents a complete sentence.

The Crawleys said "Perhaps"; the Calnans said "No way."

5^ See M277-278 on capitalizing the first word ofa quoted sentence fragment.

1(&
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Omissions in Quoted Material

274 If one or more words are omitted within a quoted sentence, use ellipsis marks (three

spaced periods, with one space before and after each period) to indicate the omission.

"During the past fifty years ... we have been witnessing a change in buying habits, particularly

with respect to food."

NOTE: Omit any marks of internal pimctuation (a comma, a semicolon, a colon, or a

dash) on either side of the eUipsis marks unless they are required for the sake of

clarity.

ORIGINAL VERSION: "The Objectives of the proposed bill are admirable, I will cheerfully con-

cede; the tactics being used to gain support for the bill are not."

CONDENSED VERSION: "The objectives of the proposed bill are admirable . .
.

; the tactics being

used to gain support for the bill are not" (The comma preceding the omitted phrase is not

needed; however, the semicolon following the omitted phrase must be retained for clarity.)

275 If one or more words are omitted at the end of a quoted sentence, use three spaced

periods followed by the necessary terminal punctuation for the sentence as a whole.

"Can anyone explain why . . .
?" [The original question read, "Can anyone explain why this was

so?")

"During the past fifty years, starting in the late 1950s, we have been witnessing a change in

buying habits Consumers have become more concerned with what's in the pacl<age rather

than with the package itself" (The first three periods represent the omitted words "particular-

ly with respect to food"; the fourth period marks the end of the sentence. One or two spaces

follow before the next sentence; see H 1 02.)

NOTE: If the quotation is intended to trail off, use only three spaced periods at the

end of the sentence. (See also 11291b.)

His reaction was, "If I had only known ..."

276 If one or more sentences are omitted between other sentences within a long quotation,

use three spaced periods after the terminal pimctuation of the preceding sentence.

"During the past fifty years, starting in the late 1950s, we have been witnessing a change in

buying habits, particulariy with respect to food How far this pattern of change will extend

cannot be estimated."

NOTE: There is no space between/oocf and the first period because that period marks

the end of a sentence. The remaining three periods signify the omission of one or

more complete sentences. One or two spaces foUow before the next sentence. (See

11102.)

277 If only a fragment of a sentence is quoted within another sentence, it is not neces-

sary to use eUipsis marks to signify that words before or after the fragment have been

omitted.

According to Robertson's report, there has been "a change in buying habits" during the past

fifty years.

Moreover, if the fragment as given can be read as a complbte sentence, capitalize the

first word in the quoted fragment, even though this word was not capitalized in the

original. (Compare We in the following example with we in the example in 11276.)

According to Robertson's report "We have been witnessing a change in buying habits, particu-

lariy with respect to food."

278 If a displayed quotation starts in the middle of a sentence, use three spaced periods

at the beginning of the quotation.
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According to Robertson's report, there has been

... a change in buying habits, particularly with respect to food— How far this pattern of

change will extend cannot be estimated.

If the fragment, however, can be read as a complete sentence, capitalize the first

word of the fragment and omit the elHpsis marks. (Compare Starting in the follow-

mg example with starting in the example in 11276.)

According to Robertson's report:

Starting in the late 1950s, we have been witnessing a change in buying habits, particularly

with respect to food.

279 When a long quotation starts with a complete sentence and ends with a complete

sentence, do not use three spaced periods at the beginning or the end of the quota-

tion imless you need to emphasize that the quotation has been extracted from a

larger body of material.

280 If one or more paragraphs are omitted within a long quotation, indicate the omission

by adding three spaced periods after the terminal punctuation that concludes the pre-

ceding paragraph.

Insertions in Quoted Material

281 For clarity, it is sometimes necessary to insert explanatory words or phrases within

quoted material. Enclose such insertions in brackets. (See also M296-297.)

Miss Rawlings added, "At the time of the first lawsuit [1999], there was clear-cut evidence of

an intent to defraud."

282 For special emphasis, you may wish to itahcize words that were not so treated in the

original. In such cases insert a phrase like emphasis added in brackets immediately

after the itahcized words or in parentheses immediately after the quotation.

In the course of testifying, she stated, "I never met Mr. Norman in my life, to the best ofmy rec-

ollection." (Emphasis added.]

OR: . . . met Mr. Norman in my life, to the best ofmy recollection [emphasis added]."

NOTE: If the equipment you are usmg does not provide italic type, imderline the words

to be emphasized. (See ^290 for guidelines on itahcs and underlining.)

283 When the original wording contains a misspelling, a grammatical error, or a confus-

ing expression of thought, insert the term sic (meaning "so" or "this is the way it

was") in brackets to indicate that the error existed in the original material.

As he wrote in his letter, "I would sooner go to jail then [sic] have to pay your bill."

NOTE: Itahcize the word sic when it is used in this way. If you do not have access to

an itcdic font, do not underline sic.

>- For simple interruptions such as he said or she said, see ff262-263.

Aligning Quotation Marks
284 a. In a hst, any opening quotation mark should align with the first letter of the other

items.

I urge you to read the following materials (which I am sending to you under separate cover):

7776 PC Is Not a Typewriter by Robin Williams

"How Do I Make Type More Readable?" by Daniel Will-Harris
Continued on page 76
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b. In a poem, the opening quotation mark at the beginning of each stanza should

clear the left margin so that the first letter of each line will ahgn. (See ^267.)

"So here I am, in the middle way, having had twenty years-

Twenty years largely wasted, the years of I'entre deuxguerres-

Trying to learn to use words, and every attempt

Is a wholly new start, and a different kind of failure

Because one has only learnt to get the better of words

For the thing one no longer has to say, or the way in which

One Is no longer disposed to say it. And so each venture

Is a new beginning, a raid on the inarticulate

With shabby equipment always deteriorating

In the general mess of imprecision of feeling . .

."

-T. S. Eliot

NOTE: When a quoted extract is displayed beneath the title of a chapter or some

other work, quotation marks are not necessary.

For all that has been, thanks.

For all that is yet to come, yes!

-Dag Hammarskjold

>^ For other examples of displayed quotations, see f212.

Italics and Underlining
IMPORTANT NOTE: ItoUc type (the counterpart of underlining or underscoring) is now provided

in word processing and desktop pubhshing software, and it is the preferred means of giving

specied emphasis to words and phrases and to the titles of literary and artistic works.

For Special Emphasis

I

a. A word referred to as a word is usually italicized or imderlined. (Some writers

prefer to enclose the word in quotation marks instead.) A word referred to as a

word is often introduced by the expression the term or the word.

The term muffin-choker refers to a bizarre item In the morning newspaper that you read as you

eat your breakfast.

A number of years ago a newspaper editor expressed his feelings about a certain word as fol-

lows: "If I see upcoming in the paper again, I will be downcoming and the person responsible

will be outgoing."

If you used fewer compound sentences, you wouldn't have so many ands (or and s") in your

writing. (Only the root word is italicized or underlined, not the s that forms the plural.)

BUT: She refused to sign the contract because she said it had too many ifs, ands, or buts.

(Neither italics nor underlining is required for the phrase ifs, ands, or buts because the writer is

not referring literally to these words as words. The phrase means "too many conditions and

qualifications.")

b. Letters referred to as letters are usually itahcized or imderlined if they are not

capitalized. In such cases underlining may be preferable since a single itaUc let-

ter may not look sufficiently different to stand out.

dotting your i's (or z's) the three Rs

minding your p's and q's (or p's and q's) three Bs and one C

solving for x when y = 3 (OR for x when y) BUT: to the nth degree

>- For the plurals of letters such as i's and Rs, see n622-623.
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c. As a rule, do not use all-capital letters to give a word or phrase special empha-

sis. The use of all-caps for that purpose is typically overpowering. Indeed, the use

of all-caps in e-mail messages is considered "shouting." In special circumstances,

however, the use of all-caps may be justified.

It IS as bad as you think, and they ARE out to get you. (Tor other examples, see 1111269-270.)

286 In a formal definition, the word to be defined is usucilly itahcized or imderlined and

the definition quoted. In this way the two elements may be easily distinguished.

The verb prevaricate (a polite way of saying "to lie"] comes from the Latin word praevaricari,

which means "to go zigzag, to walk crookedly."

NOTE: An informal definition does not require any special punctuation.

Fishing has been defined as a jerk at the end of one line waiting for a jerk on the other.

Thomas Hobson was an English stablekeeper who insisted that every customer take the horse

nearest the door. Hence the term Hobson's choice means that you really have no choice at all.

(Because the definition is informal, it does not have to be set off in quotation marks. However.

Hobson's choice is italicized or underlined, as indicated in 11285a, because the words are

referred to as words.]

The word blamestorming refers to the process by which a group of people discuss why some-

thing went wrong and who's responsible.

ItaUcize or imderline foreign expressions that are not considered part of the Enghsh

language. (Use quotation marks to set off translations of foreign expressions.)

It's true, n'est-ce pas? (Meaning "isn't that so?"]

NOTE: Once a foreign expression has become estabhshed as part of the Enghsh

language, itahcs or imderlining is no longer necessary. (Most dictionaries offer

guidance on this point.) Here are some frequently used expressions that do not need

itahcs or any other special display:

a la carte
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With Titles of Literary and Artistic Works

I

a. Italicize or underline titles of complete works that are published as separate

items—for example, books, pamphlets, long poems, magazines, and newspapers.

Also italicize or underline titles of movies, plays, musicals, operas, iadividual

videocassettes, television and radio series, long musical pieces, paintings, and

works of sculpture.

Our ads in The Wall Street Journal h&je produced excellent results.

OR: Our ads in The Wall Street Journal have produced excellent results.

Her letter appears In the latest issue of Sports Illustrated.

You will particularly enjoy a cookbook entitled The Supper of the Lamb.

Next Friday we will hear Der Rosenkavalier

The painting that is popularly referred to as Whistler's Mother is actually entitled Arrangement

in Gray and Black No. I [For a usage note on entitled and titled, see Section 11, page 291.)

NOTE: Do not italicize, underline, or quote the titles of musical pieces that are

identified by form (for example, symphony, concerto, sonata] or by key (for exam-

ple, A major, Bflat minor). However, if a descriptive phrase accompanies this type

of title, italicize or underline this phrase if the work is long; quote this phrase if

the work is short.

Beethoven's Sonata No. 18 in E flat minor, Op. 31, No. 3

Tchaikovsky's Symphony No. 6 in B flat minor (the Pathetique)

Chopin's Etude No. 12 [the "Revolutionary" Etude)

b. Titles of complete works may be typed in all-capital letters as an alternative to

itahcs or underlining.

Every executive will find RIGHT ON TIME! a valuable guide.

NOTE: The use of all-capital letters is acceptable when titles occur frequently (as

in the correspondence of a pubhshing house) or when the use of all-capital letters

is intended to have an eye-catching effect. In other circumstances use itahcs or

underlining.

c. In material that is being prepared for pubhcation, titles of complete works must

be itahcized or underlined. This special display indicates that the title must

appear in itahcs in the final version.

Every executive will find Right on Time! a valuable guide.

d. In titles of magazines, do not itahcize, underline, or capitalize the word magazine

unless it is part of the actual title.

Time magazine BUT: Harper's Magazine

e. In some cases the name of the pubhshing company is the same as the name of

the pubhcation. Itahcize or imderline the name when it refers to the publication

but not when it refers to the company.

I saw her column in Business Week. I wrote to Business Week about a job.

Joe used to be Fortune's management editor; now he works as a management consultant to

half a dozen Fortune 500 companies.

f. Itahcize or underline a subtitle (but not an edition number) that accompanies the

main title of a book.

I think you'll find some good tips in Outsmarting Wall Street: A Profit-Proven System for Picking

Stocks and Timing the Market, Third Edition.
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g. Italicize or underline the titles of books, newspapers, and magazines that are

published in electronic form.

Britannica Online (the electronic version of the Encyclopaedia Britannica)

@times (the electronic version of The New York Times)

Boston.com (the electronic version of The Boston Globe)

Wired Online (an electronic magazine based on Wired, a print magazine)

Slate, Word, Salon, and Feed (electronic magazines, also referred to as e-zines or Web zines)

> For the use of quotation marks with titles of literary and artistic works, see

M242-244; for the treatment of titles ofsaaed works, see V350.

Guidelines for Italics and Underlining

I

Italicize or tmderline as a unit whatever should be grasped as a imit—^individual

words, titles, phrases, or even whole sentences. For reasons of appearance or ease

of execution, the guidelines for italicizing differ shghtly from those of underlining.

a. When you want to give special emphasis to a tmit consisting of two or more

words, be sure to italicize or underline the entire imit, including the space

between words.

I would not use the phrase in a nutshell in the sentence where you sum up your feelings about

the place where you work.

OR: I would not use the phrase in a nutshell in the sentence . .

.

b. When using italics to give special emphasis to words or phrases in a series, it is

customary—for reasons of appearance—^to italicize any accompanying marks of

punctuation (such as colons, semicolons, question marks, and exclamation

points) so that they slant the same way that the itahc letters do. For simphcity of

execution, it is also appropriate to itahcize commas, periods, and other internal

marks of punctuation.

Ipso facto, sine qua non, and pro forma: these are the kinds of expressions you must be able

to define If you work for Mr. Lynch. (NOT: and pro forma:

)

Have you ever read !\/loby Dick or War and Peace? (NOT: War and Peace?)

>- For the use of italics with parentheses and brackets, see f290fand g.

c. When using underlining to give special emphasis to words or phrases in a series,

underline only the terms themselves and not any punctuation that intervenes or

follows.

Ipso facto , sine qua non , and pro forma : these are the kinds of expressions . .

.

Have you ever read Moby Dick or War and Peace?

EXCEPTION: This week the Summertime Playhouse is presenting Oklahoma! , next week

Where's Charley? , and the following week My Fair Lady. (The exclamation point and the ques-

tion mark are underlined in this sentence because they are an integral part of the material to

be emphasized; however, the commas and the sentence-ending period are not)

d. Do not itahcize or imderline a possessive or pliu'al ending that is added on to a

word being emphasized.

the Times-Picayune 's editorial too many whereases

OR the Times-Picayune's editorial or too many whereases

Continued on page 80
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e. When giving special emphasis to an element that has to be divided at the end of

a line, italicize or underline the dividing hyphen as well.

For a Wall Street expose with "the suspense of a first-rate thriller," read Bar-

barians at the Gate.

OR: For a Wall Street expose with "the suspense of a first-rate thriller," read Bar-

barians at the Gate .

f. Parentheses are italicized when the words they enclose begin cind end with itali-

cized words. Do not italicize the parentheses, however, if the itahcized words

appear only at the beginning or the end of the parenthetical expression.

Use a comma to separate independent clauses joined by a coordinating conjunction (and, but

or, or norj.

Use commas to set off transitional expressions Oike however and therefore).

{What we need is the subject of that sentence.)

g. Brackets are not usually itahcized, even when they enclosed itahcized words; for

example, [sic]. (See M271, 283.)

Other Marks of Punctuation
Ellipsis Marks (. . .)

291 EUipsis marks are three spaced periods, with one space before and after each

period.

a. As a general rule, do not use eUipsis marks in place of a period at the end of a

sentence. However, elhpsis marks may be used to indicate that a sentence trails

off before the end. The three spaced periods create an effect of tmcertainly or

suggest an abrupt suspension of thought. (No terminal pimctuation is used wiih

elhpsis marks m this kind of construction.)

He could easily have saved the situation by . . . But why talk about it?

5^ For the use ofeUipsis marks to indicate omissions in quoted material, see n274-280.

b. EUipsis marks are often used in advertising to display individual items or to con-

nect a series of loosely related phrases.

Where can you match these services?

. . . Free ticket delivery

. . . Flight insurance

. . . On-time departures

The Inn at the End of the Road . . . where you may enjoy the epicure's choicest offerings ... by

reservation only . . . closed Tuesdays.

The Asterisk (*)

292 The asterisk may be used to refer the reader to a footnote placed at the bottom of a

page or a table. (See M1502f, 1636c.)

a. When the asterisk and some other mark of pimctuation occur together within a

sentence, the a.sien€k. follows the pimctuation mark, with no intervening space.

(See also ^1502b.)

b. In the footnote itself, leave no space after the asterisk.
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293 Asterisks are used to replace words that are considered unprintable.

If the TV cameras had been present when Finney called Schultz a •**** (and about 50 other

names as welQ, tonight's newscast would have contained the longest bleep in television

history.

The Diagonal (/)

294 The diagonal occurs (without space before or after) in certain abbreviations and

expressions of time.

B/S bill of sale w/ with

c/o care of n/30 net amount due in 30 days

The copy deadline for the fall '01/winter '02 catalog is April 15.

Please check the figures for fiscal year 2002/03.

I'm concerned about their P/E ratio. (Referring to the price/earnings ratio of a company's stock.)

295 a. The diagonal is used to express alternatives.

read/write files an AM/FM tuner

an on/off switch an either/or proposition

a go/no-go decision meet on Monday and/or Tuesday

input/output systems (see a usage note for and/or on page 284)

b. The diagonal may be used to indicate that a person has two functions or a thing

has two components.

the owner/manager zoned for commercial/industrial activities

our secretary/treasurer planning to hold a dinner/dance

a Time/CNN poll a client/server network

NOTE: A hyphen may also be used in such expressions. (See ^806, 818b, 819b.)

c. The diagonal is also used in writing fractions (for example, 4/5) and in some code

and serial numbers (for example, 2S/394756).

> For the use of the diagonal when quoting poetry, see f268; for the use of the diagonal

in telephone numbers, see 11454c.

Brackets ([ ])

296 A correction or an insertion in a quoted extract should be enclosed in brackets. (See

also M281-283.)

His final request was this: "Please keep me appraised [si(^ of any new developments." (See

^83, note.)

The transcript of his testimony contains this incredible statement: "I did not approach

Commissioner Zajac at any time [emphasis added] while my petition was being considered."

"If we all pull together, we can bring a new level of political leadership to this state. [Extended

applause.] Please give me your support in this campaign." (Note the capitalization of Extended

and the use of a period before the closing bracket when the bracketed element is treated as a

separate sentence. See also ^^226, 282.)

297 When a parenthetical element falls within another parenthetical element, enclose

the smaller element in brackets and enclose the larger element in parentheses.

Scaizo said on television yesterday that prices would begin to fall sharply. (However, in an arti-

cle published in the Times [May 15, 2002], he was quoted as saying that prices would remain

steady for the foreseeable future.)
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The Apostrophe (')

298 The apostrophe is a versatile mark of punctuation that comes in three styles: curly (')

,

slanted ('), and straight ('). The font you select will determine the style of apostrophe

to be used. If you wish, you can switch from the default style to an alternative style by

accessing an extended character set. (See the important note that precedes 1227.)

The apostrophe may be used:

a. As a single closing quotation mark. (See M245-246, 247b, 248b, 249d, 250b,

265b.)

NOTE: The straight apostrophe (') may also be used as a single opening quotation

mark. The curly and slanted styles use different symbols for a single opening quo-

tation mark (' and ').

b. To indicate the omission of figures in dates. (See H412, 624.)

c. As a symbol for feet. (See SI1432, 543.) Use either the slanted or straight apos-

trophe for this function (but not the curly style).

d. To form contractions. (See 1505.)

e. To form the plurals of figures, letters, and words in a few special cases. (See

H622-625.)

f. To form possessives. (See H247b, note; 627-652.)

g. To form expressions derived from all-capital abbreviations. (See 1I522d.)

Spacing With Punctuation Marks
The following guidelines provide a handy summary of the number of spaces to be left

before and after marks of punctuation.

IMPORTANT NOTE: When you are offered a choice of one or two spaces following a

mark of punctuation at the end of a sentence, choose one space as a rule unless two

spaces are needed to create an adequate visual break between sentences. For a

fuller discussion of this issue as well as a number of helpful illustrations, see 1102.

Period (.)

No space before.

One or two spaces after the end of a sentence. (See 11102, 1433e.)

One or two spaces after a period when it follows a number or letter that indicates an

enumeration. (See 1106.)

One space after an abbreviation within a sentence. (See also 1511.)

No space after a decimal point.

No space after when another mark of punctuation follows the period (for example, a

closing quotation mark; a closing parenthesis; a closing dash, a comma, a semi-

colon, or a colon following an "abbreviation" period).
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Question Mark (?) or Exclamation Point (!)

No space before.

One or two spaces after the end of a sentence. (See ^102.)

One space after a question mark within a sentence. (See Ml 16-1 17.)

No space after when another mark of punctuation follows (for example, a closing

quotation mark, a closing parenthesis, or a closing dash).

Comma (,)

No space before.

One space after unless a closing quotation mark follows the comma.

No space after a comma within a number.

Semicolon (;)

No space before; one space after.

Colon (:)

No space before.

No space before or after in expressions of time (8:20p.m.), in proportions (2:1), or in

reference initials (EfN:GPL).

One or two spaces c/i'er -within a sentence. (See ^187a, note.)

One or two spaces after reference notations, attention and subject lines, enclosure

and copy notations, and postscripts. (See ^194b.)

TWo or more spaces after displayed guide words m memos (TO:, FROM:, DATE:) and

in other busmess documents (SHIP TO:, BILL TO:). (See ^194c.)

Em Dash (

—

)

No space before or after an em dash. (See ^216.)

No space before, between, or after hyphens used to represent an em dash.

One or two spaces after an em dash at the end of a statement that breaks off abruptly.

(See M102, 207-208.)

Hyphen (-)

No space before; no space after except with a suspending hyphen or a line-ending

hyphen. (See also M832, 833d.)

Opening Parenthesis
( ( ) or Bracket

( [

)

One space before when parenthetical material is within a sentence.

One or two spaces before when parenthetical material follows a sentence. In this

case the parenthetical material starts with a capital letter and closes with its own
sentence punctuation. (See M226, 296.)

No space after.

Continued on page 84
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Closing Parenthesis ( ) ) or Bracket { ] )

No space before.

One space after when parenthetical material is within a sentence.

One or two spaces after when parenthetical material is itself a complete sentence

and another sentence follows. (See M102, 226, 296.)

No space after if another mark of punctuation immediately follows.

Opening Quotation Mark {")

One or two spaces before when quoted material starts a new sentence or follows a

colon.

No space before when a dash or an opening parenthesis precedes.

One space before in all other cases.

No space after

Closing Quotation Mark f

)

No space before.

One or two spaces q/i'er when quoted material ends the sentence. (See ^102.)

No space after when another mark of punctuation immediately follows (for example,

a semicolon or colon)

.

One space after in all other cases.

Opening Single Quotation Mark (')

One space before when double quotation marks immediately precede.

One or two spaces before when the material within single quotation marks follows a

colon and is not immediately preceded by double quotation marks.

One or two spaces before when the material within single quotation marks begins a

new sentence and is not immediately preceded by double quotation marks.

No space after

Closing Single Quotation Mark (')

No space before.

One space after when double quotation marks immediately follow.

No space after when some other mark of punctuation immediately follows. (See

M245-246, 247b, 248b, 249d, 250b, 265b, 298a.)

One or two spaces after when the material within the single quotation marks ends a

sentence and another sentence follows within the quotation. (See ^102.)

One space after in cdl other cases.
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Apostrophe (')

No space before, either within a word or at the end of a word.

One space after only if it is at the end of a word ^uvithin a sentence.

No space after when another mark of punctuation immediately follows (for example,

a comma or a period)

.

Ellipsis Marks {. . .)

One space before and after each of the three periods within a sentence. (See

M274-275.)

No space before when an opening quotation mark precedes elUpsis marks.

No space after when a closing quotation mark follows eUipsis marks. (See last exam-

ple in ^275.)

One or two spaces after ellipsis marks that follow a period, a question mark, or an

exclamation point at the end of a sentence. (See ^102 and the example in ^276.)

Asterisk (*)

No space before an asterisk following a word or punctuation mark within a sentence

or at the end of a sentence.

One or two spaces after an asterisk at the end of a sentence. (See ^102.)

One space after an asterisk following a word or punctuation mark within a sentence.

No space after an asterisk in a footnote. (See ^292.)

Diagonal (/]

No space before or after a diagonal. (See ^268 for an exception.)



SECTION 3
Capitalization

Basic Rules (IJHSOI-SIO)
First Words (M301-302)

Proper Nouns (M303-306)

Common Nouns (1111307-310)

Special Rules (^11311-366)
Personal Names (11311)

Titles With Personal Names (K11312-317)

Family Titles (M318-319)

Names of Organizations (K1I320-324)

Names of Government Bodies (1111325-330)

Names of Places (K1I331-337)

Points of the Compass (1111338-341)

Days of the Week, Months, Hohdays, Seasons, Events, Periods (1111342-345)

Acts, Laws, Bills, Treaties (11346)

Programs, Movements, Concepts (11347)

Races, Peoples, Languages (1(348)

Rehgious References (K1I349-350)

Celestial Bodies (1(351)

Course Titles, Subjects, Academic Degrees (1IK352-354)

Commercial Products (1(11355-356)

Advertising Material (K357)

Legal Documents (1(358)

Nouns With Numbers or Letters (11359)

Titles of Literary and Artistic Works; Headings (1111360-362)

Hyphenated Words (11363)

Awards and Medals (11364)

Computer Terminology (K365)

Intercaps (11366)

>- For definitions ofgrammatical terms, see the appropriate entries in the Glossary of
Grammatical Terms (Appendix A).
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The function of capitalization is to give distinction, importance, and emphasis to words. Thus
the first word of a sentence is capitalized to indicate distinctively and emphatically that a new
sentence has begun. Proper nouns like George, Chicago, Dun & Bradstreet, the Parthenon,

January, and Friday are capitalized to signify the special importance of these words as the offi-

cial names of particular persons, places, and things. A number of words, however, may func-

tion either as proper nouns or as common nouns—for example, terms like the company or the

board of directors. For words hke these, capitalization practices vary widely, but the variation

merely reflects the relative importance each writer assigns to the word in question.

Despite disagreements among authorities on specific rules, there is a growing consensus

against overusing capitalization in business writing. When too many words are emphasized,

none stand out. The current trend, then, is to use capitalization more sparingly—^to give

importance, distinction, or emphasis only when and where it is warranted.

The following rules of capitalization are written with ordinary situations in mind. If you work
or study in a specialized field, you may find it necessary to follow a different style.

Basic Rules
First Words

Capitalize the first word of:

a. Every sentence. (See ^302 for exceptions.)

Try to limit each of your e-mail messages to one screen.

Will you be able to pull everything together by then?

The deadline we have been given is absolutely impossible!

b. An expression used as a sentence. (See also MlOlb-c, 111, 119-120.)

So much for that Really? No!

Enough said. How come? Congratulations!

c. A quoted sentence. (See also M272-273.)

Mrs. Eckstein herself said, "We surely have not heard the complete story."

d. An independent question within a sentence. (See also 1111115-117.)

The question is, Whose version of the argument shall we believe?

BUT: Have you approved the divisional sales forecasts? the expense projections? the requests

for staff expansion? (See ^117.)

e. Each item displayed in a Ust or an outHne. (See also UK 107, 1357c, 1424e, 1725d.)

Here is a powerful problem-solving tool that will help you:

• Become an effective leader.

• Improve your relations with subordinates, peers, and superiors.

• Cope with stressful situations on the job.

f. Each line in a poem. (Always follow the style of the poem, however.) -

From wrong to wrong the exasperated spirit

Proceeds, unless restored by that refining fire

Where you must move in measure, like a dancer

-T S. Eliot

g. The salutation and the comphmentary closing of a letter (See also 1[1[1348, 1359.)

Dear Mrs. Pancetta: Sincerely yours,
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12^ a. When a sentence is set off by dashes or parentheses within another sentence, do

not capitalize the first word following the opening dash or parenthesis unless it

is a proper noun, a proper adjective, the pronoun /, or the first word of a quoted

sentence. (See M214, 224-225 for examples.)

b. Do not capitalize the first word of a sentence following a colon except under cer-

tain circumstances. (See ^^196-199.)

Proper Nouns

Capitalize every proper noun, that is, the official name of a particular person, place,

or thing. Also capitalize the pronoun /.

William H. Gates III

Baton Rouge, Louisiana

Sun Microsystems Inc.

the Red Cross

the Internet (or the Net)

the University of Chicago

the World Trade Center

the Statue of Liberty

the Center for Science in

the Public Interest

a Pulitzer Prize

Microsoft Word

Wednesday, February 8

the Great Depression

the Civil Rights Act of 1964

the Japanese

Jupiter and Uranus

French Literature 212

a Xerox copy

Gone With the Wind

the Smithsonian Institution

United Farm Workers of America

Flight 403

the House of Representatives

NOTE: Prepositions (like of, for, cind in) are not capitalized imless they have four or

more letters (like with and from). (See also ^^360-361.) The articles a and an are

not capitalized; the article the is capitalized only under special circumstances. (See

^324.) Conjunctions (like and and or) are also not capitaHzed. However, follow the

capitalization style used by the owner of the name; for example, 3-In-One oil, One-A-

Day vitamins, Miaosoft At Work, Fruit of The Loom, Book-Of-The-Month Club, Diet

Pepsi, diet Coke.

Capitalize adjectives derived from proper noims.

America (n.), American (adj.) Machiavelli (n.), Machiavellian (adj.)

Norway (n.), Norwegian (adj.) Hemingway (n.), Hemingwayesque (adj.)

EXCEPnoNS: Congress, congressional; the Senate, senatorial; the Constitution (U.S.),

constitutional (see also 11306)

Capitalize imaginative names and nicknames that designate particular persons,

places, or things. (See M333-335 for imaginative place names; ^344 for imagina-

tive names of historical periods.)

Smokey Bear

Whoopi Goldberg

the Gray Panthers

a Big Mac

the Establishment

the Lower 48

Generation Xers

El Nino and La Nina

the Information Superhighway

the Founding Fathers

the First Lady

the White House

the Oval Office

the Stars and Stripes

Air Force One

the Black Caucus

the Gopher State (Minnesota]

Mother Nature
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a Good Samaritan the Middle Ages

every state in the Union BUT: the space age

Fannie Mae (from the initials FN MA, Big Brother Ontrusive big

referring to the Federal National government)

Mortgage Association) bdt: my big brother

Some expressions that originally contained or consisted of proper nouns or adjec-

tives are now considered common nouns and should not be capitalized. (See 11309b.)

Charley horse napoleon ampere texas leaguer

plaster of paris boycott watt arable numbers

manila envelope diesel joule roman numerals

bone china macadam kelvin but: Roman laws

NOTE: Check an up-to-date dictionary to determine capitalization for words of this type.

Common Nouns
\k common noun names a class of things (for example, books), or it may refer indefi-

nitely to one or more things within that class (a book, several books). Noims used in

this way are considered general terms of classification and are often modified by

indefinite words such as a, any, every, or some. Do not capitalize noims used as gen-

eral terms of classification.

a company every board of directors

any corporation some senators

A common noun may also be used to name 3iparticular person, place, or thing. Nouns

used in this way are often modified (a) by the, this, these, that, or those or (b) by pos-

sessive words such as my, your, his, her, our, or their Do not capitalize a general term

of classification, even though it refers to a particular person, place, or thing.

COMMON NOUN: our doctor the hotel the river

PROPER NOUN: Dr. Tsai Hotel Algonquin the Colorado River

NOTE: Do not coufuse a general term of classification with a formal name.

Logan Airport (serving Boston) the U.S. Postal Service

BUT: the Boston airport but: the post office

a. Capitalize a common noim when it is part of a proper name but not when it is used

alone in place of the full name. (For exceptions, see ^310.)

Professor Perry BUT: the professor

the Goodall Corporation ^ the corporation

the Easton Municipal Court the court

Sunset Boulevard the boulevard

the Clayton Antitmst Act the act

NOTE: Also Capitalize the plural form of a common noun in expressions such as the

Republican and the Democratic Parties, Main and Tenth Streets, the Missouri and Ohio

Rivers, and the Atlantic and Pacific Oceans.

b. In a ntunber of compound nouns, the first element is a proper noun or a proper

adjective and the second element is a common noun. In such cases capitalize only

the first element, since the compound as a whole is a common noun.

Continued on page 90
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Brownie points a Dutch oven Danish pastry a Labrador retriever

a Rhodes scholar a Ferris wheel French doors Tex-Mex cooking

Botts dots (highway lane markers) Wedgwood blue

Canada geese [not: Canadian geese] but: Deep Blue OBM's chess-playing computer)

NOTE: Check an up-to-date dictionary for words of this type. After extensive usage

the proper noun or adjective may become a common noun and no longer require

capitalization. (See ^306.)

I

Some shortforms (common-noun elements replacing the complete proper name) are

capitalized when they are intended to carry the full significance of the complete

proper name. It is in this area, however, that the danger of overcapitalizing most

often occurs. Therefore, do not capitalize a short form unless it clearly warrants the

importance, distinction, or emphasis that capitalization conveys. The following

kinds of short forms are commonly capitalized:

PERSONAL TITLES: Capitalize titles replacing names of high-ranking national, state, and inter-

national officials (but not ordinarily local officials or company officers). (See ^313.)

ORGANIZATIONAL NAMES: Do not capitalize short forms of company names except in formal

or legal writing. (See ^321.)

GOVERNMENTAL NAMES: Capitalize short forms of names of national and international bodies

(but not ordinarily state or local bodies). (See 11^26-327, 334-335.)

PLACE NAMES: Capitalize only well-established short forms. (See 1111332, 335.)

NOTE: Do not use a short form to replace a full name imless the full name has been

mentioned earher or will be imderstood from the context.

Special Rules
Personal Names

a. Treat a person's name—in terms of capitalization, spelling, punctuation, and

spacing—exactly as the person does.

Alice Mayer Charles Burden Wilson

Alyce Meagher L. Westcott Quinn

Steven J. Dougherty, Jr. R. W. Ferrari

Stephen J. Dockerty Jr. Peter B. J. Hallman

>- For the treatment of initials such as FDR, see ^51 6b; for the use or omission of com-

mas with terms such as Jr., see SI156.

b. Respect individual preferences in the spelling of personal names.

Ann Marie, Anne Marie, Anna Marie, Annemarie, Annamarie, Anne-Marie, AnneMarie

Macmillan, MacMillan, Mac Millan, Macmillen, MacMillen, MacMillin, McMillan, Mc Millan,

McMillen, McMillin, McMillon

c. In names containing the prefix 0\ always capitalize the and the letter follow-

ing the apostrophe; for example, O'Brian or O'Brien.

d. Watch for differences in capitalization and spacing in names containing prefixes

like d', da, de, del, della, di, du, V, la, le, van, and von.

DAmelio, dAmelio, Damelio deLaCruz, DeLacruz, Dela Cruz, DelaCruz

LaCoste, Lacoste, La Coste VanDeVelde, Van DeVelde, vandeVelde
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e. When a surname with an uncapitalized prefix stands alone (that is, without a first

name, a title, or initials preceding it) , capitalize the prefix to prevent a misreading.

Paul de Luca Mr. de Luca P. de Luca but: Is De Luca leaving?

f. When names that contain prefixes are to be typed in all-capital letters, follow

these principles: If there is no space after the prefix, capitalize only the initial let-

ter of the prefix. If space follows the prefix, capitalize the entire prefix.

NORMAL FORM: MacDonald Mac Donald

ALL-CAPITAL FORM: MacDONALD MAC DONALD

g. When a nickname or a descriptive expression precedes or replaces a person's first

name, simply capitalize it. However, if the nickname or descriptive expression

falls between a person's first and last names, enclose it either in quotation marks

or in parentheses.

or Blue Eyes BUT: Frank "01' Blue Eyes" Sinatra OR: Frank (01' Blue Eyes) Sinatra

>^ For the plurals of personal names, see SISIO15-616; for the possessives of personal

names, see M630-633.

Titles With Personal Names

I

a. Capitalize all official titles of honor and respect when they precede personal

names.

PERSONAL TITLES:

Mrs. Norma Washburn (see 11517) Miss Popkin

Ms. Terry Fiske Mr. Benedict

EXECUTIVE TITLES:

President Julia McLeod Vice President Saulnier

PROFESSIONAL TITLES:

Professor Henry Pelligrino Dr Khalil (see ^517)

Professor Emerita Ann Marx (see page 290) Dean Aboud

CIVIC TITLES:

Governor Samuel 0. Boiling Ambassadors Ross and Perez

Mayor-elect Louis K. Uhl (see 11317) ex-Senator Hausner (see 11317)

MILITARY TITLES:

Colonel Perry L. Forrester Commander Comerford

RELIGIOUS TITLES:

the Reverend William F Dowd Rabbi Gelfand

b. Do not capitalize such titles when the personal name that follows is in apposition

and is set off by commas. (Some titles, like that of the President of the United

States, are always capitalized. See 11313 for examples of such exceptions.)

Yesterday the president, Julia McLeod, revealed her plans to retire next June.

BUT: Yesterday President M\q McLeod revealed her plans to retire next June.

c. Do not capitalize occupational titles (such as author, surgeon, publisher, and lawyer]

preceding a name.

The reviews of drama critic Simon Ritchey have lost their bite.

(NOT: The reviews of Dranna Critic Simon Ritchey have lost their bite.)

Continued on page 92
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NOTE: Occupational titles can be distinguished from official titles in that only offi-

cial titles can be used with a last name alone. Since one would not address a per-

son as "Author Mailer" or "Pubhsher Johnson," these are not official titles and

should not be capitalized.

d. Do not confuse a true title preceding a name (such as Judge) with a generic

expression (such as federaljudge]

.

Judge Ann BIy or federal judge Ann BIy [but not: federal Judge Ann BIy)

President Julia McLeod or company president Julia McLeod

(but NOT: company President Julia McLeod]

a. In general, do not capitalize titles of honor and respect when "(hey follow a per-

sonal name or are used in place of a. personal name.

Julia McLeod, president of McLeod Inc., has revealed her plans to retire next June. During her

sixteen years as president, the company grew . .

.

Henry Fennel, emeritus professor ofEnglisti history, will lead a tour of Great Britain this summer.

(For a usage note on emeritus, see page 290.)

However, exceptions are made for important officials and dignitaries, as indicated

in the following paragraphs.

b. Retain the capitalization in the titles of high-ranking national, state, cind inter-

national officials when theyfollow or replace a specific personal name. Below are

excimples of titles that remain capitalized.

NATIONAL OFFICIALS: the President, the Vice President, Cabinet members (such as the

Secretary of State and the Attorney General), the heads of government agencies and bureaus

(such as the Director or the Commissioner), the Ambassador, the Speai<er (of the House), the

Representative, the Senator, the Cfiief Justice oftfie United States (not of the Supreme Court)

STATE OFFICIALS: the Govcmor, the Lieutenant Governor (but: the attorney general, the

senator)

FOREIGN DIGNITARIES: the Queen of England, the King, the Prime Minister

INTERNATIONAL FIGURES: the Popc, the Sccretary-Gcneral of the United Nations

NOTE: Mciny authorities now recommend that even these titles not be capitalized

when they follow or replace the names of high-ranking officials.

c. Titles of local governmental officicQs and those of lesser federal and state officials

are not usually capitalized when they follow or replace a personal name.

However, these titles are sometimes capitalized in writing intended for a limited

readership (for example, in a local newspaper, in internal communications with-

in cin organization, or in correspondence coming from or directed to the official's

office) , when the intended reader would consider the official to be of high rank.

The Mayor promised only last fall to hold the city sales tax at its present level. (Excerpt from an

editorial in a local newspaper.)

BUT: Francis Fahey, mayor of Coventry, Rhode Island, appeared before a House committee

today. The mayor spoke forcefully about the need to maintain federal aid to . . . (Excerpt from a

national news service release.)

I would like to request an appointment with the Attorney General. On a letter sent to the state

attorney general's office.)

BUT: I have written for an appointment with the attorney general and expect to hear from his

office soon.



Section 3 • Capitalization 93

11318

d. Titles of company officials (for example, the president, the general manager] should

not be capitalized when they follow or replace a personal name. Exceptions are

made in formal minutes of meetings (see page 508) and in rules and bylaws.

The president will visit thirteen countries in a tour of company installations abroad. (Normal

style.)

The Secretary's minutes were read and approved. On formal minutes.)

NOTE: Some companies choose to capitalize these titles in all their communica-

tions because of the great respect the officials command within the company.

However, this practice confers excessive importance on people who are neither

public officials nor eminent dignitaries, and it should be avoided.

e. In general, do not capitalize job titles when they stand alone. However, in proce-

diu^es manucds and in company memos and announcements, job titles are some-

times capitalized for special emphasis.

Marion Conroy has been promoted to the position of senior accountant iOR Senior Accountant).

f. Titles /o//ou;m^ a personal name or standing alone are often capitalized in formal

citations and acknowledgments.

314 Do not capitalize titles used as general terms of classification. (See ^307.)

a United States senator every king

a state governor any ambassador

EXCEPTION: Bccauso of the special regard for the office of the President of the United

States, this title is capitalized even when used as a general term of classification (for

example, every President, Presidential campaigns)

.

315 Capitalize any title (even if not of high rank) when it is used in direct address (that

is, quoted or imquoted speech made directly to another person)

.

DIRECT ADDRESS: Please tell me, Doctor, what risks are involved in this treatment

INDIRECT ADDRESS: I asked the doctor what risks were involved in this treatment.

NOTE: In direct address, do not capitalize a term like madam, miss, or sir if it stands

alone without a proper name following.

Isn't it true, sir, that the defendant offered you money for trade secrets?

In the inside address of a letter, in the writer's identification block, and on an envelope,

capitalize all titles whether they precede or follow the name. (See M 1322-1325,

1362-1368, and the illustrations on page 389.)

Do not capitalize /orme^ late, ex-, or -elect when used with titles. (See ^363 for the

style in headings.)

the late President Truman ex-President Bush Mayor-elect Bawley

Family Titles

I

Capitalize words such as mother, father, aunt, and uncle when they stand alone or cire

followed by a personal name.

Let me ask Mottieran6 Da(y whether that date is open for them.

We'll be glad to put up Aunt Peg and Uncle Fred when they come to visit

I hear that Brother Bobby has gone off the deep end again.

Do you think Grandmother Harvey W\\\ be pleased when she hears the news?
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U Do not capitalize family titles when they are preceded by possessives (such as my,

your, his, her, our, and their) and simply describe a family relationship.

Let me ask my mother and dad whether that date is open for them.

Do you think your brother Bobby would like to meet my sister Fern?

NOTE: If the words uncle, aunt, or cousin form a unit when used together with a first

name, capitalize these titles, even when they are preceded by a possessive.

Frank wants us to meet his Uncle Johr). [Here Uncle John is a unit]

BUT: Frank wants us to meet his uncle, John Cunningham. (Here uncle simply describes a fam-

ily relationship.)

I hope you can meet my Cousin May. (The writer thinks of her as Cousin May.)

BUT: I hope you can meet my cousin May. (Here the writer thinks of her as May; the word cousin

merely indicates relationship.)

Names of Organizations

a. Capitalize the names of companies, unions, associations, societies, independent

committees and boards, schools, pohtical parties, conventions, foimdations, fra-

ternities, sororities, clubs, rehgious bodies, and teams.

DaimlerChrysler (see 11366) the Hopewell Chamber of Commerce

the Transport Workers Union of Johns (not John) Hopkins University

America the Democratic and Liberal Parties (see pOQa, note)

the American Society for Training the Republican National Convention

and Development the Andrew W. Mellon Foundation

the Committee for Economic Sigma Chi Fraternity

Development the Overseas Press Club of America

the Financial Accounting St. Mark's United Methodist Church

Standards Board Parents Anonymous

the National Institutes of Health the Louisiana IceGators and the

the B'nai B'rith Macon Whoopee (hockey teams)

NOTE: Try to follow the style estabhshed by the organization itself, as shown in the

letterhead or some other written communication from the organization.

Disney World Kmart Corporation BUT: Toys "R" Us, Inc. (don't try

BUT: Disneyland U-Haul International to replicate the backward /?)

FULL NAME: E. I. du Pont de Nemours and Company short form: DuPont

>^ See also ^1328.

b. Also capitalize imaginative names used to refer to specific organizations. (See also

^333b.)

Big Blue OBM) the Big Board (the New York Stock Exchange)

Ma Bell (AT&T) the Baby Bells (the U.S. regional phone companies)

After the last round of mergers, the large U.S. accounting firms-once known as the Big Eight-

became the Big Four.

>- For the treatment of articles (like the), prepositions (like of or forj, and conjunctions

(like and), see 31303, note; for the capitalization of abbreviations and acronyms used

as organizational names, see nSZO, 522.

When the common-noun element is used in place of the full name (for example, the

company in place of the Andersen Hardware Company) , do not capitalize the short form

unless special emphasis or distinction is required (as in legal documents, minutes of
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meetings, bylaws, and other formal communications, where the short form is intend-

ed to invoke the full authority of the organization). In most cases, capitalization is

unnecessary because the short form is used only as a general term of classification.

(See M307-308.)

The company has always made a conscientious effort to involve itself in community affairs.

However, our company policy specifically prohibits our underwriting any activity in support of a

candidate for public office. [As used here, company is a term of general classification.)

BUT: On behalf of the Company I am authorized to accept your bid. (Here the full authority of

the company is implied; hence Company is spelled with a capital C.)

Mr Weinstock has just returned from a visit to Haverford College. He reports that the college is

planning a new fund-raising campaign to finance the construction of the new media center.

BUT: The College hopes to raise an additional $10,000,000 this year to finance the construction

of the new media resource center (Announcement in the alumni bulletin.)

NOTE: Do not Capitalize the short form if it is modified by a word other than the. In

constructions such as our company, this company, and every company, the noim is

clearly a general term of classification. (See also ^308.)

I

Common organizational terms such as advertising department, manufacturing division,

finance committee, and board of directors are ordinarily capitalized when they are the

actual names of imits within the writer's own organization. These terms are not capi-

talized when they refer to some other organization imless the writer has reason to

give these terms special importance or distinction.

The Board of Directors will meet next Thursday at 2:30. (From a company memo.)

BUT: Julia Perez, senior vice president of the Mulholland Bancorp, has been elected to the

board of directors of the Kensington Trade Corporation. (From a news release intended for a

general audience.)

The Finance Committee will meet all week to review next year's budget (Style used by insiders.)

BUT: Gilligan says his company cannot discuss sponsorship of a new art center until its finance

committee has reviewed our proposal. (Style normally used by outsiders.)

The Advertising Department W\\\ unveil the fall campaign this Friday. (Style used by insiders.)

BUT: The advertising department of Black & London will unveil its fall campaign this Friday,

^tyle used by outsiders.)

NOTE: Do not Capitalize these organizational terms when they are modified by a word

other than the. Constructions such as this credit department, their credit department,

every credit department, your credit department, and our aedit department are terms of

general classification and should not be capitalized. (See also 11321, note.)

Black & London always seems to have a great deal of turnover in its advertising department

We don't have as much turnover in our advertising department as you may think. (Some insid-

ers prefer to write our Advertising Department because of the special importance they attach to

their own organizational structure.)

I would like to apply for the position of copywriter that is currently open in your advertising

department (Some outsiders might write your Advertising Department if they wanted to flatter

the reader by giving special importance to the reader's organizational structure.)

323 Capitalize such nouns as marketing, advertising, or promotion when they are used

alone to designate a department within an organization.

Paul Havlicek in Corporate Communications is the person to talk with.

I want to get a reaction from our people in Marketing first

BUT: Talk to our marketing people first (Here marketing is simply a descriptive adjective.)
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324 a. Capitalize the word the preceding the name of an organization only when it is part

of the legal name of the organization.

The Associated Press The New York Times (see ^289d)

The Vanguard Group BUT: the Los Angeles Times

b. Even when part of the organizational name, the is often not capitalized except in

legal or formal contexts where it is important to give the full legal name.

c. Do not capitalize the when the name is used as a modifier or is given in the form

of an abbreviation.

the Associated Press report the AP works for the Times

Names of Government Bodies

E^^S Capitalize the names of coimtries and international organizations as well as national,

state, county, and city bodies and their subdivisions.

the United Nations the Utah Bureau of Air Quality

the Clinton Administration the Ohio Legislature

the Cabinet the Court of Appeals of the State of

the Ninety-ninth Congress Wisconsin [see 11303, note]

(see ^363) the New York State Board of Education

the House of Representatives the Coe County Shade Tree Commission

BUT: the federal government the Boston City Council

(see ^^328-329) the People's Republic of China

>- For city and state names, see n334-335.

326 Capitalize short forms of names of national and international bodies and their major

divisions.

the House (referring to the House of Representatives]

the Department (referring to the Department of Justice, the State Department, the Department

of the Treasury, etc.]

the Bureau (referring to the Bureau of the Budget, the Federal Bureau of Investigation, the

Bureau of the Census, etc.]

the Court (referring to the United States Supreme Court, the International Court of Justice, etc.]

the Fed or the Board (referring to the Federal Reserve Board)

BUT: the feds (referring to federal regulators]

Do not capitalize short forms of names of state or local governmental groups except

when special circumstances warrant emphasis or distinction. (See ^327.)

327 Common terms such as police department, hoard of education, and county court need

not be capitalized (even when referring to a specific body), since they are terms of

general classification. However, such terms should be capitalized when the writer

intends to refer to the organization in all of its official dignity.

We are awaiting the release of next year's budget from Citj/ Hall. {City Hall is capitalized here

because the term refers to the seat of municipal power in its full authority.)

You can't fight City Hall (Here again, the term is intended to invoke the full authority of a par-

ticular city government)

BUT: The public school teachers will be staging a rally in front of city hall. On this case a par-

ticular building is being referred to in general terms.)
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The Police Department has announced the promotion of Robert Boyarsky to the rank of

sergeant. (The short form is capitalized here because it is intended to have the full force of the

complete name, the Cranfield Police Department)

BUT: The Cranfield police department sponsors a youth athletic program that we could well

copy. (No capitalization is used here because the writer is referring to the department in gen-

eral terms and not by its official name.)

NOTE: Do not Capitalize the short form if it is not actually derived from the complete

name. For example, do not capitalize the short fonn police department if the full name
is Department ofPublic Safety.

Ca.pitalize federal only when it is part of the official name of a federal agency, a fed-

eral act, or some other proper noun.

the Federal Reserve Board the Federal Insurance Contributions Act

BUT: . . . subject to federal, state, and local laws.

The terms federal government and government (referring specifically to the United

States government) are now commonly written in small letters because they are con-

sidered terms of general classification. In government documents, however, and in

other types of communications where these terms are intended to have the force of

an official name, they are capitalized.

The federal government is still wrestling with the problem of corporate welfare-that is, federal

subsidies to large corporations.

BUT: If you can't fight City Hall, what makes you think it's any easier to fight the Federal

Government? (Here the writer wants to emphasize the full power of the national government as

an adversary.)

a. Capitalize union only when it refers to a specific government.

Wilkins has lectured on the topic in almost every state in the Union.

b. Capitalize commonwealth only when it is part of an official name.

the Commonwealth of Independent States (formerly the U.S.S.R.)

the Commonwealth of Nations or the Commonwealth (formerly the British Commonwealth)

5^ See also ^335c.

Names of Places

Capitalize the names of places, such as streets, buildings, parks, monuments, rivers,

oceans, and mountains. Do not capitalize short forms used in place of the full name.

(See ^332 for a few exceptions.)

Montgomery Street

Empire State Building

Stone Mountain Park

Sacramento River
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Stapleton Airport BUT: the airport

the Fogg Art Museum the museum

Golden Gate Bridge the bridge

Nicollet Mall the mall

5^ For plural expressions like the Atlantic and Pacific Oceans, see 11309a, note; for the

treatment ofprepositions and conjunctions in proper names, see 11303, note.

332 A few short forms are capitahzed because of clear association with one place,

the Coast [the West Coast] the Hill [Capitol HilQ

the Continent [Europe) the Street (Wall Street)

the Channel [English Channel] the Village [Greenwich Village]

a. Capitalize imaginative names that designate specific places or areas,

the Bay Area [around San Francisco) Down East [coastal Maine)

the Big D [Dallas] the South Lawn of the White House

Back Bay On Boston] inside the Beltway (Washington, D.C.)

the Second City [Chicago) La-La Land [Los Angeles)

the Magnificent Mile On Chicago) Tinseltown O^ollywood]

the Big Apple O^ew York] the Big Muddy [the Missouri River]

SoHo On New York] the Beehive State [Utah]

Soho On London] the French Quarter On New Orleans)

the Pacific Rim Down Under [Australia and New Zealand)

NOTE: The terms Sunbelt and Frostbelt are now commonly spelled as one word; the

terms Farm Belt, Bible Belt, and Rust Belt are still commonly spelled as two

words. Within the same context treat these terms the same way—as two words;

for example, in the Farm Belt and the Frost Belt.

b. Some place names are used imaginatively to refer to specific types of businesses

or institutions.

Silicon Valley [the cluster of high-tech industries south of San Francisco]

Silicon Alley [the cluster of software development firms in Manhattan]

Siliwood [the collaboration between Silicon Valley and Hollywood)

Madison Avenue [the advertising industry]

Wall Street [the financial industry]

Off-Off-Broadway [experimental theater in New York City)

Foggy Bottom [the U.S. State Department)

Capitalize the word city only when it is part of the corporate name of the city or part

of an imaginative name.

Kansas City BUT: the city of Dallas the Windy City [Chicago]

a. Capitalize state only when it foUows the name of a state or is part of an imagina-

tive name.

New York State is also called the Empire State.

The state of Alaska is the largest in the Union.

Washington State entered the Union in 1889, the forty-second state to do so.

Next year we plan to return to the States. [Meaning the United States.)
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He is an employee of the state. [People working for the state government however, might write

State.)

c. Kentuclq^, Massachusetts, Pennsylvania, and Virginia are actually commonwealths.

In ordinary usage, however, they are referred to as states,

the commonwealth of Kentucky or the state of Kentucky

336 According to the U.S. Government Printing Office Style Manual, the terms used to

refer to the residents of the fifty states are formed according to different patterns.

a. Sixteen states just add n.

Alaskan
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Points of the Compass

I
a. Capitalize north, south, east, west, and derivative words when they designate defi-

nite regions or are an integral part of a proper name,

in the North the Far North the North Pole

down South the Deep South the South Side

out West the Far West the West Coast

back East the Middle East the Eastern Seaboard

b. Do not capitalize these words when they merely indicate direction or general

location.

Many factories have relocated from the Northeast to the South. [Region.)

BDT: They maintain a villa in the south of France. [General location.)

OR: Go west on Route 517 and then south on 1-95. (Direction.)

John is coming back East after three years on the West Coast (Region.)

BUT: The west coast of the United States borders on the Pacific. (Referring only to the shore-

line, not the region.)

Most of our customers live on the East Side. (Definite locality.)

BUT: Most of our customers live on the east side of town. (General location.)

Capitalize such words as Northerner, Southerner, and Midwestemer.

•Capitalize such words as northern, southern, eastern, and western when they refer to

the people in a region or to their political, social, or cultural activities. Do not capi-

talize these words when they merely indicate general location or refer to the geog-

raphy or climate of the region.

Eastern bankers BUT: the eastern half of Pennsylvania

Southern hospitality southern temperatures

Western civilization westerly winds

the Northern vote a northern winter

The Northern states did not vote as they were expected to. (Political activities.)

BUT: The drought is expected to continue in the northern states. (Climate.)

My sales territory takes in most of the southeastern states. (General location.)

NOTE: When terms like western region and southern district are used to name organi-

zational units within a company, capitalize them.

The Western Region (referring to a part of the national sales staff) reports that sales are 1 2 per-

cent over budget for the first six months this year

When words like northern, southern, eastern, and western precede a place name, they

are not ordinarily capitalized because they merely indicate general location within a

region. However, when these words are actually part of the place name, they must

be capitalized. (Check an atlas or the geographic hstings in a dictionary when in

doubt.)

Preceding a Place Name Part of a Place Name

northern New Jersey BUT: Northern Ireland

western Massachusetts Western Australia

NOTE: "\^thin certain regions it is not uncommon for many people who Hve there to

capitalize the adjective because of the special importance they attach to the regional

designation. Thus people who live in southern California may prefer to write

Southern California.
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Days of the Week, Months, Holidays, Seasons, Events, Periods

Capitalize names of days, months, holidays, and religious days.

Tuesday Father's Day St. Patrick's Day

February Juneteenth [June 19) Good Friday

New Year's Eve the Fourth of July All Saints' Day

Presidents' Day Kwanza OR Kwanzaa Rosh Hashanah

April Fools' Day Martin Luther King Day Yom Kippur

Veterans Day Kamehameha Day Ramadan

>* For the use of apostrophes in names of holidays, see ^650.

Do not capitalize the names of the seasons unless they are personified.

We hold our regional sales conferences during the fall and winter, but our national conference

always takes place early in the spring.

We do not plan to announce our new line of software applications until our fall'OO/winter'O}

catalog.

BUT: And this you can see is the bolt. The purpose of this

Is to open the breech, as you see. We can slide it

Rapidly backwards and forwards: we call this

Easing the spring. And rapidly backwards and forwards

The early bees are assaulting and fumbling the flowers:

They call it easing the Spring.

-Henry Reed

a. Capitalize the names of historical events and imaginative names given to historical

periods.

the American Revolution the Renaissance

World War II the Counter-Reformation

the Holocaust Prohibition

Fire Prevention Week the Great Depression

b. References to cultural ages are usually capitalized. However, contemporary ref-

erences are not usually capitalized unless they appear together with a capitalized

reference.

the Bronze Age but: the space age

the Dark Ages the atomic age

the Middle Ages the digital age

The course spans the development of civilization from the Stone Age to the Space Age.

c. References to cultural eras are usually capitalized, but references to cultural/)en-

ods are usually not.

the Christian Era BUT: the romantic period

the Victorian Era the colonial period

d. Capitalize the names of sporting events,

the Super Bowl the World Series OR the Series

the Masters the Kentucky Derby or the Derby

the U.S. Open the Olympic Games or the Games OR the Olympics

Do not capitalize the names of decades and centuries,

during the fifties in the twenty-first century

in the nineteen-nineties during the nineteen hundreds
Continued on page 102
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NOTE: Decades are capitalized, however, in special expressions.

the Gay Nineties the Roaring Twenties

> For a discussion on how to label thefirst decade of the twentyfirst century, see f439h.

Acts, Laws, Bills, Treaties

E23a* Capitalize formal titles of acts, laws, bills, and treaties, but do not capitalize

common-noun elements that stand alone in place of the full name,

the Americans With Disabilities Act the act

Public Law 480 the law

the Treaty of Versailles the treaty

the First Amendment the amendment

the Constitution of the United States BUT: the Constitution (see p04)

BUT: When Pelletier takes the stand next week, we think he is likely to take the Fifth. (Referring

to the Fifth Amendment.)

b. Do not capitalize generic or informal references to existing or pending legislation

except for proper noims and adjectives.

environmental protection laws the Brady gun control law

c. "Laws" that make hiunorous or satirical observations about human and organi-

zational behavior are capitalized to suggest that they carry the same authority as

an actual piece of legislation.

Parkinson's Law states that work expands to fill the time that has been allotted for its completion.

Parl<inson's Law of Data states that data expands to fill the space available.

Murphy's Law holds that if something can go wrong, it will.

The Peter Principle maintains that people in an organization tend to be promoted until they

reach their level of incompetence.

According to Fudd's First Law of Opposition, if you push something hard enough, it will fall over.

A relatively new proverb called Hanlon's /?azo/" states, "Never attribute to malice that which can

be adequately explained by stupidity."

d. In the names of authentic scientific laws, capitalize only proper noims and adjectives.

Gresham's law Newton's first law of motion

Mendel's law the first law of thermodynamics

Programs, Movements, Concepts

I

a. Do not capitalize the names of programs, movements, or concepts when used as

general terms.

social security benefits the civil rights movement

BUT: the Social Security Administration but: the Civil Rights Act

medicare payments the big bang theory

BUT: the Medicare Act existentialism and rationalism

b. Capitalize proper nouns and adjectives that are part of such terms,

the Socratic method Newtonian physics

Keynesian economics Marxist-Leninist theories

c. Capitalize imaginative Ucimes given to programs and movements,

the New Deal the New Frontier

the Great Society the War on Poverty
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d. Capitalize terms like demoaat, socialist, and communist when they signify formal

membership in a political party but not when they merely signify beUef in a cer-

tain philosophy.

a lifelong Democrat (refers to a person a lifelong democrat (refers to a person

who consistently votes for candidates who believes in the principles of

of the Democratic Party] democracy)

independent voters leftists

the right wing fascist tendencies

Races , Peoples, Languages
Hf/^''9 a. Capitalize the names of races, peoples, tribes, and languages.

Caucasians Americans Native Americans bdt: the blacks

the Japanese Hispanics Mandarin Chinese the whites

NOTE: The people who hve in the PhiUppines are called Filipinos, and the official

language of the country is called Pihpino.

b. Do not hyphenate terms like African Americans or French Canadians when they are

used as nouns, because the first word in each case modifies the second. However,

hyphenate such terms when they are used as adjectives; for example, African-

American enterprises, French-Canadian voters. Moreover, hyphenate such terms

when the first element is a prefix; for example, an Afro-American style, the Anglo-

Saxons, the Indo-Chinese.

>- For a usage note on ethnic references, seepages 292-293.

Religious References

I

a. Capitalize all references to a supreme being.

God the Supreme Being Allah

the Lord the Messiah Yahweh

the Holy Spirit the Almighty Providence

NOTE: The word God is capitalized in such compound expressions as God-fearing

and Godspeed but not in such terms as godforsaken and god-awful.

b. Capitalize personal pronoims referring to a supreme being when they stand alone,

without an antecedent nearby.

Offer thanks unto Him. but: Ask the Lord for his blessing.

NOTE: Some writers capitalize these personal pronouns under all circumstances.

c. Capitalize references to persons revered as holy,

the Prince of Peace Buddha John the Baptist

the Good Shepherd the Prophet Saint Peter (see 1151 8e]

the Blessed Virgin the Apostles Luke the Evangelist

d. Capitalize the names of religions, their members, and their buildings.

Reform Judaism Mormons Saint Mark's Episcopal Church

Zen Buddhism Methodists Temple Beth Sholom

the Roman Catholic Church (meaning the institution as a whole]

BUT: the Roman Catholic church on Wyoming Avenue (referring to a specific building)

the Church of Jesus Christ of Latter-day Saints (see 11363, note)

Continued on page 104
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e. Capitalize references to religious events. (See also ^342.)

the Creation the Exodus the Crucifixion

the Flood the Second Coming the Resurrection

f. In general, do not capitalize references to specific religious observances and ser-

vices. However, if you are writing from the perspective of a particular religion, fol-

low the capitalization style of that rehgion.

bar mitzvah baptism BUT: the Eucharist

seder christening the iVlass

tSiJ Capitalize (but do not quote, italicize, or underline) references to works regarded as

sacred.

the King James Bible the Koran the Ten Commandments

BUT: biblical sources the Talmud the Sermon on the Mount

the Revised Standard the Torah Psalms 23 and 24

Version the Our Father Kaddish

the Old Testament the Lord's Prayer Hail Mary

the Book of Genesis Hebrews 1 3:8 the Apostles' Creed

NOTE: Do not Capitalize bible when the work it refers to is not sacred.

That reference manual has become my bible.

Celestial Bodies

E^^B Capitalize the names of planets (Jupiter, Mars), stars [Polaris, the North Star), and

constellations (the Big Dipper, the Milky Way). However, do not capitalize the words

sun, moon, and earth unless they are used in connection with the capitcdized names

of other planets or stars.

With the weather we've been having, we haven't seen much of the sun.

We have gone to the ends of the earth to assemble this collection of jewelry.

Compare the orbits of Mars, Venus, and Earth.

Course Titles, Subjects, Academic Degrees

Capitalize the names of specific coiu-se titles. However, do not capitalize names of

subjects or areas of study (except for any proper notms or adjectives in such names)

.

American History 201 meets on Tuesdays and Thursdays. [Course title.)

Harriet got a bachelor's degree in American history. (Area of study.)

Do not capitalize academic degrees used as general terms of classification. However,

capitalize a degree used after a person's name.

a bachelor of arts degree received his bachelor's (see 11644)

a master of science degree working for a master's

a doctor of laws degree will soon receive her doctorate

BUT: Claire Hurwitz, Doctor of Philosophy

In references to academic years, do not capitalize the words freshman, sophomore,

junior, and senior In references to grade levels, capitalize the word grade when a

number follows but not when a number precedes.

Harriet spent her yw/'or year in Germany.

Our oldest child is in Grade 6; our second child is in the third grade.
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NOTE: Some schools and colleges prefer to use first-year students in place oifireshmm.

All incoming freshmen (oh first-year students) must register by September 4.

Commercial Products

355 Capitalize trademarks, brand names, proprietary names, names of commercial

products, and market grades. The common notm following the name of a product

should not ordinarily be capitalized; however, manufacturers and advertisers often

capitalize such words in the names of their own products to give them special

emphasis.

Elmer's glue but: Krazy Glue

NOTE: Be alert to the correct spelling of proper noims.

Macintosh computers BUT: Mcintosh apples

>* For the capitalization ofshort words in the names ofproducts, see f303, note. For the

use ofintercaps, see ^366.

Capitalize all trademarks except those that have become clearly estabMshed as com-

mon noims. To be safe, check an up-to-date dictionary or consult the International

Trademark Association (1133 Avenue of the Americas, New York, NY 10036).

NOTE: You may contact the International TVademark Association either by e-mail

<commimications@inta.org> or on the Web <http://www.inta.org>.

Xerox, Photostat; BUT: photocopy

Telecopier; BUT: fax

DeskWriter, LaserJet; but: laser printer

Express Mail, Yellow Pages, Filofax;

BUT: e-mail, voice mail, videotex

Scotch tape, Post-it notes, Rolodex

Jiffy bag. Carousel slide projector

Acrilan, Dacron, Lycra, Orion,

Ultrasuede; BUT: nylon, spandex

Naugahyde, Thinsulate, Pemia-Prest

Levi's. Windbreaker, Snugli, L'eggs

Loafers, Air Jordan, 'Boks

Jeep, Dumpster, Hide-A-Bed

Airijus, Learjet AAdvantage

Teflon, Velcro, Ziploc, Baggies, GLAD

AstroTurf, Styrofoam, Lucite, Mylar

Spackle, Plastic Wood, Sheetrock

Fiberglas; but: fiberglass

Jacuzzi, Disposall, Frigidaire, Stemo

Laundromat, Dustbuster, Drygas

Crock-Pot Pyrex dish, Dixie cup

Off!, Oh Henry!, H20HI, Guess?

Band-Aid, Ace bandage, Q-Tips

Kleenex, Vaseline, Chap Stick

Tylenol, Novocain, Demerol,

Valium; but: aspirin

Nicotrol, Nyquil, Motrin;

BUT: penicillin, cortisone

Clean; BUT: olestra

Adrenalin; but: adrenaline

diet Coke, Diet Pepsi, Kool-Aid,

Popsicle, Gatorade, Sanka

Kitty Litter, Seeing Eye dog

Day-Glo colors. Technicolor

Discman, Walkman, Polaroid;

BUT: camcorder

StairiVlaster, Wiffle ball

Jazzercise, Ski-Doo, Tamagotchi

Frisbee, Ping-Pong, RolleriDlades

Scrabble, Trivial Pursuit

Realtor; BUT: real estate agent

Neon (car); BUT: neon (gas)

NOTE: Trademark holders typically use a raised symbol (such as ™ or ®) after their

trademarks in all of their correspondence, promotional material, and product pack-

aging. When you make reference to trademarks that belong to others, you do not

need to use these symbols. Capitalizing the trademarks is sufficient.
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Advertising Material

357 Words ordinarily written in small letters may be capitalized in advertising copy for

emphasis. (This style is inappropriate in all other kinds of communication.)

Save money now during our Year-End Clearance Sale.

It's the event Luxury Lovers have been waiting for . . . from Whitehall's!

Legal Documents
358 In legal documents, many words that ordinarily would be written in small letters are

often written with initial capitals or all capitals—for example, references to parties,

the name of the document, special provisions, and sometimes spelled-out amounts

of money (see ^420b).

THIS AGREEMENT, made this 31st day of January 2002 . .

.

. . . hereinafter called the SELLER . .

.

WHEREAS the Seller has this day agreed . .

.

WITNESS the signatures . .

.

NOTE: A niunber of lawyers no longer follow this style.

Nouns With Numbers or Letters

ICapitcdize a noun followed by a niunber or a letter that indicates sequence.

EXCEPTIONS: Do uot Capitalize the nouns line, note, page, paragraph, size, step, and

verse.

Account 66160
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b. Be sure to capitalize short verb forms like Is and Be. However, do not capitalize

to when it is part of an infinitive.

How to Succeed in Business Without Really Trying

"Redevelopment Proposal Is Not Expected to Be Approved"

NOTE: When citing titles in text, headings, source notes, or bibliographies, it is

important to maintain a consistent style of capitalization. You may thus find it

necessary to disregard the capitalization style used on the title page of a particu-

lar book or in the heading of a particular article or in the Hstings in a particular

catalog. For reasons of typographic design or graphic appeal, titles may appear

in such places in a variety of styles—in capital letters, small letters, small caps,

or some combination of these styles. In some cases, only the first word of the title

and subtitle is capitalized. In other cases, the first letter of every word is capital-

ized. In some books a different style of capitalization is used on the book jacket,

the title page, and the copyright page. In Hght of all these variations in capital-

ization style that you are likely to encounter, impose a consistent style as

described m M360-361. However, do not alter the all-cap style used for

acronyms (for example, AWS) and organizational names (for example, WM).

Even articles, short conjunctions, and short prepositions should be capitalized under

the following circiunstances:

a. Capitalize the first and last word of a title.

"A Home to Be Proud Of"

"The New Economy: Signs and Signals to Watch For"

CAunoN: Do not capitalize the at the beginning of a title unless it is actually part

of the title.

For further details check the Encyclopaedia Britannica.

This clipping is from The New York Times.

b. Capitalize the first word following a dash or colon in a title.

Abraham Lincoln-The Early Years

The Treaty of Versailles: A Reexamination

c. Capitalize short words like in, out, off, and up in titles when they serve as adverbs

rather than as prepositions. (These words may occur as adverbs in verb phrases

or in hyphenated compounds derived from verb phrases. See M803, 1070.)

"Microsoft Chalks Up Record Earnings for the Year"

"LeClaire Is Rumer-Up in Election" [see also 11363)

BUT: "Sailing up the Mississippi"

The Spy Who Came In From the Cold

"Foxworth Is Considered a Shoo-/A? for Governor"

BUT: "Pollsters Project an Easy Win for Foxworth in Heavy Voter Turnout"

d. Capitalize short prepositions like in cind up when used together with prepositions

having four or more letters.

"Sailing Up and Down the Mississippi"

"Happenings In and Around 'Sovin"

"Mall Opening On or About May 1"

"Voters /brand Againstihe New Budget Clash at Hearing"

Continued on page 108
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e. When a title or heading is displayed on more than one line, do not capitalize the

first word of any turnover hne unless it needs to be capitalized on the basis of the

preceding guidelines.

Should You Invest for the Long Pull Millions Income

or Should You Trade Continually? of Dollars per Capita

5^ For the capitalization o/Preface, Contents, Appendix, and Index, see ^242, note;for

the use of all-capital letters with titles, see ^28%.

362 Do not capitalize a book title when it is incorporated into a sentence as a descrip-

tive phrase.

In his book on economics Samuelson points out that . .

.

BUT: In his book Economics Samuelson points out that . .

.

Hyphenated Words

I

Within a sentence, capitalize only those elements of a hyphenated word that are proper

nouns or proper adjectives. At the beginning ofa sentence, capitalize the first element

in the hyphenated word but not other elements unless they are proper noims or prop-

er adjectives. In a heading or title, capitalize all the elements except articles, short

prepositions, and short conjunctions. (See ^360.)

Within Sentences

e-mail [see ^847)

up-to-date

Spanish-American

English-speaking

mid-September

ex-President Clinton

Senator-elect Murray

self-confidence

de-emphasize

follow-up

Ninety-ninth Congress

post-Worid War II

one-sixth

twenty-first

Beginning Sentences

E-mail

Up-to-date

Spanish-American

English-speaking

Mid-September

Ex-President Clinton

Senator-elect Murray

Self-confidence

De-emphasize

Follow-up

Ninety-ninth Congress

Post-World War II

One-sixth

in Headings and Titles

E-Mail

Up-to-Date

Spanish-American

English-Speaking

Mid-September

Ex-President Clinton

Senator-Elect Murray

Self-Confidence

De-Emphasize

Follow-Up [see pBlc)

Ninety-Ninth Congress

Post-World War II

One-Sixth

Twenty-FirstTwenty-first

NOTE: In the hyphenated names of organizations and products, the word or letter fol-

lowing a hyphen may or may not be capitalized. Follow the organization's style in

each case.

Snap-on tools Post-it notepads Etch-A-Sketch

Easy-Off oven cleaner Book-Of-The-Month Club La-Z-Boy

Awards and Medals

364 Capitalize the names of awards and medals.

Pulitzer Prize winners the Purple Heart

the Nobel Prize the Medal of Honor

Oscars and Emmys {evt: the Congressional Medal of Honor)
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Computer Terminology

365 a. Use all-capital letters for the names of many programming languages.

COBOL FORTRAN BUT: Java

BASIC APL Ada

BUT: QuickBASIC LISP Logo

b. Use all-capital letters for the names of many operating systems.

MS-DOS UNIX BUT:MacOSX

PC-DOS OS/2 Linux

c. Capitalize the names of Internet search engines (Excite, Yahoo!), Internet service

providers (UUNet) and commercial online services (America Online), Web sites

(HotWired), online communities (Usenet), and online databases (Lexis, Dialog).

Some of these names (such as UUNet and HotWired) follow a special capitaliza-

tion style known as intercaps. (See 11366 for more examples.)

>* For the capitalization of words orphrases beginning with Web, see 11847/.

Intercaps

I
The names of many organizations and products are written with an unusual style

known as intercaps or BiCaps. Follow the organization's style in each case.

a. The names of computer organizations and products commonly reflect an intercap

style. For example:

AltaVista

CyberPatrol

HotWired

NetNanny

OmniPage

PageMaker

PowerPoint

SurfWatch

TrueType

VirusScan

VisiCalc

WebCrawler

WordPerfect

ZipZapp

CorelDRAW

IMac

InterNIC

NeXT

QuarkXPress

RealTIME Media

TKlSolver

b. The use of intercaps appears in other areas of business as well. For example:

AstroTurf CreataCard greeting cards PlaySkool toys

NordicTrack DieHard batteries ReaLemon juice

NutraSweet DuraSoft contact lenses TraveLodge motels

PowerBar KitchenAid appliances TripTik maps

SaladShooter MasterCard purchases VapoRub ointment

>- Capitalization of questions within sentences: see mi5, 117.

Capitalization after a colon: see n196-199.

Capitalization after an opening bracket: see 11296.

Capitalization after an opening dash: see 11214, note.

Capitalization after an opening parenthesis: see 1111224-226.

Capitalization after an opening quotation mark: see 1(11272-273.

Capitalization of abbreviations: see 11514.

Capitalization for special emphasis: see 11285c



SECTION 4
Numbers

Basic Rules (11^401-406)
Figure Style (M401-403)

Word Style (M404-406)

Special Rules (11^407-470)
Dates (M407-412)

Money OT413-420)

At the Beginning of a Sentence (M42 1-422)
Indefinite Numbers and Amounts (^423)

Ordinal Numbers (M424-426)

Fractions (M427-428)

Fractions Standing Alone {^427)

Fractions in Mixed Numbers (^428)

Measurements (^^429-432)

Ages and Anniversaries (M433-435)

Periods of Time (^^436-439)

Clock Time (M440-442)

With a.m., p.m., Noon, and Midnight (11440)

With O'clock (^441)

Without a.m., p.m., or O'Clock (^442)

Decimals {M443-446)

Percentages (M447-449)

Ratios and Proportions (^450)

Scores and Voting Results (11451)

Numbers Referred to as Numbers (11452)

Figures "\^th Abbreviations and Symbols (11453)

Telephone Numbers (11454)

No. or # With Figures (1(455)

Adjacent Numbers (1I11456-457)

Numbers in a Sequence (1111458-460)

Expressing Numbers in Figures (1111461-464)

Expressing Numbers in Words (1111465-467)

Expressing Numbers in Roman Numerals (1111468-469)

Expressing Large Numbers in Abbreviated Form (11470)

>- For definitions ofgrammatical terms, see the appropriate entries in the Glossary of

Grammatical Terms (Appendix A).
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There is a significant difference between using figures and using words to express numbers.

Figures are big (like capital letters) and compact and informal (like abbreviations); when
used in a sentence, they stand out clearly from the surrounding words. By contrast, numbers

expressed in words are unemphatic and formal; they do not stand out in a sentence. It is this

functional difference between figures and words that underhes all aspects of number style.

Basic Rules
The rules for expressing numbers would be quite simple if writers would all agree to express

numbers entirely in figures or entirely in words. But in actual practice the exclusive use of

figures is considered appropriate only in tables and statistical matter, whereas the exclusive

use of words to express numbers is found only in ultraformal documents (such as proclama-

tions and social invitations) . In writing that is neither ultraformal nor ultratechnical, most

style manuals call for the use of both figures and words in varying proportions. Although

authorities do not agree on details, there are two sets of basic rules in wide use: ihe figure

style (which uses figures for most numbers above 10) and the word style (which uses figures

for most numbers above 100). Unless you deal with a very limited type of written communi-

cation, you should be prepared to use each style appropriately as the situation demands.

Figure Style

The figure style is most commonly used in ordiaary business correspondence (dealing with

sales, production, finance, advertising, and other routine commercial matters). It is also used

in joumahstic and teclmical material and in academic work of a technical or statistical

nature. In writing of this kind, most numbers represent significant quantities or measure-

ments that should stand out for emphasis or quick comprehension.

a. Spell out numbers from 1 through 10; use figures for numbers above 10. This rule

appHes to both exact and approximate numbers.

I would like ten copies of this article, but I need only two or three right away.

I sensed that the project was in trouble from Day One. [See 11359.)

At the convention we got more than 75 requests for a copy of your report

We expect about 30 to 35 employees to sign up for the graphic arts course.

The advertising is deliberately pitched at the 40-plus age group.

My letter in last Sunday's paper provoked over 25 letters and some 60-odd phone calls.

There has been a s/x/b/d increase in the number of reported Incidents, ^ee ^817b.)

BUT: There has been a 20-fold increase in the number of reported incidents.

One bookstore chain has already ordered 2500 copies. CSee ^461, note, on the omission of

commas in four-digit figures.)

The exhibition drew more than 12,000 people in the first month.

We send out about 200,000 catalogs almost every month, but our year-end holiday catalog is

mailed to over /,000,000 households. (See t]403b.)

NOTE: In the statement of the rule above ("Spell out numbers from 1 through 10"),

figures are used for 1 and 10 because these numbers are referred to as nvunbers.

See ^401b for a fuller explanation.

>- For a note on the use o/more than and over with numbers, see Section 11, page 300.

Continued on page 112
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b. Use all figures—even for the numbers 1 through 10 (as in this sentence)—^when

they have technical significance or need to stand out for quick comprehension.

This all-figure style is used in tables, in statistical material, and in expressions

of dates (May 3), money ($6), clock time (4 p.m.), proportions and ratios (a

5-to-l shot), sports scores (3 to 1), academic grades (95), and percentages (8 per-

cent). This style is also used with abbreviations and symbols (12 cm, 8°F), with

numbers referred to as numbers (think of a number from 1 to 10), with highway

designations (U.S. Route 1, 1-80), and with technical or emphatic references to

age (a tristate clinical study of 5-year-olds), periods of time (a 6-month loan), mea-

surements (parcels over 3 pounds), and page numbers (page 1).

c. In isolated cases spell out a number above 10 m order to de-emphasize the num-

ber or make it seem indefinite.

Jonathan could give you a thousand and one reasons for his inability to find a job that's right

for him.

I have a hundred things to do today. On this context 700 things would seem too precise, too

exact.)

Thanks a million for all your help on the Tennyson deposition.

When I asked Fran to reconsider, all she said was, "A thousand imes no!"

d. Also use words for numbers at the beginning of a sentence, for most ordinals (our

twenty-fifth anniversary), for fractions (one-third of our sales), and for nontechnical

or nonemphatic references to age (my son just turned twelve), periods of time

(twenty years ago), and measurements (I need to lose another thirty pounds).

>- For rules on how to express numbers in figures, see n461-464; for rules on how to

express numbers in words, see ff465-467.

Use the same style to express related numbers above and below 10. If any of the

numbers are above 10, put them all in figures.

We used to have two dogs, one cat, and one rabbit.

BUT: We now have 5 dogs, 77 cats, and 7 rabbit. (The rabbit is male.)

When the museum guard was asked how he could be so sure that the dinosaur skeleton on

display was precisely 80,000,009 years old, he explained that the dinosaur had been 80,000,000

years old when he started working at the museum 9 years earlier.

Our four sons consumed a total of 18 hamburgers, 5 large bottles of diet Coke, 12 DoveBars, and

about 2000 cookies-all at one sitting. [Figures are used for all the related items of food; the other

numbers-four and one-are spelled out, since they are not related and are not over 10.)

NOTE: In the names of companies and products, follow the organization's style.

a 7-Eleven store a can of 7UP A.I. steak sauce

3-ln-One oil V8 juice 9-Lives cat food

Lotus 1-2-3 software 3M office products One-A-Day vitamins

a. For fast comprehension, numbers in the millions or higher may be expressed as

follows:

21 million On place of 21,000,000)

3 billion On place of 3,000,000,000)

14'/2 million On place of 14,500,000)

2.4 billion On place of 2,400,000,000)

Bindel & Boggs is placing an order for 2.4 million barrels of oil.

BUT: Bindel & Boggs is placing a 2.4-million-barrel order. [See 11817a.)
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NOTE: This style may be used only when the amount consists of a whole number

with nothing more than a simple fraction or decimal following. A number such as

4,832,067 must be written all in figures. However, if the situation permits num-

bers to be rounded, this number can be rewritten as 4.5 million.

b. TVeat related numbers alike.

Last year we sold 21,557,000 items; this year, neariy 23,000,000

(NOT: 21.557000 ... 23 million.)

>^ For examples involving money, see ^416.

Word Style

The word style of nmnbers is used mainly in high-level executive correspondence (see

M 1394-1395) and in nontechnical material, where the writing is of a more formal or Hter-

ary nature and the use of figures would give numbers an undesired emphasis and obtrusive-

ness. Here are the basic rules for the word style.

•^'^ Spell out aU numbers, whether exact or approximate, that can be expressed in one

or two words. (A hyphenated compound number like twenty-one or twenty-nine counts

as one word.) In effect, spell out all numbers from 1 through 100 and all round num-

bers above 100 that require no more than two words (such as sixty-two thousand or

forty-five million).

Mr. Ryan received twenty-three letters praising his talk last Wednesday at the Rotary Club.

Last year more than flve/i^e million people attended the art exhibition our company sponsored.

Some sixty-odd people have called to volunteer their services.

More than two hundred people attended the reception for Helen Russo.

BUT: More than 250 people attended the reception. (Use figures when more than two words

are required.)

NOTE: In writing of all ultraformal natiure—proclcunations, social invitations, and

many legcd dociunents—even a number that requires more than two words is spelled

out. However, as a matter of practicahty the word style ordinarily uses figures when
more than two words are required.

>^ For guidelines on how to express numbers in words, see n465-467.

Express related niunbers the same way, even though some are above 100 and some
below. If any must be in figiu-es, put all in figures.

We sent out three hundred \u\i\laX\on^ and have already received over one hundred acceptances.

BUT: We sent out 300 invitations and have already received 125 acceptances.

(NOT: three hundred . . . 125.)

Numbers in the millions or higher that require more than two words when spelled out

may be expressed as follows:

231 million On place of 231,000,000)

9% billion On place of 9,750,000,000)

671.4 million On place of 671,400,000)

Even a two-word nimiber such as sixty-two million should be expressed as 62 million

when it is related to a number such as 231 million (which cannot be spelled in two

words). Moreover, it should be expressed as 62,000,000 when it is related to a num-

ber such as 231,163,520.
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Special Rules
The preceding rules on figure style (M401-403) and word style (ffl404-406) are basic

guidelines that govern in the absence of more specific principles. The following rules cover

those situations that require special handling (for example, expressions of dates and money).

In a number of cases where either figures or words are acceptable, your choice will depend

on whether you are striving for emphasis or formality.

Dates

The following rules apply to dates in sentences. See 11314 for the treatment of date lines in

business correspondence.

a. When the ^precedes the month or stands alone, express it either in ordinal fig-

ures (1st, 2d, 3d, 4th) or in ordinal words (the first, the twelfth, the twentieth).

FOR EMPHASIS: This year's international sales conference runs from Monday, the 2doi August

through Thursday, the 5th.

FOR FORHALTTY: We leave for Europe on the third of June and return on the twenty-fifth.

b. When the dayfollows the month, use a cardinal figure [1, 2, 3, etc.) to express it.

on March 6

NOTE: Do not use the form March 6th or March sixth, even though those versions

reflect the way the date would sound when spoken aloud.

iiiJ a. Express complete dates in month-day-yecu* sequence.

March 6, 2003

MOTE: In United States military correspondence and in letters fi-om foreign coun-

tries, the complete date is expressed in day-monih-yeai sequence.

6 March 2003

b. The form 3/6/03 (representing a month-day-year sequence) is acceptable on busi-

ness forms and in informal letters and memos. Avoid this form, however, if there

is any chance your reader could misinterpret it as a day-month-year sequence.

c. Avoid the following forms: March 6th, 2003; Mar 6, 2003; the 6th ofMarch, 2003;

the sixth ofMarch, 2003.

409 a. When you make a reference to a previous letter, memo, or document in the first

sentence of a document you are composing, it is usually sufficient to cite only the

month and the day.

Thank you for your letter of May 22, in which ... (A reader will assume that the current year-

as shown in your date line-also applies to the letter of May 22.)

5* For the use ofa comma between the date and the in which clause, see 11152.

However, in cases where there can be no room for the sHghtest ambiguity (for

example, in legal docimients), it is safer to cite the fuU month-day-year date in

the first sentence.

Thank you for your letter of December 27, 2000, in which . .

.

HOTE: It is especially helpful to give the full date when the document you are cit-

ing was written in a prior year or when the dociunent is part of a large file that
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spans two or more years. Some writers, as a matter of policy, cite the full date

under all circumstances.

b. When you make reference to dates elsewhere in the document you are compos-

ing, the decision to include or omit the year in these dates will depend on the

nature of the document. If the dates are significant from a legal perspective (for

example, in schedules specifying deadlines for performance and incremental pay-

ments), include the year in all subsequent references to dates. In ordinary corre-

spondence, however, when it is clear from the context that the subsequent dates

all fall within the same year as the one shown in the date line or in the first sen-

tence in your document, the use of month and day alone is sufficient.

ijNote the use of commas and other punctuation with expressions of dates.

On August 13, 2001, my husband and I received the bank loan that pennitted us to start our

own restaurant. (Two commas set off the year following the month and day.)

We set a formal opening date of November 15, 2001; we actually opened on March 18, 2002

(because of the flash fire that virtually destroyed the restaurant and forced us to start from

scratch). (Note that the second comma is omitted after 2001 and 2002 because in each case

other punctuation-a semicolon or an opening parenthesis-is required at that point)

Sales for February 2002 hit an all-time low. (Omit commas around the year when it follows the

month alone.)

BUT: Once we introduced our new product line in September 2001, it was clear that we were

finally on the road to a strong recovery. (The comma following 2007 is needed to separate an

introductory dependent clause from the rest of the sentence, not because of the date.)

The May 2001 issue of The Atlantic carried an excerpt from Brenda's forthcoming book. (No

commas are used when the month-year expression serves as an adjective.)

BUT: The May 7, 2001, issue of Newsweek broke the story. (Use two commas to set off the year

when a complete date serves as an adjective. See 11154.)

In 2001 we opened six branch offices in ... (No comma follows the year in a short introductory

phrase unless a nonessential element follows immediately.)

On February 28 we will decide ... (No comma follows the month and day In a short introduc-

tory phrase unless a nonessential element follows immediately.)

BDT: On February 28, the date of the next board meeting, we will decide . . . Onsert a comma
when a nonessential element follows immediately.)

On February 28, 27 managers from the Iowa plant will . . . Onsert a comma when another fig-

ure follows immediately. See 11456.)

Yesterday, April 3, I spoke to a group of exporters in Seattle. On Tuesday, /^ril 1 1, I will be

speaking at an international trade fair in Singapore. (Set off a month-day expression when it

serves as an appositive. See 11148.)

On August 28, when the malfunction was first reported, we notified all of our dealers by e-mail

about an equipment recall. (The phrase Or) August 28 establishes when; the when clause that

follows is nonessenfial and is set off with commas.)

>- For the use or omission of a comma when a date is followed by a related phrase or

clause, see 11152.

41 1 In formal legal dociunents, formal invitations, and proclamations, spell out the day

and the year. A nimiber of styles may be used:

May twenty-first two thousand and two

the twenty-first of May In the year of our Lord two thousand

this twenty-first day of May and two
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412 a. Well-known years in history may appear in abbreviated form,

the stock market crash in '29 the gold rush of '49 0849]

the Olympic Winter Games of '96 bdt: the San Francisco 49ers

b. Years also appear in abbreviated form in certain business expressions. (See also

^294.)

FY2001/02 OR fiscal year 2001/02 the fall '02/'03 catalog

c. Class graduation years often appear in abbreviated form.

the class of '99 the class of '00 the class of '04

NOTE: There is still no consensus on how^ to refer aloud to academic classes in the

first decade of the twenty-first centmy. On the basis of the style commonly used

at the start of the twentieth century, the class of 2004 (or '04) could be referred

to aloud as "the class of aught-four" or "the class of naught-foiu:." The more chal-

lenging question is how to refer to the class of '00. One solution is simply to say

"the class of two thousand." Other suggestions ciurently in circulation include

"the class of aughty-aught," "the class of naughty-naught," "the double-ohs," "the

oh-ohs," and even "the uh-ohs." In time, one expression will probably become

estabhshed through usage as the dominant form. Until then feel free to choose (or

devise) whatever form appeals to you.

>* For the expression of centuries and decades, see n438-439; for dates in a sequence,

see n458-460.

Money
a. Use figures to express exact or approximate amounts of money.

$7 over $1500 more than $5,000,000 a year a $50 bill

$13.50 nearly $50,000 a $5,000,000-a-year account $350 worth

5^ For a note on the use o/more than and over with numbers, see Section 11, page 300.

b. When amounts of money firom different countries are referred to in the same con-

text, the unit of currency in each case usually appears as an abbreviation or sym-

bol (or both) before the numerical amoimt.

US$1 0,000 [refers to 1 0,000 U.S. dollars)

Can$1 0,000 (refers to 1 0,000 Canadian dollars)

Mex$1 0,000 (refers to 10,000 Mexican pesos)

DM1 0,000 (refers to 1 0,000 German deutsche marks)

£1 0,000 (refers to 1 0,000 British pounds)

¥1 0,000 (refers to 1 0,000 Japanese yen)

€1 0,000 (refers to 1 0,000 euros)

NOTE: If yoiu: software provides special character sets, you can access the sjnn-

bols for the British pound and the Japanese yen. The symbol for the euro—intro-

duced early in 1999—^is still so new that it may not be provided by your software.

In that case use a small e to represent the euro: elO,000

c. An isolated, nonemphatic reference to money may be spelled out.

two hundred dollars a half-dollar five thousand dollars' worth

nearly a thousand dollars half a million dollars (note the apostrophe with

a twenty-dollar bill a million-dollar house dollars)
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414 Spell out indefinite amounts of money.

a few million dollars many thousands of dollars

$12 million
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c. The cent sign (e) may be used in technical and statistical material.

The price of aluminum, 78.60 a pound a year ago, now runs around 69.80 a pound; copper, then

selling for 98.60 a pound, now costs 87.60 a pound.

^^^^When using the dollar sign or the cent sign with a price range or a series of amounts,

use the sign with each amount.

$5000 to $8000 $1 million to $20 million

100 to 200 ^^^ ^^' ^^ ^ ^° ^"^^ million)

These three properties are valued at $832,900, $954,500, and $1,087,000, respectively.

If the term dollars or cents is to be spelled out, use the term only with the final

amoimt.

420 a. In some legal documents, amounts of money are expressed first in words and

then, within parentheses, in figiu-es. (See also ffl465-467.)

One Hundred Dollars [$100] or One Hundred [100) Dollars

BUT NOT: One Hundred [$100] Dollars

Three Thousand One Hundred and 50/100 Dollars [$3100.50]

b. When spelling out amounts of money, omit the and between hundreds and tens of

dollars if and is used before the fraction representing cents.

Six Hundred Thirty-two and 75/100 Dollars

[NOT: Six Hundred a/7(y Thirty-two and 75/100 Dollars]

NOTE: In whole dollar amounts, the use of and between himdreds and tens of dol-

lars is optional.

Six Hundred Thirty-two Dollars or Six Hundred and Thirty-two Dollars

c. The capitalization of spelled-out amounts may vary. Sometimes the first letter of

each main word is capitalized (as in the examples in ^420a); sometimes only the

first letter of the first word is capitalized (as on checks); sometimes the entire

cimoimt is in all-capital letters.

The following rules (^^421-428) cover situations in which numbers are usually spelled

out: at the beginning of sentences and in expressions using indefinite numbers, ordinal

numbers, and fractions.

At the Beginning of a Sentence

CEH Spell out a niunber that begins a sentence, as well as any related numbers.

TTj/rty-foivr former students of Dr. Helen VanVleck came from all parts of the country to honor

their professor on the occasion of her retirement

Eight hundred people have already signed the recall petition.

Forty \o fifty percent of the people polled on different occasions expressed disapproval of the

mayor's performance in office.

[NOT: Forty to 50 percent . . . ]

422 If the number requires more than two words when spelled out or if figures are

preferable for emphasis or quick reference, reword the sentence.

You ought to consider 550-l\/IHz Pentium III processors if you want to boost productivity.

[NOT: 550-MHz Pentium III processors are worth considering . .
.

)
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The company sent out 298 copies of its consumer guidelines last month.

(NOT: Two hundred and ninety-eight copies of its consumer guidelines were sent out by the

company last month.)

We had a good year in 2001.

(NOT: Two thousand one [or 2007] was a good year for us.)

Our mining operations in Nevada provide 60 to 70 percent of our revenues.

(NOT: Sixty to seventy percent of our revenues come from our mining operations in Nevada.)

indefinite Numbers and Amounts

C^3 Spell out indefinite numbers and amounts.

several hundred investors hundreds of inquiries

a few thousand acres thousands of readers

a multimillion-dollar sale many millions of dollars

a man in his late forties a roll of fifties and twenties

> For approximate numbers, see f401 (figure style) and ^404 (word style).

Ordina l Numbers

^X^Jln general, spell out all ordinal niunbers {first, second, third, etc.) that can be expressed

in one or two words. (A hyphenated number like twenty-first counts as one word.)

in the twenty-first century the firm's one hundredth anniversary

twenty-first-century art (BUT: the firm's 125th anniversary)

on the forty-eighth floor the Ninety-ninth Congress On text)

on my fifty-fifth birthday the Ninety-Ninth Congress

the Fourteenth Ward On headings and titles; see ^363)

the two millionth visitor the 106th Congress

the Seventh-Day Adventist Church the Eighteenth Amendment

NOTE: When a hyphenated term like twenty-first is the first element in a compoimd

adjective (as in twenty-first-century art), the second hyphen may be changed to an en

dash (twenty-first-century art).

>- For the rule on how to express ordinal numbers in words, see ^465; for the distinction

between ordinals andfractions, see f427d.

425 a. Use figures for ordinals in certain expressions of dates (see ^407-409), in nmnbered

street names above 10 (see ^ 1333b), and in situations calling for special emphasis.

In Advertising Copy

Come to our 25th Anniversary Sale! (Figures for emphasis.)

Come to our Twenty-fifth Anniversary Sale! (Words for formality.)

In Ordinary Correspondence

Watkins & Glenn is having a twenty-fifth anniversary sale.

b. Ordinal figures are expressed as follows: 1st, 2d or 2nd, 3d or 3rd, 4th, etc. Do not

use an "abbreviation" period following an ordinal figure.

>- For the use of 2d in preference to 2nd, see 11503.

NOTE: Some word processing programs have a default feature that treats ordinal

suffixes as superscripts. For example:

21 « 32d OR 32"d 43d OR 43"i 54*

If you prefer the on-the-line style, you c«in undo the superscript feature.
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426 Ordinals that follow a person's name may be expressed in arabic or romcin numer-

als. As a rule, use arabic numerals unless you know that the person in question

prefers roman numerals.

James A. Wilson 3d or James A. Wilson III

C. Roy Post 4th OR C. Roy Post IV

>- For the use of commas with numerals after a person 's name, see fl56.

Fractions

I

Fractions Standing Alone

a. Ordinarily, spell out a fraction that stands alone (without a whole number pre-

ceding); for example, one-third. Use figures, however, if the spelled-out form is

long and awkward or if the fraction is used in a techniccQ measurement or some

type of computation.

one-half the audience (see ^427c] three-fourths of the profits

two-thirds of our employees nine-tenths of a mile away

multiply by 2/5 a quarter pound of butter

3/4-yard lengths (better than: three-quarter-yard lengths)

5/32 inch (BETTER THAN: five thirty-seconds of an inch)

He came back a half hour later (or half an hour later).

NOTE: Hyphenate half dozen or half a dozen when this phrase is used as a com-

pound modifier before a notm. (See also ^81 7a.)

I'll take a half-dozen eggs (or half-a-dozen eggs).

BUT: I'll take a half dozen (or half a dozen).

b. When a fraction is spelled out, hyphenate the numerator and the denominator

imless either element already contains a hyphen.

five-eighths thirteen thirty-seconds twenty-seven sixty-fourths

NOTE: Some authorities hyphenate simple fractions (those that require only a sin-

gle word for the numerator and the denominator) when they are used as adjec-

tives but not as nouns.

a two-thirds majority bdt: two thirds of the voters

c. In constructions involving the balanced phrases one half. . . the other half, do not

hyphenate one half.

One half of the shipment was damaged beyond use; the other half\Nas salvageable.

d. Distinguish between large spelled-out fractions (which are hyphenated) and large

spelled-out ordinals (which are not)

.

The difference is less than one-hundredth of 1 percent. (Hyphenated fraction meaning 1/100.)

BUT: This year the company will be celebrating the one hundredth anniversary of its founding.

(Unhyphenated ordinal meaning 100th.)

e. Fractions expressed in figures should not be followed by endings like sts, ds, nds,

or ths or by an o/ phrase.

3/200 (NOT: 3/200ths) 9/64 inch (NOT: 9/64ths of an inch)

If a sentence requires the use of an o/phrase following the fraction, spell the frac-

tion out.

three-quarters of an hour (not: 3/4 of an hour)
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f. Use a fractional expression to indicate that one thing is smaller than another.

The old library was one-third smaller than the new one.

[HOT: The old library was three times smaller than the new one.)

BUT: The new library is three times larger ihan the old one.

Fractions in Mixed Numbers

a. Ordinarily use figures to express a mixed number (a whole number plus a frac-

tion); for example, 3/4. Spell out a mixed number at the beginning of a sentence.

Our sales are now 4'A times what they were in 1997.

Two and a quarter [or Two and one-quarter) inches of rain fell over the weekend. (Note the use

of and between the whole number and the fraction.)

b. When constructing fractions that do not appear on the keyboard or in a special

character set with word processing software, use the diagonal (/). Separate a

whole number from a fraction by means of a space (not with a hyphen).

Can you still get a fixed-rate mortgage for 7 3/8? (NOT: 7-3/8.)

c. In the same sentence, do not mix ready-made fractions [Yz, Vi) with those that you

construct yourself (7/8, 5/16).

The rate on commercial paper has dropped from 5% percent a year ago to S'A percent today.

(HOT: 5 3/4... 5'/2.)

NOTE: To simplify typing, convert constructed fractions (and simpler ones used in

the same context) to a decimal form whenever feasible.

The rate on commercial paper has dropped from 5.75 percent a year ago to 5.5 percent today.

d. When a mixed number is followed by a unit of measiu^e, use the plural form of the

unit of measure.

l'/2 inches or 1.5 inches BUT: % inch 1 inch

NOTE: If you are using an abbreviated form for a unit of measure, the abbreviation

is usually the same for the singular and plmrcil. (See ^535a.)

The following rules (1I1[429-442) deal with measurements and with expressions of age

and time (elements that often function as measurements). When these elements have

technical or statistical significance, they are expressed in figures; otherwise, they are

expressed in words.

Measurements

Most measurements have a technical significance and should be expressed in fig-

iu"es (even from 1 through 10) for emphasis or quick comprehension. However, spell

out an isolated measiu-ement that lacks technical significance.

A higher rate is charged on parcels over 2 pounds.

BUT: I'm afraid I've gained another two pounds this week.

Add / quart of sugar for each 4 quarts of strawberries.

BUT: Last weekend we picked four quarts of strawberries from our own patch.

There is no charge for delivery within a 30-mile radius of Chicago.

BUT: It's only a thirty-mile drive up to our summer place.

NOTE: Dimensions, sizes, and exact temperatiure readings are always expressed in

figures.
Continued on page 122
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I'm looking for a 4- by 6-foot rug for my reception room. (See also ^4320

Please send me a half-dozen blue oxford shirts, size U'A/SS.

The thermometer now stands at 32°F. a drop of five degrees in the past hour.

BUT: The temperature has been in the low thirties (or 30s) all week. (An indefinite reference to

the temperature may be spelled out or expressed in figures.)

430 When a measurement consists of several elements, do not use commas to separate

the elements. The measurement is considered a single imit.

The package weighed 8 pounds 1 1 ounces.

The punch bowl holds 4 quarts 1 pint

Hal is 6 feet 8 incties tall in his stocking feet

NOTE: If this type of measurement is used as a compound modifier before a noun, use

hyphens to connect all the elements as a single unit. (See also 11817.)

a 6-foot-8-inch man

431 The unit of measurement may be abbreviated (for example, 12ft) or expressed as a

symbol (for excimple, 12') in technical material or in tables. If either an abbreviation

or a S5mibol is used, the number must be expressed as a figure.

5^ For the style of abbreviationsfor units of measure, see n535-538; for the use offig-

ures with abbreviations and symbols, see f453.

432 Dimensions may be expressed as follows:

GENERAL USAGE: a room 1 5 by 30 feet a 1 5- by 30-foot room

f
a room 15 x 30 ft a 15- x 30-ft room

TECHNICAL USAGE: { , ,- o/,- , .- nn>±r.x,aaixMi. uoAui:,.
^^ ^^^^ 15 X 30 a 15 X 30 room

GENERAL USAGE: a room 5 by 10 meters a 5- by 10-meter room

TECHNICAL USAGE: a room 5 X 10 m a 5- X 10-m room

GENERAL USAGE: 1 5 feet 6 inches by 30 feet 9 inches

TECHNICAL USAGE: 1 5 ft 6 in X 30 ft 9 in OR 1
5' 6" X 30' 9"

>- For the use ofsuspending hyphens in dimensions, see ^832a-b.

NOTE: When using symbols to signify feet and inches, select either the straight style

of quotation marks (' for feet and " for inches) or preferably the slanted style (' and "),

as shown in the examples above. (See 11543.) If necessary, access an extended char-

acter set to avoid the use of curly quotation marks (' and ") in expressions of feet

and inches.

Ages and Anniversaries

[Express ages in figures (including 1 through 10) when they are used as significant

statistics or as techniccd measurements.

Ethel Kassarian, 38, has been promoted to executive director of marketing services.

The attached printout projects the amount of the monthly retirement benefit payable at the age

of 65. (See the entry for Age-aged-at the age of on page 283.)

A computer literacy program is being offered to all 8- and 9-year-olds. (See T1832.)

,^ This insurance policy is specially tailored for people in the 50-plus age group.

You cannot disregard the job application of a person aged 58. (NOT: age 58.)
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MOTE: When age is expressed in years, months, and days, do not use commas to sepa-

rate the elements; they make up a single unit.

On January 1 she will be 19 years 4 months and 17 days old. (The and linking months and days

may be omitted.)

Spell out ages in nontechnical references and in formal writing.

My son is three years old and my daughter is two.

Shirley is in her early forties; her husband is in his mid-sixties.

Have you ever tried keeping a group of five-year-olds happy and under control at the same

time?

We've got a surprise party planned for Jack when he reaches the Big Five-Oh.

Spell out ordinals in references to birthdays and anniversaries except where special

emphasis or more than two words are required. (See also M424-425.)

on my thirtieth birthday her forty-first class reunion

our twenty-fifth anniversary the company's 135th anniversary

Periods of Time

I

Use figures (even from 1 through 10) to express periods of time when they are used

as technical measurements or significant statistics (as in discoimts, interest rates,

and credit terms)

.

a 35-hour workweek a 30-year mortgage a note due in 6 months

NOTE: In legal documents, periods of time are often expressed twice: first in words

and then in figiures (enclosed in parentheses).

payable in ninety (90) days not: payable in ninety (90 days)

Spell out nontechnical references to periods of time imless the niunber requires

more than two words.

a twenty-minute wait the next twelve days forty-odd years ago

eight hours later a two-week cruise three hundred years ago

a half hour from now in twenty-four months but: 350 years ago

BUT: 1 % hours from now (see 11428a) in the last thirty years two thousand years ago

Centuries may be expressed as follows:

the 1900s or the nineteen hundreds or the twentieth century

the twenty-first century twenty-first-century music

I

a. Decades may be expressed as follows:

the 1990s OR the nineteen-nineties or the nineties or the '90s

the mid-1960s OR the mid-sixties or the mid-'60s

in the 1980s and 1990s OR in the '80s and '90s

(but NOT: in the 1980s and '90s or in the 1980s and nineties)

during the years 1993-2003 or from 1993 to 2003 (see 11459)

OR between 1993 and 2003

b. There is still no consensus on how to refer to the first decade of the twenty-first

centtuy. One possibihty is the aughts (the term used to refer to the first decade of

the twentieth century). Among the other suggestions ciurently circulating are the

ohs, the zeros, the zips, the naughties, and the preteens. Until one expression

becomes estabhshed through usage as the dominant term, it may be Scifest to

refer simply to the first decade of the twentyfirst century.^ ' ^'
Continued on page 124
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c. Decades are not capitalized except in expressions such as the Gay Nineties and the

Roaring Twenties.

Clock Time

I

With a.m., p.m., Noon, and Midnight

a. Always use figures with a.m. or p.m.

We take off at 8A5 a.m. The bus is due at 2 p.m.

By 8 p.m., CST, the first election returns should be in.

OR: By 8 p.m. (CST) the first election returns should be in.

>- For abbreviations of time zones such as CST, see f534.

b. In books, journals, and similar publications, a.m. and p.m. usually appear in small

capitals without internal space (a.m., p.m.). In other material, a.m. and p.m. typi-

cally appear in small letters without internal space; however, you can use small

capitals if you have that option. Avoid the use of all-capital letters.

c. For time "on the hour," zeros are not needed to denote minutes unless you want

to give special emphasis to the precise hour.

Our store is open from 9:30 a.m. to 6 p.m. (NOT: 6:00 p.m.]

BUT: Our store is always open until 6:00. {See 11442 for the use of zeros when a.m. or p.m. is

omitted.)

You may call me between 7:30 a.m. and 4 p.m., Monday through Friday. You can reach me on

the weekends between 2 and 5 p.m.

We always close from 12 noon to 1:30 p.m.

From a church bulletin: The Low Self-Esteem Support Group will meet on Thursday between

9:30 and / / a.m. Please use the back door.

In tables, however, when some entries are given in Arr. Dep.

hours and minutes, add a colon and two zeros to 8:45 9:10

exact hoiurs to maintain a imiform appearance. (For 9:00 9:25

more complex illustrations showing the ahgnment 9:50 10:00

of clock times in columns, see 111627b.)

d. Do not use a.m. orp.m. unless figures are used.

this morning tomorrow afternoon

(NOT: this a.m.) (NOT: tomorrow p.m.)

e. Do not use a.m. orp.m. with o'clock.

6 o'clock OR 6 p.m. ten o'clock or 10 a.m.

(NOT: 6 p.m. o'clock) (NOT: 10 a.m. o'clock)

NOTE: The expression o'clock is more formal than a.m. orp.m.

f. Do not use a.m. orp.m. with the expressions in the morning, in the afternoon, in the

evening, and at night. The abbreviations themselves already convey one of these

meanings.

at 9 p.m. OR at nine in the evening (NOT: at 9 p.m. in the evening)

g. Use a colon (without space before or after) to separate hours from minutes (as in

3:22).
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h. The times noon and midnight may be expressed in words alone. However, use the

forms 12 noon and 12 midnight when these times are given with other times

expressed in figures.

Dinner is served in the main dining room until midnight

BUT: Dinner is served from 6 p.m. until 12 midnight

With O'clock

a. With 'clock, use figures for emphasis or words for formahty.

3 o'clock (for emphasis) three o'clock [for formality)

b. To express hours and minutes with o'clock, use this style:

half past four o'clock OR half after four o'clock

(BUT NOT: four-thirty o'clock)

c. Expressions of time containing o'clock may be reinforced by such phrases as in

the morning cind in the afternoon.

10 o'clock at night seven o'clock in the morning

For quick comprehension, use the forms 10 p.m. and 7 a.m.

442 Without a.m., p.m., or O'Ciock

When expressing time without a.m., p.m., or o'clock, either spell the time out or—for

quick comprehension—convert the expression to an all-figure style.

arrive at eight or arrive at 8:00 (not: at 8)

five after six or 6:05

a quarter past ten or 10:15

twenty of four or 3:40

a quarter to five or a quarter of five or 4:45

half past nine or nine-thirty or 9:30

nine forty-two or 9:42

NOTE: A hyphen is used between hours and minutes (seven-thirty) but not if the min-

utes must be hyphenated (seven thirty-five).

The following rules (^11443-455) deal with situations in which numbers are always

expressed in figures.

Decimals

Always write decimals in figures. Never insert commas in the decimal part of a

number.

665.3184368 (no comma in decimal part of the number)

58,919.23785 (comma used in whole part of the number)

5^ For the metric style of writing decimals, see ^461b.

444 When a decimal stands alone (without a whole number preceding the decimal point)

,

insert a zero before the decimal point. (Reason: The zero keeps the reader from over-

looking the decimal point.)

0.55 inch 0.08 gram EXCEPTIONS: a Colt .45; a .36 caliber revolver
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445 Ordinarily, drop the zero at the end of a decimal (for example, write 2. 787 rather than

2. 7870) . However, retain the zero (a) if you wish to emphasize that the decimal is an

exact number or (b) if the decimal has been rounded off from a longer figure. In a col-

umn of figures add zeros to the end of a decimal in order to make the number as long

as other numbers in the column. (For illustrations, see M1627, 1629, 1630, 1632.)

446 Do not begin a sentence with a decimal figure.

The temperature was 63.7. [not: 63.7 was the temperature.)

Percentages

^^2S Express percentages in figures, and spell out the wotA percent. (See ^^421-422 for

percentages at the beginning of a sentence.)

When your mortgage rate goes from 8 percent lo 8.8 percent it may have increased by less than

1 percentage point but you'll pay 10 percent more in interest

Yogi Berra once said, "Baseball is 90 percent mental. The other half is physical."

My client expected a 25 perce/?? discount, (not: a 25-percent discount.)

Our terms are 2 percent 10 days, net 30 days. (Abbreviate these credit terms as 2/10, n/30 on

invoices and other business forms.)

NOTE: The % symbol may be used in tables, on business forms, and in statistical or

technical material.

448 a. Fractional percentages under 1 percent may be expressed as foUows:

one half of 1 percent or 0.5 percent (see 11444)

b. Fractional percentages over 1 percent should be expressed in figures.

7'/2 percent or 7.5 percent 9% percent or 9.25 percent

449 In a range or series of percentages, the word percent follows the last figm^e only. If

the symbol % is used (see 11447, note), it must follow each figure.

We give discounts of 10, 20, and 30 percent (bdt: 10%, 20%, and 30%.)

>* For the use of % in a column offigures, see SI1630; for the use of percent and

percentage, see page 302.

Ratios and Proportions

450 As a rule, write ratios and proportions in figures.

a proportion of 5 to 1 or a 5-to-l ratio or a 5:1 ratio

the odds are 100 to 1 or a 100-to-l shot

NOTE: A nontechnical reference may be spelled out.

a fifty-fifty chance of success or a 50-50 chance of success

Scores and Voting Results

451 Use figiu^es (even for 1 through 10) to express scores and voting results.

a score of 85 on the test a vote of 17 to 6

New York 8, Chicago 6 BUT: a 17-6 vote

Numbers Referred to as Numbers
452 Always use figures to express numbers referred to as numbers,

pick a number from 1 to 10 divide by 16 multiply by %
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Figures With Abbreviations and Symbols

KJ^2^ a. Always use figures with abbreviations and symbols.

$50 10:15 a.m. 43% 2 in OR 2" FY2002 (see ^ 1621c)

650 6 p.m. No. 631 1-95 200 km (see ^537)

b. If a symbol is used in a range of numbers, it should be repeated with each num-

ber. A full word or an abbreviation used in place of the symbol is given only with

the last number

20°-30°C BUT: 20 to 30 degrees Celsius (see ^537, note]

^'h" X 8" 5'/2 by 8 inches or S'A x 8 in

9'xl2' 9 by 12 feet OR 9x12 ft

30%-40% 30 to 40 percent

500-600 50 to 60 cents

$70-$80 seventy to eighty dollars

NOTE: A symbol should be used with each niunber in a series.

discounts of 5%, 10%, and 15% BUT: discounts of 5, 10, and 15 percent

Telephone Numbers
454 a. Insert a hyphen after the first three digits of a telephone niunber; for example,

555-1789. If a company chooses to express its phone number partially or entire-

ly in words, follow the company's style; for example, 345-GIFT, 4-ANGIES,

JOB-HUNT, CASH-NOW, GOFEDEX, PICK-UPS.

b. When providing a telephone extension along with the main niunber, use the fol-

lowing form: 555-4890, Ext. 6041. (In formal correspondence, spell o\xt Extension.)

c. When the area code precedes a phone number, there are several ways to treat the

number. The style most commonly seen, especially in text material, uses a

hyphen (with no space on either side) to connect the elements: 707-555-3998.

The style that encloses the area code in parentheses—(707) 555-3998—^is also

fi-equently used, but it does not work well in text material when the phone num-

ber as a whole has to be enclosed in parentheses.

You can reach me by phone (707-555-3998) during normal business hours.

BUT NOT: ... by phone ((707] 555-3998) during normal business hours.

When telephone numbers are displayed (for example, in letterheads and on busi-

ness cards) , other styles are often seen. Some writers prefer to use a diagonal

after the area code: 707/555-3998. Others simply leave spaces between the ele-

ments: 707 555 3998. And a relatively new style—707.555.3998—uses periods

to separate the elements; because these periods resemble the dots in e-mail

addresses, this style may well grow in popularity.

5=^ For the types ofphone numbers used in business letterheads, see m311-1312.

d. When an access code precedes the area code and the phone number, use a hyphen

to coimect all the elements.

Please use our toll-free, 24-hour phone number: 1-800-555-6400.

Now that there are no more 800 or 888 phone numbers available, our new toll-free, 24-hour

phone number will be 1 -877-555-8758.
Continued on page 128
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e. International phone numbers typically contain a series of specicil access codes.

Use hyphens to connect all the elements.

.0n.-64,9r555-1523

L international access code from the United States

country access code

L city access code

NOTE: The international access code Oil is vahd only for international calls placed

within the United States.

f. When you are providing a U.S. phone number in a printed or electronic docmnent

that may ehcit calls from other coimtries, use a plus sign to represent the inter-

national access code and the numeral 1 to represent the coimtry access code for

the United States. For example:

± ,1.-.41 57555-2998

'-a symbol representing another country's international access code

-the country access code for the United States

'- a U.S. area code

Since each coimtry has its own international access code—for example, 191 is

the code for outgoing calls from France—use a plus sign rather than a specific

international access code unless you are sure aU international calls to yom- niun-

ber will come from only one country.

NOTE: Telephone calls between the United States and Canada, Puerto Rico, and

most places in the Caribbean/Atlantic caUing region do not require the use of

international access codes.

No. or # With Figures

455 a. If the term number precedes a figure, express it as an abbreviation (singular: No.;

plural: Nos.). At the beginning of a sentence, however, spell out Number to pre-

vent misreading.

Our check covers the following invoices: Nos. 8592, 8653, and 8654.

Number Q2}75 has been assigned to your new policy. (NOT: No. 82175 .

.

.)

Our manager says the Southern Region has to be No. 1 in sales-or else!

b. If an identifying noim precedes the figure (such as Invoice, Check, Room, or Box),

the abbreviation No. is usually unnecessary.

Our check covers Invoices 8592, 8653, and 8654. (See 11463 for other exceptions.)

c. The symbol # may be used on business forms and in technical material.

>- For the capitalization ofnouns preceding figures, see f359.

The following rules (1(^456-470) deal with two technical aspects of style: (1) treating

numbers that are adjacent or in a sequence and (2) expressing numbers in figures,

words, or roman numerals.

Adjacent Numbers

I
When two numbers come together in a sentence and both are in figiu"es or both are

in words, separate them with a comma.
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In 1995, 78 percent of our field representatives exceeded their sales goal.

Although the meeting was scheduled for two, ten people did not show up.

On page 192, 25 problems are provided for review purposes.

On Account 53512, $125.40 is the balance outstanding.

On May 8, 18 customers called to complain.

HOTE: No comma is needed when one number is in figures and the other is in words.

On May 9 seven customers called to complain.

When two numbers come together and one is part of a compound modifier (see

11817), express one of the nmnbers in figures and the other in words. As a rule, spell

the first niunber unless the second nmnber would make a significantly shorter word.

two 8-room houses BUT: 500 four-page leaflets

sixty $5 bills 150 five-dollar bills

Numbers in a Sequence

458 Use commas to separate numbers that do not represent a continuous sequence.

on pages 18, 20, and 28 the years 1996, 2000. and 2004

459 a. Use an en dash (or a single hyphen if you do not have access to an en dash) to

link two figiu-es that represent a continuous sequence. The en dash means "up to

and including" in the following expressions:

on pages 18-28 in Articles l-lll

during the week of May 15-21 during the years 1999-2003

NOTE: Do not iuscrt space before or after the en dash or the hyphen. (See also 11299.)

>^ For a full discussion of the use of the en dash and additional examples, see 11217.

b. Do not use the en dash (or hyphen) if the sequence is introduced by the wordfrom

or between.

from 1998 to 2001 between 2001 and 2002

(HOT: from 1 998-200 1

)

(HOT: between 200 1 -2002)

460 a. In a continuous sequence of figures connected by an en dash or a hyphen, the sec-

ond figiue may be expressed in abbreviated form. This style is used for sequences

of page numbers or years when they occur quite fi"equently. In isolated cases, do

not abbreviate. (See 11217.)

1997-98 (OR 1997-1998) pages 110-12 (OR pages 110-112)

2001-2 (OR 2001-2002) pages 101-2 (OR pages 101-102)

b. Do not abbreviate the second niunber when the first niunber ends in two zeros.

2000-2005 (HOT: 2000-05) pages 100-101 (HOT: pages 100-1)

c. Do not abbreviate the second niunber when it starts with different digits.

1995-2003 (HOT: 1995-03) pages 998-1004 (HOT: pages 998-04)

d. Do not abbreviate the second number when it is under 100.

46-48 A.D. pages 46-48

> For a usage note on A.D., see page 282.
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Expressing Numbers in Figures

I

a. When numbers run to five or more figures, use commas to separate thousands,

hundreds of thousands, milhons, etc., in whole numbers. Do not use commas in

the decimal part of a number. (See also ^443.)

12,375 147,300 $11,275,478 4,300,000,000 BUT: 70,650.37248

NOTE: The comma is now commonly omitted in four-digit whole numbers except in

columns with larger numbers that require commas.

3500 OR 3,500 $2000.50 OR $2,000.50

b. In metric quantities, use a space to separate digits into groups of three. Separate

whole numbers and decimal fi-actions, counting from the decimal point.

12 945 181 (RATHER THAIV: 12,945,181] 0.594 31 (RATHER THAU: 0.59431)

NOTE: When a four-digit number is used as a metric quantity, do not leave a space

unless the number is used in a column that has larger numbers.

5181 OR 5 181 0.3725 OR 0.372 5

I

Do not use commas in year numbers, page numbers, house or building numbers,

room numbers, ZIP Code numbers, telephone numbers, heat units, and decimal parts

of numbers.

2003 8760 Sunset Drive New Yori<. NY 10021 ISOCC

page 1246 Room 1804 602-555-2174 (see 11454) 13,664.9999

463 Serial numbers (for example, invoice, style, model, or lot numbers) are usually writ-

ten without commas. However, some serial numbers eire written with hyphens,

spaces, or other devices. In all cases foUow the style of the source.

Invoice 38162 BUT: Social Security No. 152-22-8285 Patent No. 222,341

5^ For the capitalization ofnouns before numbers, see f359;for the use o/No., see ^455.

464 To form the plurals of figures, add s. (See 11624.)

in the '90s (decades) in the 90s (temperature)

Expressing Numbers in Words

I

a. When expressing numbers in words, hyphenate all compoimd numbers between

21 and 99 (or 21st and 99th), whether liiey stand alone or are part of a number

over 100.

twenty-one twenty-one hundred

twenty-first twenty-one hundredth

seven hundred and twenty-five {and may be omitted)

five thousand seven hundred and twenty-five (no commas)

b. Do not hyphenate other words in a spelled-out number over 99.

one hundred nineteen hundred six hundred million

two thousand three hundred thousand fifty-eight trillion

c. When a spelled-out number appears in a place name, follow the style shown in an

authoritative postal directory or atlas.

Twentynine Palms, California Ninety Six, South Carolina

Eighty Four, Pennsylvania Thousand Oaks, California

>* For the capitalization ofhyphenated numbers, see f363.
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When there are two ways to express a number in words, choose the simpler form.

For example, use the iorm fifteen hundred rather than one thousandfive hundred. (The

longer form is rarely used except in formal expressions of dates. See 1411.)

To form the plurals of spelled-out numbers, add s or es. (For numbers ending in y,

change the y to / before es.)

ones twos threes sixes twenty-fives

thirds sixths eighths twenties thirty-seconds

> For spelled-out dates, see f411; for spelled-out amounts of money, see ff413c, 414,

417, 418, 420; for spelled-outfractions, see n427-428.

Expressing Numbers in Roman Numerals

468 Roman numerals are used chiefly for the important divisions of hterary and legisla-

tive material, for main topics in outlines, for dates, and in proper names.

Chapter VI Pentium III MCMXCIX (1999]

Volume III World War I MM IV (2004)

NOTE: Pages in the front section of a book or a formal report (such as the preface and

table of contents) are usually niunbered in small roman numerals: ///, iv, v, etc. Other

pages are numbered in arable numerals: 1, 2, 3, etc. (See M1420, 1427.)

469 To form roman niunerals, consult the following table.

1
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Basic Rules
When to Use Abbreviations

I

a. An abbreviation is a shortened form of a word or phrase used primarily to save

space. Abbreviations occur most frequently in technical writing, statistical mate-

rial, tables, and notes.

b. Abbreviations that are pronounced letter by letter—for example, IBM, Ph.D.,

p.m.—may be referred to as initialisms. Abbreviations that are pronounced as

words—for example, ZIP (Code), AIDS, laser—are called acronyms (see K522).

Occasionally, an abbreviation may have two acceptable pronunciations—for

example, URL (which stands for uniform resource locator and refers to a specific

Web address for an individual or an organization). When URL is pronounced yoo-

arr-ell, it is an initiahsm; when pronounced erl, it is an acronym.

NOTE: The use of a or an before an abbreviation will depend on whether the abbre-

viation is an initiahsm or an acronym. See the entry for a-an on pages 281-282.

c. When using an abbreviation, do not follow it with a word that is part of the abbre-

viation. Consider the following example, which uses the abbreviation for compact

disc (CD).

Mary Jo has an enormous collection of CDs (not: CD discs).

3^ See also f522f.

a. In business writing, abbreviations are appropriate in expedient documents (such

as business forms, catalogs, and routine memos and letters between business

offices) , where the emphasis is on communicating data in the briefest form. In

other kinds of writing, where a more formal style is appropriate, use abbrevi-

ations sparingly. When in doubt, spell it out.

b. Some abbreviations are always acceptable, even in the most formal contexts:

those that precede or follow personal Ucimes (such as Mr, Ms., Mrs., Jr, Sr, Esq.,

Ph.D., S.J.); those that are part of an organization's legal name (such as Co., Inc.,

Ltd.); those used in expressions of time (such as a.m., p.m., CST, EDT); and a few

miscellaneous expressions (such as Ai). and^.C).

c. Organizations -with long names are now commonly identified by their initials in all

but the most formal writing (for example, NAACP, SEC).

d. Days of the week, names of the months, geographic Ucimes, and units of measure

should be abbreviated only on business forms, in expedient documents, and in

tables, fists, and narrow columns of text (for example, in a newsletter or brochure

where space is tight).

e. When an abbreviation is only one or two keystrokes shorter than the full word

(for example, Pt. for Part), do not bother to abbreviate except to achieve consis-

tency in a context where similar terms are being abbreviated. (See also 11532 for

abbreviations of months.)

Consult a dictionary or an authoritative referencej.work for the acceptable forms of

abbreviations. When a term may be abbreviated in several ways, choose the form

that is shortest without sacrifice of clarity.
Continued on page 134
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continued: Use cont rather than contd.

2 pounds: Use 2 lb rather than 2 lbs (see 11620).

Enclosures 2: Use Enc. 2 rather than Encs. 2 or End. 1
second, third: Use 2d, 3d rather than 2nd, 3rd (see also T1425, note).

megabyte, kilobyte: Use MB, KB for clarity rather than M, K.

TSOTE: Merriam-Webster's Collegiate Dictionary, Tenth Edition, the basic authority for all

spelling in this manual, shows virtually every abbreviation without any periods, even

though in actual practice many abbreviations are still written with periods.* Thus,

for example, unless your Latin is very good, you may not realize that in the expres-

sion et al, the word et is a full word (meaning "and") and requires no period, whereeis

al is short for alii (meaning "others") and does require a period. Under these

circmnstances, for specific abbreviations not shown in this manual, you will need to

consult another up-to-date dictionary.

The forms shown here reflect the spellings found in Merriam-Webster, but the

pimctuation is based on observations of actual practice and is consistent with the

style recommended by other authorities.

Be consistent within the Scime material: do not abbreviate a term in some sentences

and spell it out in other sentences. Moreover, having selected one form of an abbre-

viation (say, c.o.d.), do not use a different style (COD) elsewhere in the same mate-

rial. (See 11542.)

NOTE: When using an abbreviation that may not be familiar to the reader, spell out

the full term along with the abbreviation when it is first used.

At the end of fiscal year [FY] 2000, we showed a profit of $1.2 million; at the end of FY2001,

however, we showed a loss of $1.8 million.

OR: At the end of FY2000 (fiscal year 2000) . .

.

a. Given a choice between an abbreviation and a contraction, choose the abbrevi-

ation. It not only looks better but is easier to read.

COnL {bather THAN: COnt'd) govt (RATHER THAN: gOV't)

depL (RATHER THAN: dep't) mfg. (RATHER THAN: m'f 'g)

b. When a word or phrase is shortened by contraction, an apostrophe is inserted at

the exact point where letters are omitted and no period follows the contraction

except at the end of a sentence.

you're doesn't could've
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c. As a rule, contractions are used only in informal writing or in tables where space

is limited. However, contractions of verb phrases (such as can 't for cannot) are

commonly used in business letters where the writer is striving for an easy, collo-

quial tone. In formal writing, contractions are not used (except for o'clock, which

is considered a more formal way to express time than a.m. or p.m.).

d. Be sure to distinguish certain contractions from possessive pronouns that soimd

the same but do not use an apostrophe.

Ron has been pushing the Kirschner proposal for all it's worth. Qn other words, for all it is

worth.)

Let's get an outside consultant to analyze the Kirschner proposal and assess its worth. CHere

its Is a possessive pronoun; no apostrophe should be used.)

>* Forfurther examples and a test on whether to use a contraction or a possessive pro-

noun, see ^1056e.

e. Note that certain contractions can have more than one meaning.

What's her name? (What is her name?)

What's he do for a living? (What does he do for a living?)

What's been happening? (What has been happening?)

When's the last time you saw her? (When was the last time you saw her?)

Let's find out (Let us find out)

Punctuation and Spacing With Abbreviations

I
a. The abbreviation of a single word requires a period at the end.

Mrs. Jr. Corp. pp. Wed.

misc. Esq. Inc. Nos. Oct

iroTE: When the abbreviations appear in the names of organizations and products,

the period is occasionally omitted. Always follow the style of the organization.

Dr. Denton's clothing but: Dr Pepper soft drinks

b. Units of measiu-ement are now commonly written without periods. (See M535a,
538a.l

''^ Almost all small-letter abbreviations made up of single initials require a period after

each initial but no space after each internal period,

a.m. i.e. f.o.b. but: rpm mpg

p.m. e.g. e.o.m. cpi mph

>- For the omission ofperiods with abbreviations of units of measure, see f535a; for the

definition of business abbreviations like f.o.b. and e.o.m., see f541.

IT :1 All-capital abbreviations made up of single initials normally require no periods and

no internal space.

AMA IRS CEO PIN WWW
UAW UN VIP ATM RAM
PBS AICPA PSAT IRA OCR
MIT NFL VCR UFO FTP

EXCEPTIONS: Retain the periods in abbreviations of geographic names (such as

U.S.A.), academic degrees (such as J5.A, M.S.), and a few expressions (such as AD.,

Continued on page 136
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B.C., and P.O.). Also retain the periods when they are used in the names of organi-

zations and products (for example, B.V.D. underwear, S.O.S. scouring pads).

If an abbreviation of two or more words consists of more than single initials, insert

a period and a space after each element in the abbreviation.

N. Mex. Lt. Col. Rt. Rev. loc. cit. nol. pros.

EXCEPTIONS: Acadomic abbreviations, such as Ph.D. (doctor of philosophy), LL.B.

(bachelor of law) , and Litt.D. (doctor of letters) , are written with periods but no

spaces. Units of measurement such as sqft and cu cm are written with spaces but no

periods.

'A number of shortened forms of words are not abbreviations and should not be fol-

lowed by a period. (See ^236c and ^524, note.)

abs
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The correct postal abbreviation for Alaska is AK (Here the period applies only to the end of the

sentence.)

CLEARER: AK is the correct postal abbreviation for Alaska.

The correct abbreviation for numbers is Nos. (Here the period applies to the end of the state-

ment and the abbreviation.)

CLEARER: Nos \s the corrcct abbreviation for numbers.

If rewording the sentence is not feasible, then as a last resort use this solution:

The correct postal abbreviation for Alaska is AK {no period).

No space should follow an abbreviation at the end of a question or an exclamation.

Insert a question mark or exclamation point directly after the abbreviation.

Did you see Jack Hainey being interviewed last night on CBS?

Because of bad weather our flight didn't get in until 4 a.m.!

Capitalization

^"^^'M Most abbreviations use the same capitalization as the full words for which they

stand.

Mon. Monday e-mail electronic mail

Btu British thermal unit D.C. District of Columbia

EXCEPTIONS: CST Central standard time

A.D. anno Domini (see page 282)

> For abbreviations with two forms (for example, COD or c.o.d.j, see ^542.

The following rules (1111515-549) offer guidance on how to treat specific types of

abbreviations.

Special Rules
Personal Names and initials

515 Use periods with abbreviations of first or middle names but not with nicknames.

Thos. Jos. Robt Benj. Jas. Wm. Saml. Edw.

Tom Joe Bob Ben Jim Bill Sam Ed

NOTE: Do not abbreviate first and middle names imless (a) you are preparing a Hst or

table where space is tight or (b) a person uses such abbreviations in his or her legal

name. (See also KlSZla.)

a. Each initial in a person's name should be followed by a period and one space.

W. E. B. Du Bois Mr. L. Bradford Anders

J. T Noonan & Co. L. B. Anders Inc. (see also 11159)

NOTE: Respect the preference of individuals and of companies that use a person's

initials in their company name.

Harry S Truman BFGoodrich FAO Schwar?

LL Bean JCPenney S.C. Johnson

b. When personal initials stand alone, type them preferably without periods or

space. If periods cire used, omit the internal space.

JTN OR J.TN.
Continued on page 138
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c. For names with prefixes, initials are formed as follows:

JDM (for John D. MacDonald) FGO (for Frances G. O'Brien]

NOTE: If you know that an individual prefers some other form (for example, FGO 'B

rather than FGO), respect that preference.

d. Do not use a period when the initial is only a letter used in place of a real name.

(See also 11109a.)

I have selected three case studies involving a Ms. A, a Mr. B, and a Miss C. (Here the letters

are used in place of real names, but they are not abbreviations of those names.)

BUT: Call Mrs. G. when you get a chance. (Here G. is an initial representing an actual name like

Galanos.)

e. The abbreviation NMI is sometimes used on forms and apphcations to indicate

that an individucd has no middle initial.

Abbreviations With Personal Names

I

a. Always abbreviate the following titles when they are used with personal Ucimes:

smcDLAR: f Mrs. (for Mistress] Ms. Mr. Dr.

I Mme. (for Madame]

PLURAL: Mmes. OR Mesdames Mses. or Mss. Messrs. Drs.

Mr. and Mrs. Polio both speak highly of Dr Fry.

Ms. Harriet Porter will serve as a consultant to the Finance Committee.

NOTE: The abbreviation Ms. is used (1) when a woman has indicated that she

prefers this title, (2) when a womein's marital status is unknown, or (3) when a

woman's marital status is considered not relevant to the situation. Always

respect the individucQ woman's preference. If her preference is unknown, use the

title Ms. or omit the title altogether. (See also M618, 1322b, 1366.)

>^ For the proper use of the singular and pluralforms of these titles, see ^618;for the use

o/Dr. with degrees, see 11519c.

b. The titles Miss and Misses are not abbreviations and should not be followed by

periods.

c. In general, spell out all other titles used with personal names.

Vice President Howard Morse Professor Harriman

Mayor Wilma Washington Father Hennelly

Governor Warren R. Fishback Dean Castaneda

Senator Hazel Benner Lieutenant Cowan

d. Long mihtary, rehgious, and honorable titles are spelled out in formal situations

but may be abbreviated in informal situations as long as the siuname is accom-

panied by a first name or initials.

Formal Informal

Brigadier General Percy J. Cobb Brig. Gen. P. J. Cobb

Brigadier General Cobb (NOT: Brig. Gen. Cobb]

Lieutenant Governor Nancy Pulaski Lt. Gov. Nancy Pulaski

Lieutenant Governor Pulaski (NOT: Lt Gov. Pulaski]
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NOTE: Do not abbreviate Reverend or Honorable when these words are preceded by

the.

Formal Informal

the Reverend William R. Bullock Rev. W. R. Bullock

the Honorable Sarah T. McCormack Hon. Sarah T. McCormack

>- For the treatment of titles in addresses, see SI^1322-1323; for the treatment of titles

in salutations, seeM1347-1350.

a. Always abbreviate /r., Sr., and Esq. when these terms follow personal names.

b. The forms /r. and Sr. should be used only with a full name or initials. A title like

Mr. or Dr. may precede the name.

Mr. Henry J. Boardman Jr. or Mr. H. J. Boardman Jr.

Mr. and Mrs. Henry J. Boardman Jr. or Henry J. Boardman Jr. and Sybil P. Boardman

(BUT NOT: Henry J. and Sybil P. Boardman Jr. or Henry J. Jr. and Sybil P Boardman)

NOTE: Ordinarily, do not use/r. or Sr. with a surname alone. However, in an office

where both father and son work, it may be necessary in internal commimications

to refer to Mr. Boardman Sr. and Mr. Boardman Jr as the only practical way to tell

them apart.

>^ For the use or omission ofcommas with Jr. and Sr., see SI156.

c. The form Esq. should also be used only with a full name or initials, but no title

should precede the name. (See ^157.)

George W. LaBarr, Esq. (NOT: Mr. George W. LaBarr, Esq^

NOTE: In the United States the form Esq. is used primarily by lawyers. Although

by derivation the title appHes strictly to males, it is now common practice for

women who are lawyers to use the title as a professional designation.

d. The terms 2d or // and 3d or /// following personal names are not abbreviations

and should not be used with periods.

e. When the word Saint is part of a person's name, follow that person's preference

for abbreviating or spelhng out the word.

Yves Saint-Laurent Camille Saint-Saens Ruth St. Denis St. John Perse

NOTE: When used with the name of a person revered as holy, the word Saint is usu-

ally spelled out, but it may be abbreviated in informal contexts and in hsts and

tables where space is tight.

Saint Jude Saint Peter Claver Saint Therese Saint Catherine

>^ For the treatment o/ Saint in place names, see ^52%.

Academic Degrees, Religious Orders, and Professional Designations

I
a. Abbreviations of academic degrees and rehgious orders require a period after

each element in the abbreviation but no internal space.

B.S. LL.B. B.Ch.E. M.D. SJ.

M.BA LitLD. B.Arch. D.D.S. O.S.B.

Ph.D. Ed.D. M.Div. R.N. S.N.D.
Continued on page 140
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NOTE: The termABD (without periods) is often used to identify a graduate student

who has completed all the requirements for a doctorate except the dissertation.

(The initials stand for all but dissertation.)

So far we have received resumes from two Ph.D.s and seven ABDs. (See ^622a for guidelines

on forming the plurals of these abbreviations.)

b. The term M.B.A. is now commonly written without periods when it is used to sig-

nify an executive with a certain type of training rather than the degree itself.

We have just hired two Stanford MBAs and one from Harvard.

BUT: After I get my M.B.A., I plan to go on to law school.

c. When academic degrees follow a person's name, do not use such titles as Dr., Mr.,

Ms., Miss, or Mrs. before the name.

Dr. Helen Garcia or Helen Garcia, M.D.

(BUT NOT: Dr. Helen Garcia, M.D.)

However, other titles may precede the name as long as they do not convey the

same meaning as the degree that follows.

Professor Rex Ford, Ph.D. the Reverend John Day, D.D.

President Jean Dill, LH.D. or the Reverend Dr. John Day

Dean May Ito, J.S.D. (but not: the Reverend Dr. John Day, D.D.]

^ See also m324c, 1324d, 1364a.

d. Academic degrees standing alone may be abbreviated except in very formal

writing.

I am now completing my Ph.D.

She received her M.A. last year.

OR . . . her master of arts degree last year. (See also ^353.)

e. Professional designations such as CPA (certified public accoimtant), CPS (certi-

fied professional secretary), PLS (certified professional legal secretary), CFP
(certified financial planner), CLU (chartered life underwriter), and FACS (fellow

of the American College of Surgeons) are commonly written without periods when
they are used alone but with periods when they are used with academic degrees.

Anthony Filippo, CPA BUT: Anthony Filippo, B.S., M.B.A., C.P.A.

Ruth L. Morris, CLU Ruth L. Morris, B.A., CLU.

NOTE: List professional designations after a person's name (for example, in the

signatiure line in a letter) only in situations where one's professional qualifica-

tions are relevant to the topic under discussion.

Names of Organizations

I

a. Names of well-known business organizations, labor imions, societies, associ-

ations (trade, professional, charitable, and fraternal), and government agencies

are often abbreviated except m the most formal writing. When these abbrevi-

ations consist of all-capital initicds, they are typed without periods or spaces.

AFL-CIO American Federation of Labor and Congress of Industrial Organizations

ILGWU International Ladies' Garment Workers' Union

NAACP National Association for the Advancement of Colored People

NYSE New York Stock Exchange
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NAM National Association of iVIanufacturers

NIMH National Institute of Mental Health

YMCA Young Men's Christian Association

IRS Internal Revenue Service

SEC Securities and Exchange Commission

b. The following terms are often abbreviated in the names of business organizations.

However, follow the individual company's preference for abbreviating or spelling

out.

Mfg. Manufacturing Co. Company Inc. Incorporated

Mfrs. Manufacturers Corp. Corporation Ltd. Limited

521 In ordinary correspondence, for the sake of brevity and simphcity, you may drop

abbreviations and other elements in organizational names as long as yoiu- reader will

know which company you are referring to. For example, Charles Schwab & Co., Inc.,

may be referred to simply as Schwab; America Online, Inc., may be referred to as

America Online or AOL. In formal and legal documents, an organization's name
should be given in full when it is first introduced; if appropriate, a shorter form may
be used in subsequent references.

Acronyms

I

a. An acronym—for example,NOW—is a shortened form derived from the initial let-

ters of the words that make up the complete form. Thus NOW is derived from

National Organization for Women. Like all-capital abbreviations such as IRS and

NAM, acronyms are usually written in all capitals and without periods; however,

unlike those abbreviations, which are pronounced letter by letter, acronjmis are

pronounced as words. (See 1|501b.) Because they have been dehberately coined

to replace the longer expressions they represent, acronyms are appropriate for

use on all occasions.

C-SPAN Cable Satellite £ublic Affairs Network

WATS Wide-Area Telecommunications Service

POTS plain old telephone service

ZIP (Code) Zone improvement Plan

PIN personal identification number (see ^522r)

SKU stockiseeping unit (pronounced SKEW}

SOHO small office, iiome office (as in the SOHO market)

BOGO buy-one, get-one-free offer

AMEX American Stock Exchange (see 11522c for AmEx]

NASDAQ fsjational Association of Security Dealers Automated Quotations (see ^522e)

DRIP dividend reinvestment program

ESOP employee stock ownership plan

OSHA Occupational Safety and IHealth Administration

RICO Racketeer influenced and Corrupt Organizations Act (pronounced REE-koe)

FOIA freedom of information Act (pronounced FOY-uh)

EPIC Electronic Privacy information Center

AIDS acquired immune deficiency syndrome

CARE Cooperative for American Relief to Everywhere
Continued on page 142
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NIMBY not in my backyard (as in a NIMBY protest)

BANANA build almost nothing anywhere near anything

SADD Students Against Destructive Decisions

FONZ Friends of the National Zoo

EMILY'S List a political fund-raising group based on the concept that early money is Nke

yeast [and makes the dough rise]

SPELL Society for the Preservation of English Language and Literature

MEGO my eyes glaze over

BOGSAT bunch of guys sitting around a table Can ad hoc decision-making process)

SITCOMS couples with a single income, two children, and an onerous mortgage

PONA person of no account (someone not hooked up to the Internet; pronounced

POH-nuh)

WOMBAT waste of money, brains, and time

PEBCAK problem exists between chair and l<eyboard (computer service technician's

diagnosis in the absence of other problems]

YABA yet another bloody acronym

b. In a few cases acronyms derived from initial letters are written entirely in small

letters without periods.

scuba self-contained underwater breathing apparatus

laser light amplification by stimulated emission of radiation

yuppies young urban professionals

gorp good old raisins and peanuts (a high-energy snack]

c. Some coined names use more than the first letters of the words they represent.

Such names are often written with only the first letter capitalized.

Ameslan American Sign Language

Delmarva an East Coast peninsula made up of Delaware and parts of Maryland and

Virginia

Conrail Consolidated Rail Corporation

Amtrak American travel by track

Calpers California Public Employees Retirement System

Echo East Coast Hang Out (an online service]

The Well Ihe Whole Earth 'Lectronic Link (an online community)

radar radio detecting and ranging

sonar sound navigation ranging

modem modulator and demodulator

canola (oil) Canada, oil low acid

op-ed page the page that is opposite the editorial page

pixel picture element

domos downwardly mobile professionals

dinks couple with double incomes and no kids

BUT: AmEx American Express

FedEx Federal Express

INTELPOST International Electronic Postal Service

d. In a few cases all-capital abbreviations such as MC (for master of ceremonies] or

DJ (for disc jockey) may also be spelled out in an uncapitalized form {emcee and

deejay). The spelled-out forms are preferable when such abbreviations are used

as verbs.
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Fran Zangwill emceed Crather than: MC'd) the fund-raiser kickoff dinner

Who has been okaying (rather than: OK'ing) these bills? (See p480

BUT: You'd find it easier to get up in the morning if you didn't OD on TV every night (Here the

choice is between OD and overdose, not oh-dee.')

e. Very long acronyms (with six or more letters) are sometimes written with only the

initial letter capitalized to avoid the distracting appearance of too many capital

letters.

UNESCO OR Unesco (the United Nations Educational, Scientific, and Cultural Organization)

UNICEF OR Unicef (the United Nations international Children's Emergency Fund; now simply

called the United Nations Children's Fund)

f. When using an acronym, do not follow it with a word that is part of the acronym.

Consider the following examples with PIN (personal identification nimiber) and

ATM (automated teller machine)

.

With all the PINs (not PIN numbers) I have to remember these days, i feel as if I were turning

into a PINhead.

The ATM (not the ATM machine) at the State Street branch has swallowed my card again.

Names of Broadcasting Stations and Systems

523 The names of radio and television broadcasting stations and the abbreviated names
of broadcasting systems are written in all-capital letters without periods and with-

out spaces.

Portsmouth: WRAP-AM San Antonio: KISS-FM CNN (but: CNNfn)

Houston: KILT-FM New Orleans: WYES-TV MSNBC

According to ABC and CBS, the earthquake had a magnitude of 6.8.

Names of Government and International Agencies

iThe names of well-known government and international agencies are often abbrevi-

ated. They are written without periods or spaces.

FNMA the £ederal National Mortgage Association (often referred to as Fannie Mae, the

result of trying to sound out the initials FNMA}

GNMA Government National Mortgage Association (referred to as Ginnie Mae)

SLMA Student Loan Marketing Association (referred to as Sallie Mae)

FHLMC Federal Home Loan Mortgage Corporation (referred to as Freddie Mac)

FEMA the Federal Emergency Management Agency

EEOC the Equal Employment Opportunity Commission

NOTE: Expressions such as the Fed (for the Federal Reserve Board] and the Ex-Im Bank

(for the U.S. Export-Import Bank] involve shortened forms rather than true abbrevia-

tions and thus are written without periods.

I
The name United States is usually abbreviated when it is part of the name of a gov-

ernment agency. When used as an adjective, the name is often abbreviated,, though

not in formal usage. When used as a noim, the name is spelled out.

U.S. Department of Agriculture USDA
U.S. Air Force USAF

the United States government the U.S. government

United States foreign policy U.S. foreign policy

throughout the United States (not: throughout the U.S.)
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Geographic Names

I

Do not abbreviate geographic names except in tables, business forms, and expedient

documents (see 11502) and in place names with Saint. (See ^529b.)

NOTE: In informal writing, the city of Washington may be referred to as D.C. and Los

Angeles as LA. In general, however, spell these names out.

INFORMAL CONTEXT: Did you know that Liz has been transferred from the D.C. office to the

branch in LA.?

OTHER CONTEXTS: Did you know that Liz has been transferred from the Washington, D.C,

office to the branch in Los Angeles?

a. When abbreviating state names in addresses, use the two-letter abbreviations

(without periods] shown in ^1341 and on the inside back cover.

b. In all situations other than addresses, use the following abbreviations (with periods

and spacing as shovm)

.

Alabama
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a. Geographic abbreviations made up of single initials require a period after each ini-

tial but no space after each internal period.

U.K. United Kingdom P.R.C. People's Republic of China

N.A North America C.I.S. Commonwealth of Independent States

B.W.I. British West Indies [formerly the U.S.S.R.)

NOTE: When a company uses a geographic abbreviation in its corporate name or in

the name of a product, respect the company's style.

U.S.A. BUT: USA Today U.S. but: U S WEST Communications

b. If the geographic abbreviation contains more thcin single initials, space once after

each internal period.

N. Mex. N. Dak. W. Va. W.Aust

a. In place names, do not abbreviate Fort, Mount, Point, or Port except in tables and

hsts where space is tight.

Fort Wayne Mount Pleasant Point Pleasant Port Arthur

Fort Myers Mount Rainier Point Pelee Port Ludlow

b. In U.S. place names, abbreviate Saint. For other place names involving Saint, fol-

low the style shown in an authoritative dictionary or atlas.

St. Louis, Missouri St Lawrence River

St Petersburg, Florida St Charles Avenue

>^ For the abbreviation or the spelling out ofnames ofstreets, cities, states, and countries,

see also ni334-1337, 1340-1341, 1343.

Compass Points

^a. Spell out compass points used as ordinary nouns and adjectives.

The company has large landholdings in the Southwest

We purchased a lot at the southwest corner of Green and Union Streets.

>^ For the capitalization of compass points, see M338-341.

b. Spell out compass points included in street names except in hsts and tables

where space is tight. (See also ^1334.)

143 South Mountain Avenue

1232 East Franklin Street

a. Abbreviate compass points without periods when they are usedfollowing a street

name to indicate the section of the city. (See also 111335.)

1330 South Bay Boulevard, SW

NOTE: In some commimities the predominant style is to use periods in such abbre-

viations; for example, S.W, N.E. (See ^1335.)

b. In technical material (especially pertaining to real estate and legal or nautical

matters), abbreviate compass points without periods.

N north NE northeast NNE north-northeast

S south SW southwest SSW south-southwest
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Days and Months

I
Do not abbreviate names of days of the week and months of the year except in tables

or Hsts where space is Hmited. In such cases the following abbreviations may be

used:



Section 5 • Abbreviations 147

11537

Customary Measurements
F^T^ Abbreviate units of measure when they occur frequently, as in technical and scien-

tific work, on invoices and other business forms, and in tables.

a. Units of measure are now commonly abbreviated without periods. The abbrevi-

ations are the same for the singular and the plural.

yd (yard, yards) oz (ounce, ounces) rpm (revolutions per minute)

ft (foot feet) gal (gallon, gallons) cpi (characters per inch)

mi (mile, miles) lb (pound, pounds) mph (miles per hour)

NOTE: The abbreviation in (for inch or inches) may be written without a period if it

is not Ukely to be confused with the preposition in.

Sin OR 8 in. BUT: 8 sq in 8 ft 2 in

b. In a set of simple dimensions or a range of numbers, use an abbreviation only

with the last number. Repeat a symbol with each number,

a room 10 x 15 ft but: a room 10' x 15' (see 11543c)

35°to45''F OR 35°-45°F (see 1111538c, 543c)

NOTE: In a set of complex dimensions, where more than one unit of measure is

involved, repeat the abbreviations with each number.

a room 10 ft 6 in X 19 ft 10 in or a room 10' 6" x 19' 10" (see 11432)

536 In nontechnical writing, spell out units of measure.

a 20-gallon container S'^ by 11 inches

a 150-acre estate an 8'/2- by 11-inch book (see 11817)

Metric Measurements

The following rules of style are based on the Metric Editorial Guide, published by the

American National Metric Coimcil (Washington, D.C.). For a full Hsting of metric terms, con-

sult a dictionary.

^^23 The most common metric measurements are derived from three basic imits and sev-

eral prefixes indicating multiples or fractions of a imit, as shown below. The abbre-

viations for these terms appear in parentheses in the first column below.

Basic Units

meter (m) One meter is 10 percent longer than a yard (39.37 inches).

gram (g) A thousand grams (a kilogram) is 1 percent heavier than 2 pounds (2.2 pounds).

liter (L)* A liter is about 5 percent bigger than a quart (1.057 quarts).

Prefixes Indicating Fractions

deci (d) 1/10 A decimeter (dm) equals 1/10 meter.

centi (c) 1/100 A centigram (eg) equals 1/100 gram.

milli (m) I/IOOO A milliliter (mL) equals 1/1000 liter.

Prefixes Indicating Multiples

deka (da) 10 A dekameter (dam) equals 10 meters (about 1 1 yards).

hecto (h) 100 A hectogram (hg) equals 100 grams (about 3V2 ounces).

kilo (k) 1000 A kilometer (km) equals 1000 meters (about S/s mile).

Continued on page 148

*The abbreviation for liter is often shown as a lowercase /. However, because an / can easily be mistaken for the

numeral 1, the use of a capital L is recommended as the abbreviation for liter.
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NOTE: Temperatures cire expressed in terms of the Celsius scale (abbreviated C)

.

Water freezes at 0°C (32°F) and boils at 100°C C212°F3-

With a temperature of 37°C (98.6°F), you can't be very sick.

The temperature here on the island stays between 20° and 30°C (68° and 86°F).

>- For the use of spaces in figures expressing metric quantities, see f461b.

Metric units of measurement, like the customary units of measurement described in

^535, are abbreviated in technical and scientific work, on business forms, and in

tables. In nontechnical writing, metric imits are ordinarily spelled out, but some

expressions typically appear in abbreviated form (for example, 35-mmfilm).

a. Abbreviations of metric units of measurement are written without periods except

at the end of a sentence.

100-mm cigarettes (10 centimeters or about 4 inches)

a 30-cm width (about 12 inches or 1 foot)

an office 5 x 3 m (about 5.5 by 3.3 yards)

a 1000-km trip (620 miles)

weighs 100 kg (about 220 pounds)

50 to 75 kg (about 110 to 165 pounds)

feels like 10°C weather (50°F weather)

NOTE: In abbreviations of expressions like kilometers per hour, a diagonal is used to

express per

an 80 km/h speed limit (50 miles per hour)

b. Metric abbreviations are the same for the singular and the plural.

1 kg (1 kilogram) 5 kg (5 kilograms)

c. When expressing temperatures, leave no space between the number and the

degree symbol or between the degree symbol and the abbreviation for Celsius.

14°C(N0T: 14° C)

d. In printed material, metric measurements for area and volume are usually

expressed with superscripts (raised numbers).

m2 square meter cm^ cubic centimeter

If the equipment you cire using makes it difficult or awkwcird to create raised

numbers, use the following forms:

sq m square meter cu cm cubic centimeter

NOTE: In material that also uses superscripts for footnote references, use the

forms sq m and a/ cm to avoid the possibihty of confusion.

Chemical and Mathematical Expressions

539 Do not use a period after the symbols that represent chemical elements and formulas.

K (potassium) NaCI (sodium chloride-table salt)

The chemical notations H2O and CO2 stand for "dihydrogen oxide" (namely, water) and "carbon

dioxide." They do not refer, as one student observed, to hot water and cold water.

540 Do not use a period after such mathematical abbreviations as log (for logarithm) and

tan [for tangent).
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Business Expressions

I
A number of terms are commonly abbreviated on business forms, in tables, and in

routine business documents. In addition to the list of abbreviations shown below,

several other lists are provided in the following paragraphs:

>^ Computer abbreviations and acronyms: see 1544.

Abbreviations in foreign expressions: see 1545.

Common abbreviations in general usage: see 1546.

AA
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Symbols

I
a. A number of symbols are often used on business forms, in tables and statistical

material, and in informal business documents. If you are using software with spe-

cial character sets, you can access these symbols.

@



Section 5 • Abbreviations 153



154 Part 1 • Grammar, Usage, and Style

11545

WYSIWYG what you see is what you get (pronounced wiz-ee-wig]

XGA extended graphics array

Y2K the Year 2000 Problem; also known as the Millennium Bug (referring to

the potential worldwide crash of computers not modified to recognize

dates beginning with the year 2000]

NOTE: When using a computer abbreviation like those Hsted above, do not follow it

with a word that is part of the abbreviation.

CD-ROM (NOT: CD-ROM disc) LCD (NOT: LCD display)

DOS (NOT: DOS operating system] RAM (NOT: RAM memory)

ISP (NOT: ISP provider) TCP/IP (NOT: TCP/IP protocol)

>* For a glossary of computer terms, see Appendix B; for the capitalization of computer

terms, see n365, 366a, 847

f

Foreign Expressions

545 Many foreign expressions contain or consist of short words, some of which are

abbreviations and some of which are not. Use periods only with abbreviations,

ad hoc meaning "for a particular purpose"

ad val. ad valorem, meaning "according to the value"

c. OR ca. circa, meaning "approximately"

cf. confer, meaning "compare"

Cle. Compagnie, meaning "Company"

C.V. curriculum vitae, meaning "course of one's life"; a resume

e.g. exempli gratia, meaning "for example"

et al. et alii, meaning "and other people"

etc. et cetera, meaning "and other things," "and so forth"

Ibid. ibidem, meaning "In the same place"

idem meaning "the same"

I.e. id est meaning "that Is"

Infra meaning "below"

Inst. instans, meaning "the current month"

loc. cit. loco citato, meaning "in the place cited"

M.O. modus operandi, meaning "the way In which something is done"

N.B. nota bene, meaning "note well"

nol. pros. nolle prosequi meaning "to be unwilling to prosecute"

non seq. non sequitur, meaning "it does not follow"

op. cit. opere citato, meaning "In the work cited"

p.a. OR PA per annum, meaning "for each year"

p.d. OR PD per diem, meaning "for each day"

pro tem pro tempore, meaning "for the time being"

prox. proximo, meaning "in the next month"

Q.E.D. quod erat demonstrandum, meaning "which was to be demonstrated"

q.v. quod vide, meaning "which see"

re OR in re meaning "In the matter of," "concerning"

R.S.V.P. OR R.s.v.p. Repondez s'il vous plait meaning "please reply"

supra meaning "above"

ult. ultimo, meaning "In the last month"
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Miscellaneous Expressions

546 The following list of expressions presents common abbreviations acceptable in gen-

eral usage.

A-OK
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Plurals and Possessives

Forming Plurals (^^601-626)
Basic Rule (^601)

Nouns Ending in S, X, CH, SH, or Z OT602-603)

Nouns Ending in Y (M604-605)

Nouns Ending in (11^606-607)

Nouns Ending in F, FE, or FF (^608)

Nouns With Irregular Plurals (M609-610)

Compound Nouns OT61 1-613)

Foreign Nouns (H614)

Proper Names OT615-617)

Personal Titles (^618)

Abbreviations, Letters, Numbers, Words, and Symbols (H619-625)

Plural Endings in Parentheses (S1626)

Forming Possessives (Hlj627-652)
Possession Versus Description (M627-629)

Singular Nouns (^^630-631)

Plural Nouns (M632-633)

Compound Nouns (M634-635)

Pronouns (M636-637)

Abbreviations (31638)

Personal, Organizational, and Product Names (^^639-640)

Nouns in Apposition (11641)

Separate and Joint Possession (M642-643)

Possessives Standing Alone (11644)

Inanimate Possessives (H645-646)

Possessives Preceding Verbal Nouns (11647)

Possessives in 0/ Phrases (11648)

Possessives Modifying Possessives (11649)

Possessives in HoUdays (11650)

Possessives in Place Names (11651)

Miscellaneous Expressions (11652)

>- For definitions ofgrammatical terms, see the appropriate entries in the Glossary of

Grammatical Terms (Appendix A).
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Forming Plurals

When you are uncertain about the plural form of a word, consult a dictionary. If no plural is

shown, form the plural according to the rules in M601-626.

Basic Rule
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Nouns Ending in O
'M^ Singular nouns ending in o preceded by a vowel form their pliurals by adding s to the

ingular.
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The plurals of some nouns are formed by a change of letters within,

woman women foot feet

moose mice* goose geese

A few plurals end in en or ren.

ox oxen brother brethren (an alternative

child

oxen

children plural to brothers)

Compound Nouns

I
When a compound noun is a solid word, pluralize the final element in the compound

as if it stood alone.

pnntout printout
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have-nof have-A?ote (see 11625a] do-\i-yourselfer do-\t-yourselfers

know-it-a// know-it-a//s shoot-'em-up shoot-'em-ups

so-and-so so-and-sos no-see-um no-see-ums

c. Some of these compounds have two recognized plural forms. (The first plural

form shown below is preferred because it adds the plural sign to the chief element

of the compound.)

court-martial cou/ts-martial, courl-martials

notary public notaries public, notary publics

attorney general attorneys general, attorney generals

d. When the first element of a compound is a possessive, simply pluralize the final

element.

collector's item collector's items

traveler's check traveler's checks

rabbit's foot rabbit's feet

proofreaders' mark proofreaders' marks

seller's market seller's markets

farmers' market farmers' markets

women's college women's colleges

witches' brew witches' brews

finder's fee finder's fees

visitor's permit visitor's permits

NOTE: Do not couvert a singular possessive form into a plural unless the context

clearly requires it. (See also 11652.)

The number of driver's licenses issued last year was 1 5 percent ahead of the number issued the

year before.

BUT: As a result of the highway checkpoints set up by the state police, more than 200 drivers'

licenses have been revoked in the past four weeks.

613 The plurals of compounds ending inful are formed by adding s.

armful armfuls handful handfuls

cupful cupfuls teaspoonful teaspoonfuls

basketful basketfuls pocketful pocketfuls

Compare the difference in meaning in these phrases:

six cupfuls of sugar (a quantity of sugar that would fill one cup six times)

six cups Mof sugar (six separate cups, each filled with sugar)

Foreign Nouns

I

Many nouns of foreign origin retain their foreign plurals, others have been given

EngHsh plurals, and still others have two plurals—an EngUsh and a foreign one.

When two plural forms exist, one may be preferred to the other or there may be dif-

ferences in meaning that govern the use of each. Consult your dictionary to be sure

of the plural forms and the meanings attached to them.

5> For agreement offoreign-plural subjects with verbs, see ^1018.
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WORDS ENDING IN US
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Singular
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WORDS ENDING IN UM

Singular
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WORDS ENDING IN X

WORDS ENDING IN IS

WORDS ENDING IN EU OR EAU

Singular English Plural

11614

Singular
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COMPOUND WORDS

Singular English Plural Foreign Plural

chaise longue

coup d'etat

eminence grise

fait accompli

hors d'oeuvre

idiot savant

maitre d'

maitre d'hote!

nouveau riche

pas de deux

chaise longues*

hors d'oeuvres*

idiot savants

maitre d's

chaises longues

coups d'etat

eminences grises

faits accomplis

hors d'oeuvre

idiots savants*

maitres d'hotel

nouveaux riches

pas de deux

Proper Names
a. Most surnames are pluralized by the addition of s.

Mr. and Mrs. Brinton the Brintons

Mr. and Mrs. Romano the Romanes

Mr. and Mrs. Cobb the Cobbs

Mr. and Mrs. Gray the Grays

b. When a surname ends in s, x, ch, sh, or z, add es to form the plural.

Mr. and Mrs. Banks the Bankses

Mr. and Mrs. Van Ness the Van Nesses

Mr. and Mrs. Maddox the Maddoxes

Mr. and Mrs. March the Marches

Mr. and Mrs. Welsh the Welshes

Mr. and Mrs. Katz the Katzes

Mr. and Mrs. Jones the Joneses

Mr. and Mrs. James the Jameses

Mr. and Mrs. Barnes the Barneses

NOTE: Omit the es ending if it makes the plural surname awkward to pronoimce.

the Hodges [NOT: Hodgeses) the Hastings (not: Hastingses)

c. Never change the original spelling of a surname when forming the plural. Simply

add s or es, according to ^615a and b.

Mr. and Mrs. McCarthy the McCarthys Cnot: McCarthies)

Mr. and Mrs. Wolf the Wolfs (not: Wolves)

Mr. and Mrs. Martino the Martinos (not: Martinoes)

Mr. and Mrs. Goodman the Goodmans (not: Goodmen)

Mr. and Mrs. Lightfoot the Lightfoots (NOT: Lightfeet]

Mr. and Mrs. Fairchild the Fairchilds (NOT: Fairchildren)

d. When a surname is followed hy Jr., Sr., or a number like 2d or //, the plural can

be formed two ways.

ORDINARY USAGE: the Roy Van Allen Jrs. the Ellsworth Hadley 3ds

FORMAL USAGE: the Roy Van Aliens Jr. the Ellsworth Hadleys 3d

'Preferred form.
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616 To form the plurals of^zr^^ names, add s or ^5 but do not change the original spellings.

Marie Maries Douglas Douglases Timothy Tmothys

Ralph Ralphs Dolores Doloreses Beatrix Beatrixes

Waldo Waldos Gladys Gladyses Fritz Fritzes

617 To form the plural of other proper names, add s or es but do not change the original

spelling.

three Texans

the Norwegians

the Dakotas

the Emmys and the Grammys

the two Kansas Citys (NOT: Cities]

EXCEPTIGNS:

the Alleghenies [for Allegheny Mountains)

the Rockies (for Rocky Mountains)

Personal Titles

618 a. The plural of Mr. is Messrs. (not Mrs. ) ; the plural of Ms. is Mses. or Mss. ; the plur-

al of Mrs. or Mme. is Mmes. (for Mesdames); the plural of Miss is Misses (wilii no

period). However, the use of plural titles normally occurs only in formal situa-

tions. In ordinary usage, simply retain the singular form and repeat it with each

name.

two Christmases ago

checked our Rolodexes

bought six Macintoshes

Marches (es after ch sound)

Czechs (s after k sound)

Formal Usage

Messrs. Rae and Tate

Mmes. (OR Mesdames) Byrd and Clyde

Misses Russo and Dupree

Mses. (OR Mss.) Lai and Cohen

Ordinary Usage

Mr. Rae and Mr. Tate

Mrs. Byrd and Mrs. Clyde

Miss Russo and Miss Dupree

Ms. Lai and Ms. Cohen

b. When personal titles apply to two or more people with the same smuame, the

pliu-al may be formed in two ways: (1) pluralize only the title (formal usage);

(2) pluralize only the surname (ordinary usage)

.

Formal Usage Ordinary Usage

the Messrs. Steele the Mr. Steeles

the Mmes. (or Mesdames) Bergeret the Mrs. Bergerets

the Misses Conroy the Miss Conroys

the Mses. (or Mss.) Purdy the Ms. Purdys

Abbreviations, Letters, Numbers, Words, and Symbols

I

Form the plurals of most abbreviations by adding 5 to the singular,

apt. apts. vol. vols. No. Nos. Dr. Drs.

bidg. bidgs. par. pars. Co. Cos. 401 (k) 401 (k)s

I

a. The abbreviations of many customary units of weight and measure, however, are

the same in both the smgular and the plural. (See also 1[535a.)

oz (ounce or ounces) ft (foot or feet)

deg (degree or degrees) in Onch or inches)

bbl (barrel or barrels) mi (mile or miles)

Continued on page 166
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NOTE: For a number of these abbreviations, two plural forms have been widely-

used: for example, lb or lbs (meaning "pounds"), yd or yds (meaning "yards"), qt

or qts (meaning "quarts") . However, the trend is toward using lb, yd, and qt to sig-

nify the plural.

b. The abbreviations of metric units of weight and measure are the same in both the

singular and the plural. (See also M537-538.)

km [kilometer or kilometers) eg (centigram or centigrams)

mL (milliliter or milliliters) dam (dekameter or dekameters)

5^ For the omission ofperiods with abbreviations of measurements, see n535a, 538a.

a. The plurals of a few single-letter abbreviations (such as/), for page and/ for the

following page] consist of the same letter doubled.

p. 64 (page 64) c. (copy)

pp. 64-72 (pages 64 through 72) cc. (copies)

pp. 9 f. (page 9 and the following page) n. 3 (note 3)

pp. 9 ff. (page 9 and the following pages) nn. 3-4 (notes 3 and 4)

I. 23 Oine 23)

II. 23-24 Oines 23 through 24)

b. Plurals of certain symbols consist of the same sjnnbol doubled.

H paragraph ^H paragraphs § section §§ sections

Capital letters and abbreviations ending with capital letters are pluralized by

adding s alone.

three Rs HMOs BBSs R.N.s

fourCs POs IQs M.D.s

five VI Ps S&Ls PTAs Ph.D.s

b. Some authorities still sanction the use of an apostrophe before the s (for exam-

ple, /our C's, PTA's). However, the apostrophe is functionally unnecessary except

where confusion might otherwise result,

three A's too many I's two U's

BUT: His report card showed three As, two Bs, and one C. (When the context is clear, no apos-

trophes are necessary.)

623 For the sake of clarity, imcapitalized letters and uncapitalized abbreviations are plu-

ralized by adding an apostrophe plus 5. (See ^285b.)

dotting the i's p's and q's four c.o.d.'s wearing pj's

NOTE: When initials are spelled out, the plurals are formed normally.

emcees deejays okays Jaycees

a. Niunbers expressed in figures are pluralized by the addition of s alone,

in the 1990s in the '90s (decade) in the 90s (temperature) sort the W-2s

b. Numbers expressed in words are pluralized by the addition of s or es.

ones twos threes sixes twenties twenty-fives

a. When words taken from other parts of speech are used as nouns, they are usually

pluralized by the addition of s or es.

ifs, ands, or buts ins and outs pros and cons whereabouts

dos and don'ts ups and downs the haves and whys and

yeses and nos yeas and nays the havenots wherefores
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b. If the pluralized form is unfamiliar or is likely to be misread, use an apostrophe

plus s to form the plural.

which's and that's or's and nor's

c. If the singular form ahready contains an apostrophe, simply add s to form the

plural.

ain'ts mustn'ts don'ts ma'ams

> For the use of italics or underlining with words referred to as words, see nzSS, 290.

Plural Endings in Parentheses

626 When referring to an item that could be either singular or plural, enclose the plural

ending in parentheses.

Please send the appropriate fonn[s) to the appropriate state agencypes).

Forming Possessives
Possession Versus Description

I

a. A noun ending in the sound of s is usually in the possessive form if it is followed

immediately by another noun. In the following examples note that possessive

forms may express a number of different relationships, only one of which refers

Hterally to possession or ownership.

my boss's approval [meaning the approval ofmy boss)

Belknap's farm (meaning the farm possessed or owned by Belknap)

IBM's product line [meaning the product line made or sold by IBM)

Faulkner's novels [meaning the novels written by Faulkner)

Matisse's paintings [meaning the paintings created by Matisse)

Frank's nickname [meaning the nickname given to or used by Frank)

a two weeks' vacation (meaning a vacation for or lasting two weeks)

NOTE: An apostrophe alone or an apostrophe plus 5 is the sign of the possessive.

(See M630-640.)

b. To be sure that the possessive form should be used, try substituting an o/phrase

or making a similar substitution as in the examples above. If the substitution

works, the possessive form is correct.

•Jj Do not mistake a descriptive form ending in 5 for a possessive form.

sales effort {_sales describes the kind of effort)

savings account (_savings describes the kind of account)

news release {news describes the type of press release)

earnings record {earnings describes the type of record]

NOTE: Some cases can be difficult to distinguish. Is it the girls basketball team or the

girls' basketball team? Try substituting an irregular plural like women. You wouldn't

say the women basketball team; you would say the women 's basketball team. By analogy,

the girls' basketball team is correct.

>- For descriptive and possessiveforms in organizational names, see f640.
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In a number of cases only a slight difference in wording distinguishes a descriptive

phrase from a possessive phrase.

Descriptive Possessive

a six-month leave of absence a six montlis' leave of absence

the California climate California's climate

the Burgess account Burgess's account

the Crosby children the Crosbys' children

OR: Mr. and Mrs. Crosby's children

Singular Nouns

I

a. To form the possessive of a singular noim not ending in an s soimd, add an apos-

trophe plus s to the noun.

my lawyer's advice Mr and Mrs. Goodwin's party

a child's game Alzheimer's disease

Gloria's career Down's syndrome

b. When a singular noun ends in a silent s, add an apostrophe plus s.

Illinois's highways the corps's leadership

Arkansas's mountains Des Moines's mayor

To form the possessive of a singular noim that ends in an s sound, be guided by the

way you pronoimce the word.

a. If a new syllable is formed in the pronunciation of the possessive, add an apos-

trophe plus s.

your boss's approval Mr. and Mrs. Morris's plane tickets

the witness's reply Phoenix's suburbs

Congress's intention Ms. Lopez's application

Dallas's business district Mr. Marsh's office

St. Louis's airport my coach's training regimen

b. If the addition of an extra syllable would make a word ending in an s hard to pro-

nounce, add the apostrophe only.

Mrs. Phillips' request Jesus' parables

Mr. Hastings' proposal Moses' flight from Egypt

the Burroughs' condominium for goodness' sake (see 11646)

Los Angeles' freeways Achilles' heel

New Orleans' restaurants but: Achilles tendon

NOTE: Individual differences in pronimciation will affect the way some of these

possessives are written. For example, if you pronoimce the possessive form of

Perkins as two syllables, you will write Mr. Perkins' kindness; if you pronounce the

possessive of Perkins as three syllables, you will write Mr Perkins's kindness. The

important thing is to listen to yoiu- own pronunciation. When you hear yourself

pronoimce the possessive of boss as two syllables (boss's) and the possessive of

witness as three (witness 's), you will not be tempted to write your boss ' approval or

the witness' reply. Naturally, tradition should take precedence over your ear. For

example, an ambassador to Great Britain is appointed to the Court of St. James's

(not, as you might expect, Court of St. James).
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c. When forming the possessive of any noun ending in s (for example, Mr. Hodges),

always place the apostrophe at the end of the original word, never within it.

Mr. Hodges' message (NOT: Mr. Hodge's message)

Plural Nouns

I

a. For a regular plural noun (one that ends in 5 or es] , add only an apostrophe to form

the plural possessive. (See 11^639-640 for the use of the apostrophe in organiza-

tional names.)

investors' objectives the agencies' conflicting rules

the witnesses' contradictions the Gaineses' legal residence

the United States' policy an old boys' network

attorneys' fees BUT: a teachers college (see 11652)

b. Since the singular and pliu-al possessives for the same word usually soimd exactly

alike, pay particularly close attention to the meaning in order to determine

whether the noun in question is singular or plural.

An investor's objectives should largely define investment strategy.

BUT: /A7i/esfors' objectives are often not clearly defined.

We will need a ride to Mr. and Mrs. Gaines's party.

BUT: We will need a ride to the Gaineses' party.

I especially want to hear the last witness's testimony.

BUT: I especially want to hear the last two mYnesses' testimony.

Season's greetings! (Referring to the holidays that occur in only one season-winter.)

NOTE: In some cases only a dictionary can help you determine whether the pos

sessive form should be singular or plural. For example, a pliu-al possessive is

used in Legionnaires' disease, but a singtilar possessive is used in Hodgkin's dis-

ease since the discoverer's name was Dr. Hodgkin (and not, as you might have

expected, the more common name Hodgkins). Unlike the term deacon's bench

(which uses a singular possessive), the term Parsons table involves no possessive

form at all.

For an irregular plural noun (one that does not end in s) , add an apostrophe plus s to

form the plural possessive.

women's blouses men's shirts the alumni's reunion

children's toys but: menswear the alumnae's contribution

(originally, men's wear)

IMPORTANT NOTE: To avoid mistakcs in forming the possessive of plural nouns, form

the plural first; then apply the rule in ^632 or 633, whichever fits.

Singular Plural Plural Possessive

boy boys (regular) boys'

boss bosses (regular) bosses'

hero heroes (regular) heroes'

Mr. and Mrs. Fox the Foxes (regular) the Foxes'

child children (irregular) children's

alumnus alumni (irregular) alumni's

alumna alumnae (irregular) alumnae's

Cl
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Compound Nouns
To form the singular possessive of a compound noun (whether sohd, spaced, or

hyphenated), add an apostrophe plus s to the last element of the compound.

my son-in-law's job prospects my stockbroker's advice

the secretary-treasurer's report the notary public's seal

the owner-manager's policies an eyewitness's account

a do-it-yourselfer's obsession the attorney general's decision

To form the plural possessive of a compound noun, first form the plural.

a. If the plural form ends in s, add only an apostrophe.

Singular Plural Plural Possessive

stockholder stockholders stockholders'

vice president vice presidents vice presidents'

wheeler-dealer wheeler-dealers wheeler-dealers'

salesclerk salesclerks salesclerks'

b. If the plural form does not end in s, add an apostrophe plus s.

Singular Plural Plural Possessive

editor in chief editors in chief editors in chief's

brother-in-law brothers-in-law brothers-in-law's

NOTE: To avoid the awkwardness of a plural possessive such as editors in chief's or

brothers-in-law's, rephrase the sentence.

AWKWARD: We may have to invite my three sisters-in-law's parents too.

BETTER: We may have to invite the parents of my three sisters-in-law too.

AWKWARD: Mr. Ahmed's statement agrees with both attorneys general's views.

BETTER: Mr. Ahmed's statement agrees with the views of both attorneys general

Pronouns

I

The possessive forms oi personal pronouns and of the relative pronotm who do not

reqiure the apostrophe. These pronoims have their own possessive forms.

I: my, mine he: his we: our, ours

you: your, yours she: her, hers they: their, theirs

it: its who: whose

My copy of the letter arrived last week, so she should have received hers by now. [not: her's.)

Each unit comes carefully packed in its own carton. [NOT: it's.]

The two products look so much alike that it's [it is] hard to tell ours from theirs, [not: cur's from

their's.)

CAUTION: Do uot coufuse persoual possessive pronoims with contractions that are

pronotmced the same way. (See 11056e for examples.)

Some indefinite pronouns have regular possessive forms.

one's choice the other's claim anybody's guess

anyone else's job the others' claim no one's responsibility

one another's help each other's claim someone's chance

For those indefinite pronouns that do not have possessive forms, use an o/ phrase.

Although the children in this group seem very much alike, the needs of each are different

(NOT: each's needs.)
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Abbreviations

^^23 To form the singular possessive of an abbreviation, add an apostrophe plus s. To form

the plural possessive, add an s plus an apostrophe to the singular form. (See also 11639.)

Singular Plural

Mr. C.'s opinion the M.D.s' diagnoses

PBS's programming the Ph.D.s' dissertations

this HMO's doctors the CPAs' meeting

Personal, Organizational, and Product Names

I
To form the possessive of a personal or an organizational name that ends with an

abbreviation, a number, a prepositional phrase, or a mark of punctuation, add an

apostrophe plus s at the end of the complete name.

the Winger Co.'s new plant Hyde & Sikh Inc.'s dividends

the Knights of Columbus's drive David Weild ll's retirement

United Bank of Arizona's loan rates Walter Frick Jr.'s campaign

Yahool's Web site BUT: Carl's Jr. restaurants

NOTE: If no extra s sound is created when you pronounce the possessive form, add

only an apostrophe.

the Gerald Curry Jrs.' yacht

>* For the treatment ofpossessiveforms when terms like Jr. and Inc. are set offhy com-

mas, see mse and 159.

I

The names of many organizations and products contain words that could be consid-

ered either possessive or descriptive terms.

a. As a rule, use an apostrophe if the term is a singular possessive noun or an irregu-

lar plural noun.

McCall's Harper's Bazaar Women's Wear Dally Barron's

McDonald's Levi's jeans Macy's Reese's Pieces

Children's Hospital (normal style] SL Patrick's Cathedral

BUT: Childrens Hospital On Los Angeles] America's Cup (yachting)

St Elizabeths Hospital On D.C.) BUT: Americas Cup (golf)

b. As a rule, do not use an apostrophe if the term is a regular plural.

Chemical Workers Union American Bankers Association

Investors Trust Company Government Employees Insurance Company

Underwriters Laboratories Inc. U.S. Department of Veterans Affairs

Consumers Union but: Reserve Officers' Training Corps

c. In all cases follow the organization's preference when known.

International Ladies' Garment Workers' Union Mrs. Paul's frozen foods

Standard & Poor's Mrs. Fields cookies

Actors' Equity Little Charlies pizza

Lloyd's of London Thomas' English muffins

Lay's potato chips Taster's Choice

Folgers coffee Shoppers Choice

Diners Club membership M&M's candy

Lands' End catalogs Cliffs Notes
Continued on page 1 72
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d. In titles of books, periodicals, and similar works, always follow the style as given.

Gulliver's Travels Reader's Digest

BUT: Finnegans Wake BUT: Consumers Digest

e. When adding the sign of the possessive to a phrase that must be itahcized or

underlined, do not itahcize or underline the possessive ending. (See also ^290d.)

The Wind in the Willows' author Gone With the Wind 's main characters

Nouns in Apposition

K^^3 Sometimes a noun that normally would be in the possessive is followed by an apposi-

tive, a closely linked explanatory word or phrase. In such cases add the sign of the

possessive to the appositive.

Rockport, Massachusetts' beauty attracts many painters. (Note that the comma that normally

follows an appositive is omitted after a possessive ending.)

You will faint when you see Paul the plumber's bill. Of the noun and the appositive are closely

linked as a unit, even the first comma is omitted. See also ^150.)

NOTE: To avoid an awkward construction, use an o/phrase instead.

You will need to get the signature ofMr Bartel, the executor.

(BETTER THAN: You will need to get Mr. Bartel, the executor's signature.)

Separate and Joint Possession

a. To indicate separate possession, add the sign of the possessive to the name of

each individual.

the buyer's and the seller's signatures

the Joneses' and the Browns' houses

NOTE: Repeating the with each name emphasizes that ownership is separate.

b. If one or both of the individuals' names are replaced by a possessive pronoun,

watch out for awkwardness and reword if necessary.

AWKWASD: my and the seller's signatures

BETTER: the seller's and my signatures

OR: the seller's signature and mine

AWKWARD: their and our houses

BETTER: their house and ours

AWKWARD: your and your husband's passports

BETTER: the passports for you and your husband

a. To indicate joint (or common) ownership, add the sign of the possessive to the

final name alone.

the Barneses and the Terrys' property line

NOTE: In organizational Ucimes, follow the company's preference.

Ben & Jerry's ice cream

Kroch's & Brentano's bookstores

b. If one of the owners is identified by a pronoun, make each name and pronoun

possessive.

Karen's and my ski lodge

BUT: Karen and Brian's ski lodge
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Possessives Standing Alone

I^^3 Sometimes the noun that the possessive modifies is not expressed but merely

understood.

Fred is getting a master's [degree] in international economics.

Ask for it at your grocer's [store].

Wear your oldest shirt and Levi's peans]. (The trademark Levi's is a singular possessive form.)

We have been invited to dinner at the Furnesses' [house].

BUT: We always enjoy an evening with the Furnesses. (The people themselves are referred to;

hence no possessive.)

NOTE: The possessive form must be used in the following construction in order to

keep the comparison parallel.

This year's product line is pulling better than last year's [product line].

NOT: This year's product line is pulling better than last year. Oncorrectly compares product line

with last year]

Inanimate Possessives

I

As a rule, noims referring to inanimate things should not be in the possessive. Use

an 0/ phrase instead.

the bottom of the barrel (NOT: the barrel's bottom)

the wording of the agreement [NOT: the agreement's wording)

the lower level of the terminal (NOT: the terminal's lower level)

I

In many common expressions that refer to time and measiurements, however, and in

phrases implying personification, the possessive form has come to be accepted

usage. (See also ^817a.)

one day's notice a dollar's worth a stone's throw

a nine days' wonder several dollars' worth for heaven's sake

an hour's work two cents' worth for conscience' sake

two years' progress at arm's length Csee ^631 b)

the company's assets New Year's resolutions the earth's atmosphere

the computer's memory this morning's news in today's world

NOTE: Be sure to distinguish possessive expressions like those above fi-om similar

wording where no possessive relation is involved.

two weeks' salary BUT: two weeks ago, two weeks later, two weeks overdue

I bought Five dollars' worth of chocolate truffles.

BUT: I found Five dollars lying on the sidewalk.

Possessives Preceding Verbal Nouns

I

a. When a noim or a pronoun modifies a gerund (the ing form of a verb used as a

noim), the noun or pronoim should be in the possessive.

What was the point of our asking any further questions? (NOT: of us asking.)

NOTE: The use of a possessive form before a gerund can produce a sentence that

is grammatically correct but is awkward nonetheless. In such cases reword the

sentence.

AWKWARD: He Wanted to be reassured about his children's being given a ride home.

BETTER: He Wanted to be reassured that his children would be given a ride home.

Continued on page 174
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b. Not every noun or pronoun preceding the ing form of a verb should be in the pos-

sessive form. Compare the following pairs of examples:

I heard you singing at the party. (Here the emphasis is on you, the object of heard; singing is a

participle that modifies you.)

I liked you/- singing at the party. (Here the emphasis is on singing, a gerund that is the object of

lil<ed; the pronoun your is in the possessive form because it modifies singing.)

Our success in this venture depends on Allen acting as the coordinator. (This suggests that the

success depends on Allen himself rather than on the role he is playing. Even if Allen's role

should change, success seems likely as long as he is associated with the project in some way.)

Our success in this venture depends on Allen's acting as the coordinator. (This puts the empha-

sis squarely on Allen's acting in a certain role. If he ceases to function as the coordinator, the

venture may not succeed.)

Possessives in O/^ Phrases

1233 a.. The object of the preposition of should not ordinarily be in the possessive form,

since the of phrase as a whole expresses possession. However, possessives are

used in a few idiomatic expressions.

Tony and Fiona are good friends of ours as well as our children's.

Did you know that Polly and Fred are neighbors of the Joneses'?

Bobby Busoni is a business associate of Gordon's.

b. Note the difference in meaning in the following phrases:

a statue of Rodin (a statue showing the likeness of the sculptor Rodin)

a statue of Rodin's (a statue created by Rodin)

a controversial view of the President (a view held by someone else)

a controversial view of the President's (a view held by the President)

c. Avoid adding the sign of the possessive to an o/phrase.

AWKWASD: A fhend of mine's house burned down last night

BETTER: The house of a friend of mine burned down last night

AWKWARD: One ofmy friends' son has been named a Rhodes scholar. (NOT: One of my friend's

son.)

BETTER: The son of one ofmy friends has been named a Rhodes scholar.

AWKWARD: I just found out that the director of our training program's husband is the chief

information officer of your company.

BETTER: I just found out that the husband of the director of our training program is the chief

information officer of your company.

NOTE: Attachmg the sign of the possessive to an o/ phrase can sometimes create

hvunorous confusion in addition to awkwardness.

CONFUSING: You must negotiate the purchase price with the owner of the horse's wife.

CLEAR: You must negotiate the purchase price of the horse with the owner's wife.

Possessives Modifying Possessives

I
Avoid attaching a possessive form to another possessive. Change the wording if

possible.

AWKWARD: I have not yet seen the utility company's lawyer's petition.

BETTER: I have not yet seen the petition of the utility company's lawyer
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Possessives in Holidays

Q Possessives in names of holidays are usually singular.

New Year's Eve Valentine's Day

Lincoln's Birthday Saint Patrick's Day

Mother's Day Secretary's Day*

NOTE: Some holiday names contain a plural form rather than a plural possessive; for

example: Armed Forces Day, Veterans Day, United Nations Day.

BUT: Presidents' Day

April Fools' Day

All Saints' Day

Possessives in Place Names
651 Place names that contain a possessive form typically do not use an apostrophe.

Bonners Ferry, Idaho

Colts Neck, New Jersey

Devils Lake, North Dakota

BUT: Devil's Island

Farmers Branch, Texas

Grants Pass, Oregon

Howards Grove, Wisconsin

Kings Point New York

Loves Pari<, Illinois

BUT: Martha's Vineyard

Pikes Peak, Colorado

Sl Marys, Georgia

Toms River, New Jersey

Travelers Rest South Carolina

No Mans Land, Massachusetts

Miscellaneous Expressions

IA number of common expressions contain possessive forms.

proofreaders' mark

lovers' lane

workers' compensation (see 11809a)

witches' brew

women's room

BUT: woman's rights

states' rights

BUT: state's evidence

citizen's arrest

BUT: citizens band

teacher's pet

BUT: teachers college

NOTE: Although a niunber of states now issue drivers licenses (without an apostrophe),

the preferred form remains driver's licenses.

5^ For the pluralforms ofexpressions like these, see ^622d.

athlete's foot

traveler's check

collector's item

visitor's permit

seller's market

BUT: farmers' market

finder's fee

dog's life

cat's-paw

rabbit's foot

bull's-eye

lion's share

*The International Association of Administrative Professionals, the association that awards the professional

designation CPS (certified professional secretary), renamed this event in April 2000 as Administrative Professionals

Day (with no apostrophe).



SECTION 7
Spelling

Sperling Guides C1ll]701-718)
When a Final Consonant Is Doubled (M701-702)

When a Final Consonant Is Not Doubled (M703-706)

Final Snent£ OT707-709)
When Final 7 Is Changed to / (^710-711)

EI and IE Words (^712)

Words Ending in ABLE and IBLE (SI713)

Words Ending in ANT, ANCE, ENT, and ENCE (^714)

Words Ending in IZE, ISE, and YZE (11715)

Words Ending in CEDE, CEED, and SEDE (^716)

Words Ending in C (^717)

Words With Diacritical Marks (11718)

Words That Sound Alike or Look Alike (^719)

Troublesome Words (1]720)

>* For definitions ofgrammatical terms, see the appropriate entries in the Glossary of

Grammatical Terms (Appendix A).

Section 7 offers three kinds of assistance: K1I701-718 present the basic guide-

lines for correct spelling; 11719 provides a Hst of look-alike and sound-alike

words for review and fast reference; 11720 presents a hst of troublesome words.

The authority for spelling in this manual is the 1997 printing of Merriam-

Webster's Collegiate Dictionary, Tenth Edition, and Webster's Third New
International Dictionary. Whenever two spellings are allowable, only the first form

is usually given here.

NOTE: The dictionaries and spell checkers that are built into word processing soft-

ware may not always agree with the dictionaries that serve as the authority for

spelling in this manual. A spell checker will flag any word not hsted in its own

dictionary or in a supplemental dictionary you create, even if the word is spelled

correctly. Reduce the number of "false alarms" by expanding your dictionary to

include frequently used terms and names. In addition, always proofread carefully

since no spell checker will flag words spelled correctly but used incorrectly. (See

111202b.) For example, if you write "Summer is 0}Jii peek season for swimwear,"

the spell checker will not question peek because it is spelled correctly. You will

have to find the error yourself or suffer the embarrassing consequences.



Section 7 • Spelling 177

11704

Spelling Guides
When a Final Consonant Is Doubled

II HWhen a word of one syllable ends in a single consonant {bag) preceded by a single

vowel (beg) , double the final consonant before a suffix beginning with a vowel (bag-

gage] or before the suffix y (bagg^). (See ^703.)

rub rubbed
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catalog cataloged, cataloging

total totaled, totaling

cancel canceled, canceling

(BUT: cancellation)

diagram diagramed, diagraming

worship worshiped, worshiper

EXCEPTIONS:

program programmed, programming

format formatted, formatting

overstep overstepped, overstepping

When a word of one or more syllables ends in a single consonant [cloud, repeat]

preceded by more than one vowel (cloud, repeat) , do not double the final consonant

before any suffix {cloudless, repeating)

.

differ
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edgy

rangy

b. Words ending in silent e usually drop the e before the suffix y.

ease easy ice icy edge

chance chancy bounce bouncy range

EXCEPTIONS:

cage cagey dice dicey price pricey

Words ending in ce or ge usually retain the e before a suffix beginning with a or o

(so as to preserve the soft sound of the c or ^)

.

c.

enforce
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Words ending in y preceded by a vowel usually retain the y before any suffix.

okay
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Words Ending In ANl ANCE, ENl and BNCE

I

Words ending in ant, ance, ent, and ence follow no clear-cut pattern. Therefore, con-

sult a dictionary when in doubt.

existed?? persistent defendant descendant occurrence

insistent resistant dependent transcendent recurrence

assistance maintenance relevance surveillance intelligence

Words Ending In IZE, ISE, and YZE

I

a. Most words end in ize.

apologize criticize

authorize economize

characterize emphasize

b. A number of common words end in ise.

advertise compromise

advise devise

arise disguise

c. Only a few words end with yze.

analyze paralyze

minimize
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a. Acute Accent. An acute accent (') over the letter e (e) signifies that the letter is

to be pronounced "ay" (as in may) . Moreover, it signifies that at the end of a word
the letter e is to be pronounced as a separate syllable.

attache
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allusion an indirect reference

illusion an unreal vision;

misapprehension

delusion a false belief

elusion adroit escape

almost nearly [see page 28A)

all most all very much

already previously (see page 284)

all ready all prepared

altar part of a church

alter to change

alternate (n.) substitute; (v.) to

take turns

alternative [n.) one of several

things from which to choose

altogether entirely (see

page 284)

all together everyone in a group

always at all times (see

page 284)

all ways all means or methods

annual yearly

annul to cancel

ante- a prefix meaning "before"

anti- a prefix meaning "against"

antecedence priority

antecedents preceding things;

ancestors

anyone anybody (see ^1010)

any one any one person in a

group

anyway in any case (see

page 285)

any way any method

apportion (see portion)

appraise to set a value on

(see page 285)

apprise to inform

arc something arched or curved

ark a ship; a place of protection

are (see hour)

area surface; extent

aria a melody

arrears that which is due but

unpaid

arrange to put in order

arraign to call into court

ascent (see accent)

assay to test as an ore

essay (n.) a treatise; (v.) to

attempt

assent (see accent)

assistance help

assistants those who help

assure (see ensure)

ate past tense of eat

eight a number

attain to gain; to achieve

attend to be present at

attendance presence

attendants escorts; followers;

companions; associates

aught (see ought)

averse (see adverse)

awhile (adv.) for a short time

(see page 286)

a while (phrase) a short period of

time

bail (n.) security; the handle of a

pail; (v.) to dip water

bale a bundle

baited past tense of baft

bated restrained (as in bated

breath)

baloney nonsense

bologna smoked sausage

bare (adj.) naked; empty; (v.) to

expose

bear (n.) an animal; (v.) to carry;

to produce; to endure (as in

grin and bear it)

base (n.) foundation; (adj.) mean
bass a fish (pronounced like

mass); lower notes in music

(pronounced like base)

bases plural of base and of basis

basis foundation

bated (see baited)

bazaar (see bizarre)

bear (see bare)

beat (n.) throb; tempo; (v.) to

strike

beet a vegetable

t|719
beny a fruit

bury to submerge; to cover over

berth a bed

birth being bom

beside by the side of, separate

from (see page 287)

besides in addition to; also

better (adj.) greater than; more
effective; (adv.) to a greater

degree

bettor one who bets

bibliography list of writings per-

taining to a given subject or

author

biography written history of a

person's life

billed charged

build to construct

birth (see berth)

bizarre fantastic; extravagantly

odd

bazaar a place for selling goods

blew past tense of blow

blue a color

block (n.) a solid piece of

material; (v.) to obstruct

bloc an interest group pursuing

certain political or economic

goals (as in bloc voting)

board a piece of wood; an orga-

nized group; meals

bored penetrated; wearied

boarder one who pays for meals

and often for lodging as well

border edge

bolder more daring

boulder a large rock

bologna (see baloney)

bom brought into life

borne carried; endured

bouillon (see bullion)

boy a male child

buoy a float

brake (n.) a retarding device;

(v.) to retard

break (n.) an opening; a fracture;

(v.) to shatter to divide

Continued on page 184



184 Part 1 • Grammar, Usage, and Style

11719

bread food

bred brought up

breath respiration

breathe to inhale and exhale

breadth width

bridal concerning the bride or

the wedding

bridle (n.) means of controlling a

horse; (v.) to take offense

broach to open; to introduce

brooch ornamental clasp

build (see billed)

bullion uncoined gold or silver

bouillon broth

buoy [see boy)

buiy (see berry)

cache (see cash)

calendar a record of time

calender a machine used in

finishing paper and cloth

colander a strainer

callous (adj.) hardened, unfeeling

callus (n.) a hardened surface

cannot usual form (meaning "to

be unable")

can not two words in the phrase

can not only (where can

means "to be able")

canvas (n.) a coarse cloth

canvass (v.) to solicit

capital (n.) city serving as the

seat of government; a princi-

pal sum of money; a large-

sized letter; (adj.) chief; fore-

most; punishable by death

capitol the building in which a

state legislative body meets

Capitol the building in which the

U.S. Congress meets

caret a wedge-shaped mark (a)

carat a unit of weight for

precious stones

karat a unit of fineness for gold

carton a pasteboard box

cartoon a caricature

cash ready money

cache a hiding place

casual incidental

causal causing

cease to stop

seize to grasp

cede to grant; to give up

seed that from which anything is

grown

ceiling top of a room; any over-

hanging area

sealing closing

cell (see sell)

cellar (see seller)

census statistics of population

senses mental faculties

cent (see scent)

cereal food made from grain

serial (adj.) arranged in a series;

(n.) a work appearing in parts

at intervals

cession a yielding

session the sitting of a court or

other body

choose to select

chose did choose (past tense of

choose)

chews masticates

chord combination of musical

tones (as in to strike a

responsive chord)

cord string or rope

chute (see shoot)

cite (v.) to quote; to summon
sight a view; vision

site a place

click a slight, sharp noise

clique an exclusive group

cliche a trite phrase

climatic referring to climate

climactic referring to a climax

clothes garments

cloths fabrics

close (n.) the end; (v.) to shut

coarse rough; common
course direction; action; a way;

part of a meal

colander (see calendar)

collision a clashing

collusion a scheme to defraud

colonel military rank below

general

kernel seed; germ; essential part

coma an unconscious state

comma a mark of punctuation

command (n.) an order; (v.) to

order

commend to praise; to entrust

commence (v.) to begin

comments (n.) remarks

complement something that

completes

compliment (n.) a flattering

remark; (v.) to praise (see

page 289)

comprehensible understandable

comprehensive extensive

comptroller term used for a

financial officer in govern-

ment

controller term used for a finan-

cial officer in business

concur to agree

conquer to overpower

confidant a friend; an adviser

(feminine form: confidante)

confident sure; positive

confidently certainly; positively

confidentially privately

conquer (see concur)

conscience (n.) the sense of

right and wrong

conscious (adj.) cognizant;

sensible; aware

conservation preservation

conversation a talk

consul (see council)

consular (see councillor)

continual occurring steadily but

with occasional breaks

continuous uninterrupted;

unbroken

cooperation working together

corporation a form of business

organization
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cord (see chorcf)

core the central part; the heart

corps a group of persons with a

common activity

corporation (see cooperation)

correspondence letters

correspondents those who write

letters; journalists

corespondents certain parties in

divorce suits

costume dress

custom habit

council an assembly

counsel (n.) an attorney; advice;

(v.) to give advice

consul a foreign representative

councillor a member of a council

counselor one who advises

consular (adj.] of a consul

course (see coarse)

courtesy a favor; politeness

curtesy a husband's life interest

in the lands of his deceased

wife

curtsy a gesture of respect

credible believable

creditable meritorious; deserving

of praise

credulous ready to believe

critic one who makes judgments

critique (nO a critical assessment;

(vO to judge; to evaluate

criticize to judge negatively

cue a hint

queue a line of people

currant a berry

current (adj.) belonging to the

present; (n.) a flow of water

or electricity

curser one who curses

cursor a symbol used as a pointer

on a computer screen

curtesy, curtsy (see courtesy)

custom (see costume)

dairy source of milk products

diaiy daily record

deceased dead

diseased sick

decent proper; right

descent going down

dissent disagreement

decree a law

degree a grade; a step

deduce to infer

deduct to subtract

defer to put off

differ to disagree

deference respect; regard for

another's wishes

difference dissimilarity;

controversy

definite distinct; certain;

unquestionable

definitive authoritative; providing

a final answer

defuse to make less harmful; to

make less tense

diffuse wordy; badly organized

degree (see decree)

delusion (see allusion)

deposition a formal written

statement

disposition temper; disposal

depraved morally debased

deprived taken away from

deprecate to belittle

depreciate to lessen in value

descent (see decent)

desert (n.) barren land; (pluraQ

a deserved reward; (v.) to

abandon

dessert the last course of a meal

desolate lonely; sad

dissolute loose in morals

detract to take away from

distract to divert the attention of

device (n.) a contrivance

devise (v.) to plan; to convey real

estate by will

dew (see do)

diary (see dairy)

die (n.) mold; (v.) to cease living

dye (n.) that which changes the

color of; (v.) to change the

color of

11719

differ (see defer)

difference (see deference)

diffuse (see defuse)

disapprove to withhold approval

disprove to prove the falsity of

disassemble to take apart

dissemble to disguise; to feign

disburse to pay out

disperse to scatter

discreet prudent

discrete distinct; separate

diseased (see deceased)

disingenuous (see ingenious)

disinterested unbiased; impartial

uninterested bored;

unconcerned

disperse (see disburse)

disposition (see deposition)

disprove (see disapprove)

dissemble (see disassemble)

dissent (see decent)

dissolute (see desolate)

distract (see detract)

divers (adj.) various or sundry;

(n.) plural of diver

diverse different

do to perform

due owing

dew moisture

done finished

dun to demand payment

dose a measured quantity

doze to sleep lightly

dual double

duel a combat

duck (n.) a water bird; (vj to

avoid

ducked avoided

duct pipe or tube (as in duct

tape)

due (see do)

dun (see done)

dye (see die)

Continued on page 186
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dying near death

dyeing changing the color of

edition (see addition)

effect (see affect]

eight (see ate)

elapse (see lapse)

elicit to draw forth

illicit unlawful

eligible qualified

illegible unreadable

elusion (see allusion)

elusive baffling; hard to catch

illusive misleading; unreal

emerge to rise out of

immerge to plunge into

emigrate to go away from a

country

immigrate to come into a

country

eminent well-known; prominent

imminent threatening; impending

immanent inherent; residing

within

emanate to originate from; to

come out of

en route (see roof)

ensure to make certain (see

page 291)

insure to protect against loss

assure to give confidence to

someone

envelop (vO to cover; to wrap

envelope (n.) a wrapper for a

letter

equable even; tranquil

equitable just; right

erasable capable of being erased

irascible quick-tempered

err (see air)

especially to an exceptional

degree

specially particularly, as opposed

to generally

essay (see assay)

everyday ordinary (see

page 293)

every day each day

everyone each one (see Hi 010]

every one each one in a group

ewe (seeyoty)

exalt to glorify

exult to be joyful

exceed (see accede)

except (see accept)

excess (see access)

expand to increase in size

expend to spend

expansive capable of being

expanded

expensive costly

expatiate to enlarge on

expiate to atone for

expend (see expand)

explicit clearly expressed

implicit implied

extant still existing

extent measure

exult (see exalt)

facet aspect

faucet a tap

facetious witty

factitious artificial

fictitious imaginary

facilitate to make easy

felicitate to congratulate

facility ease

felicity joy

faint (adj.) dim; weak; (v.) to pass

out

feint a trick; a deceptive move

fair (adj.) favorable; just; (n.) an

exhibit

fare (n.) cost of travel; food;

(v.) to go forth

farther at a greater distance,

referring to actual distance

(see page 293)

further to a greater extent or

degree, referring to figurative

distance; moreover; in addition

faucet (see facet)

faze to disturb (as in doesn't faze

me a bit)

phase a stage of development

feet plural of foot

feat an act of skill or strength

feint (see faint)

felicitate (see facilitate)

felicity (see facility)

fictitious (see facetious)

finale the end

finally at the end

finely in a fine manner

fineness delicacy

finesse tact

fir a tree

fur skin of an animal

fiscal [see physical)

flack (n.) one who provides pub-

licity; (v.) to provide publicity

flak literally debris from exploding

antiaircraft shells; criticism (as

in to take a lot of flak)

flair aptitude

flare a light; a signal

flaunt to display showily

flout to treat with contempt

flew did fly

flue a chimney

flu short for influenza

flounder to move clumsily

founder to collapse; to sink; one

who establishes something

flour ground meal

flower blossom

flout (see flaunt)

flu, flue (see flew)

for a preposition

fore first; preceding; the front

four the numeral 4

forbear to bear with

forebear an ancestor

foreword (see forward)

forgo to relinquish; to let pass

forego to go before

formally in a formal manner

formerly before

fort a fortified place

forte (n.) area where one excels;

(adv.) loud (musical direction;

see ^71 8a, note)
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forth away; forward

fourth next after third

forward ahead

foreword preface

foul unfavorable; unclean

fowl a bird

founder (see flounder)

four (see for)

fourth (see forth)

fur (see fir)

further (see farther)

gaff hook, ordeal, rough

treatment

gaffe blunder

gage pledge, token of defiance

gauge measuring device

genius talent

genus a classification in botany

or zoology

gibe (n.) a sarcastic remark;

(v.) to scoff at

jibe to agree

gourmet a connoisseur of food

and drink

gourmand a person who eats

and drinks to excess

grate (n.) a frame of bars (as in a

fireplace); (v.) to scrape; to

irritate

great large; magnificent

guarantee an assurance of some

kind

guaranty a promise to answer for

another's debt

guessed past tense of guess

guest visitor

hail (n.) a shower of icy pellets;

(v.) to call out to (as in to hail

a cab)

hale (adjO healthy

hair a slender outgrowth from the

skin (as in a hair's breadth)

hare a rabbit (as in hare-

brained)

hall a corridor

haul to drag

hangar a building used for stor-

ing and repairing aircraft

hanger a device from which

something O'ke clothing] can

be hung

hare (see hair)

haul (see hall)

heal to cure

heel part of a foot or a shoe

healthful promoting health (e.g.,

a healthful food]

healthy being in good health

(e.g., a healthy person]

hear to perceive by ear

here in this place

heard past tense of hear

herd a group of animals

heir (see air)

higher at a greater height

hire to employ; to use someone's

services

hoard (n.] a hidden supply; (v.] to

hide a supply

horde a crowd or throng

hoarse harsh or rough in sound

horse a large animal

holy sacred

holey full of holes

wholly entirely

holly a tree

hour sixty minutes

our belonging to us

are a form of to be (as in we are,

you are, they are)

human pertaining to humanity

humane kindly

hypercritical overcritical

hypocritical pretending to be

virtuous

ideal a standard of perfection

idle unoccupied; without worth

idol object of worship

idyll a description of rural life

illegible (see eligible)

illicit (see elicit)

illusion (see allusion)

illusive (see elusive)

11719

imitate to resemble; to mimic

intimate (adj.] innermost

familiar (v.] to hint; to make
known

immanent (see eminent)

immerge (see emerge)

immigrate (see emigrate)

imminent (see eminent)

implicit (see explicit)

imply to suggest (see page 296]

infer to deduce; to guess; to

conclude

inane senseless

insane of unsound mind

incidence range of occurrence

incidents occumences; happenings

incinerate to bum
insinuate to imply

incite (v.] to arouse

insight (n.] understanding

indict to charge with a crime

indite to compose; to write

indifferent without interest (see

page 296]

in different in (preposition] +
different (adjective]

indigenous native

indigent needy

indignant angry

indirect not direct (see page 296]

in direct in (preposition] + direct

(adjective]

inequity unfairness

iniquity wickedness; sin

infer (see imply)

ingenious clever

ingenuous naive

disingenuous pretending to be

naive

insane (see inane)

insight (see incite)

insinuate (see incinerate)

insoluble incapable of being

dissolved

insoh/able not explainable

insohwnt unable to pay debts

r.rtntimipd nn haae IRR
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instants short periods of time

instance an example

insure (see ensure]

intelligent possessed of

understanding

intelligible understandable

intense acute; strong

intents aims

interstate between states

intrastate within one state

intestate dying without a will

intimate (see imitate')

into, in to (see page 296)

irascible (see erasable)

isle island

aisle passage between rows

its possessive form of it

it's contraction of it is or it tias

(see111056e)

jibe {see gibe)

karat (see caret)

kernel (see colonel)

key a means of gaining entrance

or understanding

quay a wharf (also pronounced

key)

knew understood

new fresh; novel

know to understand

no not any

lapse to become void

elapse to pass

relapse to slip back into a former

condition

last final (see page 297}

latest most recent

later more recent; after a time

latter second in a series of two

(see page 298]

lath a strip of wood

lathe a wood-turning machine

lay to place (see page 298)

lie (n.) a falsehood; (v.) to recline;

to tell an untruth

lye a strong alkaline solution

lead (n.) heavy metal (pro-

nounced led); (v.) to guide

(pronounced leed)

led guided (past tense of to lead)

lean (adj.) thin; (v.) to incline

lien a legal claim

leased rented

least smallest

legislator a lawmaker

legislature a body of lawmakers

lend to allow the use of

temporarily

loan (n.) something lent; (v.) to

lend

lone solitary

lessee a tenant

lesser of smaller size

lessor one who gives a lease

lessen (v.) to make smaller

lesson (n.) an exercise assigned

for study

levee embankment of a river

levy (v.) to raise a collection of

money; (n.) the amount that

is thus collected

liable responsible

libel defamatory statement

lie (see lay)

lien (see lean)

lightening making lighter

lightning accompaniment of

thunder

lighting illumination

load a burden to be carried

lode a mineral deposit; an abun-

dant supply

loan, lone (see lend)

loath (adj.) reluctant

loathe (v.) to detest

local (adj.) pertaining to a particu-

lar place

locale (n.) a particular place

loose (adj.) not bound; (v.) to

release

lose (v.) to suffer the loss of; to

part with unintentionally

loss something lost

lye (see lay)

made constructed

maid a servant

magnificent having splendor

munificent unusually generous

mail correspondence

male masculine

main (adj.) chief; (n.) a conduit

mane long hair on the neck of

certain animals

manner a way of acting (as in to

the manner born)

manor an estate

marital pertaining to marriage

martial military (as in martial law)

marshal (n.) an official; (v.) to

arrange (as in to marshal the

facts)

maybe perhaps (see page 300)

may be a verb consisting of two

words

mean (adj.) unpleasant; (n.) the

midpoint; (v.) to intend

mien appearance

meat flesh of animals

meet (v.) to join; (adj.) proper

mete to measure

medal a badge of honor

meddle to interfere

metal a mineral

mettle courage; spirit (as in to

test one's mettle)

mien (see mean)

miner a worker in a mine

minor (adj.) lesser, as in size,

extent, or importance; (n.) a

person who is under legal

age

missal a book of prayers

missile a rocket; a projectile

mist haze

missed failed to do

mite a tiny particle

might (n.) force; (v.) past tense of

may

mode fashion; method

mood disposition

mooed past tense of moo
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monogram a set of initials

monograph a short book;

a pamphlet

moot debatable; disputed [as in a

moot point)

mute unable to speak

moral virtuous

morale spirit

morality virtue

mortality death rate

morning before noon

mourning grief

munificent (see magnificent)

naught (see ought)

new (see knew)

no (see l<now)

nobody no one (see page 301]

no body no group

noisome offensive, smelly

noisy clamorous

none not one (see Til 01 3)

no one nobody (see ^1010)

oculist an ophthalmologist or an

optometrist

ophthalmologist a doctor who
treats eyes

optician one who makes or sells

eyeglasses

optometrist one who measures

vision

official authorized

officious overbold in offering

services

one a single thing

won did win

ordinance a local law

ordnance arms; munitions

ought should

aught anything; all; nothing; zero

naught nothing; zero

our (see hour)

overdo to do too much
overdue past due

packed crowded

pact an agreement

pail a bucket

pale (adjO light-colored; (n.) an

enclosure (as in beyond the

pale)

pain suffering

pane window glass

pair two of a kind

pare to peel

pear a fruit

palate roof of the mouth; the

sense of taste

pallet a bed; a mattress;

a portable platform for

stacking materials

palette a board holding a

painter's pigments; a range of

colors

parameter a quantity with an

assigned value; a constant

perimeter the outer boundary

partition division

petition prayer; a formal written

request

partly in part

partially to some degree

past (n.) time gone by; (adj., adv.,

or prep.) gone by

passed moved along; transferred

(past tense of pass)

patience composure; endurance

patients sick persons

peace calmness

piece a portion

peak the top

peek to look slyly at

pique (n.) resentment; (v.) to

offend; to arouse (as in to

pique one's interest)

pique cotton fabric

peal to ring out

peel (n.) the rind; (v.) to strip off

pear {_see pair)

pedal (adj.) pertaining to the foot;

(n.) a treadle

peddle to hawk; to sell

peek {see peak)

peel (see pea/)

11719
peer (n.) one of equal rank or

age; (v.) to look steadily

pier a wharf

perfect (adj.) without fault; (v.) to

make perfect

prefect (n.) an official

perimeter (see parameter)

perpetrate to cary out (a crime)

perpetuate to make perpetual

perquisite privilege

prerequisite a preliminary

requirement

persecute to oppress

prosecute to sue

personal private

personnel the staff

perspective a view in correct

proportion

prospective anticipated

peruse to read

pursue to chase

petition (see partition)

phase (see faze)

physic a medicine

physics science dealing with

matter and energy

physique bodily structure

psychic (adj.) pertaining to the

mind or spirit; (n.) a medium

physical relating to the body

fiscal pertaining to finance (see

page 294)

psychical mental

piece (see peace)

pier (see pee/)

pique, piqu6 (see peak)

plain (adj.) undecorated;

(n.) prairie land

plane (n.) a level surface; an air-

plane; (v.) to make level or

smooth

plaintiff party in a lawsuit

plaintive mournful

pleas plural of plea

please to be agreeable
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pole a long, slender piece of

wood or metal

poll Cn.) the casting of votes by a

body of persons; (v.) to regis-

ter the votes of

poor (adjO inadequate; [n.) the

needy

pore to study; to gaze intently

pour to flow

populace the common people;

the masses

populous thickly settled

portend {see pretend)

portion a part

proportion a ratio of parts

apportion to allot

practicable workable; feasible

practical useful

pray to beseech

prey a captured victim

precede to go before

proceed to advance

precedence priority

precedents established rules

prefect [see perfect)

preposition a part of speech

proposition an offer

prerequisite (see perquisite)

prescribe to designate

proscribe to outlaw

presence bearing; being present

presents gifts

presentiment a foreboding

presentment a proposal

pretend to make-believe

portend to foreshadow

principal (adj.] chief; leading;

(n.) a capital sum of money

that draws interest; chief

official of a school

principle a general truth; a rule;

integrity

proceed {see precede)

profit gain

prophet one who forecasts

prophecy a prediction

prophesy to foretell

proportion (see portion)

propose to suggest

purpose intention

proposition (see preposition)

proscribe {see prescribe)

prosecute (see persecute)

prospective (see perspective)

psychic {see pfiysic)

psychical (see physical)

purpose {see propose)

pursue {see peruse)

quay (see /cey)

queue (see cue)

quiet calm; not noisy

quite entirely; wholly

quit to stop

rain falling water

rein part of a bridle (as in to give

free rein to your imagination)

reign {n.) the term of a ruler's

power; (vj to rule

raise {n.) an increase; (v.) to lift

(see page 303)

raze to destroy

rays beams

rap to knock

wrap (n.) a garment; (v.) to

enclose

rapt engrossed (as in rapt

attention)

wrapped past tense of wrap

read to perform the act of reading

reed a plant; a type of musical

instrument

red a color

real actual

reel (n.) a dance; (v.) to whirl

reality actuality

realty real estate

rebut to argue in opposition

refute to prove wrong

receipt an acknowledgment of a

thing received

recipe a formula for mixing

ingredients

recent (adj.) relating to a time

not long past

resent (v.) to feel hurt by

red (see read)

reel (see real)

reference that which refers to

something

reverence profound respect

refute (see rebut)

reign, rein (see rain)

relapse (see lapse)

resent (see recent)

residence a house

residents persons who reside in

a place

respectably in a manner worthy

of respect

respectfully in a courteous

manner

respectively in the order

indicated

reverence (see reference)

right (adj.) correct; (n.) a privilege

rite a ceremony (as in a rite of

passage)

Wright a worker; a maker (used

as a combining form, as in

playwright)

write to inscribe

role a part in a play

roll (n.) a list; a type of bread;

(v.) to revolve

root (n.) underground part of a

plant; (v.) to implant firmly

route (n.) an established course

of travel; (v.) to send by a

certain route

en route on or along the way

rout (n.) confused flight; (v.) to

defeat

rote repetition

wrote did write

lye a grain used to make bread

or whiskey

wry ironically humorous

sail (n.) part of a ship's rigging;

(v.) to travel by water

sale the act of selling
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scene a setting; an exhibition of

strong feeling

seen past participle of to see

scent odor

sent did send

cent penny

sense (n.) meaning; (v.) to feel

sealing (see ceiling)

seam a line of junction

seem to appear

seed (see cede)

seen (see scene)

seize (see cease)

sell to transfer for a price

cell a small compartment

seller one who sells

cellar an underground room

sense, sent (see scent)

senses (see census)

serge a kind of cloth

surge (n.) a billow; (vj to rise

suddenly

serial (see cereal)

serve to help (see page 303)

service to keep in good repair

session (see cession)

sew (see so)

shear to cut; to trim

sheer transparent; utter

shoot to fire

chute a slide

shown displayed; revealed; past

participle of show

shone gave off light; did shine

sight, site (see cite)

simple plain; uncomplicated

simplistic oversimplified; falsely

simple

sleight dexterity (as in sleight of

hand)

slight (adj.) slender; scanty;

(v.) to make light of

so therefore

sew to stitch

sow to scatter seed

soar (see sore)

soared did fly

sword weapon

sole one and only

soul the immortal spirit

soluble having the ability to dis-

solve in a liquid

solvable capable of being solved

or explained

some a part of

sum a total

someone somebody (see ^1010)

some one some person in a

group

sometime at some unspecified

time (see page 305)

some time a period of time

sometimes now and then

son male child

sun the earth's source of light

and heat

sore painful

soar to fly

soul (see sole)

sow (see so)

spacious having ample room

specious outwardly correct but

inwardly false

specially (see especially)

staid grave; sedate

stayed past tense and past par-

ticiple of to stay

stair a step

stare to look at

stake (n.) a pointed stick; a prize;

(v.) to wager

steak a slice of meat or fish

stanch to stop the flow of some-

thing (such as blood or tears)

staunch faithful, steadfast

stationary fixed

stationery writing materials

statue a carved or molded figure

stature height

statute a law

stayed (see staid)

steak {see stake)

steal to take unlawfully

steel a form of iron

straight not crooked; directly

strait a water passageway;

(plural) a distressing situation

(as in dire straits)

succor (n.) something that pro-

vides relief; (v.) to relieve

sucker someone easily cheated

suit (n.) a legal action; clothing;

(v.) to please

suite a group of things (such as

rooms or furniture) forming a

unit

sweet having an agreeable taste;

pleasing

sum (see some)

sun (see son)

superintendence management

superintendents supervisors

surge (see serge)

sweet (see suit)

sword (see soared)

tack (n.) direction; (v.) to change

direction (see page 306)

tact considerate way of behaving

so as to avoid offending others

tail the end

tale a story

tare allowance for weight

tear (n.) a rent or rip (pro-

nounced like tare); a secre-

tion from the eye (pro-

nounced like tier); (v.) to rip

tier a row or layer

taught did teach

taut tight; tense

team a group

teem to abound

tear (see tare)

tenant one who rents property

tenet a principle

than conjunction of comparison

(see page 306)

then (adv.) at that time

/^ tj—,.j «- j.„». tn-j
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their belonging to them (see

111056e)

there in that place

they're contraction of they are

theirs possessive form of they;

used when a noun does not

follow

there's contraction of there is or

tiiere has (see 111056e)

therefor for that thing

therefore consequently

throes a painful struggle

throws hurls; flings

through by means of; from

beginning to end; because of

threw did throw

thorough exhaustive

tier (see tare]

to (prep.) toward

too (adv.) more than enough; also

two one plus one

tortuous winding; twisty; devious

torturous cruelly painful

track a trail

tract a treatise; a piece of land

trial examination; experiment;

hardship

trail a path

trustee a person to whom some-

thing is entrusted

trusty (nO a convict who is con-

sidered trustworthy; (adj.)

dependable

undo to open; to render

ineffective

undue improper; excessive

uninterested (see disinterested)

urban pertaining to the city

urtane polished; suave

vain proud; conceited; futile

vane a weathercock

vein a blood vessel; a bed of min-

eral materials

vale a valley

veil a concealing cover or cloth

vendee purchaser

vendor seller

veracious truthful

voracious greedy

veracity truthfulness

voracity ravenousness;

greediness

vial a small flask for liquids

vile disgusting, despicable

vice wickedness; a prefix used

with nouns to designate titles

of office (see p08c)
vise a clamp

voracity (see veracity)

waist part of the body

waste (n.) needless destruction;

useless consumption; (v.) to

expend uselessly

wait to stay

weight heaviness

waive (v.) to give up

wave (n.) a billow; a gesture;

(v.) to swing back and forth

waiver the giving up of a claim

waver to hesitate

want (n.) a need; (v.) to lack; to

desire

wont a custom (pronounced like

want)

won't contraction of will not

ware goods

wear to have on; to diminish

were form of to be

where at the place in which

wave (see waive)

waver (see waiver)

way direction; distance; manner

weigh to find the weight

weak not strong

week seven days

weather (n.) state of the atmo-

sphere; (v.] to come through

safely

whether if (see page 308)

weigh (see way)

weight (see waif)

wet (v.) to moisten

whet (v.) to sharpen (as in to

whet one's appetite)

where (see ware)

whoever anyone who
who ever two words (see

page 308)

wholly (see holy)

whose possessive of who

who's contraction of who is or

who has [see ^1063)

willfully in a determined manner

willingly cheerfully; happily; with

one's free will

won (see one)

wont, won't (see want)

wood lumber

would an auxiliary verb form (as

in they would like some)

wrap (see rap)

wrapped (see rapt)

Wright, write (see right)

wrote (see rote)

wiy (see rye)

yoke a crosspiece that holds two

things together; an oppres-

sive constraint

yolk the yellow part of an egg

you second-person pronoun

yew an evergreen tree or bush

ewe a female sheep

your belonging to you (see

T11056e)

you're contraction of you are
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Troublesome Words
'^The following list presents a selection of words that business writers often misspell

or stop and puzzle over. In some cases the difficulty results from the inabihty to

apply an estabhshed rule; for such words, references to the rules are given. In many
other instances, however, errors result from the pecuhar spelling of the words them-

selves; in such cases the only remedy is to master the correct spelling of such words

on an individual basis.

NOTE: For troublesome words that sound alike or look alike, see 11719 and Section

11. For troublesome compound words, see Section 8.

abscess
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SECTION 8
Compound Words

Compound Nouns (^^1801-810)

Compound Verbs (^^1811-812)

Compound Adjectives (tJH813-832)
Basic Rules (W813-815)

Adjective + Noun [as in short-term note: 11816)

Compound With Number or Letter [as in 40-hour week: 11817)

Compound Noun [as in high school graduate: 11818)

Proper Name [as in Madison Avenue agencies: 11819)

Noun -1- Adjective [as in tax-free imports: 11820)

Noun -I- Participle [as in time-consuming details: 11821)

Adjective -i- Participle [as in nice-looking layout: 11822)

Adjective -i- Noun -i- ED [as in quick-witted assistant: 11823)

Adverb + Participle [as in privately owned stock and

as in well-known /acfo: 11824)

Adverb + Adjective [as in very exciting test results: 11825)

Participle -i- Adverb [as in warmed-over ideas: 11826)

Adjective + Adjective [as in black leather notebook: 11827)

Verb + Verb [as in stop-and-go traffic: 11828)

Verb -I- Adverb [as in read-only memory: 11829)

Verb + Noun [as in take-home pay: 11830)

Phrasal Compound [as in up-to-date accounts: 11831)

Suspending Hyphen (11832)

Prefixes and Suffixes (HI]833-848)

Compound Computer Terms (11847)

Sometimes One Word, Sometimes Two Words (^848)

>- For definitions ofgrammatical terms, see the appropriate entries in the Glossary of

Grammatical Terms (Appendix A).
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Some compound words are written as solid words, some are written as separate words, and

some are hyphenated. As in other areas of style, authorities do not agree on the rules.

Moreover, style is continually changing: many words that used to be hyphenated are now
written soUd or as separate words. While the only complete guide is an up-to-date dictionary,

a careful reading of the following rules will save you many a trip to the dictionary.

NOTE: The spellings in this section agree with those in the 1997 printing of Merriam-Webster's

Collegiate Dictionary, Tenth Edition, and Webster's Third New International Dictionary unless

otherwise indicated.

Compound Nouns
Ilia. Compound nouns follow no regular pattern. Some are written solid, some are

spaced, and some are hyphenated.

airfreight
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b. To be sure of the spelling of a compound noun, check an up-to-date dictionary.

Since dictionaries pride themselves on being descriptive (simply showing how
individual words are most commonly spelled) rather than prescriptive (imposing

consistent spelling patterns on similar words), you will sometimes encounter

troubling inconsistencies Uke these:

air conditioner (spaced) layoff (solid) copywriter (solid)

air-conditioning (hyphenated) payoff (solid) copyholder (solid)

makeup (solid) play-off (hyphenated) copyedit (solid)

shake-up (hyphenated) skydiving (solid) copy editor (spaced)

skin diving (spaced)

When such inconsistencies appear within the same context cind are likely to dis-

tract the reader, you may treat the troubhng words the same way:

• Choose the spaced form over the hyphenated form,

air conditioner air conditioning

• Choose the sohd form over the hjrphenated form.

makeup shakeup layoff payoff playoff

• Choose the sohd form over the spaced form.

skydiving skindiving copywriter copyholder copyedit copyeditor

CAUTION: Do uot convcrt a spaced or hyphenated compound noun to the sohd form

if the resulting word will be hard to grasp. For example, co-op—^the short form of

cooperative—is still written with a hyphen to avoid confusion with the word coop

(even though the hyphen has now been dropped from cooperative] . In short, do not

pursue the goal of styHstic consistency if the result will confuse your reader

Also keep in mind that adjusting dictionary spellings to avoid inconsistencies

requires careful and experienced judgment. If you are not confident about your

abihty to make such judgments, follow the dictionary. Moreover, if you are work-

ing for an organization that strives for a consistent style in all of its written mate-

rial, do not make any adjustments in spelling that could put you in confhct with

the style of your organization.

c. When you cannot find a compound noun in the dictionary, the traditional guide-

line is to treat the noim in question as two words. As an alternative, you may
treat the noim the same way that similar compounds appear in the dictionary.

We now go house hunting?/house-hunting?/househunting? every weekend.

If you consult Merriam-Webster for similar words, you will find two patterns:

SOLID: housebreaking, housecleaning, housekeeping, housewarming

HYPHENATED: house-raising, house-sitting

According to the guidelines in b above, choose the soHd form over the hyphenated

form. On that basis you could safely write househunting as a sohd word. Moreover,

for the sake of consistency, you could also write houseraising and housesitting as

sohd words.

NOTE: The cautionary note in h above apphes here as well. If you are not confident

about the best way to treat compoimds not in the dictionary, follow the traditional

rule and treat the elements of the compound as separate words.
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Iy* Some solid and hyphenated compound

sure, however, to treat the elements in a

Nouns

a breakdown in communications

a thorough follow-up of the report

operate a drive-in

a high school dropout

at the time of takeoff

when they give us a go-atiead

come to a standstill

let's have a run-througti

plan a get-together

they have the Anoiv-/70kv

expect a turnaround in sales

we have to make a getaway

to attempt a takeover of their firm

I was a standby on Flight 968A

Paul's speech was merely a pt/f-on

protect data with regular backups

after you complete the logon

devise another plan as a fallback

need to reduce staff turnover

11803

nouns closely resemble verb phrases. Be
verb phrase as separate words.

Vert) Phrases

when communications break down

to follow up on your recommendation

drive in to your dealer's

don't drop out of high school

planes cannot take off or land

we can go ahead W\\h the plan

we can't stand still

let's run through the presentation

plan to get together

they know how to handle it

once our sales turn around

we have to get away

to attempt to take over\he\r firm

we can't stand by and do nothing

your requisition was put on hold

always back up the data in the file

after you log on to the program

we can always fall back on Plan B

need to turn over a new leaf
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c. In Words. Compound nouns ending in in are typically hyphenated. For example:

break-in fill-in shoo-in trade-in

cave-in lead-in shut-in turn-in

check-in log-in sit-in walk-in

drive-in plug-in stand-in weigh-in

fade-in run-in tie-in write-in

d. Out Words. Compoimd noims ending in out are typically sohd. For example:

bailout
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i. Away Words. These

breakaway

getaway

j. Compounds Ending

solid. For example:

knockabout

layabout

k. Compounds Ending

typically hyphenated,

go-between

in-between

11804

compounds are typically soUd. For example:

giveaway runaway straightaway

hideaway stowaway throwaway

in About, Around, and By. These compounds are typically

turnabout runaround passersby

whereabouts turnaround standbys

in Between, Through, cind Together. These compounds are

For example:

follow-through walk-through get-together

run-through but: breakthrough

a. Hyphenate a compound noun that lacks a noun as one of its elements.

the also-rans know-it-alls

a big to-do hand-me-downs

a cure-all the well-to-do

a go-ahead a shoot-'em-up

a go-getter do-it-yourselfers

a has-been a good-for-nothing

the have-nots a ne'er-do-well

know-how a merry-go-round

a look-alike a free-for-all

make-believe the be-all and end-all

say-so hide-and-seek

two-by-fours no get-up-and-go

the old one-two a sing-along

b. Words coined from repeated syllables or rhyming syllables are typically hyphen-

ated. Other coined words may be hyphenated or sohd.

a set-to

a lean-to

a talking-to

give-and-take

a five-and-ten

half-and-half

my one-and-only

on the up-and-up

show-and-tell

the old so-and-so

BUT: ups and downs

wear and tear

wannabes

boo-boo

goody-goody

no-no

hocus-pocus

razzle-dazzle

yada-yada-yada

culture-vulture

hurly-burly

nitty-gritty

walkie-talkie

BUT: wingding

voodoo

mumbo jumbo

a no-brainer

one-upmanship

stick-to-itiveness

comeuppance

whodunit

twofers

a gofer

c. Many compoimd nouns that end with a prepositional phrase are hyphenated.

ambassador-at-large

attomey-at-law

brother-in-law

grants-in-aid

jack-of-all-trades

Johnny-on-the-spot

stick-in-the-mud

man-about-town

right-of-way

stay-at-home

stock-in-trade

theater-in-the-round

BUT; bill of lading

editor in chief

line of credit

power of attorney

chief of staff

standard of living
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a. As a general rule, treat a compound noun like problem solving as two words

unless your dictionary specifically shows it as solid or hyphenated. (Many words

of this pattern are not shown in a dictionary. However, the sohd and hyphenated

examples below have been taken from the 1997 printing of Merriam-Webster's

Collegiate Dictionary, Tenth Edition.)

bean counting

data processing

decision making

number crunching

problem solving

profit sharing ..

saber rattling

skill building

skin diving

BUT: skydiving

consciousness-raising

fund-raising

house-sitting

name-dropping

price-cutting

sight-seeing

soul-searching

speed-reading

whistle-blowing

witch-hunting

brainstorming

downloading

downsizing

housewarming

letterspacing

logrolling

safekeeping

tailgating

trailblazing

troubleshooting

b. As an alternative to the approach described in a above, when you cannot find a

word of this type in the dictionary, treat it like a similar compoimd that does

appear in the dictionary. For example, if you know that price-cutting appears in

Merriam-Webster (and in the Ust above) as a hyphenated word, then you may

hyphenate cost-cutting (which does not appear in Merriam-Webster) for the sake

of styhstic consistency. By the same token, when the dictionary treats similar

compounds differently—for example, skin diving and skydiving or housewarming

and house-sitting (as shown in the hst above)—^you may treat them the same way

for styhstic consistency. See ^801b-c for guidance on how to deal with these situ-

ations. Also see ^812 for guidance on how to treat compoimd nouns derived from

infinitives.

806 Hyphenate two noims when they signify that one person or one thing has two func-

tions. (See also M295b, 818b.)

actor-director director-producer secretary-treasurer

dinner-dance owner-manager wheeler-dealer

photocopier-printer doctor-lawyer editor-publisher

J^ Compound nouns that have a smgle letter as their first element are either hyphen-

ated or written as two words.

A-frame H-bomb U-turn

B-school I beam V neck

D-mark 1-280 X ray

f-stop T-shirt x-axis

G suit T square y-coordinate

NOTE: The term Zra^ (which is two words when used as a noun) is hyphenated when

used as a verb or an adjective. (See also ^815a.)

[23 a. Do not hyphenate civil and military titles of two or more words.

Chief of Police Potenza Attorney General Liebowitz

General Manager Werner

Vice President Vega

Rear Admiral Byrd

Lieutenant Colonel Payne
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b. Hyphenate compound titles containing ex and elect.

ex-President Clinton Vice President-elect Jordan

NOTE: Also use a hyphen when ex is attached to a noun (ex-wife, ex-convict), but

omit the hyphen in Latin phrases (ex officio, ex cathedra).

> For the capitalization of titles with ex and elect, see W31 7, 363; for the correct usage

of ex, see the entry for Ex-former on page 293.

c. The hyphen is still customary in vice-chancellor and vice-consul, but it is gone from

vice president and vice admiral (for example, Vice President Warren).

liJ Compound noims containing man or men as an element were traditionally used

generically to refer to males and females alike. For example:

not for the average layman the history of mankind

of concern to all businessmen reduce the number of man-hours

write your congressman a new source of manpower

a. The generic use of such terms is now considered unacceptable, because the mas-

cuhne bias of these terms makes them unsuitable for reference to women. The

following hst suggests appropriate alternatives.

In Place of the Generic Term Use

layman layperson

businessmen business owners, business executives,

business managers, business people

congressmen members of Congress, representatives

mankind people, humanity, the human race, human beings

man-hours worker-hours

manpower work force, human resources, staff

salesmen salespeople, sales representatives, salespersons,

salesclerks, sales staff, sales force, sales associates

foremen supervisors

policemen police officers, the police

mailmen mail carriers

workmen workers

NOTE: Workmen 's compensation insurance (or workmen 's comp] is now referred to as

workers ' compensation insurance (or workers ' comp)

.

>- For alternatives to words ending with feminine suffixes, see §840.

b. Whenever possible, replace a word like salesmanship with an alternative expres-

sion (for example, selling skills). However, words such as craftsmanship, workman-

ship, sportsmanship, brinkmanship, showmanship, and one-upmanship are still

widely used because of the difficulty in devising alternative expressions.

c. When naming a job or role, avoid the use of compound terms ending in man or

woman unless the term refers to a specific person whose gender is known.

There are ten candidates seeking election to the City Council. (NOT: . .
.
seeking election as city

councilmen.)

BUT: Councilwoman Walters and Councilman Holtz will study the proposal.

Continued on page 204
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Write to your representative in Congress, [not: Write to your congressman.)

BUT: I was very much impressed by Congresswoman Nancy Pelosi of California.

Who will be appointed as head oi the committee? or Who will be appointed to ciiairihe

committee? [NOT: . . . appointed chairman of the committee?]

BUT: Robert Haas has been appointed chairman of the committee.

NOTE: Words like chair, chairperson, and spokesperson have been coined as a means
of avoiding the generic use of masculine compound nouns. Personal taste or insti-

tutional pohcy will dictate whether to use these terms or not.

Terms like doctor, lawyer, and nurse are generic—that is, they apply equally to women
and men. Therefore, do not use compoimd noims like woman lawyer and male nurse

imless there is a legitimate reason for making a distinction according to gender.

Next Wednesday there will be a seminar on the special problems facing women lawyers in the

courtroom.

5^ Capitalization of hyphenated compound nouns: see ^363.

Plurals ofcompound nouns: see ^f611-613.
Possessives ofcompound nouns: see n634-635.

Compound Verbs
a. Compoimd verbs are usually hyphenated or soHd.

to air-condition to jump-start to backstop to mastermind

to baby-sit to nickel-and-dime to bulldoze to moonlight

to color-code to pooh-pooh to buttonhole to pinpoint

to custom-tailor to rubber-stamp to downgrade to proofread

to deep-six to second-guess to download to sandbag

to double-click to shrink-wrap to downsize to shortchange

to double-space to soft-pedal to ghostwrite to sidetrack

to dry-clean to spot-check to hamstring to troubleshoot

to field-test to test-drive to handpick to waterproof

to fine-tune to window-shop to highlight to whitewash

NOTE: If you tiy to check the spelling of a compound verb in a dictionary and do

not find the verb hsted, hyphenate the components.

b. Do not hyphenate verb phrases such as make up, slow down, tie in. (See ^802 for

other examples.)

If the infinitive form of a compound verb has a hyphen, retain the hyphen in other

forms of the verb. (See the note on the following page for an exception.)

Would you like to air-condition your entire house?

The theater was not air-conditioned.

We need an air-conditioning expert to advise us.

You need to double-space all these reports.

Please double-space this letter.

This material should not be double-spaced.

BUT: Leave a double space between paragraphs. [No hyphen in double space as a compound

noun.)
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NOTE: The gerund derived from a hyphenated compound verb requires no hyphen

unless it is followed by an object.

Air conditioning* is no longer as expensive as it used to be.

BUT: In air-conditioning an office, you must take more than space into account

Double spacing \fiiou\(i make this table easier to read.

BUT: Double-spacing this table would make it easier to read.

Spot checking is all we have time for.

BUT: In spot-checking the data, I found some disturbing errors.

Dry cleaning is the best way to treat this garment.

BUT: Dry-cleaning this siveafer will not remove the spot

If the infinitive form of a compound verb is solid, treat other forms of the verb

soHd as well.

to copyedit a manuscript finish the copyediting by Friday

to handpick a candidate handpicking the ripest tomatoes

to proofread the galleys proofreading the catalog copy

Compound Adjectives
No aspect of style causes greater difficulty than compound adjectives. When a compound

adjective is shown hyphenated in the dictionary, you can assume only that the expression is

hyphenated when it occurs directly before a noim. When the same combination of words falls

elsewhere in the sentence, the use or omission of hyphens depends on how the words are used.

For the basic rules, see M813-815. For detailed comments, see the following paragraphs:

> Adjective + noun (as in short-term note): see ^816.

Compound with number or letter (as in 40-hour week): see f5i 7.

Compound noun (as in high school graduate): see 11818.

Proper name (as in Madison Avenue agencies): see 11819.

Noun + adjective (as in tax-free imports): see 11820.

Noun + participle (as in time-consuming details): see 11821.

Adjective -i- participle (as in nice-looking layout): see 11822.

Adjective -i- noun + ed (as in quick-witted assistant): see 11823.

Adverb -i- participle (as in privately owned stock): see 11824a.

Adverb + participle (as in well-known /ac/^s/- see 11824b.

Adverb + adjective (as in very exciting test results): see 11825.

Participle -t- adverb (as in warmed-over ideas): see 11826.

Adjective + adjective (as in black leather notebook): see 11827.

Verb + verb (as in stop-and-go trajfic): see 11828.

Verb + adverb (as in read-only memory): see 11829.

Verb + noun (as in take-home /)ai//- see 11830.

Phrasal compound (as in up-to-date accounts): see 11831.

NOTE: If you try to check the spelUng of a compound adjective in a dictionary and do not find

it listed, match up the components with one of the patterns shown above and follow the stan-

dard style for that pattern.

*Merriam-Webster treats this as a hyphenated word, even though it treats air conditioner as two words.
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Basic Rules

I
A compound adjective consists of two or more words that function as a unit cind

express a single thought. These one-thought modifiers are derived from (and take

the place of) adjective phrases and clauses. In the following examples the left col-

umn shows the original phrase or clause; the right column shows the compound

adjective.

Adjective Phrase or Clause

terminals installed at the point of sale

a career moving along a fast track

a guarantee to give you your money back

a woman who speaks quietly

an actor who is well known

a conference held at a high level

a building ten stories high

a report that is up to date

an article that is as long as a book

an environment where people work

under high pressure

a PC that delivers a high level of

performance, carries a low cost,

and is easy to use

a stock split that gives holders two shares

Compound Adjective

point-of-sale terminals

a fast-track career

a money-back guarantee

a quiet-spoken woman

a well-known actor

a high-level conference

a ten-story building

an up-to-date report

a book-length article

a high-pressure environment

a high-performance, low-cost

easy-to-use PC

a two-for-one stock split

for each one that they now own

NOTE: In the process of becoming compoimd adjectives, the adjective phrases and

clauses are usually reduced to a few essential words. In addition, these words fre-

quently undergo a change in form (for example, ten stories high becomes ten-story)
;

sometimes they are put in inverted order (for example, who speaks quietly becomes

quiet-spoken); sometimes they are simply extracted from the phrase or clause with-

out any change in form (for example, well-known, high-level).

Hyphenate the elements of a compoimd adjective that occurs before a noun, (reason:

The words that make up the compoimd adjective are not in their normal order or a

normal form and require hyphens to hold them together.)

high-tech equipment (equipment that reflects a high level of technology)

a worst-case scenario (a scenario based on the worst case that could occur)

an old-fashioned dress (a dress of an old fashion)

a $30,000-a-year sa\a\y (a salary of $30,000 a year)

long-range plans (plans projected over a long range of time)

machine-readable copy (copy readable by a machine)

an eye-catching display (a display that catches the eye)

a high-ranking official (an official who ranks high in the organization)

same-day service (service completed the same day you bring the item in)

a black-tie affair (an affair at which men must wear formal clothes with a black tie)

the rubber-chicken circuit (a circuit or series of banquets at which speeches are given and rub-

bery chicken or some equally bad food is served)

revolving-door management (a management with such rapid turnover that managers seem to be

arriving and departing through a continuously revolving door)
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bottom-line results (the results that are shown on the bottom line of a financial statemenf)

open-collar vjorkers (workers who dress casually, with open collars; in other words, those who
work at home, telecommuters)

EXCEPTIONS: A numbcr of compounds like real estate and high school do not need

hyphens when used as adjectives before a noun. (See 11818.)

a. When these expressions occur elsewhere in the sentence, drop the hyphen if the

individual words occur in a normal order and in a normal form. (In such cases the

expression no longer functions as a compound adjective.)

Before the Noun Elsewhere in Sentence

an X-ray treatment This condition can be treated by X ray.

(Object of preposition.)

Please bring the report up to date.

(Prepositional phrase.)

Let's follow up at once with a letter.

(Verb + adverb.)

The decision must be made at a high level

(Object of preposition.)

Your latest book is never to be forgotten.

(Adverb + infinitive phrase.)

The next comment is off the record

(Prepositional phrase.)

Marion will tolerate no nonsense from you.

(Object of verb.)

Christopher pitches his sales approach in a low key.

(Object of preposition.)

Is there a relationship of cause and effect in this case?

(Object of preposition.)

Is this cover printed in four colors?

(Object of preposition.)

b. When these expressions occur elsewhere in the sentence but are in an inverted

word order or an alteredform, retain the hyphen.

an up-to-date report

a follow-up letter

a high-level decision

a never-to-be-forgotten book

an off-the-record comment

a no-nonsense attitude

a low-key sales approach

a cause-and-effect relationship

a four-color co\/er

Before the Noun

a tax-exempt purchase

government-owned lands

a friendly-looking watchdog

high-priced goods

Elsewhere In Sentence

The purchase was tax-exempt

BUT: The purchase was exempt from taxes.

These lands are government-owned.

BUT: These lands are owned by the government

That watchdog is friendly-looking.

BUT: That watchdog looks friendly

These goods are high-priced.

BUT: These goods carry a high price.

NOTE: The following kinds of compound adjectives almost always need to be

hyphenated:

5^ Noun + adjective [for example, tax-exempt): see 11820.

Noun + participle [for example, government-owned): see 11821.

Adjective + participle [for example, friendly-looking): see 11822.

Adjective + noun + ed [for example, high-priced): see 11823.
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Adjective + Noun (see also ^^817-819)

I

a. Hyphenate an adjective and a noun when these elements serve as a compound

modifier before a noun. Do not hyphenate these elements when they play a nor-

mal role elsewhere in the sentence (for example, as the object of a preposition or of

a verb). However, if the expression continues to function as a compound adjec-

tive, retain the hyphen.

Elsewhere in Sentence

These printers run at high speed. [Object of preposition.)

Please be sure to order a fax that uses plain paper.

(Object of verb.)

They plan to roll out the red carpet (Object of infinitive.)

The discussion was held behind closed doors. (Object of

preposition.)

The seminar will last all day. (Normal adverbial phrase.)

This investment in bonds runs for a long term.

(Object of preposition.)

BUT: This investment in bonds is long-term. (Compound

adjective.)

This job is part-time. (Compound adjective.)

I wori< part-time. (Compound adveriD.)

I travel part of the time. (Nornial adverbial phrase.)

HOTE: Combinations involving comparative or superlative adjectives plus noims

follow the same pattern.

Before the Noun Elsewhere In Sentence

a larger-size shirt He wears a larger size. (Object of verb.)

the finest-quality goods These goods are of the finest quality. (Object of preposition.)

b. A few compound adjectives in this category are now written solid—^for example,

a commonsense solution, afreshwater pond, a surefire success.

Before the Noun

high-speed printers

a plain-paper fax

red-carpet treatment

a closed-door d\scuss\on

an a//-cfey seminar

a long-term investment

in bonds

a part-time job

Compound With Number or Letter

I

a. When a nimiber and a noim form a one-thought modifier before a noim (as in six-

story building), make the noun singular and hyphenate the expression. When the

expression has a normal form and a normal function elsewhere in the sentence, do

not hyphenate it.

Before the Noun

a one-way street

a first-person account

a first-rate job

first-quarter profits

a two-piece suit

a two-wage-eamer family

a three-ring circus

a four-point program

a 5-liter container

Elsewhere in Sentence

a street that runs only one way

a story written in the first person

a job that deserves the first (or highest) rating

BUT: a job that is first-rate

profits for the first quarter (see l|1069b)

a suit consisting of two pieces

a family with two wage earners

a circus with three rings

a program containing four points

a container that holds 5 liters
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an 8-foot ceiling

a 20-year mortgage

twenty-first-century an (see 11424, note)

a 50-cent fee

an SSS-a-month charge

a /00-meteA sprint

an 8%- by 11-inch book Csee p32)

a 55-mile-an-hour speed limit

a 2-million-ton shipment

a 10-inch-thick pane\

a 7-foot-2-inch basketball player

24-hour-a-day service

600-£/p/ graphics

11817

a ceiling 8 feet above the floor

a mortgage running for 20 years

art of the twenty-first century

a fee of 50 ce/7te

a charge of 585 a montli

a sprint of 700 meters

a book 8'Aby n incties

a speed limit of 55 miles an hour

a shipment of 2 million tons

a panel 10 inches thick

a basketball player 7 feet 2 inches tall (see ^430)

service 24 /jours a day

graphics composed of 600 dpi (dots per inch)

EXCEPTIONS: a 75 percenf decline, a $4 million profit, a secondhand car

(BUT: a second-degree bum)

>• i^or ?Ae hyphenation offractional expressions serving as compound adjectives (like

half-dozen or 1/4-inchj, see ^427a.

NOTE: A hyphenated compound adjective and an unhyphenated possessive expres-

sion often provide alternative ways of expressing the same thought. Do not use

both styles together.

a one-year delay a two-week cmise

OR a one year's delay or a two ivee/cs' cruise

(BUT NOT: 3 One-year's delay) (but not: a two-weeks' cruise)

b. Hyphenate compoimd adjectives involving a number and odd or plus.

The embezzlement occurred some twenty-odd years ago.

I now give my age simply as forty-plus.

If the merger negotiations are successful, we could be looking at a 525 million-plus deal.

However, treat compound adjectives involving a number and fold as soHd words.

Our profits have increased fourfold in the past year.

BUT: Our profits have increased 12-fold in the past year. Onsert a hyphen when the number is

expressed as a figure.)

c. Compoimd adjectives involving two nimibers (as in ratios and scores) are expressed

as foUows:

a 50-50 (or /?^-^/i50 chance an 78-7 victory a3-to-7ratio OR a 3.7 ratio

20/20 (or twenty-twenty] vision a 1000-to-l possibility BUT: a ratio of 3 to 1

^ See also H450-451.

d. Other compoimd expressions involving a number or letter are expressed as follows:

our number-one* (or No. 7) goal

BUT: we will be number one

mAl condition

BUT: A. 1. steak sauce

Title IX provisions

a 3-D graphic

an 8-bit machine

a 4-H project

a G-7 member

an /VC- 77 rating

Class A materials

a grade of A plus (or A+)

BUT: does A-plus (OR A+) work

a passing mark of D minus (OR D-)

BUT: a D-minus (or D-) student

*Merriam-Webster does not hyphenate number-one before a noun.
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Compound Noun

Eu3 *• A number of adjective-noun combinations (such as real estate or social security)

and noun-noun combinations (such as life insurance or money market) are actually

well-estabhshed compound nouns serving as adjectives. Unlike short-term, low-

risk, and the examples in ^816, these expressions refer to well-known concepts

or institutions. Because they are easily grasped as a unit, they do not require a

hyphen.

accounts payable records life insurance policy public relations adviser

branch office reports mass production techniques real estate agent

high school d\p\oma money market ^unds social security tax

income tax return nuclear energy plant word processing center

EXCEPTION: a mail-order business

NOTE: When dictionaries do not provide guidance on a specific adjective-noun com-

bination, consider whether the expression is more like a well-known compound

such as social security or more like short-term. Then space the combination or

hyphenate it accordingly.

b. When a noun-noun combination involves two words of relatively equal rank,

hyphenate the combination. (See also ^295, 806.)

an input-output device the space-time continuum an air-sea search

cost-benefit ana\yses labor-management re\ai\ons a sa/jc^-^rai^e/ mixture

EXCEPTION: the price/earnings ratio or the P/E ratio

c. As a general rule, when a compound noun is used as a compound adjective, the

decision to hyphenate or not will depend on how famihar you think your reader is

with the term in question. Thus a term like small business owner would not be

hyphenated if you feel your reader is familiar with the concept of 5777c// business.

However, if your reader could misinterpret small business owner as a reference to

the size of the person rather than to the size of the business, write small-business

owner

d. A compound noun like African American is hyphenated when used as an adjective.

(See ^348b.)

Proper Name
a. Do not hyphenate the elements in a proper name used as an adjective,

a Supreme Court decision a Rodeo Drive location

a Saks Fifth Avenue store Mickey Mouse procedures

b. When two or more distinct proper names are combined to form a one-thought

modifier, use a hyphen to connect the elements.

a German-American restaurant the cuisine is German-American

the New York-Chicago-Los Angeles ^\\g[]l (see also ^821 b, note)

BUT: the flight to New York Chicago, and Los Angeles

NOTE: If one of the elements already contains a hyphen, use an en dash or two

hyphens to connect the two proper names.

the Winston-Salem-Atlanta bus trip the Scranton-Wilkes-Barre area
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Noun + Adjective

Li^a. When a compound adjective consists of a noun plus an adjective, hyphenate this

combination whether it appears before or after the noun. (See 11815b.)

accident-prone ice-cold tax-exempt

bone-dry machine-readable toll-free

brain-dead paper-thin tone-deaf

capital-intensive pitch-dark top-heavy

class-conscious power-hungry trigger-happy

color-blind price-conscious user-friendly

fork-tender sky-high water-repellent

fuel-efficient street-smart year-round

Your suggestion is ingenious but not cost-effective.

You are trying to solve an a^e-o/c/ problem.

She wants everything to be letter-perfect

We import these water-repellent fabrics duty-free.

I want a computer that is IBM-compatible.

NOTE: Retain the hyphen in a noun plus an adjective combination when the expres-

sion ftmctions as an adverb rather than as an adjective.

ADJECTIVE: Please call me on my toll-free number.

ADVERB: You can always call me toll-free.

ADJECTIVE: The information is encoded on paper-thin wafers.

ADVERB: The wafers have to be sliced paper-thin.

b. A few words in this category are now written sohd. For example:

-wide: woddwide, nationwide, countrywide, statewide, countywide,

citywide, communitywide, industrywide, companywide,

storewide

-proof: waterproof, fireproof, shatterproof, weatherproof, childproof,

bulletproof, foolproof, rustproof, soundproof, shockproof

-worthy: praiseworthy, newsworthy, trustworthy, creditworthy,

noteworthy

-sick: homesick, airsick, carsick, heartsick, lovesick, seasick

-long: daylong, nightlong, yearlong, lifelong, agelong, headlong,

houriong*

Noun + Participle

a. When a compoimd adjective consists of a noun plus a participle, hj^henate this

combination whether it appears before or after lie noun. (See ^815b.)

attention-getting law-abiding smoke-filled

awe-inspiring market-tested snow-covered

bell-shaped mind-boggling sugar-coated

decision-making muscle-bound tailor-made

hair-raising nerve-racking tax-sheltered

interest-bearing panic-stricken Windows-based

*Merriam-Webster shows this as a hyphenated word.

Continued on page 212
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This number-crunching software uses eye-popping graphics.

Buying custom-tailored suiis can easily become habit-forming.

The use of computer-aided design and productivity-enhancing equipment has boosted our prof-

its enormously.

Thanks to an SBA-guaranteed loan, we expect to have a record-breal<ing year.

This Republican-led Congress will Introduce additional budget-cutting measures.

Our company Is now 40 percent employee-owned.

b. When an open compound noun is combined with a participle to form a one-thought

modifier, insert a hyphen only before the participle.

U.S. government-owned lands a Pulitzer Prize-winning play

a Labor Department-sponsored conference health care-related expenditures

a Dayton, Ohio-based consortium solar energy-oriented research

NOTE: For greater clarity use an en dash instead of a hyphen when combining an

open compound with a participle. (See also M217, 819b.)

a White House-backed proposal a New Orleans-bound traveler

a Frank Lloyd Wright-designed building a Windows NT-based program

c. Combining an open compound noun with a participle to form a compound adjec-

tive can often lead to awkward constructions. Reword to eliminate this problem.

AWEWASD: This software is Novell network-compatible.

BETTER: ThIs Software can also be used on a Novell network.

d. A few words in this category are now written soHd. For example:

hand-: handheld, handmade, handpicked, handwoven, handwritten

heart-: heartbreaking, heartbroken, heartfelt, heartrending, heartwarming

home-: homebound, homegrown, homemade, homespun

time-: timesaving, timeserving, timeworn

BUT: time-consuming, time-honored, time-sharing, time-tested

pain-: painkilling, painstaking

Adjective + Participle (see also t|824b)

I

a. When a compound adjective consists of an adjective plus a participle, hyphenate

this combination whether it appears before or after the noun. (See 1815b.)

clean-cut high-ranking rough-hewn

friendly-looking (see 11824a) long-standing smooth-talking

half-baked odd-sounding soft-spoken

hard-hitting ready-made sweet-smelling

EXCEPTIONS: easygoing, halfhearted

I'm half-tempted io apply for the Singapore opening myself

He Is a smooth-talking operator who never delivers what he promises.

Betty was anything but soft-spoken in arguing against the new procedures.

b. Retain the hyphen even when a comparative or superlative adjective is combined

with a participle—for example, nicer-looking, best-looking, oddest-sounding, better-

tasting.

As the highest-ranking official present, Mrs. Egan took charge of the meeting.

This year's brochure Is better-looking than last year's.

Why can't we attract better-qualified people to our company?
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Adjective + Noun + ED

I

a. When a compound adjective consists of an adjective plus a noun plus ed, hyphen-

ate this combination whether it appears before or after the noun. (See 11815b.)

broad-minded light-fingered closed-captioned

empty-headed two-fisted low-pitched

quick-witted loose-jointed high-priced

hot-tempered double-breasted middle-aged

good-humored long-winded old-fashioned

high-spirited good-hearted short-lived (pronounce the /as In life)

fair-haired deep-seated pint-sized (see 11823d)

two-faced flat-bottomed fast-paced

clear-eyed clean-limbed broad-based

hard-nosed weak-kneed coarse-grained

tight-mouthed long-legged double-edged

thin-lipped flat-footed single-spaced (see p12a)

sharp-tongued hot-blooded deep-rooted

red-cheeked thin-skinned high-powered

round-shouldered full-bodied one-sided

empty-handed open-ended but: lopsided

Our success was short-lived: the business folded after six months. [Short-lived is derived from

the phrase of short life. For that reason the / in lived is pronounced like the long / in life, not like

the short / in giver)^

These symptoms commonly occur in middle-aged executives.

I'm too old-fashioned \o be that broad-minded.

b. Retain the hyphen in comparative or superlative forms—for example, smaller-

sized, highest-priced, best-natured.

Our higher-priced arWcles sold well this year.

These goods are higher-priced Ihan the samples you showed me.

Fred is the longest-winded speaker I ever heard.

Fred's speech was the longest-winded I ever heard.

c. Some words in this category are now written soHd. For example:

-headed: bareheaded, bullheaded, chowderheaded, clearheaded, coolheaded,

fatheaded, hardheaded, hotheaded, levelheaded, muddleheaded, pigheaded,

redheaded, softheaded, soreheaded, thickheaded, woodenheaded,

wrongheaded

BUT: bald-headed, empty-headed, light-headed, pointy-headed

-hearted: bighearted, brokenhearted, coldhearted, halfhearted, heavyhearted,

lighthearted, openhearted, softhearted, stouthearted, tenderhearted,

warmhearted, wholehearted

BUT: good-hearted, hard-hearted, single-hearted

-mouthed: closemouthed, openmouthed, widemouthed, bigmouthed, loudmouthed,

mealymouthed

BUT: tight-mouthed

-fisted: hardfisted, tightfisted, closefisted, ironfisted

BUT: two-fisted, ham-fisted
Continued on page 214



214

11824

Part 1 • Grammar, Usage, and Style

-sighted: nearsighted, shortsighted, farsighted, foresighted, longsighted

BUT: clear-sighted, shatp-sighted

-brained: birdbrained, featherbrained, harebrained (HOT: hairbrained), lamebrained,

scatterbrained

-minded: feebleminded, absentminded, simpleminded

BUT: broad-minded, civic-minded, high-minded, like-minded,

low-minded, narrow-minded, open-minded, serious-minded, single-minded,

small-minded, strong-minded

d. Compound adjectives ending in sized (such as pint-sized, pocket-sized, life-sized,

full-sized, giant-sized, king-sized, queen-sized, and twin-sized) may also be written

without the final d.

Adverb + Participle (see also ^825)

I

a. Do not hyphenate an adverb-participle combination if the adverb ends in ly.

a poorly constructed house a wholly owned corporation

a highly valued employee a newly fomied division

a clearly defined set of terms an extremely tiring trip

NOTE: Hyphenate adjectives ending in ly when they are used with participles. (See

^822.]

a friendly-sounding voice a motherly-looking woman

>" To distinguish between adjectives and adverbs ending in ly, see fl069a-b.

b. Other adverb-participle compounds are hyphenated before the noun. When these

same combinations occur in the predicate, drop the hyphen if the pcirticiple is part

of the verb.

Elsewhere in Sentence

This consultant is well known.

These reforms were much needed.

These facts were mentioned above.

The tides are ever changing.

Before the Noun

a well-known consultant

much-needed reforms

the above-mentioned ^acis

the ever-changing tides

a long-remembered \nbuie

a soon-forgotten achievement

Today's tribute will be long remembered.

Her achievement was soon forgotten.

However, if the participle does not become part of the verb and continues to func-

tion with the adverb as a one-thou^t modifier in the predicate, retain the hyphen.

Before the Noun Elsewhere in Sentence

a well-behaved child The child is well-behaved.

a clear-cut position Their position was clear-cut

a well-intentioned proposal The proposal was well-intentioned.

HOTE: You couldu't sdy, "The child is behaved" or "Their position was cut" or "The

proposal was intentioned." Since the participle is not part of the verb, it must be

treated as part of a compound adjective. Compare the use olfast-moving in the fol-

lowing examples.

Before the Noun Elsewhere in Sentence

a fast-moving narrative The narrative is fast-moving.

BDT: The narrative is fast moving toward a climax.
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c. A hyphenated adverb-participle combination like those in ^824b retains the

hyphen even when the adverb is in the comparative or superlative.

a better-known brand the hardest-working manager

the best-behaved child a faster-moving stock clerk

d. A few words in this category are now written soHd. For example:

-going: ongoing, outgoing, thoroughgoing

far-: farseeing, farsighted

BUT: far-fetched, far-flung, far-reaching

free-: freehanded, freehearted, freestanding, freethinking. freewheeling

BUT: free-floating, free-spoken, free-swinging

wide-: widespread

BUT: wide-eyed, wide-ranging, wide-spreading

Adverb + Adjective

^•V4^"l a. A number of adverb-adjective combinations resemble the adverb-participle com-

binations described in ^824. However, since an adverb normally modifies an

adjective, do not use a hyphen to coimect these words.

a not too interesting report a very moving experience

a rather irritating delay a quite trying day

NOTE: In these examples you can omit the adverb and speak of an interesting

report, an irritating delay, a moving experience, and a trying day; hence no hyphen

is needed. However, as explained in the note at the bottom of page 214, you can-

not speak of a behaved child, a cut position, or an intentioned proposal; for that rea-

son, the adverb preceding behaved, cut, and intentioned must be linked by a

hyphen.

b. Do not hyphenate a comparative or superlative form when the adverb more, most,

less, or least is combined with an adjective.

a more determined person a less complicated transaction

the most exciting event the least interesting lecture

>* For a usage note on more, see page 300.

Participle + Adverb

I

Hyphenate a participle-adverb combination before the norm but not when it occurs

elsewhere in the sentence.

Before the Noun Elsewhere in Sentence

filled-in forms These forms should be filled in

worn-out equipment The equipment was worn out

a tuned-up engine The engine has been tuned up.

a scaled-down proposal The proposal must be scaled down,

baked-on enamel This enamel has been baked on.

a cooling-off period Don't negotiate without cooling off Ursl

unheard-of haygains These bargains were unheard of

an agreed-upon date We agreed upon a date.

warmed-over ideas His ideas were warmed over for the occasion.

> See also the examples in ^831.
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Adjective + Adjective

EuS A* Do not hyphenate independent adjectives preceding a noun,

a long and tiring trip [long and tiring each modify trip)

a warm, enthusiastic reception [warm and enthusiastic each modify reception; a comma marks

the omission of and]

a distinguished public orator [public modifies orator; distinguished modifies public orator)

5^ For the use of commas with adjectives, seem 68-1 71, especially the final examples

in fl69.

b. In a few special cases two adjectives joined by and are hyphenated because they

function as one-thought modifiers. These, however, are rare exceptions to the

rule stated in a.

a cut-and-dried presentation an out-and-out lie

a hard-and-fast rule an up-and-coming lawyer

a high-and-mighty a\i\Xu6e a lean-and-mean approach

a tried-and-true method a rough-and-tumble environment

an open-and-shut case a spick-and-span kitchen

Henry views the matter in black-and-white terms. (A one-thought modifier.)

BUT: Sue wore a black and white dress to the Mallory party. (Two independent adjectives.)

c. Hyphenate two adjectives that express the dual nature of the thing that they refer

to. (See also M295b, 806.)

a true-false test a compound-complex sentence

BUT: a bittersweet end\r\g

d. Hyphenate expressions such as blue-black, green-gray, snow-white, and red-hot

before and after a noun. However, do not hyphenate expressions such as bluish

green, dark gray, or bright red (where the first word clearly modifies the second).

Sales have been red-hot this quarter. Her dress was bluish green.

Blue-black ink will show up best. His moods range from black to dark gray.

Verb + Verb

a. Hyphenate a compoimd adjective consisting of two verbs (sometimes joined by

and or or) when the adjective appears before the noun.

a drag-and-drop operation a plug-and-play Web server

point-and-click navigating a wait-and-see attitude

the cut-and-paste procedure graded on a pass-fail basis

a hit-or-miss marketing strategy a can-do spirit

a make-or-break financial decision a do-or-die commitment

stop-and-go production lines a live-and-let-live philosophy

Our CEO's ready-fire-aim approach does not inspire confidence.

Negotiations were conducted in a give-and-take atmosphere.

b. Do not hyphenate these elements when they play a normal function elsewhere in

the sentence. However, retain the hyphen if these expressions continue to function

as a compound adjective.

They're never sure whether they'll hit or miss their marketing targets.

BUT: Their marketing strategy can best be described as hit-or-miss.
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Verb + Adverb

I

a. Hyphenate a compound adjective consisting of a verb plus an adverb when the

adjective appears before the noun.

our break-even point

a read-only memory

the trickle-down theory of financing

a get-well card

a mail-in rebate

a pop-up menu

a twist-off cap

their die-hard fans

a drop-dead party dress

dress-down Fridays

a zip-out lining

a tovv-aivay zone

WA?-on sentences

carry-on luggage

a drive-through window

a set-aside program

b. Do not hyphenate these elements when they play a normal function elsewhere in

the sentence.

At what point will we break even? Does this lining zip out?

Verb + Noun
a. Hyphenate a compound adjective consisting of a verb plus a noim (or pronoun)

when the adjective appears before the noun.

take-home pay a show-me kind of attitude

a take-charge kind of person BUT: a turnkey computer system

a thank-you note a lackluster approach

b. Do not hyphenate these elements when they play a normal function elsewhere in

the sentence.

In terms of salary it's not so much what you gross as it is what you take home.

Betsy Is inclined to take charge of any situation in which she finds herself

Phrasal Compound

I

a. Hyphenate phrases used as compoimd adjectives before a noun. Do not hyphenate

such phrases when they occur normally elsewhere in the sentence.

Before the Noun

up-to-date expense figures

down-to-earth projections

on-the-job training

off-the-shelf softwa re

an in-sen/ice workshop

a going-out-of-business sale

an out-of-the-way location

over-the-counter stocks

under-the-table payments

an above-average rating

below-the-line charges

a middle-of-the-road position

before-tax earnings

after-dinner speeches

Elsewhere in Sentence

The expense figures are up to date.

These projections appear to be down to earth.

I got my training on the job

You can buy that software off the shelf

Modify only the equipment currently in service.

Is Chelsea's Drugs going out of business?

Why is the shopping mall so far out of the way?

These stocks are sold only over the counter

Don't make any payments under the table.

Our unit's performance was rated above average.

These charges will show up below the line.

His political position never strays far from the middle of

the road.

What were our earnings before taxes?

Speeches after dinner ought to be prohibited.

Continued on page 218
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Before the Noun

around-the-clock service

across-the-board cuts

a between-the-lines reading

behind-the-scenes contract

negotiations

a state-of-the-art installation

a spur-of-the-moment decision

a change-of-address form

a matter-of-fact approach

a dog-ln-the-manger attitude

straight-from-the-shoulder talk

made-to-order wa 1 1 u n its

a pay-as-you-go tax plan

a get-rich-quick scheme

a would-be expert

coast-to-coast flights

bumper-to-bumper traffic

a case-by-case analysis

a by-invitation-only seminar

a how-to manual

a soon-to-be-released report

a$750,000-a-yearfee

a well-thought-of designer

a well-thought-out plan

a much-talked-about party

Elsewhere in Sentence

We offer service around the clock

The CEO wants budget cuts across the board.

When you read between the lines, Jan's memo takes on

a completely different meaning.

Contract negotiations went on behind the scenes.

This model reflects the current state of the art

Barra's decision was made on the spur of the moment

Please show your change of address.

Jan accepted the situation as a matter of fact

Joe's attitude reminds me of the fable about the dog in

the manger

I gave it to him straight from the shoulder

These wall units were made to order

The new tax plan requires you to pay as you go.

Don't trust any scheme that promises that you will get

rich quick.

Roy hoped he would be accepted as an expert.

I fly coast to coast about three times a month.

The traffic stood bumper to bumper

We must resolve these problems case by case.

Attendance at the seminar is by invitation only

This manual will show you how to get published.

The consultant's report is soon to be released.

Our legal fees run about $150,000 a year

Our former designer was well thought of

The plan was well thought out

Your party was much talked about

BUT: in the not too distant future [see 11825a)

a nine-year-old girl Michelle is only nine years old.

BUT: a 9'/2-year-o\d girl Michelle is only 9/? years old. (See ^4283.)

(NOT: a nine-and-a-half-year-old girl)

b. When two nouns joined by and are used as a compoimd adjective before a noun,

hyphenate the phrase.

a trial-and-error approach

a mom-and-pop operation

a carrot-and-stick proposal

a meat-and-potatoes kind of guy

a cause-and-effect hypothesis

a cloak-and-dagger operation

c. As a rule, do not hyphenate foreign phrases used as adjectives before a noun.

(See also ^287.)

an ad hoc committee an ex officio member

an a la carte menu a pro rata assessment

a bona fide transaction a per diem fee

EXCEPTIONS: an ad-lib speech, a laissez-faire economic policy

a cock-and-bull story

a dog-and-pony show

a chicken-and-egg situation

a life-and-death matter

a David-and-Goliath battle

bread-and-butter issues
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d. When a compound modifier consists of two or more hyphenated phrases, separate

the phrases with a comma.

a penny-wise, pound-foolish approach to handling money

a knock-down, drag-out* i\gh\. over ownership of the company

an all-out, no-holds-barred strategy

the first-in, first-out* method of accounting

a first-come, first-served policy of seating

a no- fee, no-load \RA

a chin-up, back-straight, stomach-in posture

an on-again, off-again wedding

BUT: a go/no-go* 6ec\s\on (see also ^295a)

e. Hyphenate repeated or rhyming words used before a noun.

a go-go attitude a razzle-dazzle display

a rah-rah spirit a fe/7cy-sc/)mancy wedding

a hush-hush venture a rinky-dink setup

a buddy-buddy relationship a ticky-tacky operation

a teeny-weeny sa\aty increase an a/tsy-crafey boutique

a palsy-walsy deal a topsy-turvy world

Suspending Hyphen

I

a. When a series of hyphenated adjectives has a common basic element and this ele-

ment is shown only -with the last term, insert a suspending hyphen after each of

the incomplete adjectives to indicate a relationship with the last term.

long- and short-term securities 10- and 20-year bonds

private- and public-sector partnerships a three- or four-color cover

single-, double-, or triple-spaced copy two- and four-wheel drive

ice- and snow-packed roads S'A- by 1 1-inch paper

open- and closed-door sessions bdt: 8/4" x 7
/" paper (see 11432)

b. Use one space after each suspending hyphen unless a comma is required at that

point.

a six- to eight-week delay 3-, 5- and 8-gallon buckets

a 10- to 12-hour tnp 6-, 12-, and 24-month CDs

c. When two or more sohd compoimd adjectives with a common element are used

together (for example, lightweight and heavyweight] and the common element is

shown only with the last term, use a suspending hyphen with the incomplete

forms to indicate a relationship with the common element.

This product is available in light- and heavyweight yersions.

Please provide day- and nighttime phone numbers.

NOTE: Repeat the common element with each word if the use of the suspending

hyphen looks odd or confusing; for example, boyfriend or girlfriend (rather than

boy- or girlfriend).

>- For the use of a suspending hyphen with prefixes or suffixes, see f833d-e.

*Merriani-Webster treats this expression differently.
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Prefixes and Suffixes

a. In general, do not use a hyphen to set off a prefix at the beginning of a word or a

suffix at the end of a word. (See 11808b for two exceptions: ex- and -elect]

a/fertaste [see 118423

amZj/dextrous

antedate

anf/trust [see 11834)

aucf/ovisual

Z)/weekly

byline (BUT: by-product]

c//camlocution

coauthor (see 11835b]

cowterbalance

decentralize (see 11835]

downsmn^

extralegal

fordxonl

/lypersensitive

/jypocritical

//legal

/mmaterial

/Ajdefensible (see 11843]

/>7/rastructure

/nteroffice

//j&amural (see 11834]

/nJroversion

macroeconomics

m/cromanage

m/c/winter (see 11844]

NOTE: Be wary of spell

prefixes.

m/>7/bike

m/sspell

mo/josyllable

mutotasking

/?onessential

o^Deat (see 11845]

otvfcourcing

oi^erconfident

paAamedical

po/ysyllabic

posrtest

prerequisite (see 11835]

proactive

pset/(/oscientific

reorganize (see 11837]

retroactive

se/n/annual (see 11834]

sty/bdivision

supernatural

Si/pranatural

transcontinental

&/ lateral

(y/?raconservative (see 11834]

u/jaccustomed

unc^ercurrent

i/pshot

checkers that may urge you to

changeaWe

patronagre

freecfom

six/b/cf

meaning/u/

sonogfram

photograp/7

\\Vj&\\hood

convert//)/e

misspell//75

fifty/s/7

thank/ess (see 11846]

booVJet

child///ce (see 11846]

induceme/7?

uppermost

happiness

computern//c

fireproof

censors/7/p

handsome

homestead/

backivarc/

nation w/cfe (see 11820b]

edgeiv/se (see page 308]

trustivor?/?y

insert hyphens after these

b. Whenever necessary, use a hyphen to prevent one word from being mistaken for

another. (See ^837.)

lock the coop multiply hy]2 a unionized ^ac\o\y

buy a co-op a multi-ply ^abnc an t//7-/or7/zecf substance

c. As a rule, when adding a prefix to a hyphenated or spaced compound word, use

a h5^hen after the prefix. (See ^818.)

pre-high school texts /Jon-interest-bearing notes

posf-bread-winning years non-computer-literate adults

ex-attorney general non-civil service position

EXCEPTIONS: coeditor in chief, unair-conditioned, unself-conscious

d. When two or more prefixes have a common element and this element is shown

only with the final prefix, insert a suspending hyphen after each of the imattached

prefixes to indicate a relationship with the common element. (See ^832.)

pre- and postnatal care maxi-, midi-, and m/n/skirts

macro- and m/croeconomics inter- and /nfraoffice networks

pro- and an&union forces over- and unc/erqualified job applicants
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e. When two or more suffixes have a common element, it is possible to leave one of

the suffixes unattached and insert a suspending hyphen to indicate the relation-

ship with the common element; for example, servicemen and -women. However, to

avoid confusion or awkwardness, it is usually better to repeat the common ele-

ment with each suffix.

AWKWASD: I thought Nancy's reaction was more thoughtless than -ful.

BETTER: I thought Nancy's reaction was more thoughtless than thoughtful

AWKWASD: I would characterize his behavior as childlike rather than -ish.

BETTER: I would characterize his behavior as childlike rather than childish.

When the prefix ends with a or / and the base word begins with the same letter, use

a hyphen after the prefix to prevent misreading.

ultra-active anti-intellectual semi-independent

intra-abdominal anti-inflationary semi-indirect

a. When the prefix ends with ^ or o and the base word begins with the same letter,

the hyphen is almost always omitted.

reeducate
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As a rule, the prefix re (meaning "again") should not be followed by a hyphen. A few

words require the hyphen so that they can be distinguished from other words with

the same spelling but a different meaning.

to re-act Q part in a play

tore-co/ythehose

to re-collect Ihe slips

to re-cover a chair

to re-create the crime scene

to re-dress the mannequins

to re-form the rows

to re-Zay the carpet

to re-lease the apartment

she re-marked the ticket

to re-press the jacket

to re-prove your point

to re-search the files for the

missing contract

I re-sent the letter yesterday

to re-serve your customers

to re-side my house

to re-solve this riddle

to re-sort the cards

to re-sign the contracts

to re-strain one's wrist

to re-treat the cloth

to react calmly to pressure

to /"eco// from danger

to recollect the mistake

to recover hovn an illness

to recreate on a long vacation

to redress a wrong

to reform a sinner

to relay a message

to release the hostage

as he remarked lo me

to repress one's emotions

to reprove an offender

to research Onvestigate] a

problem in depth

I resent her criticisms

to reserve the right to sue

to reside in comfort and safety

to resolve the conflict

to resort to violence

to resign the position

to restrain one's impulses

to retreat lo safer ground

When a prefix is added to a word that begins with a capital letter, use a hyphen after

the prefix.

anti-Semitic mid-January non-Windows application

inter-African trans-Canadian pre-Revolutionary War days

un-American pro-Republican post-Worid War II period

BUT: transatlantic, transpacific, the Midwest

Always hyphenate family terms involving the prefix great or the suffix in-law, but

treat terms involving step and grand soHd.

my great-grandfather your brother-in-law my grandmother

their great-aunt my stepdaughter his grandchild

Note how the use or omission of a hyphen changes the meaning.

Martha Henderson is a great-grandmother (At least one of her grandchildren has a child.)

Martha Henderson is a great grandmother (She treats her grandchildren extremely well.]

•Avoid feminine suffixes like ess, ette, and trix.

She has an established reputation as an author and a poet (NOT: authoress and poetess.)

If you have any questions, ask your flight attendant (not: stewardess.)

NOTE: A few terms with feminine suffixes are still widely used; for excimple, actress,

hostess, heroine, fiancee, and waitress. In legal documents, the terms executrix and tes-

tatrix are increasingly being replaced by executor and testator
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841 Use a hyphen after quasi when an adjective follows.

quasi-judicial quasi-public

quasi-legislative bdt: quasi corporation

842 When after is used as a prefix, do not use a hyphen to set it off from the root word.

When after is used as a preposition in a compound adjective, insert a hyphen.

aftereffect aftershave BUT: an after-dinner speech

afterlife aftershock an after-hours club

aftermath afterthought my after-tax income

afternoon afterward an after-theater snack

843 When in is used as a prefix meaning "not," do not use a hyphen to set it off fi-om the

root word. When in is used as a preposition in a compound adjective, insert a hyphen.

inactive infallible BUT: an in-depth analysis

inarticulate insensitive in-flight movies

incapable insolvent our in-house designers

indecisive intolerable an in-service program

Ki£2dAlthough a hyphen is not ordinarily used to set off the prefix mid, a hyphen normally

follows mid in expressions involving numbers or capitalized words,

during the mid-sixties or the mid-'60s [see ^^434, 439a)

sailing in the mid-Atlantic in mid-June (see p38)

845 Many words beginning with the prefix qffaie written sohd, but some are hyphenated,

offhand offshore BUT: off-color

offline offspring off-key

offset offstage off-season

offshoot offtrack off-white

848 If the addition of the suffix less or like causes three Vs to occur in succession, insert

a hyphen before the suffix. (See also "JiyOb, note.)

lifelike businesslike BUT: bell-like

faultless bottomless shell-less

Compound Computer Terms

847 The free spirits who coin most computer terms typically feel no obligation to follow

the standard rules for the treatment of compoimd words. Consider the term World

Wide Web. According to ^820b, worldwide should be a sohd word, but actual usage

—

in this case. World Wide—must always take precedence over rules. Indeed, the rules

merely represent an attempt to impose some order and consistency on a language

that cheerfully persists in disorder and inconsistency.

The problem is especially severe in the treatment of compound words in computer

terminology, where changes occur so rapidly that it is impossible to estabhsh a style

that one can confidently expect to last for several years. What's more, at any given

time a particular word may be in a state of imsettled transition and appear in sev-

eral ways—hyphenated, spaced, and soHd. The general tendency is for hyphenated

forms to give way to either spaced or sohd forms and for the spaced forms to give

way to sohd forms.
Continued on page 224
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Consider the word e-mail. Initially presented as electronic mail, the term evolved into

E-mail, and conservative writers still write the word with a capital E. Writers on the

cutting edge, who continually press for fewer hyphens and less capitalization, have

already converted the term to email. Those currently occupying the middle ground

treat the word as e-mail, but with the passage of time (two years? four years? six

months?) email may become the standard form.

Dictionaries typically show the more conservative spellings, because they cannot

keep pace with the changes rapidly taking place in the field. Where, then, do you

turn for up-to-date guidance? The best places to look are (1) the magazines and dic-

tionaries devoted to computer and Internet technology and (2) the manuals and style

guides pubhshed by industry insiders. If you are writing for a knowledgeable audi-

ence of computer users, you can choose the emerging style for the treatment of com-

pound words. If, on the other hand, you are writing for readers who are not

immersed in the field, you may find it safer to stay with the more conservative treat-

ment of these words, because such readers will more easily grasp, say, file name than

filename.

The following paragraphs provide some guidelines on the current treatment of com-

pound computer terms.

a. In the following hst, the two-word forms (shown first) are still more common, but

the one-word forms are startmg to take hold.

file name OR filename screen saver or Screensaver

home page or homepage spell checker or spellchecker

menu bar or menubar voice mail or voicemail

b. In the following Hst, the one-word forms (shown first) are more common, but the

spaced or hyphenated forms are still being used.

barcode or
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e. The following compound words are always solid except in a few special cases.

trackball

trackpad

uplink (v.)

upload (v.)

userid (derived from user ID)

whois (derived from who is)

workstation

backup (n. & adj.) lookup table

BUT: back up (v.) BUT: look up (v.)

desktop newsgroup

downlink (v.) newsreader

download (v.) BUT: news server

keyword palmtop

laptop toolbar

f. Compound words beginning with Web are usucdly two words.

Web site Web server BUT: Webmaster

Web page Web browser Webcasting

Web surfer Web directory Webzine

NOTE: The term Web site is starting to appear as one word (Website). Moreover, this

word (as weU as a few other Web compovmds) is starting to lose the initial cap

(website). However, for the sake of consistency, it is better to retain the capital W
until a majority of these terms (such as the World Wide Web and the Web) lose their

initial cap as well.

Sometimes One Word, Sometimes Two Words
848 A nimiber of common words may be written either as one sohd word or as two sepa-

rate words, depending on the meaning. See individual entries hsted alphabetically in

^1101 (unless otherwise indicated) for the following words:

Almost-all most

Already-all ready

Altogether-all together

Always-all ways

Anymore-any more

Anyone-any one (see Til 010, note)

Anytime-any time

Anyway-any way

Awhile-a while

Everyday-every day

Everyone-every one (see ^1010, note)

Indifferent-in different

Indirect-in direct

Into-in to (see In)

Maybe-may be

Nobody-no body

None-no one (see 111013)

Onto-on to (see On)

Someday-some day

Someone-some one (see IJIOIO, note)

Sometime-sometimes-some time

Upon-up on (see On)

Whatever-what ever

Whoever-who ever

5^ Hyphens in spelled-out numbers: see n427, 465.

Hyphens in spelled-out dates: see SI411.

Hyphens in spelled-out amounts ofmoney: see f420.

Hyphens in spelled-outfractions: see f427.

Hyphens in numbers representing a continuous sequence: see M459-460.
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Word Division

Basic Rules (M901-906)

Preferred Practices (M907-918)

Breaks Within Word Groups (M919-920)

Guides to Correct SyUabication (M92 1-922)

>^ For definitions ofgrammatical terms, see the appropriate entries in the Glossary of

Grammatical Terms (Appendix A).

Automatic hyphenation is a feature of many word processing programs. When the

automatic h3^henation feature is turned on, the program consults its electronic

dictionaries to determine where to insert a hyphen when dividing a word at the

end of a line. The electronic dictionaries may not always agree with the authority

for word divisions shown in this manual (the 1997 printing of Merriam-Webster's

Collegiate Dictionary, Tenth Edition). Moreover, some of the electronic word divi-

sions may break the "unbreakable" rules in M901-906. Therefore, always review

all electronic word-division decisions and adjust them as necessary.

When the automatic hyphenation feature is turned on, the hyphen that divides a

word at the end of a Une is a soft hyphen (that is, a nonpermanent hyphen). If you

subsequentiy change your text so that the divided word no longer falls at the end

of a line, the soft hyphen will disappear. If you are typing an expression in which

a hyphen must always appear, use a regular hyphen. If such an. expression crosses

the end of a line, it will be divided after the hyphen. If you are typing a hyphen-

ated expression (such as a phone number) that should not be divided at the end

of a line, use a hard (or nonbreaking) hyphen. In that way the complete expression

will remain on the same line. (See ^903b.)

Whenever possible, avoid dividing a word at the end of a Hne. Word divisions are

unattractive and they may sometimes confuse a reader. However, an extremely

ragged right margin is also very unattractive. When word division is unavoid-

able, try to divide at the point that is least likely to disrupt the reader's grasp of

the word. The following word division rules include (1) those that must never be

broken (M901-906) and (2) those that should be followed whenever space per-

mits a choice (M907-920).

NOTE: Professional typesetters often take liberties with the rules of word division

in order to fit copy within a limited amount of space. For that reason you may
occasionally notice word divisions in this professionally typeset manual that do

not follow the guidelines presented in Section 9.

>- For the division of URLs and e-mail addresses at the end of a line, see

m538-1539.
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Basic Rules

'Divide words only between syllables. Whenever you are unsure of the syllabication

of a word, consult a dictionary. (See also "1111921-922 for some guidehnes on correct

syllabication.)

ex- traordinary OR extraor- dinary or extraordi- nary but not: extra- ordinary

NOTE: Some syllable breaks shown in the dictionary are not acceptable as points of

word division. (See M903-904.)

Do not divide one-syllable words. Even when ed is added to some words, they still

remain one-syllable words and cannot be divided.

stressed through spring hour

planned thoughts straight rhythm

a. Do not set off a one-letter syllable at the beginning or the end of a word,

amaze (not: a- maze) ideal (not: i- deal)

media (not: medi- a) lucky (NOT: luck- y]

NOTE: So as to discouragc word division at the beginning or end of a word, some
dictionaries no longer mcirk one-letter syllables at these points.

b. When typing a word like e-mail, use a hard (or nonbreaking) hyphen so that the

word will not be divided after the e-.

Do not divide a word unless you can leave a syllable of at least three characters (the

last of which is the hyphen) on the upper line and you can carry a syllable of at least

three characters (the last may be a punctuation mark) to the next line.

ad -mit de- ter un- der in- ert

do- ing re- new set- up, happi- ly.

NOTE: Whenever possible, avoid dividing any word with fewer than six letters.

Do not divide abbreviations.

ACTION UNICEF AMVETS NASDAQ
irreg. approx. assoc. introd.

NOTE: An abbreviation hke AFL-CIO may be divided after the hyphen.

Do not divide contractions.

haven't shouldn't mustn't o'clock

Preferred Practices

While it is acceptable to divide a word at almost any syllable break shown in the dictionary,

it is often better to divide at some points than at others in order to obtain a more inteUigible

grouping of syllables. The following rules indicate preferred practices whenever you have suf-

ficient space left in the line to permit a choice.

'^^ Divide a sohd compound word between the elements of the compound.

eye- witness time- saving photo- copy socio- economic

•J-Divide a hyphenated compound word at the point of the hyphen.

self- confidence father- in-law cross- reference senator- elect
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Divide a word after a prefix (rather than within the prefix)

.

Preferred
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NOTE: Do not divide between two vowels when they are used together to represent

one sound.

main- ta/ned trea- surer en- croaching ac- qaaint

extraor- dinary es- teemed ap- point guess- ing

pa- t/ence sur- geon ty- coon acquil- tal

por- Van neu- tral pro- not/nce mis- qyoted

When necessary, an extremely long number can be divided after a comma; for exam-

ple, 24,358,- 692,000. IVy to leave at least four digits on the hue above and at least

six digits on the line below, but always divide after a comma.

TVy not to end more than two consecutive lines in hj^hens.

'By not to divide at the end of the first line or at the end of the last full line in a

paragraph.

Do not divide the last word on a page.

Breaks Within Word Groups

I

Try to keep together certain kinds of word groups that need to be read together

—

for example, page and number, month and day, month and year, title and surname,

surname and abbreviation (or number) , number and abbreviation, or number and unit

of measure.

page 203 Mrs. Connolly 10:30 a.m.

April 29 Paula Schein, J.D. 465 miles

September 2002 Adam Hagerty Jr. 80 percent

NOTE: If you are using word processing software, insert a hard space (also known as

a nonbreaking space) between the elements of a word group that should not be bro-

ken at the end of a line. The complete word group will remain on the same line.

I

When necessary, longer word groups may be broken as follows:

a. Dates may be broken between the day and year.

November 14, NOT: November

2001 14,2001

b. Street addresses may be broken between the name of the street and Street, Avenue,

or the like. If the street name consists of two or more words, the break may come

between words in the street name.

1024Westervelt NOT: 1024

Boulevard Westervelt Boulevard

617 North NOT: 617

Fullerton Street North Fullerton Street

c. Names ofplaces may be broken between the city and the state or between the state

and the ZIP Code. If the city or state name consists of two or more words, the

break may come between these words.

Portland, OR: Portland. Oregon

Oregon 97229 97229,

Grand OR: Grand Forks, North

Rapids, Ml 49505 Dakota

Continued on page 230
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d. Names ofpersons may be broken between the given name (including middle initicd

if given) and surname.

Mildred R. NOT: Mildred

Palumbo R. Palumbo

NOTE: If it is absolutely necessary, a person's name may be divided. Follow the

same principles given for dividing ordinary words.

Eisen- hower Spil- lane [see l|922c3 BUT: Spell- man (see 11922a]

e. Names preceded by long titles may be broken between the title and the name
(preferably) or between words in the title.

Assistant Commissioner OR: Assistant

Roy N. Frawley Commissioner Roy N. Frawley

f. Names ofdepartments may be broken between words.

Human Bureau of

Resources Department Public Safety

g. A numbered or lettered enumeration may be broken before (but not directly after)

any number or letter.

these points: NOT: these points: (1)

(1) All cards should All cards should

h. A sentence with a dash in it may be broken after the dash.

Early next year- not: Early next year

say, in March-let's -say, in March-let's

i. A sentence with ellipsis marks in it may be broken after the elhpsis marks.

Tennis . . . health spa . . . golf . . . NOT: Tennis . . . health spa . . . golf

and more. . . . and more.

Guides to Correct Syllabication

921 Syllabication is generally based on pronunciation rather than on roots and derivations,

knowl- edge (NOT: know- ledge) chil- dren (not: child- ren) prod- uct (not: pro- duct)

Note how syllabication changes as pronunciation changes.

Verbs Nouns

pre- sent (to make a gift) pres- ent (a gift)

re- cord (to make an official copy) rec- ord (an official copy)

pro- ject (to throw forward) proj- ect (an undertaking)

I

a. If a word ends in double consonants before a suffix is added, you can safely divide

after the double consonants (so long as the suffix creates an extra syllable),

sell- ers staff- ing bless- ing buzz- ers but: filled, distressed

b. If a final consonant of the base word is doubled because a suffix is added, you can

safely divide between the double consonants if the suffix creates an extra syllable.

begin- ner omit- ted ship- ping refer- ral BUT: shipped, referred

c. When double consonants appear elsewhere within the base word (but not as the

final consonants), you can safely divide between them.

bub- bling sup- pose con- nect dif- fer bet- ter neces- sary

sue- cess recom- mend mid- die strug- gle cur- rent mil- lion
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Terms (Appendix A).
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Subjects and Verbs
Basic Rule of Agreement
frm a. A verb must agree with its subject in number and person.

lam eager to start work. (First person singular subject /with first person singular verb am)

It seems odd that Farmer has not followed up on our last conversation. (Third person singular

subjects It and Farmer W\th third person singular verbs seems and has not followed up)

He is coming to stay with us for a week. (Third person singular subject he with third person sin-

gular verb AS coming.)

She does Intend to call you this week. (Third person singular subject she with third person sin-

gular verb does intend)

We were delighted to read about your promotion. (First person plural subject we with first per-

son plural verb were.)

They are convinced that the Foys are worth millions. (Third person plural subjects they and Fays

with third person plural verbs are convinced and are)

Your order\ox six laptop computers was shipped \as\ Friday. (Third person singular subject order

with third person singular verb was shipped)

Our efforts to save the business have been unsuccessful. (Third person plural subject efforts

with third person plural verb have been)

NOTE: A plural verb is always required after you, even when you is singular, refer-

ring to only one person.

You alone have understood the full dimensions of the problem. (Second person singular subject

yofy with second person plural verb have understood)

You both have been a great help to us. (Second person plural subject you with second person

plural verb have been)

You do enjoy your work, don't you? (Second person singular subject you with second person

plural verb do enjoy)

b. Although s or es added to a noun indicates the plural form, s or es added to a verb

indicates the third person singular. (See ^1035.)

Singular Plural

The price seems reasonable. The prices seem reasonable.

The tax applies to everyone. The taxes apply to everyone.

Subjects Joined by And
[ill3 a. If the subject consists of two or more words that are connected by and or by

both . . . and, the subject is plural and requires a plural verb.

Ms Rizzo and Mr Bruce have received promotions.

Both the collection and the delivery o^ mail are to be curtailed as of July 1. (The repetition of the

with the second subject emphasizes that two different items are meant)

The general managers and the controllers are attending a three-day meeting in Chicago.

The director ofmarketing and the product managers are now reviewing the advertising budgets.

The sales projections and the cost estimate do not have to be revised.

b. Use a singular verb when two or more subjects connected by and refer to the same

person or thing. (See also ^1028a, fourth example.)

Our secretary and treasurer Is Frances Eisenberg. (One person.)

Corned beef and cabbage was his favorite dish. (One dish.)

Wear and tear has to be expected when you're in the rental business. (One type of damage.)

Continued on page 234
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c. Use a singular verb when two or more subjects connected by and are preceded by

each, every, many a, or many an. (See also ^ 1009b.)

fve/y computer, printer, and fax machine is marked for reduction.

Many a woman and man has responded to our plea for contributions.

Subjects Joined by Or or Similar Connectives

'I')^l If the subject consists of two or more singular words that are connected by or,

either . . . or, neither . . . nor, or not only . . . but also, the subject is singular and

requires a singular verb.

Either July or August is a good time for the sales conference.

Neither the Credit Department nor the Accounting Department has the file.

Not only a cost-profit analysis but also a marketing plan needs to be developed.

If the subject consists of two or more plural words that are connected by or,

either . . . or, neither .

.

. nor, or not only . . .but also, the subject is plural and requires

a plural verb.

Neither the regional managers nor the salesclerks have the data you want

Not only the dealers but also the retailers are unhappy about our new policy.

If the subject is made up of both singular and plural words connected by or,

either . . . or, neither . . . nor, or not only . . . but also, the verb agrees with the nearer

part of the subject. Since sentences with singular and pliu"al subjects usually sound

better with plural verbs, try to locate the plural subject closer to the verb whenever

this can be done without sacrificing the emphasis desired.

Either Miss Hertig or her assistants have copies of the new catalog. (The verb have agrees with

the nearer subject assistants.'}

Neither the buyers nor the sales manager is in favor of the system. (The verb is agrees with the

nearer subject sales manager.)

BETTER: Neither the sales manager nor the buyers are in favor of the system. (The sentence

reads better with the plural verb are. The subjects sales manager and buyers have been

rearranged without changing the emphasis.]

Not only the teachers but also the superintendent is in favor of the plan. (The verb is agrees with

the nearer subject superintendent With the use of not only . . . but also, the emphasis falls on

the subject following but also.)

Not only the superintendent but also the teachers are in favor of the plan. (When the sentence

is rearranged, the nearer subject teachers, requires the plural verb are. However, the emphasis

has now changed.)

Not only my colleagues but / am In favor of the plan. (The first person verb am agrees with the

nearer subject /• Rearranging this sentence will change the emphasis.)

NOTE: When the subjects reflect different grammatical persons (first, second, or

third), the verb should agree in person as well as nimiber with the necirer subject. If

the result seems awkward, reword as necessary.

ACCEPTABLE: Neither you nor / am in a position to pay Ben's legal fees.

BETTER: Neither one of us is in a position to pay Ben's legal fees. (See ^1009a.)

ACCEPTABLE: Neither you nor she has the time to take on the Fuller case.

ACCEPTABLE: Neither she nor you have the time to take on the Fuller case.

BETTER: She and you are each too busy to take on the Fuller case. (See 111009c.)

AWKWARD: If you or Gary is coming to the convention, please visit our booth.

BETTER: If Gary or you are coming to the convention, please visit our booth.
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> For neither ... nor constructions following there is, there are, there was, or there

were, see the last four examples in '111028a; for examples of subject-verb-pronoun

agreement in these constructions, see 311049c.

Intervening Phrases and Clauses

nTiTil a, "When estabUshing agreement between subject and verb, disregard intervening

phrases and clauses.

The purchase order for new diskettes has not been found. (Disregard for new diskettes. The

subject purchase order, is singular and takes the singular verb has not been found.)

The prices shown in our catalog do not Include sales tax.

Only one of the items that I ordered has been delivered, ^ee also ^1008.]

Her experience with banks and brokerage houses gives her excellent qualifications for the

position.

Several phases of our order processing system are out of sync.

A key factor, the company's assets, Is not being given sufficient weight in the analysis. (The sub-

ject factor, not the intervening appositive, determines that the verb should be singular in this

case.)

BUT: The company's assets, a key factor, are not being given sufficient weight in the analysis.

NOTE: When certain indefinite pronouns (all, none, any, some, more, most) and cer-

tain fractional expressions (for example, one-halfof a part of, a percentage of) are

used as subjects, you may have to look at an intervening phrase or clause to

determine whether the verb should be singular or plural. See 11111013 and 1025

for examples.

b. When a sentence has both a positive and a negative subject, make the verb agree

with the positive subject. Set off the negative subject with commas unless it is

preceded by and or but

Profit and not sales is the thing to keep your eye on. (The verb is agrees with the positive sub-

ject profit)

The design of the container, not the contents, determines what the consumer's initial reaction

to the product will be.

The members of the Executive Committee and not the president wield the real power in the

corporation.

It Is not the president but the members of the Executive Committee who wield the real power

in the corporation. On the main clause the verb Is agrees with the subject it; the verb wield in

the who clause is plural to agree with the antecedent of who, the positive subject members. See

111062c.)

BUT: It is the president and not the members of the Executive Committee who wields the real

power in the corporation. On this sentence the positive subject is president, a singular noun;

therefore, the verb wields in the who clause must also be singular.)

lil2JThe number of the verb is not affected by the msertion between subject and verb of

phrases beginning with such expressions as:

along with
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If the subject is singular, use a singuleir verb; if the subject is plural, use a plural

verb.

This study, along with many earlier reports, shows that the disease can be arrested if detected

in time.

Mr. and Mrs. Swenson, together with their son and daughters, are going to New Mexico.

No one, not even the executive vice presidents, knows whether the CEO plans to resign. {See

111010.3

The director of finance, not the divisional controllers, is authorized to approve unbudgeted

expenditures over $5000. [See 111006b.]

NOTE: When the construction of a sentence like those above requires a singular verb

but a plural verb would sound more natural, reword the sentence to create a plural

subject.

CORSECT: The national sales report, along with the regional breakdowns you specifically

requested plus the individual performance printouts, was sent io you last week.

BETTER: The national sales report the regional breal<downs you specifically requested, and the

individual performance printouts were sent to you last week. (The three subjects joined by and-

report, breal<downs, and printouts-caW for a plural verb.)

One of

[1223 a. Use a smgular verb after a phrase beginmng with one of or one of the; the singular

verb agrees with the subject one. (Disregard any plural that follows of or of the.)

One of my backup disks has been lost

One of the reasons for so many absences is poor motivation.

One of us has to take over the responsibility for in-service training.

One of you is to be nominated for the office.

One of the interviewers is going to call you early next week.

b. The phrases one ofthose who and one ofthe things that are followed by plural verbs

because the verbs refer to those or things (rather than to one)

.

She is one of those who favor increasing the staff. On other words, of those who favor increas-

ing the staff, she is one. Favor is plural to agree with those.)

He is one of our employees who are never late. (Of our employees v/ho are never late, he is one.]

I ordered one of the new copiers that were advertised in Monday's paper. (Of the new copiers

that were advertised in Monday's paper, I ordered one.]

You are one of those rare individuals who are always honest with themselves. (Of those rare

individuals who are always honest with themselves, you are one.)

EXCEPTION: When the words the only precede such phrases, the meaning is singu-

lar and a singular verb is required. Note that both words, the and only, are

required to produce a singular meaning.

John is the only one of the staff members who is going to be transferred. (Of the staff members,

John is the only one who is going to be transferred. Here the singular verb is going is required

to agree with one.)

BUT: John is only one of the staffmembers who are going to be transferred. (Of the staffmem-
bers who are going to be transferred, John is only one.]

Indefinite Pronouns Always Singular

Ki2!fiJ *• The words each, every, either, neither, one, another, and much are always singular.

When they are used as subjects or as adjectives modifying subjects, a singular

verb is required.
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Each has a clear-cut set of responsibilities.

Each employee was informed of the new policy well in advance.

One shipment was sent yesterday; another is to leave the warehouse tomorrow morning.

Neither one of the applicants Is eligible.

OR: Neither applicant Is eligible.

Much remains to be done on the Belgravia project

OR: Much work remains to be done on the Belgravia project.

> For the use o/ either ... or and neither . . . nor, see f^l003-1 005.

b. When each, every, many a, or many an precedes two or more subjects joined by and,

the verb should be singular.

Every customer and supplier has been notified.

/Wany a liberal and conservative has Aa/seof objections to that proposal.

> See f1002cfor other examples.

c. When each follows a plural subject, keep the verb plural. In that position, each has

no effect on the number of the verb. To test the correctness of such sentences,

mentally omit each.

The members each fee/ their responsibility.

They each have high expectations.

Twelve each of these items are required.

I
The following compoimd pronouns are always singular and require a singular verb:

anybody
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Indefinite Pronouns Singular or Plural

I

a. All, none, any, some, more, and most may be singular or plural, depending on

the noun that they refer to. (The noun often occurs in an o/ phrase that follows.)

All of the manuscript has been finished. All of the reports have been handed in.

Is there any [money) left? Are there any (bills) to be paid?

Some of the software seems too high-priced.

Some of the videotapes seem too high-priced.

Some was acceptable. (Meaning some of the manuscript.)

Some were acceptable. (Meaning some of the reports.]

More of these computer stands are due. Most of the stock has been sold.

More than one customer has complained about that item. [More refers to the singular noun

customer; hence the singular verb has complained.)

More than five customers have complained. . . {More refers to the plural noun customers; hence

the plural verb have complained.)

Do any of you know ^ohn Ferguson well? [Any is plural because it refers to the plural you; hence

the plural verb do know.)

Does any one of you know John Ferguson well? (Any Is singular because it refers to the singu-

lar one; hence the singular verb does know.)

b. In formal usage, none is still considered a singular pronoim. In general usage,

however, none is considered singular or plural, depending on the nimiber of the

noim to which it refers. No one or not one is often used in place of none to stress

the singular idea.

None of the merchandise was stolen.

None of the packages were properly wrapped.

None were injured. (Meaning none of the passengers.)

Not one of the associates has a good word to say about the managing partner.

NOTE: The relative pronoims who, which, and that (like the indefinite pronoims dis-

cussed in a above) may be singtilar or pliural, depending on the noun they refer

to. (See 511062c.)

Nouns Ending in 5
1014 Some noims appear to be plural but are actually singular. When used as subjects,

these notms require singular verbs.

news [no plural) lens [plural: lenses) measles (no plural) summons [plural: summonses)

The news from overseas is very discouraging. The lens has to be reground.

1015 A number of noims are always considered plural, even though they each refer to a

single thing. As subjects, they require plural verbs.

assets dues grounds proceeds savings

belongings earnings odds quarters thanks

credentials goods premises riches winnings

The premises are now available for inspection. My earnings this year have not gone up.

NOTE: The following nouns are considered plural: glasses, scissors, pliers, pants, and

trousers. However, when they are preceded by the phrase pair of, the entire expres-

sion is considered singular.

These scissors need sharpening. but: This pair of scissors needs sharpening.
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1016 A few nouns (not all of which end in 5) have the same form in the plural as in the

singular. When used as subjects, these nouns take singular or plural verbs accord-

ing to the meaning.

series means chassis headquarters deer

species gross corps sheep moose

The series of concerts planned for the spring looks very exciting. (One series.)

Three series of tickets are going to be issued. (Three series.)

One means of breaking the impasse is to offer more money.

Other means of solving the problem fiave not come to mind.

Her means (referring to financial resources) are not sufficient to justify her current level of

spending.

Headquarters is not pleased with the performance of the Northeastern Region. (Referring to top

management or central authority.)

The Pesco Corporation headquarters are located at the intersection of Routes 80 and 287.

(Referring to the offices of top management)

Nouns Ending in ICS

1017 Many nouns ending in ics (such as acoustics, economics, ethics, politics, and statistics)

take singular or pliu-al verbs, depending on how they are used. When they refer to a

body of knowledge or a coiurse of study, they are singular. When they refer to quali-

ties or activities, they are plural.

Economics (a course of study) is a prerequisite for advanced business courses.

The economics (the economic aspects) of his plan are not very sound.

Statistics is the one course I almost failed.

The statistics indicate that the market for this product line is shrinking.

Acoustics was not listed in last year's course offerings.

The acoustics in the new concert hall are remarkably good.

Ethics is a subject that ought to be part of the el-hi curriculum.

Frank's ethics have always met the highest standards.

Nouns With Foreign Plurals

I

a. Watch for noims with foreign-plural endings (see 11614). Such plured nouns, when

used as subjects, require pliural verbs.

No criteria have been established.

BUT: No criterion has been established.

Parentheses are required around such references.

BUT: The closing parenthesis was omitted.

b. The noim data, which is pliu-al in form, is commonly followed by a plural verb in

technical and scientific usage. In general usage, data in the sense of "informa-

tion" is followed by a singular verb; in the sense of "distinct bits of information,"

it is followed by a plural verb.

The data obtained after two months of experimentation is now being analyzed. (Here data means

''information.'^

BUT: The data assembled by six researchers are now being compared. (Here data refers to sev-

eral distinct bits of information.)
Continued on page 240
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c. The noun media is the plural form of medium when that word refers to various

forms of mass communication, such as the press, radio, and television.

The media through which we reach our clients are quality magazines and radio broadcasts.

BUT: The medium we find most effective is television.

NOTE: Media has acquired an acceptable singular meamng when it refers to

reporters, joumahsts, and broadcasters acting in concert. However, treat media

as a plural when these practitioners are not acting as a unified group.

The media iias given so much publicity to the claims against the defendant that a fair trial may

not be possible.

BUT: The media tiave approaciied the Bergamot case from a wide range of perspectives.

Collective Nouns

m^The following rules govern the form of verb to be used when the subject is a collec-

tive notm. (A collective noun is a word that is singular in form but represents a group

of persons, animals, or things; for example, army, audience, board, cabinet, class, com-

mittee, company, corporation, council, department, faculty, firm, group, jury, majority,

minority, public, school, society, staff.)

a. If the group is acting as a unit, use the singular form of the verb.

The Board of Directors meets Friday. The firm is one of the oldest in the field.

The committee fias agreed to submit its report on Monday. (The pronoun its is also singular to

agree with committee.)

b. If the members of the group are acting separately, use a pliural verb.

A group of researchers are coming from all over the world for the symposium next month. (The

members of the group are acting separately in coming together from all over the world.)

BUT: A group of researchers is meeting in Geneva next month. (The members of the group are

acting as a unit in the process of meeting.)

NOTE: The use of a collective noun with a plural verb often produces an awkward

sentence. Whenever possible, recast the sentence by inserting a phrase like the

members o/before the collective noim.

AWKWARD: The Committee are not in agreement on the action f/7ey should take. (The verb are

and the pronoun ttieyare plural to agree with the plural committee.)

BETTER: The members of the committee are not in agreement . .

.

c. In a number of constructions, the choice of a singular or plural verb often depends

on whether you wish to emphasize the group as a unit or as a collection of indi-

viduals. However, once the choice has been made, treat the collective noun con-

sistently within the same context. If the resulting sentence soimds awkward,

recast it as necessary.

I hope your family is well. (Emphasizes the family as a whole.)

OR: I hope your family are all well. (Emphasizes the individuals in the family.)

SMOOTHER: I hope all the members of your family are well.

OR: I hope everyone in your family is well.

The couple was married (or were married) last Saturday.

OR: Bob and Pauline were married last Saturday.

The couple have moved into their new house. (More idiomatic than: 7776 couple has moved into

Its new house.)

OR: The Goodwins have moved into their new house.
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MOTE: The expression a couple of is usually plural in meaning.

A couple 0^ customers have already reported the error in our ad.

A couple 0^ orders have been shipped to the wrong address.

BUT: A couple of days is all I need to complete the report (When the phrase refers to a period

of time, an amount of money, or a quantity that represents a total amount treat the phrase as

singular. See also 111024.)

Organizational Names
1020 Organizational names may be treated as either singular or plural. Ordinarily, treat

the name as singular unless you wish to emphasize the individuals who make up the

organization; in that case, use the plural. Once a choice has been made, use the sin-

gular or plm-al form consistently within the same context.

Brooks & Rice has lost its lease. It is now looking for a new location.

OR: Brooks & Rice have lost their lease. They are now looking for . .

.

(bdt NOT: Brooks & Rice has lost its lease. They are now looking for . . .)

NOTE: If the organization is referred to as they or who, use a plural verb with the com-

pciny name. If the organization is referred to as it or which, use a singular verb. (See

111049a.)

Geographic Names
1021 Geographic names that are plural in form are treated as singular if they refer to only

one thing.

The Netherlands is the first stop on my itinerary.

The Virgin Islands consists of three large islands (St John, St Croix, and St Thomas) and about

fifty smaller islands.

The United States has undertaken a new foreign aid program.

BUT: These United States are bound together by a common heritage of political and religious

liberty.

Names of Publications and Products

1022 The name of a pubhcation or product is considered singular, even though it may be

pliu^al in form.

Physicians & Computers is one magazine you should consider if you want to market your soft-

ware to doctors.

Consumer Reports is publishing an update on automobile insurance costs.

Changing Times is offering new subscribers a special rate for a limited time.

Miss Thistlebottom's Hobgoblins by Theodore M. Bernstein deals forcefully with the "taboos,

bugbears, and outmoded mies of English usage."

The Number; a Number
[iV-^^The expression the number has a smgular meaning and therefore requires a singular

verb; a number has a plural meaning and requires a pliu-al verb.

The number of branch offices we have in the Southeast has increased in each of the last five

years.

A number of our branch offices are now located in suburban malls rather than in the central

business district
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Expressions of Time, Money, and Quantity

1 024 When subjects expressing periods of time, amounts of money, or quantities repre-

sent a total amount, use singular verbs. When these subjects represent a number of

individual units, use plural verbs.

Three months is too long a time to wait.

BUT: Three months have passed since our last exchange of letters.

That $10,000 was an inheritance from my uncle.

BUT: Thousands of dollars have already been spent on the project

Ten acres is considered a small piece of property in this area.

BUT: Ten acres were plowed last spring.

A total of 52 orders is not a very good response rate to a full-page ad.

BUT: A total of 52 callers have placed an order in response to our ad.

A psychotic is convinced that 2 and 2 equals 5, whereas a neurotic recognizes that 2 plus 2

is 4 but can't stand it

Less than $1 million was budgeted for the restoration of City Hall. (For a usage note on fewer-less,

see pages 293-294.)

Fractional Expressions

nj3When the subject is an expression such as one-half of, two-thirds of apart of a major-

ity of a percentage of, a portion of or the rest of:

a. Use a singular verb if a singular noun follows of or is impUed.

Three-fourths of the mailing list has been checked.

Part of our Norfolk operation is being closed down.

A majority of 2000 signifies a landslide in this town. (The noun 2000 is considered singular

because it is a total amount; see ^1024. For a usage note on majority, see page 299.)

A large percentage has to be retyped. (Referring to a manuscript.)

b. Use 8i plural verb when a. plural noun follows of or is implied.

Two-thirds of our customers live in the suburbs. Part of the walls are to be papered.

A majority of our employees have contributed to the United Way fund drive.

A large percentage work part-time, (deferring to the students at a college.)

NOTE: When used as a subject, the word percentage preceded by the requu-es a sin-

gular verb.

7776 percentage of students who work part-time is quite large. (77?e percentage takes a singu-

lar verb, even though it is followed by a plural noun, students^

c. Consider the word half as a condensed version of one-half of.

Over half the staff have signed up for the additional benefits. On this case half the staff '\s plural

in meaning; the staff members are signing up as individuals and not as a group. See 111019b.)

Plirases and Clauses as Subjects

1026 When a phrase or clause serves as the subject, the verb should be singular.

Reading e-mail is the first item on my morning agenda.

777af they will accept the offer is far from certain.

Whatever sales brochure they mail me goes directly into the circular file.

According to Bill Cosby, whether the glass is half full or half empty depends on whether you're

pouring or drinking.
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EXCEPTION: Clduses beginning with what may be singular or plural, according to the

meaning.

What we need is a new statement of policy. (The what clause refers to statement; hence the verb

is singular.)

What we need are some guidelines on personal time off. (Here the what clause refers to guide-

lines; hence the verb is plural.)

Subjects in Inverted Sentences
i^y^ a. Whenever the verb precedes the subject, make sure they agree.

Attached is a swatch of the fabric I'd like to order.

Attached are two copies of the January mailing piece.

Enclosed is a copy of the consultant's recommendations for boosting profits.

Also enclosed are my comments on his suggested plan of action.

Where is (or Where's) this strategy going to take us?

Where are the reviews of the Kelly book?

NOT: Where is [OH Where's) the reviews of the Kelly book?

What is missing from the report is the rationale for the decision.

What appear to be problems are often opportunities.

What were your reasons for resigning?

Should a position become available, we will let you know. On this case the helping verb should

precedes the subject. If written in normal word order, this sentence would read: If a position

should become available . .
.

)

b. When the verb is followed by two subjects joined by and, the verb should be

plural. However, if the resulting sentence sounds awkward, reword as necessary.

Where are the address and phone number for this customer?

BETTER: Where can I find the address and phone number for this customer?

BUT NOT: Where is (or Where's) the address and phone number for this customer?

AWKWARD: Why are consumer spending up and retail sales down?

BETTER: Why are retail sales down and consumer spending up?

OR: Why are retail sales down when consumer spending is up?

a. In a sentence beginning with there is, there are, here is, here are, or a similar con-

struction, the real subject follows the verb. Use is when the real subject is sin-

gular, are when it is plural.

There is a vast difference between the two plans.

There are a great many angles to this problem.

Here are two catalogs and an order blank. (See tl!]1002a, 1028b.)

Here is an old friend and former partner of mine. (The subject, friend and partner, is singular

because only one person is referred to. See Hi 002b.)

There is many an investor vjho regrets not having bought our stock when it was only $5 a share.

(See Til 002c.)

There is a branch office or an agency representing us in every major city in the country. CSee

^1003.)

There is not only a 5 percent state tax but also a 2.5 percent city tax. (See 111003.)

There is the cosr of your own time in addition to the substantial outlay for materials that must

be figured in. (See 1)1007.)
Continued on page 244
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There's (There is) moAethan one wayXo solve the problem. (See ^lOlSa.]

There're (There are) more than six candidates running for mayor. (See l]1056eO

(NOT: There's more than six candidates running for mayor.)

There are a number oi problems to be resolved. (See also 111023.)

Here as the number of orders received since Monday.

Here is ten dollars as a contribution. (See also 111024.3

Here are ten silver dollars for your collection.

There is neither a hospital nor a clinic on the island. GSee 1|1003 for two singular subjects joined

by neither . . . nor.)

There are neither motel rooms nor condominiums available for rent this late in the season. fSee

111004 for two plural subjects joined by neither. . . nor.)

There were neither tennis courts nor a swimming pool in the hotel where we finally found a

room. {Were agrees with the nearer subject, tennis courts. See also Hi 005 for singular and plural

subjects joined by neither . . . nor.)

There was neither central air conditioning nor fans for any of the rooms in the hotel. (Was agrees

with the nearer subject air conditioning. See also 111005.)

b. When the subject consists of two or more singular nouns—or several nouns, the

first of which is singular

—

there is or here is usually sounds more idiomatic (despite

the fact that the subject is plural) than there are or here are. If you do not feel com-

fortable with this idiomatic construction, change the wording as necessary.

In the higher-priced model there as a more powerful processor, a 13.3-inch color display, and a

6.4-GB hard drive. On this construction, there is is understood to be repeated before the sec-

ond and third subjects.)

OR: In the higher-priced model there are the following features: a more powerful processor, a

13.3-inch color display, and a 6.4-GB hard drive. On this version are agrees with the plural sub-

ject features; the three subjects in the sentence above are now simply appositives modifying

features.)

Within a mile of the airport there is a full-service hotel and three motels.

OR: Within a mile of the airport there is a full-service hotel plus (OR in addition to or as well as)

three motels. (By changing the connective from and to plus or something similar, you are left

with a singular subject hotel, that calls for the singular verb is.)

OR: Within a mile of the airport there are three motels and a full-service hotel. (When the first

subject in the series is plural, the verb are not only is grammatically correct but also sounds

natural.)

Subjects and Predicate Complements

1029 Sentences containing a linking verb (such as become or some form of to be) some-

times have a plural subject and a singular complement or a singular subject and a

plural complement. In such cases make sure that the verb agrees with the subject

(and not with the complement).

Bicycles are the only product we make. The key issue is higher wages.

One of the things we have to keep track of as entertainment expenses. CUse as to agree with one,

the subject.)

It is they who are at fault [Use as to agree with it the subject)

NOTE: Do not coufuse the last two examples with the inverted sentences shown in

^1028. In a sentence beginning with here is or there is, the subject /o//oi^5 the link-

ing verb. In a sentence beginning with it is or one . . . is, the suhiect precedes the link-

ing verb.
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Verbs
This section deals with the correct use of verb tenses and other verb forms. For the rules on

agreement of verbs with subjects, see 11^1001-1029.

Principal Parts

[jjThe principal parts of a verb are the four simple forms upon which all tenses and

other modifications of the verb are based.

a. For most verbs, form the past and the past participle simply by adding d or ed to

the present; form the present participle by adding ing to the present. (Some verbs

require a minor change in the ending of the present form before ed or ing is added.)

Present
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Forming Verb Tenses

njn The first principal part of the verb (the present tense) is used:

a. To express present time.

We fill all orders promptly. She does what is expected of her.

b. To make a statement that is true at all times.

There is an exception to every rule Qncluding this one).

c. With shall or will to express yuft/re time.

We will order (or shall order) new stock next week. (For the use of the helping verbs s/ia// and

will in the future tense, see page 304.]

5* For the third person singularform of the present tense, see ^1035.

a. The second principal part of the verb [\h.Qpast tense) is used to express /jos^ time.

(No helping verb is used with this form.)

We filled the order yesterday. She did what was expected of her.

b. Do not use a past participle form to express the past tense.

I saw it (NOT: I seen it.) He drank his coffee, (not: He drunk his coffee.)

They began it together, (not: They begun it together.)

He was the one who did it (NOT: He was the one who done it)

I can't believe this sweater shrank (NOT: . . . this sweater shrunk.)

Jill brought me up to date on the Cox project (not: Jill brung me . . .)

Someone sneaked into my office last night (NOT: Someone snuck . .
.

)

The third principal part of the verb [the past participle) is used:

a. To form the present perfect tense. This tense indicates action that was started in

the past and has recently been completed or is continuing up to the present time.

It consists of the verb have or has plus the past participle.

We have filled Ihe orders, (not: We have filled the orders yesterday.)

She has always done what we expect of her.

Consumers have become an articulate force in today's business world.

b. To form the past perfect tense. This tense indicates action that was completed

before another past action. It consists of the verb had plus the past participle.

We had filled the orders before we saw your letter.

She had finished the job before we arrived.

c. To form thefuture perfect tense. This tense indicates action that will be completed

before a certain time in thefuture. It consists of the verb shall have or will have plus

the past participle.

We will have filled the orders by that time. (See page 304 for a usage note on shall and wHl.)

She will have finished the job by next Friday

NOTE: Be careful not to use a past tense form (the second principal part) in place

of a past participle.

I have broken the racket (not: I have broke the racket)

The dress has shrunk (NOT: The dress has shrank)

Prices have risen again. (NOT: Prices have rose again.)

He has worn his shoes out (not: He has wore his shoes out.)
Tbct continues on page 250
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^1033 CONJUGATION OF THE VERB TOSEE

PRESENT, PAST, AND FUTURE TENSES (Kf1031-1032)

INFINmVE TO SEE

PRESENT TENSE
First Principal Part

PAST TENSE
Second Principal Part

FUTURE TENSE
Helping Verb {shall OR will)

+

Main Vob (first principal part)

PASSIVE TENSES ffll036)

INFINITIVE

PRESENT PASSIVE TENSE
Helping Vert) (present tense of be)

+

Main Verb (past participle)

PAST PASSIVE TENSE
Helping Verb (past tense of be)

Main Verb (past participle)

FUTURE PASSIVE TENSE
Helping Vert) (fiiture tense of*e)

+

Main Verb (past participle)

PROGRESSIVE TENSES (fl034)

iNFmrnvE

PRESENT PROGRESSIVE TENSE
Helping Verb (present tense of be)

+

Main Verb (present participle)

PAST PROGRESSIVE TENSE
Helping Verb (past tense ofbe)

+

Main Verb (present participle)

FUTURE PROGRESSIVE TENSE
Helping Verb (future tense of be)

Main Verb (present participle)

I
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J The fourth principal part of the verb [the present participle) is used:

a. To form ihe present progressive tense. This tense indicates action still in progress.

It consists of the verb am, is, or are plus the present participle.

We are filling all orders as fast as we can.

She is doing all that can be expected of her.

b. To form the past progressive tense. This tense indicates action in progress some-

time in the past. It consists of the verb was or were plus the present participle.

We were waiting for new stock at the time your order came in.

She was doing a good job when I last checked her work.

c. To form the future progressive tense. This tense indicates action that will be in

progress in the futiure. It consists of the verb shall be or will be plus the present

participle.

We will be working overtime for the next two weeks. (See page 304 for a usage note on shall

and will.)

They will be receiving additional stock throughout the next two weeks.

d. To form the present perfect progressive, \he past perfect progressive, and 1he future

perfect progressive tenses. These tenses convey the same meaning as the simple

perfect tenses (see ^1033) except that the progressive element adds the sense of

continuous action. These tenses consist of the verbs has been, have been, had been,

shall have been, and will have been plus the present participle. Compare the fol-

lowing examples with those in 11033.

We have been filling these orders with Model 21 2A instead of Model 212. (Present perfect

progressive.)

We had been filling these orders with Model 212A until we saw your directive. (Past perfect

progressive.)

By next Friday we will have been working overtime for two straight weeks. (Future perfect

progressive.)

The first principal part of the verb imdergoes a change in form to express the third

person singular in the present tense.

a. Most verbs simply add s in the third person singular.

he feels but: I feel, you feel, we feel, they feel

she thinks I think, you think, we think, they think

it looks I look, you looK we look, they look

b. Verbs ending in s, x, z, sh, ch, or o add es.

he misses he wishes

she fixes she watches

it buzzes it does

c. Verbs ending in a vowel plus y add s; those ending in a consonant plus y change

y to / and add es.

say: he says buy: he buys

convey: she conveys try: it tries

employ: she employs apply: she applies

d. Verbs ending in i simply add s.

taxi: he taxis ski: she skis
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e. The verb to be is irregular since he, the first principal part, is not used in the

present tense.

I am we are

you are you are

he, she. it is they are

f. A few verbs remain unchanged in the third person singular.

PRESENT TENSE: he may she can it will

PAST TENSE: he might she could it would

>* Seepage 290for a usage note on don't.

Passive Forms

I

The passive forms of a verb consist of some form of the helping verb to he plus the

past participle of the main verb.

it is intended [present passive of intend)

we were expected (past passive of expect)

they will be audited (future passive of audit)

she has been notified (present perfect passive of notify)

you had been told (past perfect passive of tel!)

he will have been given (future perfect passive of give)

A passive verb directs the action toward the subject. An active verb directs the action

toward an object.

ACTIVE: Melanie [subject) will lead (verb] the discussion (object).

PASSIVE: The discussion (subject] will be led (verb] by Melanie.

5^ For additional examples, see the entryfor voice in Appendix A.

a. The passive form of a verb is appropriate (1) when you want to emphasize the

receiver of the action (by making it the subject) or (2) when the doer of the action

is not important or is dehberately not mentioned.

I was seriously injured as a result of your negligence. (Emphasizes /, the receiver of the action.)

RATHER THAN: Your negligence seriously injured me.

This proposal is based on a careful analysis of all available research studies. (Emphasizes the

basis for the proposal; the name of the person who drafted the proposal is not important)

Unfortunately, the decision was made without consulting any of the board members.

(Emphasizes how the decision was made and omits the name of the person responsible.)

Mistakes were made. (A frequent comment made by politicians and corporate executives who
have to acknowledge failure or wrongdoing but do not want to acknowledge personal respon-

sibility or guilt)

Fred Allen once defined a conference as a gathering of important people who "singly can do

nothing but together can decide that nothing can be done."

b. In all other cases use active verb forms to achieve a simpler and more vigorous

style. Except in those circumstances cited in ^1037a, passive verb forms typi-

cally produce awkward or stilted sentences.

WEAK PASSIVES: It has been decided by the Human Resources Committee that full pay should

be given to you for the period of your hospitalization.

STRONG ACTIVES: The Human Resources Committee has decided Ihai you should receive full

pay for the period of your hospitalization.
Continued on page 252
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c. Watch out for passive constructions that unintentionally point to the wrong doer

of the action.

CONFUSING: Two computers were reported stolen over the weekend by the head of corporate

security.

CLEAR: The head of corporate security reported that two computers were stolen over the weekend.

CONFUSING: One of our second-shift workers was found injured by a Good Samaritan outside

the parking lot entrance last night.

CLEAR: Last night one of our second-shift workers was injured outside the parking lot entrance

and was found there by a Good Samaritan.

Verbs Following Clauses of Necessity, Demand, Etc.

Sentences that express necessity, demand, strong request, urging, or resolution in the

main clause require a subjunctive verb in the dependent clause that follows.

a. If the verb in the dependent clause requires the use of the verb to be, use the form

be with all three persons (not am, is, or are)

.

NECESSITY: It is necessary (or important or essential) that these questions be answered at

once. (NOT: are answered.)

DEMAND: I insist that I be allowed io present a minority report at the next board meeting, (not:

am allowed.)

REQUEST: They have asked that you be notified ai once if matters do not proceed according to

plan. (NOT: are notified.)

URGING: We urged (OR suggested) that he be given a second chance to prove himself in the

job. (NOT: is given.)

RESOLUTION: The committee has resolved (OR decided OR ruled) that the decision be deferred

until the next meeting. (NOT: is deferred.)

b. If the verb in the dependent clause is a verb other than be, use the ordinary

present tense form for all three persons. However, do not add 5 (or otherwise

change the form) for the third person singular.

NECESSITY: It is essential that he arrive on time. (NOT: arrives.)

DEMAND: They insist that he do the work over, (not: does.)

REQUEST: They have asked that she remain on the committee until the end of the year, (not:

remains.)

URGING: I suggested that she type the material triple-spaced to allow room for some very heavy

editing. (NOT: types.)

RESOLUTION: They have resolved that Fred represent them, (not: represents.)

>- See the entry for mood, subjunctive in Appendix A.

Verbs Following Wish Clauses

I

Sentences that start with / wish, she wishes, and so on, require a subjimctive verb in

the dependent clause that follows.

a. To express present time in the dependent clause, put the verb in the past tense.

I wish I knew how to proceed.

I wish I could attend.

NOTE: If the verb is to be, use were for all three persons.

I wish I were going to the reception. (NOT: was going.)

I wish he were going with me.
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b. To express /)a5f time in the dependent clause, put the verb in the pastperfect tense.

I wish she had invited me. I wish I had been there. I wish I could have attended.

c. To expressfijture time in the dependent clause, use the helping verb would instead

of will.

I wish he would arrive on time. I wish she would make more of an effort

Verbs in If Clauses

ii^ When an z/ clause states a condition that is highly improbable, doubtful, or contrary to

fact, the verb in the if clause requires special treatment, Uke that described in

^1039. To express present time, use the past tense; to express past time, use the past per-

fect tense. (In the following examples note the relationship of tenses between the

dependent clause and the main clause.)

If I knew the answer (but I don't], I would not ask you.

If I had known the answer (but I didn't), I would not have asked you.

If I were you (but I am not), I would take the job.

If I had been in your shoes (but I wasn't), I would have taken the job.

If he were invited (but he isn't), he would be glad to go.

If he had been invited (but he wasn't), he would have been glad to go.

NOTE: Do not usc wouM have for had in an (/"clause. See page 308 for a usage note on

would have.

1 041 When an (/"clause states a condition that is possible or likely, the verb in the (/"clause

requires no special treatment. To express present time, use the present tense; to express

past time, use the past tense. Compare the following pairs of examples. Those labeled

"Probable" reflect the verb forms described here in ^1041. Those labeled

"Improbable" reflect the verb forms described in ^1040.

PROBABLE: If I leave this job (and I may do so), I will take a full-time teaching position.

IMPROBABLE: If I M this job (but I probably won't), I would take a full-time teaching position.

PROBABLE: If I go to Tokyo (and I may), I will want you to go too.

IMPROBABLE: If I were going to Tokyo (but I probably won't), I would want you to go too.

PROBABLE: If she was in yesterday (and she may have been), I did not see her.

IMPROBABLE: If she had been in yesterday (but she wasn't), I would have seen her.

Verbs in As If or As Though Clauses

ni2l When an as if or as though clause expresses a condition contrary to fact, the verb in

the clause requires special treatment, Hke that described in ^1040.

She acts as if she were the only person who mattered. (But she isn't)

He talks as if he knew the facts of the situation. (But he doesn't)

You act as though you hadn't a care in the world. (But you have.)

1043 As if or as though clauses are now often used to express a condition that is highly

probable. In such cases do not give the verb special treatment. Use the present tense

to express present time, the future tense to express future time, and the past tense to

express past time.

It looks as if it will rain, (or: It looks as if it is going to rain.)

She acted as if she planned to look for another job.

4
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Infinitives

1045 a.

An infinitive is the form of the verb preceded by to (for example, to write, to do, to

be) . When two or more infinitives are used in a parallel construction, the word to

may be omitted after the first infinitive unless special emphasis is desired.

Ask Ruth Gonzales to sign both copies of the contract, return the original to us, and keep the

other copy. [Return and keep are infinitives without to.)

I would like you to explain the job to Harry, to give him help if he needs it, and to see that the

job is done properly. (For emphasis, to is used with all three infinitives-exp/a/n, give, and see.)

NOTE: The word to is usually dropped when the infinitive follows such verbs as see,

hear, feel, let, help, and need.

Will you please help me prepare Ihe report? (rather THAN: help me to prepare.)

You need not return the clipping. (OR: You do not need to return the clipping.)

Infinitives have two main tense forms: present and perfect.

(1) The perfect infinitive is used to express action that has been completed

before the time of the main verb.

I am sorry to have caused you so much trouble last week. (The act of causing trouble was

completed before the act of expressing regret; therefore, the perfect infinitive is used.)

(2) The present infinitive is used in all other cases.

I planned to leave early. (NOT: to have left The act of leaving could not have been completed

before the act of planning, so the present infinitive is used.)

b. The passive form of the present infinitive consists of to he plus the past partici-

ple. Do not omit to he in such constructions.

This office needs to be repainted. (NOT: This office needs repainted^

Splitting an infinitive (that is, inserting an adverb between to and the verb) is no

longer considered incorrect. However, it should be avoided when it produces an awk-

ward construction and the adverb fimctions more effectively in another location.

WEAK: It was impossible to even see a foot ahead.

BETTER: It was impossible to see even a foot ahead.

WEAK: He always tries to carefully do the work.

BETTER: He always tries to do the work carefully.

When alternative locations of the adverb produce an awkward or weakly construct-

ed sentence, do not be afi*aid to spHt the infinitive.

a. Before sphtting an infinitive, first try to place the adverb after the object of the

infinitive. In many instances the adverb fimctions most effectively in that location.

You ought to review these plans thoroughly (better than: You ought to thoroughly review

these plans.)

I need to make the decision quickly (better than: I need to quickly make the decision.)

b. If step a does not produce an effective sentence, try to locate the adverb directly

before or directly after the infinitive. In some cases the adverb fimctions effec-

tively in this position; in other cases the resulting sentence is awkward.

CONFUSING: I want you to supervise the work that is to be done personally (When the object of

the infinitive is long, it is difficult to place the adverb after the object without creating confu-

sion. Here personally seems to modify to be done when it should modify to supervise.)

AWKWARD: I want you to supervise personally the work that is to be done.

GOOD: I want you personally to supervise the work that is to be done.
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c. If steps a and b fail to produce an effective sentence, try splitting the infinitive. If

a good sentence results, keep it; if not, try rewording the sentence.

CONFUSING: I Want you to consider Jenkins' proposal to handle all our deliveries carefully.

(When carefully is located after the complete object it no longer clearly refers to to consider.)

AWKWASD: I want you carefully to consider Jenkins' proposal to handle all our deliveries.

AWKWARD: I Want you to consider careMy Jenkins' proposal to handle all our deliveries.

GOOD: I want you to careMy consider Jenkins' proposal . .

.

d. When an infinitive consists of to be plus a past or present participle of another

verb, inserting an adverb before the participle is not considered sphtting an infini-

tive. Nevertheless, in many such sentences it maybe possible to locate the adverb

to better advantage elsewhere in the sentence.

These plans need to be thoroughly reviewed.

Claude appears to be co/7&>?ua//y turning up with last-minute objections to any decision I make.

NOTE: By the same token, it is perfectly acceptable to position an adverb between

a helping verb and a past or present participle. It is even acceptable to position

an adverb within the elements of a helping verb.

This new technology has already been e^ec&Ve/y applied in many industries.

I hear that Martha has been seriously considering early retirement

Sequence of Tenses

ElEJWhen the verb in the main clause is in the past tense, the verb in a dependent that

clause should also express past time. Consider the following pairs of examples:

She says (present) that she is now working (present) for CBS.

She said (past) that she was now working (past) for CBS.

He says (present) that he has seen (present perfect) your resume.

He said (past) that he had seen (past perfect) your resume.

I think (present) that he will see (future) you tomorrow.

I thought (past) that he would see (past form of will see) you tomorrow.

EXCEPTION: The vorb in the dependent clause should remain in the present tense if it

expresses a general truth.

Our lawyer pointed out (past) that all persons under 18 are (present) considered minors.

Omitting Parts of Verbs

1 048 When compound verbs in the Scime sentence have a common element, that element

does not need to be repeated.

We have received your letter and fonvarded it to our St Louis office. (The helping verb have is

shared by the two main verbs, received an6 forwarded.)

We can and M^/y/ac/?/ei'e these goals. (The main verb achieve is shared by the two helping verbs,

can and will.)

However, do not omit any element when different parts of the main verb are

required.

WRONG: I never have and I never will forget what you have done for me.

RIGHT: I never have forgotten and I never will forget . .

.

WRONG: We have and still are asking for an accounting of the assets.

RIGHT: We have asked and still are asking for . .

.
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Troublesome Verbs

>- See the individual entries listed alphabetically in Section 11 for the following verbs:

Affect-effect

Ain't

Appraise-apprise

Appreciate

Being that

Bring-take

Cannot iielp but

Come-go

Come and

Complement-compliment

Comprise-compose

Could not care less

Done

Don't

Ensure-insure-assure

Enthused over

Graduated-was graduated

Grow

Had better

Help

Home-hone

Imply-infer

Lay-lie

Learn-teach

Leave- let

Look forward to

May-can (might-could]

Maybe-may be

Of-have

Rack-wrack

Raise-rise

Serve-service

Set-sit

Shall-will

Should-would

Supposed to

Try and

Type-key

Used to

Would have

Pronouns
Agreement With Antecedents: Basic Rules

HiHl a. A pronoun must agree with its antecedent (the word for which the pronoun stands)

in number, gender, and person.

/ must stand by my client, just as you must stand by yours.

Frank said that he could do the job alone.

Alice wants to know whether her proposal has been approved.

The company has not decided whether to change its policy on vacations. (See ^^1019-1020.)

We plan to explain ot/r shift in corporate strategy at the next shareholders' meeting.

The company's auditors will issue their report tomorrow.

The Vanden/eers are giving a party at their house.

The grandjury has completed its investigation. (See 1]1019 for collective nouns.)

Why not have each witness write his or /7er version of the accident? (See 111053 for indefinite

pronouns as antecedents.]

It is /who am at fault. [Who agrees in person and number with the antecedent //the verb am

also agrees with /.]

It is she who is willing to compromise. It is they\Nho are not.

It is we, the individual taxpayers, who have to make up for the loss of commercial ratables.

It is you who are to blame. {Who refers to you; hence the verb is are to agree with you. See

111001a, note.]

BUT: You are the person who is to blame. (Here who refers to person; hence the verb is is to

agree with person.)



Section 10 • Grammar 257

111050

b. Use a plural pronoun when the antecedent consists of two nouns or pronouns

joined by and.

Can Mary and you give us your decision by Monday?

Sonia and Dave say f/7ey will attend.

The Montaignes and the Reillys have sent their regrets.

Are you and / prepared to say that we can handle the assignment?

c. Use a singular pronoun when the antecedent consists of two singular noims joined

by or or nor. Use a plural pronoim when the antecedent consists of two plural

nouns joined by or or nor (See also M1003-1005.)

Either Will or EdwiW have to give up his office, (not: their.)

Neither Joan nor Helen wants to do her share, (not: their.)

Either the Kopecks or the Henleys will bring f/je// videocassette recorder.

NOTE: When or or nor joins a singular noim and a plural noim, a pronoun that

refers to this construction should agree in number with the nearer noim.

However, a strict appHcation of this rule can lead to problems in sentence struc-

tiu-e and meaning. Therefore, always try to make this kind of construction plural

by locating the plural subject nearer the verb.

Neither Mr. Wing nor his employees have reached their goal. (The plural pronoun their \s used

to agree with the nearer noun, employees; the verb have is also in the plural.)

NOT: Neither the employees nor Mr Wing has reached his goal. (The sentence follows the rule-

his agrees with Mr. Wing, the nearer noun, and the verb has is singular; however, the meaning

of the sentence has been distorted.)

d. Make sure that the pronoims you use agree in gender with their antecedents.

The entire staff oi JTX wishes to express its gratitude. (Third person singular.)

We (OR All of us) here at JTX wish to express our gratitude. (First person plural.)

BUT NOT: The entire staff o^ JTX wishes to express our gratitude. (Do not use a first person pro-

noun to refer to a third person antecedent.)

5^ See also ^1053d.

e. Make siu-e that the pronouns you use refer to the antecedents you intend. To

avoid confusion, reword as necessary.

CONFUSING: Unrealistic deadlines, excessive pressures, and unsafe working conditions can be

very damaging to your employees. You must do everything you can to eliminate them. (The

employees or the destructive conditions?)

CLEAit: Unrealistic deadlines, excessive pressures, and unsafe working conditions can be very

damaging to your employees. You must do everything you can to eliminate these destructive

conditions.

Agreement With Common-Gender Antecedents
[•Sii^ Nouns that apply to both males and females have a common gender,

parent manager student boss writer

child doctor professor supervisor speaker

customer lawyer instructor employee listener

When a singular noim of common gender serves as a definite antecedent (one

that names a specific person whose gender is known) , use the pronoun he or she.

My boss [previously identified as Robert Hecht] prefers to open his own mail.

Ask your doctor [known to be a woman] to sign her name on this form.
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When a singulcir noun of common gender serves as an indefinite antecedent (a doc-

tor, any doctor, every doctor) or as a generic antecedent [the doctor, meaning "doctors

in general"), the traditional practice has been to use he as a generic pronoun apply-

ing equally to males and females.

The M/r/'te/- should include a table of contents with his manuscript.

When an indefinite or generic antecedent names an occupation or a role in which

women predominate (for example, the teacher, the secretary, the nurse), the traditional

practice has been to use she as a generic pronoun.

A secretary neediS to organize /jerwork and set priorities each day.

This traditional use of he and she as generic pronouns (as described above) is offen-

sive to many people, who feel that the masculine bias in the word he makes it unsuit-

able as a pronoun that apphes equally to women and men. Moreover, they feel that

the generic use of she serves to reinforce stereotyped notions about women's occu-

pations or roles. The ideal solution would be a new generic pronoun without mas-

culme or feminine connotations. However, until such a pronoun has been devised

and accepted into common usage, consider various alternatives to the generic use of

he ox she. (See ^1052.)

a. Use he or she, his or her, or him or her This solution works well in isolated cases

but can be clumsy if repeated frequently in the same context. (In any case, avoid

the use of he/she, s/he, and similar constructions.)

An instructor should offer his or /7er students challenging projects.

[RATHER THAN: An instructor should offer his students . .
.

)

b. Change the wording from singulcir to plurcd.

Parente of teenage children often n/oAJc/er where ?/?ey went wrong.

(rather THAN: The parent of a teenage child often wonders where he or she went wrong.)

c. Reword to avoid the generic pronoun.

When a customer calls, be sure to ask for a phone number.

(RATHER THAN: When a customer calls, ask him or her lo leave his or her phone number.)

An assistant tries to anticipate the needs of the boss.

(RATHER THAN: An assistant tries to anticipate the needs of his or her boss.)

d. If the apphcation of these various cdtematives produces wordiness or an unaccept-

able shift in meaning or emphasis, then as a last resort use the generic he or the

generic she as described in illOSl. However, try to avoid doing so whenever possible.

Agreement With Indefinite-Pronoun Antecedents

I

a. Use a singular pronoun when the antecedent is a singular indefinite pronoun. The

following indefinite pronouns are always singular. They are tjrpically used as

nouns, but a few (such as each and every) are used as adjectives.

anyone
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NOTE: These singular indefinite forms often call for the generic use of he or she

{see 11^1051-1052). The following sentences use alternative wording to show

how the generic he or she can be avoided. The last sentence presents a situation

for which no reasonable alternative exists.

Everyone should submit his expense report by Friday.

BETTER: All Staff members should submit their expense reports by Friday.

If anyone should ask for me, tell him that I won't return until Monday.

BETTER: If anyone should ask for me, say that I won't return . .

.

Does every assistant know how she is to handle her boss's calls?

BETTER: Do all the assistants know how they are to handle their bosses' caWs?

Nobody could have helped himself\n a situation like that.

>^ For agreement of these indefinite pronouns with verbs, seen1009-1011; for posses-

siveforms of these pronouns, see SI637.

b. Use a plural pronoim when the antecedent is a plural indefinite form. The fol-

lowing indefinite pronouns are always plm-al:

many few several others both

Many customers prefer to help themselves; others usually like to have someone wait on them.

Several sales representatives in the Southern Region made their annual goals in nine months.

Both managers have said that f/?ey want to be considered for Mr. Hall's job when he retires.

>^ For agreement of these indefinite pronouns with verbs, see flOlZ.

c. The following indefinite forms may be singular or plural, depending on the noun

to which they refer.

all none any some more most

When these words are used as antecedents, determine whether they are singuleir

or plurcd. Then make the pronoims that refer to them agree in niunber.

Some of the employees have not yet had their a\\nua\ physical checkup. {Some refers to employ-

ees and is plural; some is the antecedent of their^

Some of the manuscript has been typed, but it has not been proofread. {Some refers to manu-

script and is singular; some is the antecedent of it in the second clause.)

>* For agreement of these indefinite pronouns with verbs, see fl013.

d. Since indefinite forms express the third person, pronoims referring to these

antecedents should also be in the third person (he, she, it, they).

If anyone wants a vacation pay advance, he or she should apply for it in writing.

(NOT: If anyone wants a vacation pay advance, you should apply for it . . .)

If the indefinite form is modified so that it strongly expresses the first or second

person, the personal pronoim must also agree in nimiber.

Most parents sNani f/?e/r children to go to college. (Third person.)

Most of us want our children to go to college. (First person.)

A few have missed their deadlines. (Third person.)

A few of you have missed your deadlines. (Second person.)

Each employee knows how much he or she ought to contribute to the United Way fund drive.

(Third person.)

BDT: Each of us knows how much he or she ought to contribute to the United Way fund drive.

(Third person. In this sentence, of us does not shift the meaning to the first person; the empha-

sis is on what the individual contributes, not on what we contribute.)
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IMPORTANT NOTE: Pronouns take different fonns, not only to indicate a difference in person

(I, you, he), number (he, they), and gender (he, she) but also to indicate a difference in case

(nominative, possessive, objective). Although a pronoun must agree with its antecedent in

person, number, and gender, it does not necessarily agree with its antecedent in case. The
case of a pronoun depends on its own relation to the other words in the sentence. The
rules in ^^1054-1064 indicate how to choose the right case for pronouns.

Personal Pronouns

[iS3 Nominative Forms of Personal Pronouns

Use /, we, you, he, she, it, they:

a. When the pronoun is the subject of a verb,

/wrote to Eileen Mclntyre, but she hasn't answered.

Debbie and / can handle the job ourselves. (not: Debbie and me or me and Debbie.)

Either he or /can work late tonight. (NOT: him or me.)

NOTE: In sentences like the last two above, try each subject cilone with the verb.

You would not say "Me can handle the job" or "Him can work late tonight."

Therefore, I and he must be used.

b. When the pronoim appears in the predicate after some form of the verb to be (am,

is, are, was, were) or after a verb phrase containing some form of to be (see the list

below). Pronotms that follow these verb forms should be in the nominative.

shall (or will) be have (or has) been

should (OR would) be had been

shall (OR will) have been may (or might) be

should (OR would) have been may (or might) have been

can (OR could) be must (or ought to) be

could have been must have (or ought to have) been

It could have been they. Was it he or she who phoned?

It is / This is she.

NOTE: A sentence like It could have been they, while grammatically correct, would

soimd better if reworded in idiomatic EngUsh: They could have been the ones.

Moreover, a sentence like It's me is acceptable in colloquial speech but not in writ-

ing. When you hear a telephone caller ask for you by name, do not respond by say-

ing This is him or This is her If you wish to respond correctly (and somewhat

pompously), say This is he or This is she. If you wish to respond correctly and

sound more natiural, say This is . . . and then give your name.

> For special rules governing pronouns with the infinitive to be, see 111064.

Objective Forms of Personal Pronouns

Use me, us, you, him, her, it, them:

a. When the pronoim is the direct or indirect object of a verb.

Larry gave Maris and us tickets for the opening.

They invited my husband and me for the weekend.

NOTE: When my husband and is mentally omitted, the objective form me is clearly

the correct pronoim: "They invited me for the weekend."
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b. When the pronoun is the object of a preposition.

No one knows except you and me. (NOT: except you and I.)

Between you and me. that decision is unfair. (NOT: between you and I.)

EXCEPTION: He Is a friend of mine (yours, his, hers, ours, theirs). (See 11648.)

c. When the pronoun is the subject or object of an infinitive. (See K1064.)

The department head asked him to resign. (Him is the subject of to resign.)

Did you ask Janet to call me? (Me is the object of to call.)

Possessive Forms of Personal Pronouns

a. Most personal pronoims have two possessive forms:

my your his her its our their

mine yours . . . hers . . . ours theirs

b. Use my, your, his, her, its, our, or their when the possessive pronoun immediately

precedes the noun it modifies.

That is my book. It was their choice. George is her neighbor.

c. Use mine, yours, his, hers, its, ours, or theirs when the possessive pronoim stands

apart from the noun it refers to.

That book is mine. The choice was theirs. George is a neighbor of hers.

NOTE: Do not iuscrt an apostrophe before the final s in possessive pronoims.

yours (NOT: your's) hers (not: her's) ours (not: our's) theirs (not: their's)

d. A pronoim that modifies a gerund (a verbal noun ending in ing) should be in the

possessive. (See ^647.)

I appreciated your shipping the order so promptly.

(NOT: I appreciated you shipping the order so promptly.)

e. Do not confuse certain possessive pronoims with contractions and other phrases

that sound like the possessive pronouns.

its (possessive) it's Ot is or it has)

their (possessive) they're (they are) or there're (there are)

theirs (possessive) there's (there is or there has)

your (possessive) you're (you are)

As a test for the correct form, try to substitute it is, it has, they are, there are, there

is, there has, or you are, whichever is appropriate. If the substitution does not

make sense, use the corresponding possessive form.

The firm must protect its assets. C'Protect it is assets" makes no sense.)

BUT: It's time to take stock of our achievements.

Their investing in high-tech stocks was a shrewd idea.

BUT: They're investing in high-tech stocks.

7776// complaints have proved to be unfounded.

BUT: 7776^6 are complaints that have proved to be unfounded.

Theirs no longer works; that's why they borrow ours.

BUT: 777ere's no use expecting him to change.

Koar thinking is sound, but we lack the funds to underwrite your proposal.

BUT: You're thinking of applying for a transfer, I understand.

5* For other possessive pronouns, see also ff636-637.
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[iijiJWhen a pronoun follows than or as in a comparison, determine the correct form of

the pronoun by mentally supplying any missing words. To avoid correct but awkward
sentences, actually supply the missing words.

She writes better than /. (She writes better than / do.)

Joe is not as talented as she. [Joe Is not as talented as she is.)

I like you better than him. like you better than ////ce him.)

BUT: I like you better than he. like you better than he does.)

1058 When a pronoim is used to identify a noun or another pronoim, it is either nomina-

tive or objective, depending on how the antecedent is used.

The committee has asked us, Ruth and me, to present the report. (Since us is objective, the

identifying pronoun me is also objective.)

The explanation was for the newcomers, Marie and me. (Was for me.)

The exceptions were the newcomers, Marie and /. (Exception was /.)

Let's you and me schedule a brown-bag lunch. (^Let's is a contraction for let us. Since us is the

objective form, the pronouns you and me are also objective.)

NOTE: In sentences like the following, mentally omit the noim (employees) to deter-

mine the correct form.

The firm wants us employees to work on Saturdays. (The firm wants us to work on Saturdays.)

We employees need to confer. {We need to confer.)

1 059 Some writers consistently use we instead of / to avoid a seeming overemphasis on

themselves. However, it is preferable to use we only when you are speaking on behalf

of an organization you represent and to use /when speaking for yourself alone.

We shall prepare the necessary forms as soon as you send us a signed release. (This writer is

speaking on behalf of the firm.)

It is my opinion that this patient may be discharged at once. (This writer is speaking only for

himself. Under these circumstances it would sound pompous to say, "It is our opinion.")

Compound Personal Pronouns
[•IJTi^ Compoimd personal pronouns end m self or selves: myself, yourself himself herself

itself, ourselves, yourselves, themselves.

a. They can direct the action expressed by the verb back to the subject.

She found herself Ihe only one in favor of the move.

We have satisfied ourselves as to the wisdom of the action.

b. They can emphasize a noim or pronoim already expressed.

/ will write her myself. The trainees themselves arranged the program.

/ myself am bewildered, (but not: / myself am personally bewildered. Using myself and per-

sonally in the same sentence creates redundancy rather than emphasis.)

c. Place a compoimd personal pronoun carefuUy to avoid confusion or misreading.

CONFUSING: Now surgeons can have patients wheeled inside a new three-dimensional imag-

ing machine; then they can step inside themselves to operate. (Are the surgeons stepping

inside themselves or inside the machine?)

CLEAR: . . . then they themselves can step inside the machine to operate.

If necessary, reword the sentence without using a compound personal pronoun.

CONFUSING: Are you tired of cleaning yourself? Let us do it for you.

CLEAR: Are you tired of doing your own cleaning? Let us do it for you.
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d. Do not use a compound personal pronoun unless the noun or pronoun to which it

refers is expressed in the same sentence.

The tickets are for the Wrights and me. (not: myself.]

Henry and /can handle all the mail. (NOT: Henry and myself.)

The report will be prepared by Ray, Nessa, and me. [NOT: myself.)

Interrogative and Relative Pronouns

m^m Who and Whom; Whoever and Whomever

a. These pronouns are both interrogative pronouns (used in asking questions) and

relative pronouns (used to refer to a noun or pronoim in the main clause).

\Mio is going? Onterrogative.)

Mr Sears is the one who is going. (Relative, referring to one.)

To whom shall I deliver the message? Onterrogative.)

Ms. DeAngelis, whom I have never met is in charge of the program. (Relative, referring to Ms.

DeAngelis.)

b. These pronouns may be either singular or pliu-al in meaning.

Who is talking? (Singular.) Whom do you prefer for this job? lingular.)

Who are going? (Plural.) Whom do you prefer for these jobs? (Plural.)

c. Who (or whoever) is the nominative form. Use who whenever he, she, they, I, or we

could be substituted in the who clause. (If in doubt, mentally rearrange the clause

as is done in parentheses after each of the following examples.)

Who is arranging the teleconference? [She is arranging the teleconference.)

Who could it have been? Ot could have been he. See 111054b.)

Who booked our sales conference in a honeymooners' hideaway? {He booked the sales

conference.)

Who shall I say is calling? shall say he is calling.)

Who did they say was chosen? (They did say she was chosen.)

The matter of who should pay was not decided. {He should pay.)

Everybody wants to know who you think should be appointed . (You think she should be

appointed.)

11/77061^6/" wins the primary will win the election. (She wins the primary.)

We will select tv/?06i^er meets our qualifications . {He meets our qualifications.)

I will speak to whoever answers the phone . (He answers the phone.)

Please write at once to whoever you think can supply the information desired . (You think she

can supply the information desired.)

Gloria is the one who can best do the job . (She can best do the job.)

James is the one who we expect will win . (We expect he will win.)

Please vote for the member who you believe has done the most for the firm . (You believe he

has done the most for the firm.)

You are free to vote for whoever appeals to you . (She appeals to you.)

BUT: You are free to vote for whomever you wish . (You wish to vote for him.)

We have referred your claim to our attorney who we are sure will reply soon . (We are sure she

will reply soon.)

We have sent this order blank to all who we have reason to believe are interested in our book.

(We have reason to believe they are interested . . .)

Continued on page 264
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d. Whom (or whomever) is the objective form. Use whom whenever him, her, them, me,

or us could be substituted as the object of the verb or as the object of a preposi-

tion in the whom clause.

Whom did you see today? [You did see her today.)

To whom were you talking? (You were talking to him.)

Whom were you talking about? (You were talking about him.)

Whom did you say you wanted to see? (You did say you wanted to see her.)

It depends on whom they mean . (Jhey mean him.)

The question of whom we should charge is at issue. (We should charge her.)

Whomever you designate will get the promotion. (You designate him.)

I will hire whomever I can find . (I can find her^

I will speak to whomever you suggest . (You suggest her.)

I will give the job to whomever you think you can safely recommend . (You think you can safely

recommend him.)

BUT: I will give the job to whoever you think can be safely recommended . (You think he can be

safely recommended.)

I need a cashier whom I can trust . (I can trust her^

The man to whom I was referring is Ed Meissen. (I was referring to him^

The person whom I was thinking of doesn't have all those qualifications. (I was thinking of her.)

The person whom we invited to address the committee cannot attend. (We invited him to

address the committee.)

Steve Koval is the person whom\Ne all thought the committee would nominate . (We all thought

the committee would nominate him.)

Elaine Gerrity, whom I considered to be their most promising representative , resigned. (I con-

sidered her to be their most promising representative.)

Who, Which, and That

a. Who and that are used when referring to persons. Select who when the individual

person or the individuahty of a group is meant and that when a class or ty^e is

meant.

She is the only one of my managers who can speak Japanese fluently.

He is the kind of student that should take advanced math.

b. Which and that are used when referring to places, objects, and animals. Which is

always used to introduce nonessential clauses, and that is ordinarily used to

introduce essential clauses.

Laura's report on employee benefits, which I sent you last week, should be of some help. {Which

introduces a nonessential clause.)

The report that I sent you last week should be of some help. {That introduces an essential

clause.)

NOTE: Many writers now use either which or that to introduce an essenticQ clause.

Indeed, which is to be preferred to that (1) when there are two or more parallel

essential clauses in the Scime sentence, (2) when that has already been used in

the sentence, or (3) when the essential clause is introduced by an expression

such as this . . . which, that . . . which, these . . . which, or those . . . which.

Vivian is taking courses which m\\ earn her a higher salary rating in her current job and which

will qualify her for a number of higher-level jobs.

That is a movie which you must not miss.

We need to reinforce those ideas which were presented in earlier chapters.
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c. The verb in a relative clause introduced by who, which, or that should agree in num-

ber with the subject of the relative clause. In many cases the subject is clearly

expressed.

The laser printer that you have ordered W\\\ be delivered in two weeks. CThe subject of the rela-

tive clause is you, which requires a plural verb, have ordered.)

However, when the relative pronoun who, which, or that is itself the subject of the

relative clause, the verb in the relative clause must agree with the antecedent of

the relative pronoim.

The laser printer that was ordered on May 4 will be delivered in two weeks. (The relative pro-

noun that is the subject of the relative clause and refers to a singular antecedent printer.

Therefore, the verb in the relative clause-ivas ordered-musi be singular]

BUT: The laser printers that were ordered . .

.

I am determined to succeed, not only for myself but for you, who have always encouraged me.

(The relative pronoun who is the subject of the relative clause and refers to the antecedent you,

which requires a plural verb-in this case have encouraged.)

Sometimes it is difficult to determine the antecedent of the relative pronoim. In

such cases mentally rearrange the wording, as is done in the following excimple.

Hyphenate the elements of a compound adjective that occur?/occurs? before a noun. (To deter-

mine whether the antecedent of that is the plural term elements or the singular term compound

adjective, recast the sentence: "When a compound adjective occurs before a noun, hyphenate

the elements." This makes it clear that in the original sentence compound adjective is the

antecedent of that; thus the verb in the relative clause must be singular: occurs.)

Hyphenate the dements of a compound adjective that occurs before a noun.

d. Which, that, and who may be used to refer to organizations. When you are refer-

ring to the organization as a single entity (in other words, as it), then use which

or that as indicated in ^ 1062b. However, when you are thinking of the organiza-

tion in terms of the individuals who make up the organization (in other words,

when you think of the organization as they), you may use who or that as indicated

in ^ 1062a. (See also 111020.)

Whenever we run short of computer supplies, the Brown & Weiner Company Is the one that

gives us the best service and the best prices.

We really like doing business with the people at the Brown & Weiner Company They are a

customer-oriented group who give us the best service and the best prices. (That may also be

used in this sentence in place of who.)

e. Make sure that a relative clause is placed close to its antecedent to avoid imin-

tended (and sometimes humorous) interpretations. (See cdso ^1086.)

NOT: Wanted: Nanny to take care of two-year-old who does not drink or smoke.

BDT: Wanted: Nanny who does not drink or smoke; to take care of two-year-old.

Whose and Who's

Do not confuse whose (the possessive form of who) with who's (a contraction mean-

ing "who is" or "who has").

Whose house is it? Qt is his.) Who's the owner of that house? [She is.)

IMio's had the most experience in that position? {She has had the most experience in that

position.)

Who's the most experienced person in that position? (She is the most experienced person in

that position.)

Whose experience is best suited to that position? C/Ver experience is.)
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Pronouns With To Be
1 064 a. If a pronoun is the subject of to be, use the objective form.

I want her to be successful. I expected them to be late.

Whom do you consider to be the more expert driver? [You do consider whom to be the more

expert driver?)

b. If to be has a subject and is followed by a pronoun, put that pronoun in the objec-

tive case.

They mistook the visitors to be us. (Visitors, the subject of to be, is in the objective; therefore,

the predicate pronoun following to be is objective-us.]

They took herlo be me.

Wfiom did you take him to be? (You did take him to be whom?)

c. If to be has no subject and is followed by a pronoun, put that pronoun in the

nominative case.

The caller vjas thought to be /. (/ agrees with the subject caller.)

The Macauleys were thought to be we.

Who was he thought to be? (^e was thought to be who?)

MOTE: The examples above are all grammatically correct, but they also soimd

quite awkwcird. Whenever possible, use more idiomatic wording. For example,

the three sentences above could be recast as follows:

They thought I was the one who called.

The Macauleys were mistaken for us.

Who did they think he was?

Troublesome Pronouns
5^ See the individual entries in Section 11 for thefollowing pronouns:

All of Each other-one another (see Someone-some one

[see 1111013 ^1101) Csee Til 010, note)

Anyone-any one Everyone-every one That-which-who

[see HI 01 0, note) (see ^1 01 0, note) (see Hi 062)

Between you and me Its-it's These sort-these kind

(see 111055b) (seeHHOI) (seeHHOI)

Both-each Most Whatever-what ever

(seeHllOI) (seeHllOl) (seeHHOI)

Both alike Nobody-no body Who-whom
(seeHllOl) (seeHllOI) (see Hi 061)

Each-either-both None-no one Whoever-who ever

(seeHllOI) (see HH1 013b, 1101) (see 111061)

Adjectives and Adverbs
>- For definitions of the terms adjective and adverb, see the appropriate entries in the Glossary of

Grammatical Terms (Appendix A).

Only an adverb can modify an adjective.

Packard's will give you a really good buy on printers.

(NOT: Packard's will give you a real good buy on printers.)
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When a word in the predicate refers to the action of the verb, use an adverb (not an

adjective).

We guarantee to ship the portfolios promptly.

They were injured badly in the accident.

TEST: If in a. . . manner can be substituted for the /y-ending word, choose the adverb.

Read Ihe directions carefully On a careful manner).

When a word in the predicate describes the subject of the sentence, use an adjective

(not an adverb). Verbs of the senses (feel, look, sound, taste, smell) and linking verbs

(the various forms of be, seem, appear, become) are followed in most cases by adjec-

tives. A few other verbs (such as grow, prove, get, keep, remain, and turn) are some-

times followed by adjectives.

I feel bad (not badly). He has grown tall

She looked happy The work proved hard.

Your voice sounded strong. I got lucky.

He seemed (or appeared) shy Let's all keep (or remain) calm.

They became famous. The weather has turned cold.

TEST: If is, are, was, were, or some other form of be can be substituted for the verb,

choose the adjective.

He looks happy He is happy

HOTE: In the following group of examples, verbs of the senses and linking verbs are

used as verbs of action (311066). Since the modifier refers to the action of the verb

(and does not describe the subject), the modifier must be an adverb.

She looked suspiciously at the visitor in the reception room.

He felt carefully along the ledge for the key.

Our market share has grown quickly.

He appeared quietly in the doorway.

Several of the most frequently used adverbs have two forms.

close, closely fair, fairly loud, loudly short shortly

deep, deeply hard, hardly quick, quickly slow, slowly

direct directly late, lately right rightly wide, widely

a. In a number of cases the two forms have different meanings.

Ship the goods direct (Meaning "straight" "without detour.")

They were directly responsible. (Meaning "without any intervention.")

They arrived late. The truck stopped short

I haven't seen her latefy. You will hear from us shortiy.

You've been working too hard. Turn right at the first traffic light

I could hardly hear him. I don't righdy remember.

b. In some cases the choice is largely a matter of idiom. Some verbs take the ly form;

others take the short form.

dig deep go slow open wide come close play fair

wound deeply proceed slowly travel widely watch closely treat fairly

c. In still other cases the choice is simply one of formahty. The ly forms are more

formal.

sell cheap or sell cheaply talk loud or talk loudly
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1069 a. Although the ly ending usually signifies an adverb, a few adjectives also end in

ly—for example, costly, orderly, timely, motherly, fatherly, friendly, neighborly, worldly,

earthly, lively, lovely, lonely.

Let's look for a less costly solution.

Her offer to help you was intended as a friendly gesture.

b. A few common /^-ending words are used both as adjectives and as adverbs—for

example, early, only, daily, weekly, monthly, quarterly, yearly.

I always try to leave for work at an early hour. [Adjective.)

The surge in sales began early last month. [Adverb.)

We issue our sales reports on a quarterly basis. [Adjective.)

We issue our sales reports quarterly [Adverb.)

We are all waiting for the first-quarter sa\es report [Compound adjective.)

[NOT: We are all waiting for the first-quarterly sa\es report)

c. The words /a5f, long, and hard are also used both as adjectives and as adverbs.

ADJECTIVES: B fast\.a\VBX a long, hard Wmier

ADVERBS: talks fast thought long and hard

1070 Words such as up, in, out, on, and off—commonly recognized as prepositions—also

fimction as adverbs, especially in verb phrases where these words are needed to

complete the meaning of the verb. (See also ^802.)

Used as Adverbs Used as Prepositions

up: to look up the definition to jog up the hill

down: to take down your name to walk down the street

in: to trade in your old car to see in the dark

out: to phase out operations to look ot/f the window

on: to put on a performance to act on the stage

off: to write offour losses to drive offthe road

NOTE: When used m headings and titles as adverbs, these short words are capitalized;

when used as prepositions, they are not. (See 1[361c-d.)

Problems of Comparison

a. Form the comparative degree of one-syllable adjectives and adverbs by adding er

to the positive form. Form the superlative degree by addmg est. (See KlOTle for

a few exceptions.)

thin: thinner, thinnest soon: sooner, soonest

b. Form the comparative degree of two-syllable adjectives and adverbs either by

adding er to the positive form or by inserting either more or less before the posi-

tive form. Form the superlative degree by adding est in some cases or by insert-

ing most or least before the positive form. In some cases the addition of er or est

will create very awkward forms. Yoiur ear will tell you when to avoid such forms.

happy: happier, more [OR less) happy more hopeful [not: hopefuller)

likely: likeliest most [or least) likely more hostile [not: hostiler)

often: oftener, more [or less) often most complex [not: complexest)

highly: highest most [or least) highly most troubled [not: troubledest)

> See f825b and page 300for a usage note on more.
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NOTE: If the positive form ends in a consonant plus y (for example, happy, likely),

change the y to / before adding er or est. Some /y-ending words drop the ly in the

comparative and superlative (for example, highly, higher, highest; deeply, deeper,

deepest). (See also 11710.)

c. Form the comparative degree of adjectives and adverbs containing three or more

syllables by inserting more or less before the positive form. Form the superlative

degree by inserting most or least before the positive form.

competent: more competent adventurous: less adventurous

acceptable: most acceptable carefully: least carefully

d. Avoid double comparisons.

cheaper (NOT: more cheaper) unkindest (not: most unkindest)

e. A few adjectives and adverbs have irregular comparisons. For example:

Positive Comparative Superiative

good OR well (see page 294) better best

bad OR ill worse worst

far farther, further (see ^719) farthest, furthest

late later, latter (see yi9) latest last

little littler, less, lesser littlest least

many much more most

t Some adjectives and adverbs—for example, square, round, unique, completely, uni-

versally, correct, perfect, always, never, dead—do not logically permit comparison. A
square cannot be any squarer; a circle cannot be the roundest of all circles.

Nevertheless, a number of these words may be modified by more, less, nearly,

hardly, virtually, and similar adverbs to suggest something less than absolute per-

fection in each case.

Next year we hope to do a more complete study

He is looking for a more universally acceptah\e solution.

Handicraft of this caliber is virtually unique these days.

We almost never increase our prices more than once a year.

g. When referring to two persons, places, or things, use the comparative form; when
referring to more than two, use the superlative form.

That is the finer piece of linen. (Only two pieces are involved.)

This is the finest piece of linen I could find. (Many pieces are involved.)

Of the two positions open, you have chosen the more promising.

Of the three positions open, you have chosen the most promising.

That is the more efficient of the two methods.

This is the most efficient method that could be devised.

I like Evelyn's plan better than Joe's or Betty's. (Although three things are involved, they are

being compared two at a time; hence the comparative.)

NOTE: In a few idiomatic expressions (such as Put your bestfootforward and May
the best man win), the superlative form is used, even though only two things are

referred to.

h. When comparing a person or a thing within the group to which it belongs, use the

superlative. When compciring a person or a thing with individual members of the

group, use the comparative and the words other or else.
Continued on page 270
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Susan is the mos? conscientious employee on tlie staff.

Susan is more conscientious than any of/7e/- employee on the staff. (Without the word other, the

sentence would imply that Susan is not on the staff.)

Los Angeles is the largest c\\^ in California.

Los Angeles is /argrerthan any other c\V^ in California. (Without other, the sentence would imply

that Los Angeles is not in California.)

Bert's proposal was the best of all that were presented to the committee.

Bert's proposal was better than anyone else's. (NOT: anyone's.)

i. Be sure to compare like things. (See also 11644, note.)

This year's output is lower than last year's. On other words, "This year's output is lower than last

year's output."]

NOT: This year's output is lower than last year. (Incorrectly compares this year's outputwWh last

year^

^rpM Adverbs such as only, nearly, almost, ever, scarcely, merely, too, and also should be

placed as close as possible to the word modified—usually directly before it. Putting

the adverb in the wrong position may change the entire meaning of the sentence.

(See also ^1087.)

Our list of depositors numbers almost 50,000. (not: almost numbers.)

Only the board can nominate the three new officers. (Cannot be nominated by anyone else.)

The board can only nominate the three officers. (They cannot elect.)

The board can nominate only the three officers. (They cannot nominate anyone else.)

Elvira and Frank Mancuso have been married for not quite two years.

(NOT: Elvira and Frank Mancuso have not quite been married for two years.)

i»51 Do not use an adverb to express a meaning already contained in the verb.

assemble (not: assemble together)

begin (not: first begin)

cancel (not: cancel out)

continue (not: continue on)

convert (not: convert over)

cooperate (not: cooperate together)

finish (NOT: finish up or off)

follow (NOT: follow after)

refer (not: refer back)

repeat (not: repeat again)

return (not: return back)

revert (not: revert back)

Troublesome Adjectives and Adverbs
>- See the individual entries in Section 11 for thefollowing adjectives and adverbs:

A-an

Above

Accidentally

Adverse-averse

Afterward-afterwards

All right

Almost-all most

Already-all ready

Altogether-all together

Always-all ways

Another

Anxious-eager

Anymore-any more

Anytime-any time

Anyway-any way

Awhile-a while

Backward-backwards

Bad-badly

Biannual-biennial-

semiannual

Biweekly-bimonthly

Complementary-

complimentary

Different-differently

Entitled-titled

Equally-as good

Everyday-every day

Ex-former

Farther-further

Fewer-less

First-firstly, etc.

Fiscal-financial

Flammable-inflammable

Former-first

Fulsome

Good-well
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To preserve the negative meaning of a clause, follow these basic principles:

a. If the clause has a negative verb (a verb modified by not or never), do not use an

additional negative expression, such as nor, neither . . . nor, no, none, no one, or

nothing. Instead, use the corresponding positive expression, such as or, either . . .

or, any, anyone, or anything.

I have not invited anyone, (wrong: I iiave not invited no one.)

She does nof want any. [wrong: She does nof want none.)

IVIary did not have anything to do. (wrong: Mary did not have nothing to do.)

I can/70f find either Ihe letter or the envelope, (wrong: I cannot f\r\d neither the letter nor the

envelope.)

He did not say whether he would mail the money to us or whether he would bring it himself.

(WRONG: He did no? say whether he would mail the money to us nor whether he would bring

it himself.)

b. If a clause contains any one of the following expressions

—

no, no one, none,

nothing, or neither . . . nor (this coimts as one expression)—make sure that the

verb and all other words are positive.

I see nothing wrong with either proposal. (NOT: neither proposal.)

Neither Manha Gutowski norWonne Christopher can attend the meeting. (NOT: cannot.)

c. The word nor may be used alone as a conjunction (see the second and third exam-

ples in ^1075) or together with neither Do not use nor in the same clause with

any other negative; use or instead.

There are ne/?^/7er diskettes nor printer cartridges in the stockroom.

BUT: There are no diskettes or printer cartridges in the stockroom.

(NOT: There are no diskettes nor printer cartridges.)

There are no clear-cut rights or wrongs in the situation.

(NOT: There are no clear-cut rights nor wrongs in the situation.)

Francine has no? called or written us for some time.

(NOT: Francine has no? called nor written us for some time.)

Never try to argue or debate with Larry.

(NOT: Never liy to argue nor debate with Larry.)

>- For hardly, only, and scarcely, which have a negative meaning, see the appropriate

entries in ^1101.

Prepositions
Words Requiring Certain Prepositions

['^^^ Usage requires that certain words be followed by certain prepositions. Some of the

most frequently used combinations are given in the following Hst.

account for something or someone: I find it hard to account /"or his behavior.

account to someone: You will have to account to Anne for the loss of the key.

agree on or upon (reach an understanding): We cannot agree on the price.

agree to (accept another person's plan): Will you agree to their terms?

agree with (concur with a person or an idea): I agree with your objectives.

angry at or about something: He was angry about ihe total disorder in the office.

angry with someone: You have every right to be angry with me.
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apply for a position: You ought to apply for Harry's job, now that he has left.

apply to someone or something: You must appiV yourself to the job in order to master it I am
thinking of applying to the Field Engineering Company.

argue about something: We argued about the terms of the contract

argue with a person: It doesn't pay to argue with Bremer.

compare to (assert a likeness): She compared my writing to E. B. White's. (She said I wrote like

E. B. White.)

compare with (analyze for similarities and differences): When she compared my writing with

E. B. White's, she said that I had a similar kind of humor but that my sentences lacked the clean

and easy flow of White's material.

conform to (preferred to with): These copies do not conform to the originals.

consists in (exists in): Happiness largely consists in wanting what you have, not having what

you want

consists of Os made up of): Their new formula for a wage settlement consists of the same old

terms expressed in different language.

convenient for (suitable): What time will be most convenient for you?

convenient to (near at hand): Our plant is convenient to all transportation facilities in the area.

correspond to (agree with): The shipment does not correspond to the sample.

correspond with (exchange letters with): It may be better to see him in person than to corre-

spond with him.

differ about (something): We differed about means but not about objectives.

differ from (something else): This job differs very little from the one that I had.

differ with (someone): I differ with you over the consequences of our plan.

different from: This product is different from the one I nomially use.

different than: I view the matter in a different way than you do. (Although from is normally pre-

ferred, than is acceptable in order to avoid sentences like "I view the matter in a different way

from the way in which you do.'O

identical with or to: This $180 suit is identical with (or to] one advertised for $235 at other

stores.

independent of (not from): He wants to be independent of his family's money.

interested in: We are interested in discussing the matter further with you at the conference in

July.

retroactive to (not from): This salary adjustment is retroactive to May 1.

speak to (tell something to): You must speak to them about their absences.

speak with (discuss with): It was good to speak with you yesterday.

Superfluous Prepositions

I

Omit prepositions that add nothing to the meaning—as in the following examples.

(See also page 283 for a usage note on all of.)

Where is she [at]? Where did that paper go [to]?

She could not help [from] laughing. His office is opposite [to] hers.

Your chair is too near [to] your temiinal. The carton apparently fell off [of] the truck.

Why don't we meet at about one o'clock? (Omit either at or about)

The new applicant seems to be [of| about sixteen years of age.

The strike is now over [with].

We need to focus [in] on ways to boost sales.

I'm not [for] sure that I can go with you to Rome.
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Necessary Prepositions

nSO Conversely, do not omit essential prepositions.

I need to buy a couple of books. (NOT: I need to buy a couple books.]

Ofwhat use is this gadget? (NOT: What use is this gadget?

We don't stock that type o/^ filter. (NOT: We don't stock that type filter.)

Jo will graduate from Yale next spring. (NOT: Jo will graduate Yale next spring.)

What time will your plane arrive at Kennedy?

(NOT: What time will your plane arrive Kennedy?)

You have a great interest in, as well as a deep respect for, fine antiques.

(NOT: You have a great interest as well as a deep respect for, fine antiques.)

She frequently appears in movies, In plays, and on television.

(NOT: She frequently appears in movies, plays, and on television.)

NOTE: The preposition of is understood in expressions such as what color cloth and

what size shoes.

Prepositions at tlie End of Sentences

i^t^^ a. Ending a sentence with a preposition is not incorrect. Whether you do so or not

should depend on the emphasis and effect you want to achieve.

INFORMAL: I wish I knew which magazine her article appeared in.

FORMAL: I wish I knew in whicfi magazine her article appeared.

b. 'Lying to avoid ending a sentence with a preposition may lead to very awkward

results.

STILTED: It is difficult to know about what you are thinking.

NATURAL: It is difficult to know what you are thinking about

c. Short questions and statements frequently end with prepositions.

How many can I count on? What is this good for?

What is this made of? We need tools to work with.

Where did he come from? That's something we must look into.

He has nothing to worry about That's the car I want to look at

d. Some sentences end with what seem like prepositions but are really adverbs.

I'm sure another job will soon turn up.

After Scott considers his alternatives, I'm sure he'll come around.

NOTE: Many people are familiar with Sir Wmston Churchill's complaint to an editor

who tried to discoiu^age him from ending his sentences with prepositions:

This is the sort of English up with which I will not put

At the other extreme is a sentence that probably takes the prize for piling the great-

est nimiber of prepositions at the end. It is the complaint of a small child who does

not want to listen to a particular bedtime story:

What did you bring that book I don't want to be read to out of in for?

Both these examples reinforce the main point:

Use good sense in deciding whether or not to end a sentence with a preposition.

BETTER THAN: Use good scnse in deciding whether or not to use a preposition to end a sen-

tence with.
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Troublesome Prepositions

5* See the individual entries that are listed alphabetically in Section 11 for the following

prepositions:

At about
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b. Correlative conjunctions {both . . . and, either . . . or, neither . . . nor, not only . . .

but also, whether . . . or, etc.) should be followed by elements in parallel form.

WRONG: We are flying both to Chicago and San Francisco .

RIGHT: We are flying to both Chicago and San Francisco.

RIGHT: We are flying both to Chicago and to San Francisco.

WRONG: He would neither apologize nor would he promise to reform .

RIGHT: He would neither apologize nor promise to reform.

RIGHT: He would not apologize, nor would he promise to reform.

WRONG: Dwayne is not only gifted as a violinist but also as a music critic .

RIGHT: Dwayne is gifted not only as a violinist but also as a music critic.

NOTE: When using the correlative conjimction not only . . . but also, you do not have

to place also immediately after but; in fact, also may be omitted altogether.

Dwayne is not only a sensitive musician but a music critic who is sensitive to the gifts of other

musicians.

Dangling Constructions

|When a sentence begins with a participial phrase, an infinitive phrase, a gerund

phrase, or an eUiptical clause (one in which essential words are missing), make siue

that the phrase or clause logically agrees with the subject of the sentence; other-

wise, the construction will "dangle." To correct a dangling construction, make the

subject of the sentence the doer of the action expressed by the opening phrase or

clause. If that is not feasible, use an entirely different construction.

a. Participial Phrases

WRONG: Stashed away in the attic for the past hundred years, the owner of the painting has

decided to auction it off. (Who was stashed in the attic: the owner or the painting?)

RIGHT: The owner of the painting that has been stashed away in the attic for the past hundred

years has decided to auction it off.

WRONG: After coming out of a coma, the police officer asked the driver what caused the acci-

dent (As worded, this version suggests that the police officer had been in a coma.)

RIGHT: After the driver came out of a coma, the police officer asked her what caused the

accident

WRONG: Having studied your cost estimates, a few questions occur to me about your original

assumptions. (As worded, this version implies that the questions have studied the cost esti-

mates.)

RIGHT: Having studied your cost estimates, I would like to ask you a few questions about your

original assumptions. On the correct version, the person who studied the cost estimates is now

the subject of the sentence and is the one asking the questions.)

WRONG: Putting the issue of costs aside, production delays need to be discussed.

RIGHT: Putting the issue of costs aside, we need to discuss production delays.

NOTE: A few words ending in ing (such as concerning, considering, pending, and

regarding) have now become estabhshed as prepositions. Therefore, when they

introduce phrases at the start of a sentence, it is not essential that they refer to

the subject of the sentence.

Considering how long the lawsuit has dragged on, it might have been wiser not to sue.
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b. Infinitive Phrases

WRONG: To appreciate the full significance of Fox's latest letter, all the previous correspondence

should be read.

RIGHT: To appreciate the full significance of Fox's latest letter, you should read all the previous

correspondence.

WRONG: To obtain this free booklet the enclosed coupon should be mailed at once.

SIGHT: To obtain this free booklet mail the enclosed coupon at once.

c. Prepositional-Gerund Phrases

WRONG: By installing a computerized temperature control system, a substantial saving in fuel

costs was achieved.

RIGHT: By installing a computerized temperature control system, we achieved a substantial

saving in fuel costs.

WRONG: In analyzing these specifications, several errors have been found.

SIGHT: In analyzing these specifications, I have found several errors.

d. Elliptical Clauses

WRONG: If ordered before May 1 , a 5 percent discount will be allowed on these goods.

RIGHT: If these goods are ordered before May 1, a 5 percent discount . .

.

WRONG: When four years old, my family moved to Omaha.

RIGHT: When I was four years old, my family moved to Omaha.

e. Absolute Phrases

Absolute phrases (typically involving participles) are not considered to "dangle,"

even though they come at the beginning of a sentence and do not refer to the

subject.

Strictly speaking, what you did was not illegal-but it wasn't right

All things considered, Phyllis's plan may be the best way to proceed.

Weather permitting, the graduation ceremonies will be held in the quadrangle.

Speaking of weird performances, what did you think of George's presentation?

Judging by the response to our last ad campaign, our chances of meeting our sales goal this year

are nil.

Avoid using absolute phrases when they produce awkward sentences.

AWKWARD: The Speeches having been concluded, we proceeded to vote.

BETTER: After the speeches were concluded, we proceeded to vote.

1083 When verbal phrases and elHptical clauses fall elsewhere in the sentence, look out

for illogiccQ or confusing relationships. Adjust the wording as necessary

WRONG: I saw two truck drivers get into a fistfight while jogging down the street

RIGHT: While jogging down the street I saw two truck drivers get into a fistfight

UlliUA prepositional phrase will dangle at the beginning of a sentence if it leads the read-

er to expect a certain word as the subject and then another word is used instead.

WRONG: As head of the program committee, we think you should make immediate arrange-

ments for another speaker. (The head of the committee is you, not we.)

RIGHT: We think that as head of the program committee you should make immediate arrange-

ments for another speaker.
Continued on page 278
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WRONG: As a young boy, the woman I was destined to marry did not appeal to me in any way.

(Jhat woman never was a "young boy."]

SIGHT: When I was a young boy, the woman I was destined to marry did not appeal to me in

any way.

WRONG: You voted for change. As your next governor, you will get change. (The voters are not

going to be the next governor.)

RIGHT: You voted for change. As your next governor, I will see to it that you get change!

1 085 A verbal phrase will dangle at the end of a sentence if it refers to the meaning of the

main clause as a whole rather than to the doer of the action.

WRONG: Our sales have been steadily declining for the past six months, thus creating a sharp

drop in profits. [As worded, the sentence makes it appear that our sales, by themselves, have

created the drop in profits. Actually, it is the fact ihal our sales have been declining which has

created the drop in profits.)

RIGHT: The steady decline in our sales for the past six months has created a sharp drop in prof-

its.

RIGHT: Our sales have been steadily declining for the past six months. As a result we have

experienced a sharp drop in profits.

Misplaced Modifiers

B3u3 Watch out for misplaced modifiers (either words or phrases) that provide the basis

for imintended (and sometimes humorous) interpretations.

WRONG: I suspect that my assistant accidentally dropped the report I had been drafting in the

wastebasket. (What an uncomfortable location in which to draft a report!)

RIGHT: The report I had been drafting has disappeared. I suspect that my assistant acciden-

tally dropped it in the wastebasket.

WRONG: Here are some helpful suggestions for protecting your valuable possessions from our

hotel security staff. (Can no one be trusted?)

RIGHT: Here are some helpful suggestions from our hotel security staff for protecting your

valuable possessions.

WRONG: One of our assistant vice presidents has been referred to a personal finance counselor

with serious credit problems. (Would you consult such a counselor?)

RIGHT: One of our assistant vice presidents has serious credit problems and has been referred

to a personal finance counselor

WRONG: Lincoln wrote the Gettysburg Address while traveling to Gettysburg on the back of an

envelope.

RIGHT: Lincoln wrote the Gettysburg Address on the back of an envelope while traveling to

Gettysburg.

1087 Squinting Modifiers

Watch out for squinting modifiers—modifiers placed in such a way that they can be

interpreted as modifying either what precedes or what follows.

SQUINTING: Traveling abroad frequently can become exhausting. (Does frequently modify

Traveling abroad or can become exhausting?)

CLEAR: Frequently tra^jeWng abroad (or Making frequent trips abroad) can become exhausting.

CLEAR: Traveling abroad can frequently become exhausting.

^ See also m062e, 1072.
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A-An

A-Of

A Lot-Alot-Allot

Above

Accidentally

A.D.-B.C.

Additionally

Adverse-Averse

Affect-Effect

Afterward-Afterwards

Age-Aged-At the Age of

Ain't

All of

AU Right

Almost-All Most

Already-All Ready

Altogether-All Together

Always-All Ways

Amount-Number

And

And Etc.

And/Or

Another

Anxious-Eager

Anjnnore-Any More

Anyone-Any One

Anytime-Any Time

Anyway-Any Way
Appraise-Apprise

Appreciate

As

As . . . as-Not so ... as

As Far as

As Well as

At About

Awhile-A While

Backward—Backwards

Bad-Badly

Balance

Being That

Beside-Besides

Between-Among

Between You and Me
Biannual-Biennial-Semiannual

Biweekly-Bimonthly

Both-Each

Both Ahke-Equal-Together

Bring-Take

But . . . However

But What

Cannot Help but

Come-Go

Come and

Compare to-Compare With

Complement-Compliment

Complementary-Complimentary

Comprise-Compose

Could Not Care Less

Data

Different-Differently

Different From-Different Than

Dilemma

Disc-Disk

Done

Don't (Do Not)

Doubt That-Doubt Whether

Due to-Because of-On Accoimt of

Each-Either-Both

Each Other-One Another

Emeritus-Emerita

Ensure-Insure-Assiu*e

Enthused Over

Entitled-Titled

Equally-As
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Etc.

Ethnic References

Everyday-Eveiy Day

Everyone-Every One

Ex-Former

Except

Farther-Further

Fewer-Less

First-Firstly, etc.

Fiscal-Financial

Flammable-Inflammable

Former-First

From-Off

Fulsome

Gender-Sex

Good-Well

Graduated-Was Graduated

Grow

Had Better

Hardly

Healthy-Healthful

Help

Historic-Historical

Home-Hone

Hopefully

However

If-Whether

Imply-Infer

In-Into-In to

In Regards to

Incidentally

Incredible-Incredulous

Indifferent-In Different

Indirect-In Direct

Individual-Party-Person-People

Irregardless

Is Where-Is When

Its-It's

Kind

Kind of-Sort of

Kind of a

Last-Latest

Latter-Last

Lay-Lie

Leam-Teach

Leave-Let

Like-As, As if

Literally

Look Forward to

Majority-Plurality

May-Can (Might-Could)

Maybe-May Be

Media

More

More Important-More Importantly

More Than-Over

Most

Nobody-No Body

None-No One

Of-Have

Off

On-Onto-On to

On-Upon-Up on

Only

Opposite

Per-A

Percent-Percentage

Period Ended-Period Ending

Plus

Principle-Principal

Rack-Wrack

Raise-Rise

Real-Really

Reason Is Because

Reluctant-Reticent

Retroactive to

Said

Same

Scarcely

Serve-Service

Set-Sit

Shall-Will

Should-Would

So-So That

Someday-Some Day

Someone-Some One



Section 11 Usage 281

Unoi
Sometime-Sometiines-Some Time

Supposed to

Sure-Surely

Sure and

Tack-Tact

Than-Then

That

That-Which-Who

These Sort-These Kind

Toward-Towards

TVyand

Type-Key

Unique

Up

Used to

Verbal

Very

Vicious Circle

Ways

Whatever-What Ever

Where-That

Who-Which-That

Who-Whom
Whoever-Who Ever

Wise

Would Have

>- For a list ofwords that arefrequently misused because they sound alike or look alike, see ^719.

For definitions ofgrammatical terms, see the appropriate entries in the Glossary of Grammatical

Thrms (Appendix A).

The following entries will help you avoid a number of common mistakes in usage.

A-an. In choosing a or an, consider the sound (not the spelling) of the word that fol-

lows. Use the article a before all consonant sounds, including sounded ^ (cis in hat),

long u (as in use], and o with the sound of w (as in one).

a day a unit a one-week delay

a week a union a 60-day note

a year a uniform a CPA

a home a youthful spirit a BA degree

a house a euphoric feeling a PSAT score

a hotel a European trip a UN resolution

Use an before all vowel soimds except long u and before words starting with silent h.

an asset

an essay

an eyesore

an input

an outcome

an umbrella

an upsurge

an heir

an hour

an honor

an honest man

an 8-hour day

an 80-year-old man

an 1 1 a.m. meeting

an AT&T product

an EPA ruling

an FTC ruling

an IRS audit

an OPEC price cut

an ROI objective

an X-ray reading

In speech, both a historic occasion and an historic occasion are correct, depending on

whether the h is sounded or left silent. In writing, a historic occasion is the form more

commonly used.
Continued on page 282
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NOTE: When you are dealing with an abbreviation, the choice of a or an will depend

on whether you pronounce the expression letter by letter or as a word. Abbreviations

pronounced letter by letter are called initialisms; abbreviations pronounced as words

are called acronyms. (See also ^501b.)

Pronounced Letter by Letter Pronounced as a Word

an FBI agent a PICA tax increase

an HMO physician a HUD project

an L.A.-based firm a LIFO method of inventory valuation

an M.BA degree a MADD fund-raising drive

an NBC news report a NATO strategy

an R.S.V.P. a RICO investigation

an SRO performance a SWAT team

A-of. Do not use a in place of of.

What sort ofturnout did you have at your seminar?

(NOT: What sort a turnout did you have at your seminar?)

The weather has been kind of cool for this time of year.

(NOT: The weather has been kinda cool for this time of year.)

A lot-alot-allot. The phrase a lot (meaning "to a considerable quantity or extent")

always consists of two words. Do not spell this phrase as one word (alot).

Thanks a lot (not alot) for all your help on this year's budget.

Do not confuse this phrase with the verb allot (meaning "to distribute or assign a

share of something").

You will have to allot a portion of next year's budget to cover unforeseen expenses, even though

you are not likely to have a /of of money left over after you cover your basic operations.

>- See Kind of-sort of and Kind of a.

A-per. SeePer-a.

Above. Avoid the use of above before a noun.

in the paragraph above or in the preceding paragraph

(bather THAN: in the above paragraph)

Accidentally. Note that this word ends in ally. (The form acddently is incorrect.)

A.D.-B.C. A.D. (abbreviation of anno Domini, Latin for "in the year of our Lord") and

B.C. ("before Christ") are usually written in ail-capital letters, with a period follow-

ing each letter and with no internal space. Do not use a comma to separate B.C. or

AD. from the year.

150 B.C. 465 A.D. (ordinary usage)

in the first century B.C. A.D. 465 (formal usage)

You may also type AD. and .B.C. in small caps (a.d., b.c.) if you have that option.

NOTE: In works of history and theology, the term A.D. is often replaced by the abbre-

viation C.E. (meaning "in the Common Era"); B.C. is replaced \iy B.C.E. (meaning

"before the Common Era")

.

Additionally. Avoid the use of additionally as a transitional expression. Use in addi-

tion, moreover, furthermore, or besides instead. (See ^138a.)

AWKWARD: Additionally, the new packaging will reduce costs by 20 percent

BETTER: Moreover, the new packaging will reduce costs by 20 percent
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Adverse-averse. Adverse means "unfavorable, harmful, hostile." Averse means

"opposed (to), having a feeling of distaste (for)."

This research report will have an adverse (unfavorable) effect on our sales.

The medication you are taking could have adverse (harmful) side effects.

I am not averse (opposed) to working on weekends for the next month.

I am averse (opposed) to exercise in any form.

BUT: I have adverse (hostile) feelings about exercise in any form.

Affect-effect. Affect is normally used as a verb meaning "to influence, change,

assume." Effect can be either a verb meaning "to bring about" or a noim meaning

"result, impression."

The court's decision in this case will not affect (change) the established legal precedent

She affects (assumes) an unsophisticated manner.

It is essential that we effect (bring about) an immediate improvement in sales.

It will be months before we can assess the full effect (result) of the new law.

HOTE: In psychology, affect is used as a notm meaning "feehng, emotion," cind the

related adjective affective means "emotional." Because of the limited context in

which these terms are likely to be used with these meanings, it should be easy to

distinguish them from effect as a notm and the related adjective effective.

We need to analyze the effects (results) of this new marketing strategy.

We need to analyze the affects (emotions) produced by this conflict

Which technique is effective (capable of producing the desired results)?

Let's deal with the affective (emotional) factors first

Afterward-afterwards. Both forms are correct, but afterward is more common in

U.S. usage.

Age-aged-at the age of

I interviewed a man aged 52 for the job. (NOT: a man age 52.)

I don't plan to retire at Vie age of 65. (not.- at age 65.)

NOTE: EUiptical references to age—for example, at age 65—should not be used

except in technical writing such as hiunan resoiu-ces manuals.

See the chart on page 64 for the schedule of retirement benefits for employees who retire at

age 65.

Aint. Ain't has long been considered nonstandard usage, but it is acceptable in cer-

tain idiomatic expressions.

Making that many mistakes in one document ain't easy.

Two thousand dollars for a thirty-minute speech? That ain't hay!

You a/>j'f seen nothin' yet

If it ain't broke, don't fix it iff it isn't brol(en is grammatically correct but it lacks the punch of

the original.)

All of. Of is not needed after all imless the following word is a pronoun serving as

the object of the preposition of

All my plans have gone up in smoke.

All the staff members belong to the softball team.

(ALSO: All of the staff members belong to the softball team.)

BUT: All of us belong to the softball team.
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All rig^t. Like all wrong, the expression all right should be spelled as two words.

(While some dictionaries hst alright without comment, this spelling is not generally

accepted as correct.)

Almost-all most. See also Most

The plane was almost (nearly) three hours late.

We are a// mosr pleased (all very much pleased) with the new schedule.

Akeady-all ready

The order had already (previously) been shipped.

The order is all ready (all prepared] to be shipped.

Altogether-all together

He is altogether (entirely) too lazy to be a success.

The papers are all together (all in a group) in the binder I sent you.

Always-all wajrs

She has always (at all times) done good work.

We have tried in all ways (by all methods) to keep our employees satisfied.

Among-between. See Between-among.

Amotmt-nmnber. Use amount for things in bulk, as in "a large amoimt of lumber."

Use number for individual items, as in "a large number of inquiries."

Monday's ad generated a large number oi phone calls, (not: a large amount.)

Monday's ad generated a large amount of interest

And. Retain and before the last item in a series, even when that last item consists

of two words joined by and.

We need to increase our expense budgets for advertising, staff training, and research and

development.

(NOT: We need to increase our expense budgets for advertising, staff training, research and

development.)

Beginning a sentence with and or some other coordinating conjimction (but, or, or

nor) can be an effective means

—

if not overused—of giving special attention to the

thought that follows the conjunction. No comma should foUow the conjimction at the

start of a new sentence imless a parenthetical element occurs at that point.

Last Friday George promised to submit the market analysis this Monday. And then he took off

on a two-week vacation.

Tell him to return to the office at once. Or else.

BUT: George just called from Lake Tahoe to say that the report was undergoing some last-

minute changes and would be on my desk by 11 a.m. And, to my delight, it was!

NOTE: Each of the sentences above illustrates how this device can be effectively used.

However, these sentences also illustrate, when taken as a whole, how quickly the

overuse of this device dissipates its effectiveness.

And etc. Never use and before etc. (See Etc.)

And/or. Avoid this legalistic term in ordinary writing.

Another. Although another is often used colloquially as a synonym for additional,

avoid this usage in formal writing.

FORMAL: I have four copies left, but I will need an additional ten copies.

INFORMAL: ... but I will need another ten copies.
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Anxious-eager. Both anxious and eager mean "desirous," but anxious also implies

fear or concern.

I'm anxious to hear whether we won the bid or not

I'm eager (not anxious) to hear about your new house.

Anymore-any more

We used to vacation in Bermuda, but we don't go there anymore (any longer).

Please call me if you have any more (any additional) suggestions.

Anyone-any one. See ^1010, note.

Anytime-any time

Come see us anytime you are in town. (One word meaning "whenever")

Did you have dealings with Crosby at any time in the past? (Two words after a preposition such

as at)

Can you spend any time (any amount of time) with Jill and me when you next come to Tulsa?

Anyway-any way

Anyway On any case), we can't spare him now.

If we can help in any way (by any method), please phone.

Appraise-apprise

We would like to appraise (set a value on) Mrs. Ellsworth's estate.

I will apprise Qnform) you of any new developments.

I will keep you apprised oi the reactions of the board members to your proposal.

(NOT: I will keep you appraised oi the reactions of the board members to your proposal.)

Appreciate. When used with the meaning "to be thankful for," the verb appreciate

requires an object.

NOT: We would appreciate if you could give us your decision by May 1.

BUT: We would appreciate it if you could give us your decision by May 1. (Pronoun as object)

OR: We would appreciate your (not you) giving us your decision by May 1. (Noun clause as

object. See ^647b on the use of your before giving.)

We will always appreciate the fielp you gave us. (Noun as object.)

I will appreciate wiiateveryou can do for us (Noun clause as object.)

As. Do not use as for that or whether

I do not know wtiether (not as) I can go.

Use because, since, orfor rather than as in clauses of reason.

I cannot attend the meeting in Omaha, because (not as) I will be out on the West Coast that

day.

As-as if-like. See Like-as, as if.

As . . . as-not so . . . as. The term as ... as is now commonly used in both posi-

tive and negative comparisons. Some writers, however, prefer to use not so ... as for

negative comparisons.

Bob is every bit as bright as his older sister. (Positive comparison.)

It is not as important as you think. OR: . . . not so important as you think. (Negative comparison.)

NOTE: Do not repkce the second as with than.

In our family twice as much money is spent on entertainment as on food.

(NOT: In our family twice as much money is spent on entertainment than on food.)
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As far as. Asfar as may be used as a preposition or as a subordinating conjunction.

I can drive you as far as Spokane. (Used as a preposition.]

I would recommend this template as far as format is concerned. (Used as a subordinating

conjunction.)

BUT NOT: I would recommend this template as far as format. (Either create a clause following

as far as, as in the example above, or change as farasXo on the basis of or a similar expression:

/ would recommend this template on the basis of format.)

As well as. When using as well as, be on guard against the possibility of mislead-

ing your reader.

CONFUSING: Ms. Paglia plans to meet with Mr. Pierce and Mrs. Hamer as well as Ms. Fieno. Qs

Ms. Paglia planning to meet with three people, or are Ms. Paglia and Ms. Fieno both planning

to meet with two people?)

CLEAR: Ms. Paglia plans to meet with Mr. Pierce and Mrs. Hamer as well as with Ms. Fieno.

(Repeating the preposition with makes it clear that Ms. Paglia will meet with three people.)

CLEAR: Ms. Paglia as well as Ms. Fieno plans to meet with Mr. Pierce and Mrs. Hamer.

(Rearranging the word order makes it clear that both Ms. Paglia and Ms. Fieno will meet with

two people. Note that an as well as phrase following the subject, Ms. Paglia, does not affect the

number of the verb. See ^1007.)

Assure. See Ensure-insure-assure.

At about. Use either at or about but not both words together. For example, "Plan to

arrive at ten" or "Plan to arrive about ten." (but not: Plan to arrive at about ten.)

Averse-adverse. See Adverse-averse.

Awhile-a while. The one-word form is an adverb; the two-word form is a noun.

You may have to wait awhile. (Adverb.)

You may have to wait for a while. (Noun; object of the preposition for^

I ran Into him a while back.

Backward-backwards. Both forms are correct, but backward is more common in

U.S. usage; for example, "to lean over backward."

Bad-badly. Use the adjective bad (not the adverb badly) after the verb/ee/ or look.

(See ^1067.)

I feel bad (not badly) about the mistake.

BUT: He was hurt badly.

NOTE: The only way you can "feel badly" is to have your fingertips removed first.

Balance. Do not use balance to mean "rest" or "remainder" except in a financial or

accoimting sense.

I plan to use the rest of my vacation time next February.

(NOT: I plan to use the balance of my vacation time next February.)

BUT: The balance of the loan falls due at the end of this quarter.

B.C.-A.D. SeeAi).-5.C.

Because. See Reason is because.

Because of. See Due to-because of-on account of.

Being that. Do not use being that for since or because.

Because I arrived late, I could not get a seat.

(NOT: Being that I arrived late, I could not get a seat.)
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Beside-besides

I sat beside [next to) Mr. Parrish's father at the meeting.

Besides Qn addition), we need your support of the measure.

Between-among. Ordinarily, use between when referring to two persons or things

and among when referring to more than two persons or things.

The territory is divided evenly between the two sales representatives.

The profits are to be evenly divided among the three partners.

Use between with more than two persons or things when they are being considered

in pairs as well as in a group.

There are distinct differences between New York, Chicago, and Dallas.

In packing china, be sure to place bubble sheets between the plates.

The memo says something different when you read between the lines.

Between you, me, and the gatepost we don't stand a chance of making budget

Between you and me (not I). See ^ 1055b.

Riannnal-hipnnial-.ttftmiannnal. Biannual and semiannual both mean "occurring

twice a year." Biennial means "occiuring every two years." Because of the possible

confusion between biannual and biennial, use semiannual when you want to describe

something that occiu-s twice a year.

PSEFERSED: our Semiannual sales conference

CLEARER THAN: our biannual sales conference

Ifyou think that your reader could misconstrue biennial, avoid the term and use every

two years instead.

Within our global organization each national company holds its own sales conference on a

semiannual basis (or semiannually): an international sales conference is scheduled on a bien-

nial basis (OR biennially or every two years').

Biweekly-bimonthly. These two words do not mean the same thing. Moreover,

bimonthly has two quite different meanings, which could confuse yoiu" readers.

If you are paid biweekly (every two weeks), you get 26 checks a year.

If you are paid bimonthly (twice a month), you get only 24 checks a year.

OR: If you are paid bimonthly (every two months), you get only 6 checks a year.

NOTE: To keep yoiu* meaning clear, avoid bimonthly and say "twice a month" or "every

two months." You may also use semimonthly to mean "twice a month."

Both-each. Both means "the two considered together." Each refers to the individ-

ual members of a group considered separately.

Both designs are acceptable.

The designs are each acceptable.

Each sister complained about the other.

(NOT: Both sisters complained about the other.)

NOTE: Use each in cases where both leads to confusion or ambiguity

CONFUSING: There are two statues on both sides of the entrance hall. Os there a total of two

statues or four?)

CLEAR: There are two statues on each side of the entrance hall.

OR: There is a statue on each side of the entrance hall.

>- See Each-€ither-both.
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Both alike-equal-together. Both is unnecessary when used with alike, equal, or

together.

These laser printers are alike. (NOT: both alike.)

These tape systems are equal \n cost, (not: both equal.)

We will travel together to Japan, (not: both travel together.)

Bring-take. Bring indicates motion toward the speaker. Take indicates motion away
from the speaker.

Please bring the research data with you when you next come to the office.

Please tal<e the enclosed letter to Farley when you go to see him.

You may take my copy with you if you will bring it back by Friday.

5^ See note under Come-go.

But . . . however. Use one or the other.

We had hoped to see the show, but we couldn't get tickets.

OR: We had hoped to see the show; however, we couldn't get tickets.

(but NOT: . . . butvje couldn't get tickets, however.)

But what. Use that.

I do not doubt that (not but what) he will be elected.

Can-could. See May-can (might-could).

Cannot help but. This expression is a confusion of two others, namely, can but cind

cannot help.

I can but try. (better: I can only try.)

I cannot help feeling sorry for her. (NOT: I cannot help but feel sorry for her.)

Class. See Kind.

Come-go. The choice between verbs depends on the location of the speaker. Come

indicates motion toward; go, motion away from. (See also Bring-take.)

When Bellotti comes back, I will go to the airport to meet him.

A manager speaking over the phone to an outsider: Will it be convenient for you to come to our

office tomorrow?

NOTE: When discussing yoiu* travel plans with a person at your destination, adopt

that person's point of view and use come.

An outsider speaking over the phone to a manager: Will it be convenient for me to come to your

office tomorrow?

Midwesterner to Califomian: I am coming to California during the week of the nth. I will bring

the plans with me if they are ready.

However, if you are discussing yom* travel plans with someone who is not at your

destination, observe the regular distinction between come and go.

An outsider speaking to an outsider: I hope it will be convenient for me to go to their office

tomorrow.

Midwesterner to Midwesterner: I am going to California during the week of the 1 1th. I will take

the plans with me if they are ready.

Come and. In formal writing, use come to instead of the colloquial come and.

FORMAL: Come to see me.

INFORMAL: Come and see me.

Compare to-compare with. See ^1077.
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Complement-compliment. Complement as a noun means "something that com-

pletes" or "one of two mutually completing parts"; as a verb it means "to complete,

to be complementary to." Compliment as a noun means "an admiring or flattering

remark"; as a verb it means "to praise, to pay a compliment to."

A simple dessert of berries and sherbet makes a fine complement to an elaborate meal with

several rich courses.

The CEO was full of compliments for your sales presentation yesterday.

Complementary-complimentary. Complementary means "serving to complete" or

"mutually supplying what each other lacks." Complimentary meeins "flattering" or

"given free."

Our top two executives work so well as a team because they bring complementary skills and

expertise to their jobs.

The CEO had many complimentary things to say about your sales presentation.

May I get a complimentary copy of your new book?

Comprise-compose. Comprise means "to include, contain, consist oP; compose

means "to make up." The parts compose (make up) the whole; the whole comprises

(includes) the parts; the whole is composed of (not is comprised of) the parts.

The parent corporation comprises (consists of) three major divisions.

Three major divisions compose (make up) the parent corporation.

Do not use comprise in the passive.

The parent corporation Is composed of Qs made up of) three major divisions.

(NOT: The parent corporation is comprised 0/ three major divisions.)

Could not care less. To say that you "could not care less" means that you do not

care at all. To say that you "could care less" impHes that yoiu* abihty to care has not

yet reached rock bottom. If the first meaning is the one you wish to commimicate,

do not omit not.

Couldn't-hardly. See Hardly.

Date. See^lOlSb.

Different-differently. When the meaning is "in a different manner," use the adverb

differently.

I wish we had done it differently.

It came out differently Ihan we expected. (See ^1077.)

After linking verbs and verbs of the senses, the adjective different is correct. (See

111067.)

That music sounds completely different

He seems (appears) different since his promotion.

Don't believe anything different (Meaning "anything that is different")

Different from-different than. See K1077.

Dilemma. A dilemma is a situation in which one must make a choice between two

or more impleasant alternatives. Do not use dilemma as a synonym for problem or

predicament.

Many communities now face a common dilemma: raise taxes or cut services.

Many communities now face a common problem: how to provide adequate shelter for the

homeless.
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Disc-disk. Disc is the customary spelling in terms such as compact disc, laser disc,

optical disc,* videodisc, and disc jockey. Disk is the customary spelling in terms such

as disk drive, disk space, disk directory, disk operating system, floppy disk, hard disk,

and diskette.

Done. Do not say "I done it." Say "I did it." (See also ^1032b.)

Don't (do not). Do not use don 't with he, she, or it; use doesn t

He c(oesA?Y talk easily.

She needs help, doesn't she?

It doesn't seem right to penalize them.

BUT: I c/onY think so.

They don't want any help.

We don't understand.

Doubt that-doubt whether. Use doubt that in negative statements and in questions.

Use doubt whether in all other cases. (See also If-whether.)

We do not doubt that she is capable. [Negative statement.)

Does anyone doubt that\he check was mailed? (Question.)

I doubt whether I can go.

Due to-because of-on account of. Due to introduces an adjective phrase and

should modify noims. It is normally used only after some form of the verb to be {is,

are, was, were, etc.).

Her success is due to talent and hard work. (Due to modifies success.]

Because ofand on account 0/ introduce adverbial phrases and should modify verbs.

He resigned because of\\\ health. (Because of modiiies resigned.]

(NOT: He resigned due to ill health.)

Each-either-both. Use each in cases where either or both leads to confusion or

cimbiguity. {See also Both-each.)

CONFUSING: The landscaper has planted two gingko trees on either side of the driveway. (A

total of two trees or four trees?)

CONFUSING: The landscaper has planted two gingko trees on both sides of the driveway.

(Again, a total of two trees or four trees?)

CLEAR: The landscaper has planted two gingko trees (or one gingko tree) on each side of the

driveway.

Each other-one another. Use each other to refer to two persons or things and one

another for more than two.

Al and Ed respected each other's abilities. The four winners congratulated one another

Eager-anxious. See Anxious-eager

Effect-affect. See Affect-effect.

Either-each-both. See Each-either-both.

Emeritus-emerita. The terms emeritus (m.) and emerita (f.) are honorciry designa-

tions used mainly with academic titles to signify that the holders of those titles are

now retired from active service. These terms usually follow the title (for example,

*Merriain-Webster shows optical disk, but the form optical disc (which appears in other dictionaries) is more

consistent with the spelling of compact disc, laser disc, and videodisc.
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Paul Shea, professor emeritus; Jean Lovett, professor emerita) . However, when a title is

long, emeritus or emerita may precede the title for smoother reading (for example,

Denton Fox, emeritus professor of Asian studies or Denton Fox, professor emeritus of

Asian studies). Capitalize these honorary titles when they appear before a person's

name (for example. Professor Emeritus Hugh Benz; Dean Emerita Ann Cory).

Ensure-insiire-assure. Ensure means "to make certain." Insure means "to protect

against loss." Assure means "to give someone confidence"; the object of this verb

should always refer to a person.

I want to ensure (make certain) that nothing can go wrong tomorrow.

I want to insure this necklace (protect it against loss) for $5000.

I want to assure you (give you confidence) that nothing will go wrong.

Enthused over. Use was or were enthusiastic about instead.

The sales staff was enthusiastic about next year's styles.

(NOT: The sales staff enthused over next year's styles.)

Entitled-titled. The primary meaning of entitled is "having a right to."

After a year you will be entitled lo two weeks of vacation time.

It is now generally acceptable to say that a book or a similar item is entitled in a cer-

tain way.

The book I plan to write about my attempts to survive marriage and five children will be entitled

(OR titled) Looking Out for Number Seven .

Equal. See Both alike-equal-together.

Equally-as. Use either equally or as but not both words together.

This printer is the latest model, but that one is equally good.

OR: This printer is the latest model, but that one is just as good.

(BUT NOT: This printer is the latest model, but that one is equally as good.)

I would pick Ram for that job, but Joe is equally capable.

OR: I would pick Pam for that job, but Joe is every bit as capable.

(BUT NOT: I would pick Pam for that job, but Joe is equally as capable.)

Etc. This abbreviation stands for et cetera and means "and other things." Therefore,

do not use and before etc. Use a comma before and after etc. (unless the expression

fcdls at the end of a sentence or requires a stronger mark of pimctuation, such as a

semicolon). In formal writing, avoid the use of etc.; use a phrase such as and the like

or and so on instead.

NOTE: Do not use etc. or an equivalent expression at the end of a series introduced by

such as, for example, or e.g. Such terms imply that only a few selected examples will

be given; therefore, it is unnecessary to add etc. or and so on, which suggests that

further examples could be given.

As part of its employee educational program, the company offers courses in report writing,

business communication, grammar and style, and so on.

OR: . . . the company offers courses such as report writing, business communication, and gram-

mar and style.

(BUT NOT: ... the Company offers courses such as report writing, business communication,

grammar and style, and so on.)

> For the use or omission ofa comma before such as, see ff148-149.
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Ethnic references. When identifying U.S. citizens or residents as members of a cer-

tain ethnic group, use great care in choosing an appropriate term. There is often a

good deal of disagreement within the group about which terms are acceptable and

which are offensive, so always respect individual preferences if you know what they

are. (See ^348.)

a. Use African Americans or Afro-Americans to refer to black people of African ances-

try. The terms Negroes and colored people are rarely used today except in the

names of long-estabhshed organizations (for example, the United Negro College

Fund and the National Association for the Advancement of Colored People) . Use

the term blacks only in a context where you might also refer to whites. Use a term

like African Americans (which reflects ethnic ancestry rather than skin color) in a

context where you are also referring to other ethnic groups such as Latinos.

the votes of Latinos and African Americans

(RATHER THAN: the votBS of Latinos and blacks)

b. Use Hispanics to refer broadly to people who trace their roots to Latin America or

Spain. Use Latinos to refer to people of Latin-American ancestry (that is, from

Central or South America) . The term Chicanos may be used to refer to people of

Mexican ancestry; however, since some members of this group consider the term

offensive, a safer alternative is Mexican Americans.

Within the groups designated Hispanic, Latino, or Chicano, some people are white

and some black. Therefore, do not use these terms in the same context with white

or black.

the buying patterns of Hispanics and African Americans

(RATHER THAN: the buying patterns of Hispanics and blacks)

NOTE: The terms Latinos and Chicanos refer either to groups of men or to mixed

groups of men and women. When referring to groups of women, use Latinos or

Chicanas.

c. The terms Anglo-Americans and Anglos are used in some parts of the United

States to refer to white people who have an Enghsh-speaking background.

Are there significant differences in the consumer preferences of Latinos, African Americans,

and Anglos? (Note that all three groups are identified here by ethnic ancestry and not by color.)

Ideally, the term whites should be used only in a context where you might also

refer to blacks. However, in the absence of a more widely accepted term than

Anglos or Anglo-Americans, use whites even though other groups are identified by

ethnic ancestry in the same context.

Are there significant differences in the consumer preferences of Latinos, African Americans,

and whites?

d. Use Asian Americans to refer to people of South and East Asian ancestry. When
appropriate, use a more specific term—for examiple, Japanese American or Korean

American. When referring to people who Hve in Asia, use Asians (rather than

Asiatics or Orientals, which many now consider offensive)

.

e. The term Native American is now the preferred way to refer to American Indians.

Although some members of this group still refer to themselves as Indians, use the

term Indians to refer only to people who Hve in India.
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£. The term people of color refers broadly to people who trace their roots to non-

European countries—for example, African Americans, Native Americans, and

Asian Americans.

g. Mcuiy ethnic references consist of two words, the second of which vs, American. Do
not hyphenate terms like an African American, a German American, or a Chinese

American when they are used as nouns, because the first element in each case

modifies the second. H5^henate such terms, however, when they are used as

adjectives: African-American entrepreneurs, a German-American social club, Chinese-

American restaurants. Also hyphenate such terms when the first element is a pre-

fix; for example, Afro-Americans, Anglo-Americans.

NOTE: The term hyphenated American refers to an earlier styUstic practice of

hyphenating nouns like Polish Americans and Swedish Americans. This term has

fallen into disfavor because of the implication that hyphenated Americans are not

fully American.

Everyday-every day

You'll soon master the everyday Cordinary) routine of the job.

He has called every day (each day) this week.

Everyone-every one. See 111010, note.

Ex-former. Use ex- with a title to designate the person who immediately preceded

the current titleholder in that position; useformer with a title to designate an ear-

ner titleholder.

Charles Feldman is the ex-president of the Harrisburg Chamber of Commerce. (Held office

immediately before the current president)

BUT: ... is a former president of the Harrisburg Chamber of Commerce. (Held office sometime

before the current president and that person's immediate predecessor.)

Except. When except is a preposition, be sure to use the objective form of a pronoun

that follows. (See also 111055b.)

Everyone has been notified except Jean and me. (NOT: except Jean and I.)

Farther-further. Farther refers to actual distance; further refers to figurative dis-

tance cmd means "to a greater degree" or "to a greater extent."

The drive from the airport was farther On actual distance) than we expected.

Let's plan to discuss the proposal further (to a greater extent).

Fewer-less. Fewer refers to niunber and is used with plural noims. Less refers to

degree or amoimt and is used with singular nouns.

fetver accidents (a smaller number) were reported than we expected.

Less effort (a smaller degree) was put forth by the organizers, and thus fewer people (a smaller

number) attended.

The expression less than (rather than fewer than) precedes plural nouns referring to

periods of time, distance, amounts of money, and quantities.

less than ten years ago

less than six miles away

less than $1 million

less than 20 pounds

FORMAL: fewer than 60 people

COLLOQUIAL: less than 60 people
Continued on page 294
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The expression or less (rather thcin orfewer) is used after a reference to a number of

items.

in 100 words or less in groups of six people or less

Note the difference in meaning in the following pair of examples:

In the future our company may hire fewer skilled workers (a smaller number of workers who
are skilled).

In the future our company may hire less skilled workers [workers with a lower level of skill).

>* See also the usage note on more on page 300.

First-firstly, etc. In enumerations, use the forms^rsf, second, third (not firstly, sec-

ondly, thirdly)

.

Fiscal-financial. The adjective^5ca/ (as mfiscal year or FY] can be used to refer to

all types of fincincial matters—^those of governments and private businesses.

However, with the exception oifiscal year, it is better to use fiscal only ia connection

with government matters and to use financial in all other situations.

Flammable-inflammable. Both terms mean "easily ignitable, highly combustible."

However, since some readers may misinterpret inflammable to mean "nonflam-

mable,"^amma&/e is the clearer form.

Former-ex. See Ex-former

Former-first. Former refers to the first of two persons or things. When more than

two are mentioned, use first. (See also Latter-last.)

This item is available in wool and in Dacron, but I prefer the former.

This item is available in wool, in Dacron, and in Orion, but I prefer the first

From-off. Usefiom (not off ) with persons.

I got the answer I needed from Margaret (not off Margaret).

Fulsome. Do not usefulsome to mean "lavish" or "profuse." As commonly used, fiil-

some has the negative sense of "excessive." For example, fulsome praise is praise so

excessive as to be offensive.

Further-farther. See Farther-further

Gender-sex. Use gender to refer to socicil or cultural characteristics of males and

females; use sex to refer to biological characteristics.

The results of the lab tests have been broken down according to the age and sex of the par-

ticipants in the study

See Chart 2-5 for an analysis of Presidential voting patterns on the basis of gender.

Go-come. See Come-go.

Good-well. Good is an adjective. Well is typically used as an adverb but may be

used as an adjective to refer to the state of someone's health.

Marie got ^ood grades in school. [Adjective.)

I will do the job as well as I can. (Adverb.)

NOTE: To feel well means "to be m good health." To feel good means "to be m good

spirits."

He admits he does not feel vve// today. (Adjective.)

The security guards feel good about their new contract (Adjective.)
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Graduated-was graduated. Both forms are acceptable. However, use from after

either expression.

My daughter graduated from (or was graduated from) MIT last year.

(HOT: My daughter graduated MIT last year.)

Grow. Avoid the use of grow as a transitive verb.

make the economy grow or improve economic growVi (rather than grow the economy)

Had better. This idiomatic phrase means ought to or must. While had is often omit-

ted in speech, be siu-e to retain it in written material.

You f)ad better (or You'd better) be sure of your facts.

(NOT: You better be sure of your facts.)

Hardly. Hardly is negative in meaning. To preserve the negative meaning, do not use

another negative with it.

You could hardly expect him to agree.

(NOT: You couldn't hardly expecl him to agree.)

Have-of. See Of-have.

Healthy-healthful. People are healthy; a climate or food is healthful.

You need to move to a healthful (not healthy) climate.

Help. Do not usefrom after the verb help.

I couldn't help (not help from) telling her she was wrong.

Historic-historical. Historic means "important" or "momentous." Historical means

"relating to the past."

The Fourth of July commemorates a historic event-the adoption of the Declaration of

Independence in 1776.

The following article provides a historical account of the events leading up to the adoption of

the Declaration of Independence.

> For a usage note on a historic occasion vs. an historic occasion, see A-an.

Home-hone. One homes in (not hones in) on a target. Hone means "to sharpen

something"—for example, an axe or one's professional skills.

Hopefully. Although the subject of much controversy, the use of hopefully at the

beginning of a sentence is no different from the use of obviously, certainly, fortunately,

actually, apparently, and similar words fimctioning as independent comments (see

11 138b). These adverbs express the writer's attitude towcird what he or she is about

to say; as such they modify the meaning of the sentence as a whole rather than a

particular word.

Hopefully, the worst is over and we will soon see a strong upturn in sales and profrts.

However. Beginning a sentence with however is now considered perfectly accept-

able. However (like other transitional expressions, such as therefore and moreover)

helps readers relate the thought being introduced to the thoughts that went before.

Many readers find it more helpful if they encounter the transitional expression at the

beginning of the sentence. In that way they can tell from the start the direction in

which the new sentence is proceeding. Compare these examples:
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When you are addressing a request to someone who reports to you, you expect that person to

comply. A period can be properly used, therefore, to punctuate such requests. Since most peo-

ple prefer to be asked to do something rather than be told to do it, however, a question mark

establishes a nicer tone and often gets better results.

When you are addressing a request to someone who reports to you, you expect that person to

comply. Therefore, a period can properly be used to punctuate such requests. However, since

most people prefer to be asked to do something rather than be told to do it, a question mark

establishes a nicer tone and often gets better results.

In any case, the location of a transitional expression in a sentence must be deter-

mined by the individual writer. (For a hst of transitional expressions, see KlSSa.)

>^ For the entry But . . . however, see page 288.

If-whether. If is often used colloquially for whether in such sentences as "He doesn't

know whether he will be able to leave tomorrow." In written material, use whether,

particulcirly in such expressions as see whether, learn whether, know whether, and

doubt whether. Also use whether when the expression or not follows or is imphed.

Find out whether (not if] this format is acceptable or not

Imply-infer. Imply means "to suggest"; you imply something by your own words or

actions.

Verna implied (suggested] that we would not be invited.

Infer means "to assume, to deduce, to arrive at a conclusion"; you infer something

from another person's words or actions.

I inferred (assumed] from Verna's remarks that we would not be invited.

In-into-in to

The correspondence is in the file, iln implies position within.]

He walked into the outer office. [Into implies entry or change of form.]

All sales reports are to be sent in to the sales manager, (/n is an adverb in the verb phrase are

to be sent in; to is a simple preposition.]

Mr. Boehme came in to see me. (/a? is part of the verb phrase came in; to is part of the infinitive

to see.)

Failing to distinguish carefully between into and in to can create humorous confusion.

The fugitives turned themselves in to FBI agents.

(NOT: The fugitives turned themselves Into FBI agents.]

In regards to. Substitute in regard to, with regard to, regarding, or as regards.

I am writing in regard to (not in regards to] your letter of May 1.

Incidentally. Note that this word ends in ally. Never spell it incidently.

Incredible-incredulous.

I thought their advertising claims were incredible (hard to believe].

I was incredulous (skeptical] when I read their advertising claims.

Indifferent-in different

She was indifferent (not caring one way or the other] to the offer.

He liked our idea, but he wanted it expressed in different (in other] words.

Indirect-in direct

Indirect (not direct] lighting will enhance the appearance of this room.

This order is in direct (the preposition in plus the adjective direct) conflict with the policy of this

company.
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Individual-party-person-people. Use individual to refer to someone whom you

wish to distinguish from a larger group of people.

We wish to honor those individuals who had the courage to speak out at a time when popular

opinion was defending the status quo.

Use party only to refer to someone involved in a legal proceeding.

All the parties to the original agreement must sign the attached amendment

Use person to refer to a human being in all other contexts.

Please tell me the name of the person in charge of your credit department

If reference is made to more than one person, the term people usually sounds more

natmral than the plural iorm persons. In any event, always use people when referring

to a large group.

If you like, I can send you a list of all the people in our corporation who will be attending this

year's national convention.

Infer. See Imply-infer.

Inflammable-flammable. See Flammable-inflammable.

Insure. See Ensure-insure-assure.

Irregcirdless. Use regardless.

Is where-is when. Do not use these phrases to introduce definitions.

A dilemma is a situation in which you have to choose between equally unsatisfactory

alternatives.

(NOT: A dilemma is where you have to choose between equally unsatisfactory alternatives.)

However, these phrases may be correctly used in other situations.

The Ritz-Carlton is where the dinner-dance will be held this year.

Two o'clock is when the meeting is scheduled to begin.

Its-it's. See^l056e.

Key-type. See Type-key.

Kind. Kind is singular; therefore, write this kind, that kind, these kinds, those kinds

(but not these kind, those kind) . The same distinctions hold for class, type, and sort.

Kind of-sort of. These phrases are sometimes followed by an adjective (for exam-

ple, kind ofsorry, sort ofbaffled] . Use this kind of expression only in informal writing.

In more formal situations, use rather or somewhat [rather sorry, somewhat baffled).

I was somewhat (not kind of, sort of} surprised.

She seemed rather (not kind of, sort of) tired.

NOTE: When kind of or sort of is followed by a noun, the expression is appropriate in

all kinds of situations.

What sort of business is Vem Forbes in? What kind of expression is that?

>* See A-of and Kind of a.

Kind of a. The a is imnecessary.

That kind of (not kind of a) material is very expensive.

Last-latest. Last means "after all others"; latest means "most recent."

Mr. Lin's last acl before leaving was to recommend Ms. Roth's promotion.

Attached is the latest report we have received from the Southern Region.
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Latter-last. Latter refers to the second of two persons or things mentioned. When
more than two are mentioned, use last. (See also Former-first]

July and August are good vacation months, but the latter is more popular.

June, July, and August are good vacation months, but the last is the most popular.

Lay-lie. Lay (principal parts: lay, laid, laid, laying) means "to put" or "to place."

This verb requires an object to complete its meaning.

Please /ay the boxes on the pallets with extreme care.

I laid the message right on your desk.

I had laid two other notes there yesterday.

He is always laying the blame on his assistants. [Putting the blame.)

The dress was laid in the box. (A passive construction implying that someone laid ihe dress in

the box.)

Lie (principal parts: lie, lay, lain, lying] means "to recline, rest, or stay" or "to take

a position of rest." It refers to a person or thing as either assuming or being in a

reclining position. This verb cannot take cin object.

Now he lies in bed most of the day.

The mountains lay before us as we proceeded west

This letter has lain unanswered for two weeks.

Today's mail is lying on the receptionist's desk.

TEST: In deciding whether to use lie or lay in a sentence, substitute the word place,

placed, or placing (as appropriate) for the word in question. If the substitute fits, the

corresponding form of lay is correct. If it doesn't, use the appropriate form of lie.

I will (lie or lay?) down now. (You could not say, "I will place down now." Therefore, write "I will

lie down now.")

I (laid or lay?) the pad on his desk. ("I placed the pad on his desk" works. Therefore, write "I laid

the pad on his desk.")

I (laid or lay?) awake many nights. ("I p/aced awake" doesn't work. Write "I /ay awake.")

These files have (laid or lain?) untouched for some time. ("These files have p/acecf untouched"

does not work. Write "These files have lain untouched.")

He has been (laying or lying?) down on the job. C'He has been placing down on the job" does

not work. Write "He has been lying down.")

NOTE: When the verb lie means "to tell a falsehood," it has regularly formed principal

parts (lie, lied, lied, lying) and is seldom confused with the verbs just described.

Leam-teach. Learn (principal parts: learn, learned, learned, learning] means "to

acquire knowledge." Teach (principal parts: teach, taught, taught, teaching] means "to

impart knowledge to others."

I learned trom a master teacher. A first-rate instructor taught me how.

(NOT: I was learned by a master teacher.) I was taught by a first-rate instructor.

Leave-let. Leave (principal parts: leave, left, left, leaving] means "to move away,

abandon, or depart." Let (principal parts: let, let, let, letting] means "to permit or

allow." TEST: In deciding whether to use let or leave, substitute the appropriate form

olpermit li permit fits, use let; if not, use leave.

I now leave you to your own devices. (Abandon you.)

Mr. Morales left or\ the morning train. (Departed.)

Let me see the last page. (Permit me to see.)

Leave me alone, oil Let me alone. (Either is acceptable.)
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Less-fewer. See Fewer-less.

Lie-lay. See Lay-lie.

Like-as, as if. Like is correctly used as a preposition. Although like is also widely

used as a conjunction in colloquial speech, use as, as if, or a similar expression in

written material.

We need to hire another person like you.

Kate, like her predecessor, will have to cope with the problem.

As I told you earlier, we will not reorder for six months.

(NOT: Like I told you earlier, we will not reorder for six months.)

It looks like snow.

It looks as //it will snow.

(NOT: It looks like it will snow.)

Mary looks like her mother.

Mary looks as her mother did at the same age.

OR: Mary looks the way her mother did at the same age.

(BUT NOT: Mary looks like her mother did at the same age.)

COLLOQUIAL USAGE: Ann Richards, former Governor of Texas, made this observation on the

role of women in today's society: "Like we say in Texas, the roosters may crow but the hens

deliver the goods."

Literally. This adverb means "actudly, truly." Do not use it in the sense of "almost"

to modify a reference to an exaggerated or unreal situation.

NOT: When Jensen got the bill for all the "minor changes" made at the last minute, he literally

hit the ceiling. (Omit the word literally or change it to almost unless Jensen actually exploded

out of his chair and hit the ceiling headfirst.)

Look forward to. In this phrase to is a preposition and should be followed by a

gerund (a verbal noun ending in ing) or some other type of noun. Do not mistake to

in this phrase for the start of an infinitive to be followed by a verb.

I look forward to meeting you next Friday. (Meeting Is a gerund, serving as the object of the

preposition to.)

OR: I look forward to our meeting next Friday. (Meeting here is an ordinary noun, serving as the

object of the preposition to.)

BUT NOT: I look forward to meet you next Friday. (Do not use an infinitive after look forward.)

Majority-plurality. A majority means "more than half the total." A plurality means

"more than the next highest number (but not more than half)."

Edna Welling received a majority of the votes in her district (She received more than 50 per-

cent of the total votes cast.)

Victor Soros won the election by a plurality. (He received 43 percent of the total votes cast; his

two opponents received 31 percent and 26 percent respectively.)

May-can (mig^t-could). May and might imply permission or possibility; can and

could, abihty or power.

You may send them a dozen cans of paint on trial. (Permission.)

The report might be true. (Possibility.)

Can he present a workable plan? (Has he the ability?)

The CEO could change this policy if he wanted to. (Power.)

Please call me if you think I can be of any help. (Emphasizes the ability to help.)

Please call me if you think I may be of any help. (Emphasizes the possibility of helping.)

Continued on page 300
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NOTE: When it is important to maintain sequence of tenses, use may to express the

present and might to express the past. (See ^1047.)

I think (present] that I may go to Australia next winter.

I thought (past) that I might go to Australia next winter.

Under certain circumstances may and might convey different meanings. Consider the

following examples:

The CFO's reorganization plan may have saved the company from bankruptcy. (Other factors

may also have contributed to the outcome, but the company is still a going concern.)

The CFO's reorganization plan might have saved Ihe company from bankruptcy. (However, the

CFO's plan was not implemented, and the company did fail.)

Maybe-may be. Maybe is an adverb; may be is a verb.

If we don't receive a letter from them today, maybe (an adverb meaning "perhaps") we should

give them a call.

Mr. Boston may be (a verb) out of town next week.

Media. Media, referring to various channels of commimication and advertising, is a

plural noun. Medium is the singular.

NOTE: Under special circumstances media may be considered a singular noun. (See

^1018c.)

More. In some sentences it may not be clear whether more is being used to form the

comparative degree of an adjective (for example, more experienced) or is being used

as an adjective meaning "a greater number of." In such cases reword to avoid

confusion.

CONFUSING: We need to hire more experienced workers. (A greater number of experienced

workers? Or workers who are more experienced than those now on staff?)

CLEAR: We need to hire a greater number of experienced workers.

CLEAR: We need to hire workers who are more experienced.

>* See also a usage note on fewer-less on pages 293-294.

More important-more importantly. More important is often used as a short form

for "what is more important," especially at the beginning of a sentence. More impor-

tantly means "in a more important manner."

More important we need to establish a line of credit very quickly. (What is more important.)

The incident was treated more importantly ihan it deserved. On a more important manner.)

More than-over. Either more than or over may be used before numbers, but more

than is preferable in formal writing.

Our fall catalog brought in more than $400,000 in sales.

How could you lose oi/er $80,000 in the stock market when it was going up?

In some situations—especially involving age

—

more than is not appropriate.

These provisions apply only to people over 50.

In all cases, choose the form that soimds more natural.

Most. Do not use most for almost

Almost all Ihe money is gone.

OR: Most of the money is gone.

(but NOT: Most all of the money is gone.)



Section 11 • Usage 301

111101

Nobody-no body

There was nobody (no person) at the information desk when I arrived.

No body (no group) of employees is more cooperative than yours. (Spel! no body as two words

when it is followed by of. See also HIOIO.)

None-no one. See 111013.

Not so ... as. See ^45... as-not so . . . as.

Number. See Amount-number.

Of-a. SeeA-of.

Of-have. Do not use o/instead of have in verb forms. The correct forms are could have,

would have, should have, might have, may have, must have, ought to have, and so forth.

What could have happened? (NOT: What cou/Jo/ happened?)

Off. Do not use offofov offfrom in place of off. (See also 111078.)

The papers fell o^the desk. (NOT: off of the desk.)

Off-from. SeeFrom-off.

On-onto-on to

It's dangerous to drive on the shoulder. [On is a preposition that implies movement over.)

He lost control of the car and drove onto the sidewalk. {Onto is a preposition that implies move-

ment toward and then over.)

She then went on to tell about her experiences in Asia. [On is part of the verb phrase went on;

to is part of the infinitive to tell.)

Let's go on to the next problem, which runs on to the next page. [Go on and nins on are verb

phrases followed by the preposition to.)

On-upon-up on

His statements were based on (or upon) experimental data. {On and upon are interchangeable.)

Please follow up on the case. {Up is part of the verb phrase follow up; on is a preposition.)

On account of. See Due to-because of-on account of.

One another-each other. See Each other-one another

Only. The adverb only can be negative in meaning. Therefore, do not use another

negative with it unless you want a positive meaning. (See 111072.)

I use this letterhead onlyior formal matters. G do not use this letterhead for anything else.)

BUT: I do not use this letterhead onlyior formal matters. use it for other things too.)

Opposite. When used as a noim, opposite is followed by of.

Her opinion is the opposite of mme.

In other uses, opposite is followed by to orfrom or by no preposition at all.

Her opinion is opposite to (or from) mine. She lives opposite the school.

Over-more than. See More than-oven

Party. See Individual-party-person-people.

Per-a. Per, a Latin word, is often used to mean "by the," as in 28 milesper gallon (mpg)

or 55 miles per hour (mph). Whenever possible, substitute a or an; for example, at the

rate of$8 an hour, 75 cents a liter Per must be retained, of course, in Latin phrases

—

for example, per diem (by the day) orper capita (for each person; hterally, by the head).

NOTE: Do not vLse per in the sense of "according to" or "in accordance with."

We are sending you samples as you requested. (NOT: per your request)
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Percent-percentage. In ordinary usage, percent should always be accompanied by

a number; for example, 20 percent, 0.5 percent, 150 percent. In a table, a column of

figures representing percentages may be headed Percent of Total or something com-

parable. In all other cases, use the term percentage.

A large percentage of the calls we got yesterday came from customers who misread our ad.

(NOT: A large percent of the calls . .
.

)

What percentage of our subscribers are in the 30-49 age group? (See 111025.)

NOTE: In the percentage formula used in mathematics (base x rate = amoimt), the

rate is called a percent and the amount is called a percentage. Thus you might be

asked to calculate the percentage when a sales tax of 6 percent (the rate) is appHed

to a purchase of $50 (the base). By the same token, you might be asked to calculate

the percent (the rate) if you know that a tax of $5 (the amount, or percentage) has

been paid on an order of $200. Apart fi"om this special context, percent audi percent-

age should be used as noted above.

Period ended-period ending. When referring to a period of time that is already in

the past, write period ended. When the period in question has not yet ended, write

period ending.

Enclosed are the sales figures for the period ended iune 30. Qt is now July.)

Here are my sales projections for the period ending December 31. Qt is only September.}

Person-people. See Individual-party-person-people.

Plurality-majority. See Majority-plurality.

Plus. Plus can be correctly used as a noun, an adjective, or a preposition. However,

do not use it as a conjunction (with the sense of "and").

Your presence at the hearing was a real plus for our cause. iPlus used correctly as a noun.)

The decision to offer a 10 percent discount on all orders received by June 1 was a plus factor

in the campaign. (P/t/s used correctly as an adjective.)

Your willingness to innovate plus your patient perspective on profits has permitted this com-

pany to grow at an astonishing rate. [Plus used correctly as a preposition. Note that a plus

phrase following the subject of a sentence does not affect the number of the verb. See 111007.)

BUT NOT: You have always been willing to innovate, plusyou have been patient about the prof-

its to be derived from the innovations. (Do not use plus as a conjunction; use and instead.)

Principle-principal. The word principle can be used only as a noun. It can mean "a

basic law or rule" (a key principle of economics) or "faithful adherence to a code of

ethics" (a person ofprinciple). The derivative adiective principled also refers to adher-

ence to cin ethical code (a principled politician).

The word principal can serve as a noun or an adjective. As a noun, it may refer to a

business owner or a partner (a principal in the firm), the head of a school (appointed

principal ofEdison Middle School), or to a sum of mvested money (receiving an excel-

lent return on my principal). As an adiective, principal means "the most important" (my

principal reason for quitting, the principal parts ofa verb).

Rack-wrack. The words rack and wrack have been used interchangeably so often in

certain contexts that some authorities now regard wrack as a spelling variant of rack.

However, careful writers will want to respect the traditional distinction in usage,

to rack one's brains a storm- kvrac/cec/ island

a neiye-racking encounter a business wracked by heavy losses

to be racked with pain let the property go to wrack and ruin
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Raise-rise. Raise (principal parts: raise, raised, raised, raising) means "to cause to

lift" or "to lift something." This verb requires an object to complete its meaning.

Mr. Pinelli raises a good question.

Most growers have raised the price of coffee.

We are raising money for the United Fund.

Our rent has been raised. (A passive construction implying that someone has raised the rent)

Rise (principal parts: rise, rose, risen, rising) means "to ascend," "to move upward by

itself," or "to get up." This verb cannot be used with an object.

We will have to rise to the demands of the occasion.

The sun rose at 6:25 this morning.

The river has risen to flood level.

The temperature has been rising all day.

TEST: Remember, you cannot "rise" an5^thing.

Real-really. Real is an adjective; really, an adverb. Do not use real to modify another

adjective; use very or really.

One taste will tell you these cookies were made with real butter. (Adjective.)

We were really expecting a lower price from you this year. (Adverb.)

BUT: It was very or really nice (not real nice) to see you and your family again.

Reason is because. Replace because with that.

The reason for such low sales Is that (NOT because) prices are too high.

Reluctant-reticent. Reluctant means "disinclined," "imwilling," or "hesitant."

Reticent means "inclined to be silent." Although some dictionaries now show reticent

as a synonym for reluctant, careful writers and speakers will avoid this usage.

I am reluctant (not reticent) to agree to these changes in the contract

Phil is reticent when you ask what he thought of the CEO's speech.

Retroactive to. After retroactive use to (not from).

These improvements in benefits under the company dental plan will be retroactive to July 1.

(See also ^1077.)

Rise-raise. See Raise-rise.

Said. The use of said in a phrase like "the said document" is appropriate only in

legal writing. In normal usage write "the document referred to above." (In many

cases the document being referred to will be clear to the reader without the addi-

tional explanation.)

Same. Do not use same to refer to a previously mentioned thing.

We are now processing your order and will have it ready for you Monday.

(NOT: We are now processing your order and will have same ready . .
.

)

Scarcely. The adverb scarcely is negative in meaning. To preserve the negative mean-

ing, do not use another negative with it. (See 111072 for the placement of scarcely.)

I scarcely recognized (not didn't scarcely recognize) you.

Semiannual. See Biannual-biennial-semiannual.

Serve-service. Things can be serviced, but people are served.

We take great pride in the way we sen/e (not service) our clients.

For a small additional charge we will service the equipment for a full year.
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Set-sit. Set (principal parts: set, set, set, setting] means "to place something some-

where." In this sense, set requires an object to complete its meaning, remember: You

cannot "sit" anything.

It's important to set down your recollections while they are still fresh.

I must have dropped my wallet when I set my suitcase down.

I have set my alarm for six in the morning.

The crew was setting the stage for the evening performance.

The date was set some time ago. (A passive construction implying that someone sef the date.)

NOTE: Set has a few other meanings in which the verb does not require an object, but

these meanings are seldom confused with sit.

They set oul on the trip in high spirits.

The sun set at 5:34 p.m. Wednesday.

Allow a full hour for the mixture to set

Sit (principal parts: sit, sat, sat, sitting) means "to be in a position of rest" or "to be

seated." This verb cannot be used with an object.

So here we sit, waiting for a decision from top management

I sat next to Ebbetsen at the board meeting.

Sex-gender. See Gender-sex.

Shall-will. The helping verb shall has largely given way to the verb will in all but

the most formal writing and speech. The following rules reflect both ordinary and

formal usage.

a. To express simple future time:

(1) In ordinary circiunstances use will with all three persons.

/ (OR ive) will be glad to help you plan the program.

You iv///want to study these recommendations before the meeting.

He (OR she, it they) tv/// arrive tomorrow morning.

(2) In formal circumstances use shall with the first person (I, we) and will with

the second and third persons (you, he, she, it, they).

I Cor we) shall be glad to answer all inquiries promptly.

You will meet the McGinnesses at the reception this evening.

They [or he, she) will not find the trip too tiring.

b. To indicate determination, promise, desire, choice, or threat:

(1) In ordinary circiunstances use will with all three persons.

(2) Informal circiunstances use will for the first person (I, we) and shall for the

second and third persons (you, he, she, it, they).

In spite of the risk, I will go where I please. Petermination.)

They shall not interfere with my department (Determination.)

/ will send my check by the end of the week. (Promise.)

We will report you to the authorities if this is true. (Threat)

You shall regret your answer. (Threat)

He shall study or he shall leave college. (Threat)

c. To indicate willingness (to be willing, to be agreeable to) in both ordinary andfor-

mal circumstances, use will with all persons.

Yes, I will meet you at six o'clock.



Section 11 • Usage 305

Unoi
Should-would. Should and would follow the same rules as shall and will (see pre-

ceding entry) in expressions of future time, determination, and willingness. The dis-

tinctions concerning ordinary and formal usage also apply here.

ORDINASY: I would like to hear from you.

FORMAL: I should like to hear from you.

ORDINASY: We would be glad to see her.

FORMAL: We should be glad to see her.

ORDINARY: I would be pleased to serve on that committee.

FORMAL: I should be pleased to serve on that committee.

a. Always use should in all persons to indicate "ought to."

I should study tonight

You should report his dishonesty to the manager.

He should pay his debts.

b. Always use would in all persons to indicate customary action.

Every day I would swim half a mile.

Time and again they would only say, "No comment"

She would practice day after day.

c. Use should in all three persons to express a condition in an //clause.

If I should Wm the prize, I will share it with you.

If you s/70ty/d/ miss the train, please call me collect

d. Use would in all three persons to express willingness in an //clause.

If he ivoty/d apply himself, he could win top honors easily.

If you would delay your decision, I could offer you more attractive terms.

Sit-set. See Set-sit.

So-so that. So as a conjimction means "therefore"; so that means "in order that."

The work is now finished, so you can all go home. (See also ^179.)

Please finish what you are doing so thatsse can all go home.

Someday-some day

Please set up a meeting with Al and Jerry someday (on an unspecified day) next week.

BUT: Please set up a meeting with Al and Jerry for some day next week. (Two words when used

as the object of a preposition such as for!)

Someone-some one. See ^1010, note.

Sometime-sometimes-some time

The order will be shipped sometime (at some unspecified time) next week.

Sometimes (now and then) reports are misleading.

It took me some time (a period of time) to complete the job.

I saw him some time ago (a long time ago).

NOTE: Spell some time as two words when the term follows a preposition.

We will be happy to reconsider your proposal at some time in the future.

I've been thinking about retiring for some time.

Sort. See Kind.

Sort of-kind of. See Kind of-sort of.

Such as . . . etc. See Etc.
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Supposed to. Be sure to spell supposed with a d.

Under the circumstances what was I supposed to think? (NOT: suppose to.)

Sure-surely. Sure is an adjective, surely an adverb.

I am sure that I did not make that mistake. [Adjective.)

You can st/re/y count on our help. (Adverb.)

Do not use sure as an adverb; use surely or very.

I was very g\ad to be of help. (NOT: sure glad.)

Sure and. In written material use sure to in place of the colloquial sure and.

Be sure to give them my best regards, (not: Be sure and^wie them my best regards.)

Tack-tact. Use tack (not tact) in the expression to take a different tack (meaning "to

move in a different direction"). Tact means "a considerate way of behaving so as to

avoid offending others."

We may have to take a different tack in our negotiations with Firebridge.

Please use a great deal of tec? when you reply to Korbman's letter.

Take-bring. See Bring-take.

Teach-leam. See Leam-teach.

Than-then. Than is a conjunction introducing a dependent clause of comparison.

Then is an adverb meaning "at that time" or "next."

The compulsory retirement age is higher now than it was then.

They then asserted that they could handle the account better than we. (See ^1057 for the case

of pronouns following than^

NOTE: Remember that then (like when] refers to time.

That. As a subordinating conjunction, that links the dependent clause it introduces

with the main clause. That is often omitted (but understood).

We realize thatoux bargaining position is not a strong one.

OR: We realize our bargaining position is not a strong one.

However, under certain circumstances that should not be omitted:

a. When the word or phrase following that could be misread as the object of the verb

in the maiin clause.

NOT: I heard your speech next Wednesday had to be rescheduled.

BUT: I heard that your speech next Wednesday had to be rescheduled.

b. When that introduces two or more parallel clauses.

NOT: Hilary said she had narrowed the applicants for the job down to three people and that she

would announce her choice by this Friday.

BUT: Hilary said that she had narrowed the applicants for the job down to three people and that

she would announce her choice by this Friday.

c. When an introductory or interrupting element comes between that and the sub-

ject of the dependent clause.

NOT: I think whenever possible, you should consult everyone involved before making your

decision.

BUT: I think /^/ja? whenever possible, you should consult everyone involved before making your

decision. (See UlSOd.)

NOTE: If you are in doubt, do not omit that.

That-where. See Where-that
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That-which-who. See 111062.

These sort-these kind. Incorrect; the correct forms are this sort, this kind, these

sorts, these kinds. (See also Kind.]

Titled-entitled. See Entitled-titled.

Togethen See Both alike-eqml-together.

Toward-towards. Both forms are correct but toward is more common in U.S. usage.

Try and. In written material use try to rather than the colloquial try and.

Please try to be here on time. (HOT: Please try and be here on time.)

Type. See Kind.

lype-key. The verb type has traditionally been used to refer to actions performed

on a typewriter keyboard. The verb key was introduced to refer to actions performed

on a computer keyboard. However, type has supplanted key in many software manu-

als and even appears in screen displays.

Unique. Do not use unique in the sense of "unusual." A imique thing is one of a kind.

(See 11071f.)

Up. Many verbs (for example, end, rest, lift, connect, join, hurry, settle, bum, drink, eat)

contain the idea of "up"; therefore, the adverb up is imnecess<iry. In the following

sentences, up should be omitted.

You need to rest (up) for a bit Save $50 if you join (up) now.

Let's divide (up) the workload. I will call him (up) tomorrow.

Upon-up on. See On-upon-up on.

Used to. Be sure to spell used with a d.

We used to use Forsgate as our main supplier. (HOT: We use to use . . .)

Verbal. The word verbal can often cause confusion because it means "expressed in

words" as well eis "oral, not written." Reword as necessary to make your meaning

clear.

AMBIGUOUS: How would you rate Sid's verba/ skills?

CLEAR: How would you rate Sid's ability to express himself in words?

CLEAR: How would you rate Sid's ability to express himself orally?

CLEAR: How would you rate Sid's ability to express himself in speech and writing?

Avoid expressions such as verbal contracts imless you are sure yoiu* audience knows

that these are oral agreements.

Very. This adverb can be used to modify an adjective, another adverb, a present par-

ticiple, or a "descriptive" past participle.

We are very happy vnth the outcome. (Modifying an adjective.)

This finish dries very quickty. (Modifying an adverb.)

It was a very disappointing showing. (Modifying a present participle.)

I was very f^eased )MHh the pictures. (Modifying a descriptive past participle.)

When the past participle expresses action rather than description, insert an adverb

like much after very.

They are very much opposed \o your plan. {Opposed is part of the complete verb are opposed

and expresses action rather than description.)

(HOT: They are very opposed to your plan.)
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Vicious circle. The correct form is vicious circle (not vicious cycle).

Ways. Do not use ways for way in referring to distance. For excimple, "I live a short

way (not ways) from here."

Well-good. See Good-well.

Whatever-what ever.

You may write on whatever (any) topic you wish.

What ever made you think that was true? (.Ever is an adverb here.)

Where-that. Do not use where in place of that.

I saw in yesterday's paper /^/7a? Schuster's had decided to close its midtown store.

(NOT: I saw in yesterday's paper where Schuster's had decided to close its midtown store.)

Whether-if. See If-whether

Who-which-that. See ^1062.

Who-whom. See ^1061.

Whoever-who ever

Whoever (anyone who) made such a statement should be fired.

Who ever made such a statement? [Ever is an adverb here.)

Will-shaU. See Shall-will

Wise. Avoid the temptation to coin new words by attaching the suffix wise to vari-

ous nouns. (Stylewise, it's considered bad form.)

NOT: Costwise, We're already 20 percent over budget.

BUT: We're already 20 percent over budget on costs.

NOT: Sizewise, what comes after extralarge? Gross? (Even when used in a conscious attempt

at humor, the approach leaves much to be desired. Once again, avoid the temptation.)

BUT: In terms of size, what comes after extralarge? Gross?

NOTE: A ntunber of words ending in wise are quite acceptable. For example:

clockwise crosswise lengthwise otherwise

counterclockwise edgewise likewise sidewise

In the examples above, wise is a suffix meaning "with regard to" or "in the manner

of." Wise (in the sense of "knowledgeable about") is cdso used in compound adjec-

tives like these:

penny-wise weather-wise worldly-wise streetwise

Such words are also quite acceptable.

Would-should. See Should-would.

Would have. Note that the second word in this verb phrase is have. (The form would

of is wrong.)

I myself would have (not would of) taken a different tack.

In a clause beginning with if, do not use would have in place of had.

If you had come early, you could have talked with Dr Fernandez yourself.

(NOT: If you would have come early, you could have talked with Dr. Fernandez yourself.)

Wrack-rack. See Rack-wrack.
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Editing and Proofreading
In the traditional business world, editing and proofreading have been considered activities

quite distinct from the act of composing (whether letters, reports, or some other documents). In

this environment one person composes the document—either in the form of a written draft

or in the form of dictated material on tape—and someone else assumes the responsibihty for

editing and proofreading the material and producing the final document. Although this sepa-

ration of responsibihties still exists in many offices, only higher-level executives typically

continue to enjoy this arrangement.

In the modem business world, the widespread use of computers has greatiy affected the way
in which documents are prepared and produced. Many people are now responsible both for

composing and for producing the final document themselves. In this new environment edit-

ing and proofreading become fully integrated into the overall writing process.

Individuals approach the writing process in different ways. Some begin by planning what they

want to say in the form of an outline {see 1(111722-17271. Then, on the basis of this outline,

they compose a first draft of the document. Many other people find it difficult to plan and out-

line before they begin to write. For such people the first stage of writing is the means by

which they discover what they are trying to say. They typically begin by jotting their thoughts

down in random order, knowing that the result of this first effort may Hterally be a mess that

needs to be cleaned up. People who are paralyzed by the sight of a blank screen or a blank

sheet of paper find it comforting to begin the serious job of writing by looking at something

already on the screen or on paper. (They may even find it helpful to pretend that someone

else has created the mess that they are about to clean up.)

However writers arrive at a first draft—^whether through careful planning and outlining or by

means of a random outpouring of thoughts—^they must now apply editing techniques to the

writing process in order to determine (1) what material to add or leave out, (2) how to orga-

nize the material that remains, and (3) how to adjust the wording so as to achieve their objec-

tive. As they edit, they must also correct any problems they encounter in grammar, usage,

and style. And as they go through one or more additional drafts, they must also apply proof-

reading techniques to confirm that each draft accurately presents the material in the form

that was intended. When writers proceed in this way, editing and proofreading become totally

integrated in the writing process almost from the very beginning.

Whether you are working on material composed by someone else or you are responsible for

all phases of the writing process, the following guidelines on editing and proofreading should

help you achieve a higher level of quality in the docmnents you produce.

I
The Editing and Proofreading Process

a. Proofreading is the process by which you look at copy that you or someone else

has written and confirm that this version faithfully reproduces the ori^al mate-

rial in the intended form. If the copy deviates in any way from the original, you

have to mark it for correction. Once the corrections are made, you have to read

the copy again to ensure that everything is now as it should be.

NOTE: Ordinarily, one person can handle the task of comparing the copy against

the original and noting any necessary corrections. However, if the material is
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complex or involves many statistics or formulas, it is wise for two people to share

the proofreading function: one (known as the copyholder) reads the original mate-

rial aloud and also indicates the intended punctuation, capitalization, and para-

graphing, as well as other significant details of style and format, while the other

person (the proofreader) examines the copy closely to ensure that everything

appears as it ought to.

b. Editing is the process by which you look at material that you or someone else has

written and evaluate it on its own terms (either in original form or at a later

stage). You question the material on the grounds of accuracy, clarity, coherence,

consistency, and effectiveness. If you have drafted the material yourself, you may
have to revise it several times in order to resolve all the problems you find. If you

encounter problems while editing material that someone else has written, you

resolve the ones you are equipped and authorized to handle. You refer the other

problems (with suggestions for changes when possible) to the author of the orig-

inal material, who will then decide how to resolve these problems.

c. If you encounter a set of figures as a proofreader, your responsibihty—strictly

speaking—is only to ensure that the figures on the copy agree with the corre-

sponding figures in the original. However, as an editor, you may question whether

the figures in the original are correct as given or even the best figures that might

be supphed. By the same token, if you examine text material as a proofreader,

your only responsibility is to confirm that the copy agrees with the original in

wording, style, and format. However, as an editor, you might question—and

change—the wording, the format, and the style in the interests of accuracy, clar-

ity, coherence, consistency, and effectiveness.

d. Many people often function simultaneously as editors and proofreaders without

realizing that they are operating at two levels—one essentially mechanical (check-

ing for similarities cind differences) and the other essentially analytical and judg-

mental (looking for problems and solving them). Ideally, editing should be done on

the original material so that all problems of substance, grammar, style, and format

are resolved before a copy is executed in final form. However, it would be a mis-

take to read the final copy merely as a mechanical proofreader, assuming that the

original is perfect and that you only need to look for places where the copy devi-

ates from the original. On the chance that problems may have gone undetected in

the earher editing, you need to read the final copy in that challenging, questioning

way that distinguishes editing from simple proofreading. You may be able to edit

and proofread at the same time, or you may need to make several readings, focus-

ing each time on different things. The following paragraphs (M 1202-1203) will

suggest the kinds of things you should be looking for when you proofread and edit.

As you review these suggestions, keep in mind that a sharp eye and sound judg-

ment are essential elements in this process.

The easy availabihty of spell checkers and grammar checkers has lulled many a

computer user into a complacent (and false) sense of security While these are

extremely useful tools, they will not detect many types of errors. You will still have

to read with a keen eye when you proofread, and you will always have to exercise

sound judgment when you edit.
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1202 What to Look For When Proofreading

When proofreading a document, be especially watchful for the following types of

mistakes.

a. Repeated words (or parts of words] , especially at the end of one Une and the

beginning of the next.

What are the chances of your I have been awaiting some indi-

_ypjtr coming to see us some- indication of a willingness to

time this summer? compromise.

I can help you in the event

in the event you have more
work than you can handle.

We are looking forward to tlM||

to the reception you are plan-
ning for the Lockwoods.

b. Substitutions and omissions, especially those that change the meaning.

Original Material Erroneous Copy

The courts have clearly ruled
that this kind of transaction
is Hjji legal

.

The courts have clearly ruled
that this kind of transaction
is HK legal.

In my opinion, there is no
reason to suspect Ered.

In my opinion, there is

reason to suspect Fred.

I hereby agree to pay you
§87.50 in full settlement
of your claim.

I hereby agree to pay you
$8750 in full settlement
of your claim.

Tom has probably reached
the acne of his career.

Tom has probably reached
the acne of his career.

When provoked, Gail has been
known to turn violent

.

When provoked, Gail has been
known to turn violet.

All of Trent's actions reflect
his strong, upright character.

All of Trent's actions reflect
his strong, uptight character.

We want our managers to live
in the communities where our
plants are located.

We want our managers to

in the communities where our

plants are located.

He is quite proud of his
Ulat stomach.

The company needs a good
turnaround strategy, but
what that will be is still
pndetermined

.

My son was ticketed yesterday
for reckless driving.

I'll gladly give you the job
%t you'll do it in a week and
if you'll reduce your price
by $200.

He is quite proud of his

fat stomach.

The company needs a good

turnaround strategy, but

what that will be is still

undermined.

My son was ticketed yesterday

for wreckless driving.

I'll gladly give you the job

if you'll reduce your price

by $200.

Continued on page 314
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c. Errors in copying key data.

Original Material

NAMES: Katharine Ann Jorgensen

Johns Hopkins University

TITLES:
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e. Errors in spacing and inconsistencies in format (for excimple, indenting some

paragraphs but not others, leaving too httle or too much space between words or

after punctuation, improperly aligning lines).

Original Material Erroneous Copy

Dear Mrs. Neilson: Dear Mrs. Neilson:

Thcuik you for your letter Thankyou for your letter
of April 24. Let me try to of April 24. Let me try to
answer each of the questions answer each of the questions
you raised. you raised.

First, we do not sell the First, we do not sell the corn-

components separately; they ponents separately; they only
only come packaged as a set. come pack aged as a set.

NOTE: As a final step in proofreading, check the appearance of the document. Is the

document printed clearly? Are there any smudges or marks that need to be cleaned

up? Does each page as a whole look attractive? Apply standards that are appropri-

ate for the occasion. Documents prepared for higher management and for cUents or

customers of your organization should meet the highest standards of appearance. On
the other hand, manuscripts, drafts, and even rush memos to coworkers can be sent

forward with minor corrections neatly inserted by hand. Naturally, if you are using a

computer, you can make the corrections and quickly obtain a clean (and correct)

page. (See M1203-1204.)

1203 What to Look For When Editing

When editing a document at any stage in the writing process, consider the material

in Ught of the following factors.

5^ For an explanation of the proofreaders' marks used to indicate the necessary correc-

tions in the following examples, see 311205.

a. Check for errors in spelling (see Section 7). Give special attention to compound

words (see Section 8) and those that have plural or possessive endings (see

Section 6) . When the material is in its final form, confirm the correctness of all

word divisions. (See Section 9.)

We had a similiar breal^_^own in communications last May

when a high=level executive failed to inform us that the

corporations attorniesj had advised against it/^ proc

ati
ing with merger negotiJbns . However, that was only the

iceb]^<tip of the icebpirg.

NOTE: Use a spell checker if you have one. However, since spell checkers are not

infaUible, keep an up-to-date dictionary at hand.
Continued on page 31

6
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b. Make sure that every necessary mark of punctuation is correctly inserted. (See

Sections 1 and 2.)

mm
How do you account for the fact that,-' whenever we are

about to launch a new product the company cuts the mar-

?
keting dollars we need to promote the product .*-*2^

c. Inspect the material for possible errors in capitalization, number, and abbreviation

style. (See Sections 3, 4, and 5.)

Please be sure to attend the Managers' meeting scheduled

for June 4jtl/ at -throe- p . m. There will be (V) announcements

of special interest.

d. Correct any errors in grammar and usage. (See Sections 10 and 11.)

# has fewer
Everyone of the sales representatives -have' made ies^s-

3. q)

calls in the past six months th^n they - did in the

previous six-month period.

NOTE: Consult a grammar checker and an electronic thesaurus if your word pro-

cessing software provides these features. The grammar checker will highhght

many mistakes in grammar, cind the thesaurus can help you find alternatives to a

particular word that may not be appropriate in the document as it now stands.

However, you will still have to exercise good judgment in identifying and cor-

recting errors in grammar and usage.

e. Be on the lookout for inconsistencies in the wording of the document. If you are

editing someone else's material, resolve any problems that you can and refer the

rest to the author of the original material.

When I met with you, Harry Mills,

C

gnd Paula Fierrq) on

Ma. 8, .e a,.ee. ..a. . . .(ggg^^g,;
I think that you ought to (fill Paula Fierro ira on what

happened at our May 8 meeting and get her thoughts about

how we ought to proceed.

NOTE: Be especially alert to wording that conveys a meaning you did not intend.

BAD: We take pride in offering excellent food and service every day except Sunday. (Does this

mean that on Sundays the food and service are perfectly dreadful?)

BETTER: We take pride in offering excellent food and service. We are open every day except

Sunday.
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BAD: To enjoy our specially priced pretheater menu, you must be seated by 6 p.m. Remember,

the early bird gets the worm. (Does the menu offer anything more appetizing?)

BETTER: To cnjoy our specially priced pretheater menu, you must be seated by 6 p.m. Please

try to come earlier if you can.

f. Also look out for inconsistencies in format. Make sure that comparable elements in

the docimient (for example, text, titles, headings, displayed extracts, and num-

bered or bulleted Hsts) have been treated the same way in terms of typeface, type

size, placement, and so on.

g. Look for problems in organization and writing style. The material could be entirely

correct in terms of grammar, style, and usage, and it could still contain unclear

or repetitive wording, clumsy sentences, a weak organization, or a tone that is

not appropriate for the occasion.

h. Look at the document as a whole, and consider whether it is likely to accompUsh

its objective. If the document is intended to persuade readers to accept a recom-

mendation that they currently tend to oppose, has the writer (you or someone

else) anticipated their objections and dealt with them? Or has the writer ignored

the existence of such objections and thereby created the need for a follow-up docu-

ment—or, what is worse, made it likely that the readers' negative leanings will

harden into a flat rejection of the writer's recommendations?

NOTE: If you are editing material you yourself have written, consider all the points

noted in ^1203a-h. However, if you are editing material written by someone else,

the extent of yoiu- editing will depend on your experience and your relationship with

the writer. If you are working for a hterate boss, determine whether your boss has

any special preferences with regard to matters of style. (What may look like an error

to you could be an acceptable practice that you are not famihar with.) On the other

hand, a boss who does not pretend to grasp the technical points of style will no doubt

welcome yoiu- editing for such things as spelling, pimctuation, capitalization, gram-

mar, usage, and inconsistencies (see ^1203a-f).

How much your boss—or anyone else for that matter—^will appreciate your com-

ments about the organization, writing style, and effectiveness of the material (see

1[1203g-h) will depend not only on yoiu- relationship with the writer but also on the

tact with which you make yoiu- comments. Do not asstune that because you have a

close relationship with the writer, you can speak blimtly. Indeed, the closer the rela-

tionship, the more tact you may need to exercise.

Editing and Proofreading at the Computer

The computer provides some wonderful enhancements to the editing process. You

can insert new copy, kill old copy, rearrange copy as many times as you like, and

then print a clean version without any evidence of all the foregoing changes. Yet in

the process of all this electronic "cutting and pasting," you may have failed to

remove every bit of the old version you rejected; you may have changed the subject

of a sentence from singular to pliu-al without realizing the effect this change would

have on the verb; you may even have inserted new copy in the wrong place and thus

imintentionally produced piu-e gibberish. It is imperative, therefore, that copy that

has been rewritten and edited on a computer be carefully proofread. TVy to catch and
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PROOFREADERS' MARK

SsLZ Single-space

dsL. Double-space

+ iJ?#">
^"S6J^t 1 line
space

"IJ?.'^'^ Delete (remove)
1 line space

<_^ Delete space

yt Insert space

C~^~^ Move as shown

LO Transpose

SS

ds

DRAFT

I have heard

he is leaving.

EWhen will
have a de

you
cision?

Percent of Chsmge

+ !£*- ^ 16-25

Northeastern

regional sales

to gether

Itmay be

it is(not)true

bel|ep!Jt^able

lis/iMSO

1
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NOTE: If you are delivering a rough draft along with specific instructions on how-

certain material should be handled, write the instructions in the margin and cir-

cle them so that they will not be confused with material to be inserted in the text.

c. If you are typing material from hard copy, first edit it carefully If someone else

wrote the copy, then before you type it, get the writer's help in resolving any ques-

tions about content and style that you do not feel equipped or authorized to

resolve yourself. By CcirefuUy editing this matericQ prior to typing it, you greatly

reduce the likelihood of undetected errors in the find document.

d. If you are transcribing from recorded input, you may have to consider the first

version you print as a draft that must be approved by the dictator

e. By the Scime token, if you receive input in the form of a disk or via a modem, you

may want to give the person who originated the document a chance to review and

alter the document before you undertake the final editing and proofreading.

f. Before you print the material, run it through the spell checker and the grammar

checker and make the necessary corrections. Also scan the material on the

screen for any obvious mistakes (such as those noted in ^^1202 and 1203), and

make the necessciry changes. However, do not assume that no further editing or

proofreading will be required. Spell checkers and grammar checkers are not infal-

Hble, and your earlier review of copy may not have detected every error

NOTE: If you have transcribed from recorded dictation, you will have no original

copy to proofread against. Moreover, in the act of transcribing, it is easy to mis-

interpret and mispunctuate words and phrases or to omit them altogether

Therefore, while you should try to identify and correct as many errors on the

screen as you can, you need to recognize that the editing you have done at this

stage is not likely to be sufficient.

g. After you print the material, examine it carefully for all types of errors as well as

possible instances of inconsistency and incoherence. Make the necessary correc-

tions, cind then review the new material—first on the screen and then again on

the final printout—^to make sure you have not introduced any new errors.

Proofreaders' Marks

Whether you are editing or proofreading, use the proofreaders' marks shown on

pages 318 and 319 to indicate the corrections that need to be made. Minor varia-

tions in the way these marks are formed are unimportant as long as the marks clear-

ly indicate what corrections have to be made.

Rules for Alphabetic Filing

There are three types of alphabetic filing: (1) letter by letter (in which spaces between words

are disregarded); (2) word by word; and (3) unit by unit (in which every word, abbreviation,

and initial is considered a separate unit). The Association of Records Managers and

Administrators (ARMA) recommends the use of the unit-by-unit method.
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The basic principles of the imit-by-unit method (see 1I1I1206-1208) and the more specific

rules that follow (see ^111209-1221) are consistent with the ARMA standards.* However,

many acceptable alternative rules and variations are currently in use. The important thing to

remember is that the goal of any set of filing standards and rules is to estabhsh a consistent

method of sorting and storing materials so that you and others you work with can retrieve

these materials quickly and easily. Therefore, it makes sense to modify or change the fol-

lowing rules as necessary to accommodate the specific needs of your office or organization.

Make sure, however, that everyone with access to your files knows what the modifications

are so that a consistent set of standards can be maintained.

>- For guidelines on how to create a computerizedfile name, see ^1371.

IMPORTANT NOTE: Bcfore uames can be placed in alphabetic order, they must be indexed; that

is, each name must be broken down into units, and the units must be arranged in a certain

sequence. Once indexing is completed, the names can be compared unit by unit and alpha-

betic order can then be estabhshed.

Each of the following rules is accompanied by a chart that shows names in two ways: the first

column (headed Name) shows the full name in a standard format, that is, as it would appear

in an inside address of a letter; the remaining group of columns (headed Unit 1, Unit 2, eind

so on) shows the name in an indexed format, arranged unit by unit in a sequence appropriate

for alphabetizing. Note that the "inside address" format presents the names in capital and

small letters, with punctuation as necessary. The indexed format presents the names in all-

capital letters because for purposes of alphabetizing, the differences between capital and

small letters should be ignored. Moreover, the indexed format ignores punctuation; it even

ignores a space or a hyphen between parts of a name.

If you want to use a computer (1) to print ncimes in alphabetic order and (2) to insert names in

inside addresses as well as ordinary text, you may have to create two name fields—one using

the standard format, the other using the indexed format—as shown in the following charts.

Basic Principles

''^^Alphabetizing Unit by Unit

a. Alphabetize names by comparing the first units letter by letter.

Name
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b. Consider second units only when the first units are identical.

Name
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Deciding Which Name to Use

ARMA advocates filing "under the most commonly used name or title." This helpftil

principle provides the basis for choosing which name you should use for a person or

an organization when alternatives exist. Select the form most likely to be used and

then provide cross-references for the alternatives. In that way anyone who is search-

ing for material under an alternative name will be referred to the primary name
being used for filing purposes. (See ^^1212c, 1214e, 1215a, note, and 1216a, note,

for specific instances in which this principle can be applied.)

Personal Names
''^^ Rule 1 : Names of Persons

a. Treat each part of the name of a person as a separate unit, and consider the units

in this order: last name, first name or initial, and any subsequent names or ini-

tials. Ignore any punctuation following or within an abbreviation.

Name
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'J Rule 2: Personal Names With Prefixes

a. Consider a prefix as part of the name, not as a separate unit. Ignore variations in

spacing, punctuation, and capitalization in names that contain prefixes (for exam-

ple, d',D', Da, de, De, Del, De la, Des, Di, Du, El, Fitz, L ', La, Las, Le, Les, Lo, Los,

M', Mac, Mc, Saint, San, Santa, Santo, St., Ste., Ten, Ter, Van, Van de. Van der, Von,

and Von Der]

.

Name
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NOTE: If you ETC usuig d computer, insert a hard (or nonbreaking) space between

the parts of a name such as Saint Clair or San Marco. Then the last name will be

sorted as though it were typed without a space, but it will appear with a space in

the alphabetized Hst of Ucimes.

Rule 3: Hyphenated Personal Names

Consider the hyphenated elements of a name as a single unit. Ignore the hyphen.

Name
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c. When you have to decide whether to file material under a person's formal name

or under a nickname, pseudonym, or some abbreviated form, choose the form that

you and others you work with are most likely to think of when you want to find

that person's name. (See also 111208.)

NOTE: You should also enter the person's alternative name in the appropriate

alphabetic sequence and make a cross-reference to the primary name you have

selected. For excimple, suppose that Big Al (the primary name you have selected)

is formally named Albert J. Degas. In the appropriate alphabetic sequence you

would provide this entry: Degas, AlbertJ.: see Big Al.

Rule 5: Personal Names With Titles and Suffixes

a. A title (such as Dr., Major, Mayor, Miss, Mr., Mrs., or Ms.) may be used as the last

filing unit in order to distinguish two or more names that are otherwise identical.

Treat any abbreviated titles as written, but ignore any punctuation.

Dr. Leslie G. Mabry

Miss Leslie G. Mabry

Mr. Leslie G. Mabry

Mrs. Leslie G. Mabry

Ms. Leslie G. Mabry

Major Felix Novotny

Mayor Felix Novotny

Senator Felix Novotny

Sergeant Felix Novotny

Bishop David Oliver

Brother David Oliver

MABRY



Section 12 • Editing, Proofreading, and Filing 327

111213

c. Ordinarily, alphabetize a married woman's name on the basis of her own first

name. However, consider the title Mrs. (as abbreviated) if a woman uses her hus-

band's name and you do not know her first name.

Mr. Fred Naylor

Mrs. Marie Naylor

Mrs. June Y. Nearing

Mr. Peter J. Nearing

Mr. Harry L. Norton

Mrs. Harry L. Norton
[whose own first

name is univiown)

NAYLOR
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Organizational Names

I

Rule 6: Names of Organizations

a. Treat each word in the name of an organization as a sepcirate unit, and consider

the units in the same order as they are written on the letterhead or some other

authoritative document.

Name
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d. When a compound expression is written as one word or hyphenated, treat it as a

single unit. If the compound expression is written with spaces, treat each ele-

ment as a separate unit.

Name
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which approach you are following, there are specific situations in which it would
be wise to make exceptions, depending on the way you (and others with access

to your files) are likely to look ihe name up.

Name
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c. If a hyphenated personal name is part of an organizational name, treat the

hyphenated elements as a single unit. (See 511211.)

Name
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b. Treat acron5mis and the call letters of radio and TV stations as single units.

Name
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Rule 9: Geographic Names Within Organizational Names

a. TVeat each part of a geographic name as a separate unit. However, treat hyphen-

ated parts of a geographic name as a single unit.

Name
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NOTE: For sequencing purposes most software programs will consider arabic

numerals from the left. Given the arabic units in the chart below, a computer will

place 1218 before 21 and 210. To avoid this outcome, add zeros to the left of 21

and 210 to make them the same length as 1218: 0021, 0210, 1218. Then the soft-

ware will sequence these units in the correct order.

Name
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f. When a phrase consists of a number (in figures or words) linked by a hyphen or

a diagonal to a letter or word (for example, 1-A, A-1, 1-Hour, 4/Way, One-Stop],

ignore the punctuation and treat the phrase as a single unit.

g. When the phrase consists of a figure linked to another figure by means of a

hyphen or a diagonal (for example, 80-20 or 50/50)., consider only the number

that precedes the punctuation.

NOTE: Most software programs will consider the complete number as well as any

punctuation.

h. When a phrase consists of a figure plus a letter or word (for example, 3M) with-

out any intervening space or punctuation, treat the phrase as a single unit.

Name
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NOTE: Most Software programs will consider these symbols on the basis of where

they occur in the sequence of chciracter sets. If you convert the symbol to a spelled-

out form as shown in the chart on the bottom of page 335, it will be sequenced in

the correct alphabetic order

Rule 11: Alphabetizing by Addresses

When two organizational names are otherwise identical, alphabetize them according

to address.

a. First alphabetize by city.

b. If the city names are the same, consider the state. (For example, Charleston, South

Carolina, comes before Charleston, West Virginia.)

Name
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e. If the street names are also the same, alphabetize by direction if it is part of the

address (for example, north, south, northeast, southwest).

1
Name
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SECTION 13
Letters and Memos

Letters (Hljl 301-1 387)
Parts of Letters (M1301-1302)

Stationery Sizes (^1303)

Letter Placement (M1304-1308)

Top Margin (111304)

Side Margins (^1305)

Bottom Margin (^1306)

Lengthening a Short Letter (^1307)

Shortening a Long Letter (111308)

Punctuation Patterns (11309)

Spacing (111310)

Letterhead or Return Address (11111311-1313)

Using a Printed Letterhead (111311)

Creating a Letterhead (111312)

Using a Return Address (1(1313)

Date Line (111314)

Personal or Confidential Notation (111315)

Reference Notation (111316)

Inside Address (11111317-1320)

Letters to an Individual (111317)

Letters to an Organization (111318)

Name of Person and Title (11111321-1325)

In Care of. . . (111326)

Name of Organization (11111327-1329)

Building Name (111330)

Street Address (11111331-1337)

Box Number (K1338)

City, State, and ZIP Code (K111339-1343)

Attention Line (11111344-1345)

Salutation (1I1I1346-1351)

Subject Line (11111352-1353)

Message (1I1I1354-1357)

Complimentary Closing (11K1358-1360)

Company Signature (111361)

Writer's Name and Title (11111362-1369)



Reference Initials (111370)

File Name Notation (W1371-1372)

Enclosure Notation (M1373-1374)

Delivery Notation (^1375)

Copy Notation (M1376-1380)

Postscript (511381)

Continuation Pages (M1382-1387)

Envelopes (^1]1388-1391)
Addressing Envelopes (M1388-1390)

The Inside-Address Style (^1389)

The All-Cap Style (^1390)

Folding and Inserting Letters (111391)

Memos (Hljl 392-1 393)

Social-Business Correspondence (11^1394-13953

Labels (111396)

Section 13 provides guidelines for formatting letters and memos. These guidelines are not

intended as inflexible rules. They can—and should—^be modified to fit specific occasions as

good sense and good taste require.

Letters

Parts of Letters

1301 A business letter has four parts with a variety of features:

Optional Features

Personal or confidential notation

(^13153

Reference notations (^1316)

Attention line (^^1344-1345)

Subject line (11^1352-1353]

Company signature CHI 361]

File name notation (^1 371 -1372]

Enclosure notation (HHI 373-1 374]

Delivery notation (^1375)

Copy notation (^^1 376-1 380)

Postscript CHI 381]

> Each of thesefeatures is illustrated in the model letters on pages 346-350.

Parts



Section 13 • Letters and Memos 341

111301

iMPORTAirr NOTE: Word processing programs typically provide templates that can greatly sim-

plify your task of formatting letters as well as other documents. As you will see from the

three illustrations of letter templates that follow, you simply insert the necessary copy in the

appropriate places shown on the template. The program then completes the formatting and

prints the final document.

If the existing templates do not fully satisfy your needs, you can modify these templates to

some extent or you can create your own. In the process you can include macros in the tem-

plates so as to automate repetitive tasks, such as saving and backing up a file. You can also

use autotext to store repetitive copy—for example, the name of a person or an organization

to whom you frequently write, as well as phrases, sentences, paragraphs, or the closing that

you frequently use in the letters you produce. Once you have typed the first few characters

of such elements, the program will suggest replacement text. A simple command will then

replace what you have partially typed with the complete text.

The following guidelines should prove helpful if you decide to modify the templates provided

by your software or to design your own.

"Contemporary" letter template provided by Microsoft Word for "Windows,

using default specifications of 10-point Times New Roman, 1.25-inch side

margins, and 1-inch top and bottom margins.

(Click k(R and lype Kcipiail'i idAoi]1
CompanyName Here

(Current date will be inserted automatically)

[Click here and type recipient's address)

Dear Sir or Madam:

Type your letter here. For more details on modilying this letter template, double-click ihij To rettira

to this letter, use the Window menu.

Sincerely,

(Qick here and type your name]
[Click here and type job title]

[Click here and type slogan]

Continued on page 342
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"Elegant" letter template provided by Microsoft Word for Windows, using

default specifications of 10-point Garamond, 1.25-inch side margins, and l-inch

top and bottom margins.

"Professional" letter template provided by Microsoft Word for Windows, using

default specifications of 10-point Arial, 1.25-inch side margins, and 1-inch top

and bottom margins.

Company Name Here

[Current date will be inserted automatically]

[Click here and type recipient's address]

Dear Sir or Madam:

Type your letter here. For more details on modifying this letter template, double-click >J. To return to

this letter, use the Window menu.

Sincerely,

[Click here and type your name]

[Click here and type job title]
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1302 A business letter is usually arranged in one of the following styles:

a. Modified-Block Siyie—Standard Format. The date line, the compUmentaiy

closing, the company signature, and the writer's identification all begin at center.

All other hues begin at the left margin. This style is also referred to simply as the

modified-hlock style. (See page 346 for an illustration.)

NOTE: This is still the style most commonly used.

b. Modified-Block Stjde—^^^th Indented Paragraphs. This style is exactly the

same as the standard format described in a above except for one additioued fea-

ture: the first hne of each paragraph is indented 0.5 inch. This style is also

referred to as the semiblock style. (See page 348 for an illustration.)

c. Block Style. All lines typically begin at the left margin. Nothing is indented

except for displayed quotations, tables, and similar material. This style is also

referred to as thefuU-block style. (See page 349 for an illustration.)

d. Simplified Style. As in the block style, all lines begin at the left margin.

However, the simplified style has these additional features: the salutation is

replaced by a subject line in all-capital letters, the complimentary closing is omit-

ted, the writer's identification is typed in all-capital letters on one line, and open

punctuation (see 111309b) is always used. (See page 350 for an illustration.)

Stationery Sizes

1303 The three sizes of stationery most commonly used are letter (also called standard),

executive (also called monarch), and half letter (also called baronial). For more infor-

mation about stationery sizes, see 111305b.

Letter Placement

1304 Top Margin

a. First Page. As a general rule, leave a top margin of about 2 inches; this is the

standard top margin for all business documents. To create a 2-inch top margin,

space down 6 times from the default (preset) top margin of 1 inch. (See the illus-

tration on page 346.)

If you are typing a one-page letter, you may center the letter vertically. (See the

illustration on page 348.)

Ifyou are using letterhead stationery, make sure there is at least a 0.5 inch space

between the letterhead and the first element to be typed (ordinarily the date fine)

.

If the letterhead design is especially deep (as in the illustration on page 349), the

use of vertical centering or a 2-inch top margin may not provide an adequate visual

break between the letterhead and the date line.

b. Continuation Pages. Use a top margin of about 1 inch on each continuation

page of a letter. These pages are always typed on unprinted stationery (even if

the first page is prepared on a printed letterhead). (See also 11111382-1387.)
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1305 Side Margins

a. Determine the default side margins of the word processing software you are

using: 1.25 inch for Microsoft Word, 1 inch for WordPerfect. For letter and execu-

tive stationery, these default side margins are usually adequate.

b. Under certain circumstances, you may wish to use wider side margins—^whether

to lengthen a short letter or to make a letter more attractive or easier to read.

The following table shows the extent to which you can widen side margins to pro-

duce a more open look.
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1306 Bottom Margin

a. Leave a bottom margin of at least 1 inch. If you are typing a one-page letter and

center it vertically the bottom margin will be automatically estabUshed.

b. If the letter requires more than one page, you can increase the bottom margin on

the first page up to 2 inches.

c. If you are using letterhead stationery with a band of printed copy running across

the bottom of the page, leave a minimum margin of 0.5 inch between the last line

of text and the band of printed copy.

>- For guidelines on carrying a letter overfrom one page to the next, see ff1382-1387.

1307 Lengthening a Sliort Letter

To spread a short letter (under 8 lines of text) over one page, use any combination of

the following techniques:

a. Increase the side margins. (See the table in 111305b.)

b. Change the paper size from letter to executive or half letter.

c. Increase the font size or select a font that yields fewer characters to an inch.

d. Insert extra space above the inside address, the signature line, and the reference

initials. (Do not use more than twice the recommended space in each case.)

1308 Shortening a Long Letter

To condense a long letter (over 23 lines of text), use any combination of the follow-

ing techniques:

a. If you have been using wide side margins, reduce them to 1 inch on letter and

executive stationery and to 0.75 inch on half letter stationery.

b. If you have been using executive or half letter stationery, change to letter

stationery.

c. If a small amount of text carries over to a second page, you may be able to reduce

the text to fit on a single page by using the make-it-fit or shrink-to-fit option in

your word processing software. Another option is to use a shghtly smaller font or

font size that fits more characters on a line. Be sure, however, that after you

make such adjustments, the type is still quite readable.

d. Reduce the space between the date cind the inside address to 2 blank lines

(instead of the customary 3).

e. Reduce the space for the signature from 3 blank lines to 2.

Tfarf continues on page 351
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I

J
K
L
M

u
IE.

Compudata Systems inc.

600 EAst Algonquin Road
Arlington Heights IL 60005-4332

Teleplione: 708-555-4605
Fax: 708-555-5236

B

6x

December 2, 2002

4x

Ms. Susan W. Morales

2839 Clary Street

Fort Worth, Texas 761 1 1-4326

Dear Ms. Morales:

|2x

HEADING

OPENING

|2x
We were pleased to receive your letter of application for a sales position with Compudata

Systems.
,

|2x
At the moment we do not have an opening in the Fort Worth area, but we do need a field

representative who is based in Lubbock and can cover the northwestern part of the state.

If you would like to be considered for this position, please complete the enclosed appli-

cation and return it to me.

|2x
As it happens, I will be attending a convention in Fort Worth next month. I would be de-

lighted to meet with you while I'm in town and describe the job that is available.

|2x
iWhen you return your completed application, please let me know whether you would be

(•free to meet mc at 4 p.m. on Wednesday or Thursday of the first week of January. I look

r-forward to hearing from vou.
.

' j2x
F Sincerely yours.

COMPUDATA SYSTEMS INC.

BODY

Ks^u^XiAMyUt

bjn

jobapp.2d2

Enclosure

By Federal Express

cc; Ms. A. Rossi
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A Letterhead. The company's name and address, along with other information (such as a

telephone number and a fax number). (See 1111311-1312.)

B Date Line. The date (month, day, and year) on which the letter is typed. As a general

rule, space down 6 times from the default margin of 1 inch before typing the date Une (as

in the illustration on page 346). One-page letters may be centered vertically (as in the

illustration on page 348); in that case type the date on the first available line. On sta-

tionery with a deep letterhead (as in the illustration on page 349), type the date line about

0.5 inch below the letterhead. (For additional details, see 1I1314d-f.)

C Inside Address. The name and address of the person to whom you are writing. (See

M1317-1343.)

D Salutation. An opening greeting Uke Dear Ms. Morales. (See 111346-1351.)

E Message. The text of the letter. All paragraphs are typed single-spaced with no inden-

tions. Leave 1 blank Une between paragraphs. (See 111354-1357.)

¥ Complimentaiy Closing. A parting phrase such as Sincerely or Sincerely yours. (See

111358-1360.)

G Company Signature. An indication that the writer is acting on behalf of the company.

(See 11361.)

H Writer's Identification. The writer's name and title. (See 111362-1369.)

I Reference Initials. The initials of the typist and sometimes those of the writer as well.

(See 11370.)

J File Name Notation. A coded notation that indicates where the document is stored in

computer memory. (See 111371-1372.)

K Enclosure Notation. A reminder that the letter is accompanied by an enclosure. (See

111373-1374.)

L Delivery Notation. An indication that the letter has been sent a special way (See 11375.)

M Copy Notation. The names of those who will receive copies of this letter. (See

111376-1380.)

Continued on page 348
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Modified-Block Style—^Wlth Indented Paragraphs

1600 Fulton Road
Cleveland, OH 44113-3003

November 25, 2003
,

In reply to: Invoice 57389

Accounting Department

Byfield & Duff

Post Office Box 268

Freepon, ME 04032-0268
,
o„

i
Dear Bvfield & Duff:

OPENING

2x

Over two months ago I ordered a pair of hiking boots, size 5. You acknowledged

my order, informed me that you were temporarily out of stock, and told me I could expect

deUvery within four weeks, ov
^

. .

Today I received Invoice 57389, billing me for two log carriers which I did not order

and have not received. May I ask that you cancel this invoice. If the log carriers arrive, I will

refuse delivery and have them shipped back to you at once.

BODY

Sincerely,

|2x

'|4x

Doris T. Hageny
f2x

PS: I'm still eager to have those boots. When may I expect to receive them?

CLOSING

N Return Address. The arrangement that is used in a personal-business letter when an indi-

vidual writes on blank stationery from home. (For an alternative placement of the return

address and other details, see 1(1313.) A person using word processing software can

transform the retiun address into a professional-looking letterhead. (See ^1312.)

O Reference Notation. A filing code used by the vmter or the addressee. (See 111316.)

P Attention Line. A means of directing the letter to a particular person or a specific depart-

ment, even though the letter is addressed to an organization as a whole. Traditionally posi-

tioned on a separate line below the inside address; now positioned as the first line of the

inside address (without the word Attention) to reflect the recommended format for the

maihng address. (See M1344-1345.)

Q Paragraph Indentions. Customarily 0.5 inch. (See 111356a.)

R Postscript. A device for presenting a final idea or an afterthought. (See 111381.)
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s

u

Satellite Traders inc.
500 Balboa Street

San Francisco, CA 941 18-3519

Phone:+1-415-555-6000
Fax:4 1-415-555-6143

John P. Gage
President

I 0.5

October 7, 2002
|2x

CONFIDENTIAL

4x

Mr. Philip Wurlitzer Jr.

Executive Vice President

Satellite Traders Inc.

Apartado Aero 1 1 255
Bogota, D.E.

COLOMBIA
|2x

Dear Phil
, ^
|2x

Subject: Your Request for Early Retirement
^2x

HEADING

OPENING

I presented your request to the Board of Directors last Friday. They were entirely sym-
pathetic to your reasons for wanting to take early retirement, but they did express con-

cern over the timing. Al Barnes, in particular, raised the following points in a memo he
sent me today.

, „j2x
Ask Phil to identify people in the Bogota office he considers prospective

candidates for his position Please ask him to spell out their present

qualifications and estimate the time it would take to groom any one of

these people for his job. „
|2x

If you and I can identify at least one qualified candidate acceptable to Al and the other

directors, I know ttiey will move quickly to honor your request

Sincerely

John P. Gage
. _
|2x

npl

wurltzrp.2o7

c: Mr A. J. Barnes
Ms. C. L. Florio

Mrs. R. T. Washington

BODY

CLOSING

>^ For the use of+1 with telephone numbers (as in the letterhead above), see f454f.

S Confidential Notation. A note indicating that the letter should be read only by the person

addressed. (See ^1315.)

T International Address. The name of the country typed in all-capital letters on a line by

itself. (See 111343.)

U Subject Line. A means of stating what the letter is about. (See 11^1352-1353.)

V Displayed Extract. Copy set off from the rest of the letter for emphasis; indented 0.5 inch

Continued on page 350
from the left and right margms. (See 111357a.)
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Simplified Style

BTC Bu
5600 Sherwood Avenue
Minneapolis, MN 55424

Telephone: 612-555-9300

Fax:612-555-0492

w

March 6, 2003

6x

Mrs. Rita Selden

680 Forrest Road, NE
Atlanta, GA 30312

,

I3x

THE SIMPLIFIED LETTER
.

I3x

You will be interested to know, Mrs. Selden, that a number of years ago the Administra-

tive Management Society developed a letter format called the simplified style. This is a
sample. Ov

1

.

it uses the block style as well as open punctuation.

2. It omits the salutation and the complimentary closing.

HEADING

OPENING

2x

2x
3. It uses a subject line, typed in all-capital letters and preceded and followed by two

4. It identifies the signer by an all-capital line that is preceded by four blank lines and
followed by one—if further notations are used. 2x

5. It tries to achieve a brisk but friendly tone and uses the addressee's name at least in

the first sentence.
2x

Perhaps, Mrs. Selden, you ought to give this style a trial.

(m^)-^ju^.-Mu
5x

HELEN F HOLUB, DIRECTOR, SECRETARIAL TRAINING

jb ^

seldenr.336

BODY

,2x CLOSING

W Subject Line. Replaces the salutation; typed in all-capital letters on the third line below

the inside address. (See also ^1352.)

X Complimentary Closing. Omitted. (See also M1358-1360.)

Y Writer's Identification. Typed on one line in all-capital letters. (See also ^1363.)

Z Justified Right Margin. Makes each line in the body of the letter end at the same point.

This is an optional feature and may be used with any letter style. (See ^1356b.)

NOTE: The numbered hst in this illustration has been typed with a blank line between items

to achieve a more open look. If you use the numbered hst feature of your word processing

program and accept all the defaults, the hst will be typed smgle-spaced. (See il357d for

illustrations showing hsts typed with and without space between items.)
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Punctuation Patterns

1309 The message in a business letter is always punctuated with normal punctuation. The
other parts may be punctuated according to one of the following patterns:

a. Standard (Mixed) Pattern. Use a colon after the salutation and a comma after

the complimentary closing. (This is the style most commonly used.)

Mr. Bernard Krause Jr.

The Bergen Press Inc.

313 North Street

San Jose. CA 951 13

Dear Mr. Krause:

Sincerely.

HUDSON COMPANY

Jee i^(bTAJeV

Lee Brower

Sales Manager

mr
krauseb. 1 54

Enclosure

cc: Ms. Loo

b. Open Pattern. Use no punctuation at the end of any line outside the body of the

letter unless that line ends with an abbreviation (for example, /r.).

NOTE: For an additional illustration of the use of open punctuation, see page 349.

Mr. Bernard Krause Jr

The Bergen Press Inc.

313 North Street

San Jose, CA 951 13

OmtrU^m0i

Sincefbty

HUDSON COMPANY

Lee Brower

Sales Manager

mr
krauseb. 154

Enclosure

c: Ms. Loo

**r"V«^''>w
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^1310
Spacing

1310 Type all letters single-spaced. Leave 1 blcink line between paragraphs. (See the illus-

trations on pages 346-350.)

The following rules (11111311-1316) deal with the heading of a letter. The heading may
include a letterhead or a return address (UK1311-13 13), a date line (K1314), a person-

al or confidential notation (111315), and a reference notation (111316). The model letters

shown on pages 346-350 illustrate the position of these elements in the heading.

Letterhead or Return Address

1311 Using a Printed Letterhead

a. The first page of a standard business letter is customarily written on stationery

with a printed letterhead containing at least these elements: the organization's

name, the street address or post office box number (or both), and the city, state,

and ZIP Code. The printed letterheads for most organizations also provide a tele-

phone number and a logo or some other graphic element. They may also provide

a fax number, an e-mail address, a Web site URL (111532), and a cable address.

However, large organizations with a number of operating units widely dispersed

at the same location often choose to provide a generic letterhead that contains

only those elements that are common to all operating units. They rely on indi-

vidual business cards to provide the variable details for each employee.

NOTE: Top executives may have special letterheads showing their name and title.

(See page 349 for an illustration of a top executive's stationery.)

Cole, Steele & Backus
1800 Avenue of the Stars

Telephone: 310.555.4345

Fax: 310.555.4265

Los Angeles, CA 90067-4201

E-Mail; csb@aol.com

Cable: COSTEBA

b. Avoid using abbreviations in a letterhead except those that are part of the orga-

nization's name or that represent a state name.

NOTE: It is not esseutial to abbreviate a state name in a letterhead. In fact, if you

want to achieve a more formal effect, spell out the state name. (See ^ 1341a.)

0. Even if your organization uses a post office box number as its primary mailing

address, show a street address as well. In that way others will know where to

direct ordinary maU (the post office) and where to direct express mail (the orga-

nization's office). If the two addresses have different ZIP Codes, be sure to pro-

vide this information.

>^ For guidelines on how to treat telephone numbers in letterheads and on business cards,

see f454.
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1312 Creating a Letterhead

In place of printed stationery, you can use word processing templates and various

fonts and font sizes to create a professional-looking letterhead on plain paper. The

following illustrations show two computer-generated letterheads—one designed for

a company and one designed for an individual working from home.

vt/

ALBERS AND PARKER INC.

11 West 19th Street

New York, NY 10011-4285

Telephone: 212-555-9897

Box 3291, Old Chelsea Station

New York, NY 10011-9998

Fax: 212-555-9803

NOTE: Individucds who want to make themselves available to chents and customers

at all hours may provide more than an address and a phone number. They may insert

such elements as an e-mail address, a Web site URL, a home phone number, a mobile

phone number, a pager number, and a voice mail number. All of these elements may
appear as part of the letterhead at the top of the page, or some may be located at

the foot of the page (to avoid a cluttered design at the top).

1313 Using a Return Address

If you are using plain paper for a personal-business letter (one you write as an indi-

vidual from your home)
, you can supply the necessary address information in the

form of a return address. There are two formats you can choose from.

a. TVaditionally, the return address appears at the top of the page. Provide the fol-

lowing information on three or more single-spaced lines: (1) the street address;

(2) the city, state, and ZIP Code; (3) the phone number (if you want the addressee

to have it); and (4) the date (see ^1314).

Apartment 2B

212 West 22d Street
New York, NY 10011-2706
212-555-9097

January 24, 2002

OR 212 West 22d Street, Apt.

New York, NY 10011-2706

212-555-9097

January 24, 2002

2B

Continued on page 354
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NOTE: For the modified-block letter style, start each line of the return address at

the center of the page. (See page 348.) For the block and simplified styles, start

each line at the left margin. (See pages 349-350.)

b. An alternative style locates the return address in the closing section of the letter,

starting on the hne directly below the writer's typed name.

sincerely,

4x

Josephine C. Carbonara

Apartment 2B

212 West 22d Street

New York, NY 10011-2706

212-555-9097

NOTE: When the return address appears in the closing section, the first element to

appear at the top of the letter is the date line. (See 111314.)

c. Each line of the return address should begin at the same point as the comph-

mentary closing and the writer's typed ncime—at the center of the page for the

modified-block style and at the left margin for the block and simplified styles.

d. Regardless of the format you use for a return address, estabhsh a top margin in

the same way. As a genercd guideline, space down 6 times from the default top

margin of 1 inch to create a top margin of approximately 2 inches. One-page let-

ters may be centered vertically; in this case simply type the start of the inside

address (as in 111313a) or the date line (as indicated in 11313b, note, above) on

the first available line.

Date Line

1314 a. The date line consists of the name ofthe month (written in full—never abbreviated

or represented by figures), the day (written in figures and followed by a comma),

and the complete year.

December 28, 2001 (NOT Dec. 28, 2001 OR December 28th, 2001)

NOTE: Do not usc the style 12/28/01 or '01 in the date line of a business letter.

b. Some writers write the date in this order: day, month, yecir. This is the style typ-

ically used in mihtciry correspondence and letters from abroad.

28 December 2001

c. You can use the date insert feature of your word processing software to auto-

matically insert the current date. You can also indicate (by selecting the appro-

priate option) whether or not you want the date to be automatically updated each

time you open the document. Automatic updating is useful if the document is a

form letter but should not be used if the document represents a permanent

record.

d. For the modified-block letter style, start the date at the center. For the block and

simplified letter styles, start the date at the left margin.
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e. As a general rule, type the date about 2 inches from the top of the page. {See the

illustration on page 346.) If you are typing a one-page letter and have decided to

center it vertically, type the date on the first available line. (See the illustration

on page 348.) If you are using stationery with a deep letterhead, type the date

about 0.5 inch below the letterhead. (See the illustration on page 349.)

£. If you are using a return address at the top of a letter, type the date directly under

the return address (as illustrated in ^13 13a). If you place the return address at

the bottom of the page (as shown in *I[1313b), position the date as directed in

^1314d and e.

Personal or Confidential Notation

131 5 If a letter is of a personal or confidential natiu-e, provide the appropriate notation on

the second line below the date, at the left margin. Type the notation in bold all-cap

letters. (See the illustration on page 349.)

PERSONAL CONFIDENTIAL

Reference Notation

1316 a. A reference notation—beginning with the guide words When replying, refer to: (or

with something similar)—may be inserted on the second Line below the date (or

on the second line below any notation that foUows the date). Start t5^ing at the

same point as the date.

When replying, refer to: watsonnd.363

NOTE: You may insert a file name notation here instead of at the bottom of the let-

ter. (See ^1372.)

b. When you are replying to a letter that contains a reference number or when you

want to emphasize the fact that your letter concerns an insurance poUcy, an order,

or a similar document, tj^e a reference notation on the second hne below the date

(or on the second line below any notation that foUows the date). Start typing at

the same point as the date. (See the illustration on page 348.)

In reply to: G241 782 935 Refer to: Policy 234844

c. When there are two reference notations to be given, type your own reference

notation first (as indicated in ^1316a). Then type the addressee's reference nota-

tion on the second line below.

When replying, refer to: dingesc.524 ^

Your reference: blockage. 747

d. Some writers prefer to give the addressee's reference notation in a subject line.

(See ^1353e.)

c. If you want the addressee of a given letter to send a response by fax or e-mail,

you may make this request in the body of the letter or, for greater emphasis, in

the form of a reference notation.

When replying, send fax to: 707-555-9985

When replying, send e-mail message to: mgallagher^aol.com
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The following rules ("11111317-1351) deal with the opening of a letten The opening typi-

cally includes two elements: the inside address (11^1317-1343) and the salutation

(ffll346-1351). It may also include an attention line (ffll344-1345).

Inside Address

1317 Letters to an Individual

a. The inside address for a letter to an individual's home should include the follow-

ing information: (1) the name of the person to whom you are writing; (2) the street

address, the box number (see 111338), or the rural route number (see 111317c); and

(3) the city, state, and ZIP Code (see 111339).

Dr. Margaret P. Vanden Heuvel Mrs. Bemell Williams

615 University Boulevard 5860 Spring-Cypress Road

Albuquerque, NM 87106-4553 Spring, Texas 77379

>- For the placement of the inside address, see ^1319a; for the use of the nine-digit ZIP

Code, see fl339, note.

b. If the person Uves in an apartment building, give the apartment number after the

street address or, if it will not fit, on the line above.

Mr. William E. Slifka Miss Susan H. Ellington

13 Cat Mousam Road, i^t. IB J^artment 2104

Kennebunk, Maine 04043 11740 Wilshire Boulevard

Los Angeles, CA 90025

c. If you cire writing to someone with a rural route address or a highway contract

route address, do not use rural route, highway contract route, number, No., or # in

the address. Use the abbreviation RR or HC plus a box number. For example:

RR 2, Box 454 HC 67, Box 21A

Avoid using a street name in conjunction with an RR or HC address. If one is

used, place it on the line above the RR or HC address.

NOTE: You may want to create an autotext entry containing the inside address and

salutation for any individual or organization that you frequentiy write to.

1318 Letters to an Organization

a. The inside address for a letter to an organization should include the following

information: (1) the name of the business or organization, (2) a street address or

a post office box number, and (3) the city, state, and ZIP Code. Whenever possi-

ble, address the letter to a specific person in the organization and include that

person's job titie and department (if known) . If you do not have the name of a spe-

cific person, use a titie instead (for example, Director ofMarketing).

Mr. Arthur L. Quintero Director of Research

National Sales Manager Stanton Chemical Coitpany

Paragon Industries Post Office Box 21431

211 North Ervay Street Chattanooga, TN 37421-0431

Dallas, Texas 75201

>^ For the placement of the inside address, see ^1319a; for the use of the nine-digitZW
Code, see ^1339, note.
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b. When a room number or a suite number is included in the inside address, insert

that number after the street address or, if it will not fit, on the line above.

Ms. Alice G. Alvarez James W. Chiverton, M.D.

Werler Construction Ccxnpany Suite 1200

416 12th Street, Room 12 1111 West Mockingbird Lane
Columbus, Georgia 31901-2528 Dallas, TX 75247-3158

131 9 a. Whether a letter is going to an individual's home or to an organization, start the

inside address at the left margin, on the fourth line below the date or below any

notation that falls between the date and the inside address (see 11111315-1316).

> See the illustrations on pages 346-350.

NOTE: You may need to modify these guidelines if you are planning to use a win-

dow envelope (see M1389i, 1391d).

b. In social-business correspondence (see KUl394-1 395), type the inside address at

the bottom of the letter, ahgned at the left margin and starting on the fourth line

below the writer's signature or title (whichever comes last). In a purely personal

letter, no inside address is given at aU.

c. Single-space the inside address and align each line at the left.

1320 a. If a letter is addressed to two or more people at different addresses, type the indi-

vidual address blocks one under the other (with 1 blank line between) or position

the address blocks side by side. If the address blocks take up too much space at

the opening of the letter, type them at the end of the letter, starting at the left on

ihe fourth line below the final notation or, if there are no notations, on the fourth

line below the signature block.

b. If a letter is addressed to two or more people at the same address, hst each name
on a separate line. Do not show a position title for each person unless it is short

and can go on the same line as the name. Moreover, omit the names of depart-

ments unless the persons are in the same department. In effect, type only those

parts of the address that are common to the people named at the start. (On the

respective envelopes for each individual, give the full address for that individual

and omit all reference to others named in the inside address.)

Dr. Paul J. Rogers

Mr. James A. Dawes

Research Department
Sloan and Hewitt Advertising
700 North Harding Avenue
Chicago, Illinois 60624-1002

The following rules {1[1[132 1-1343) provide additional details concerning the parts of

inside addresses. See also the models in Section 18 for special forms of address used

for individuals, couples, organizations, professional people, education officials, govern-

ment officials, diplomats, military personnel, and religious dignitaries.
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Name of Person and Title

1 321 When writing the name of a person in an inside address or elsewhere in a letter, be

sure to follow that person's preferences in the spelling, capitalization, punctuation,

and spacing of the name. (See 11311.)

a. Do not abbreviate or use initials unless the person to whom you are writing

prefers that style. For example, do not write Wm. B. Sachs or W. B. Sachs if the

person to whom you are writing used William B. Sachs in his correspondence.

b. When writing to a married woman, follow her preference for first cind last names

if you know it. She may prefer to be addressed by her original name (for example,

Ms. Joan L. Conroy] . If you do know that she is using her hu iband's last name,

continue to use her own first name and middle initial (for example, Mrs. Joan L.

Noonan). The form that uses her husband's first name and middle initial as well

(for example, Mrs. James W. Noonan) is acceptable only for social purposes. It

should never be used when addressing a business letter to a married woman, and

it should not be used when a married woman becomes a widow unless she indi-

cates that this is her preference.

1322 In general, use a title before the name of a person in an inside address. (See ^517

for appropriate abbreviations of such titles.)

a. If the person has no special title (such as Dr., Professor, or The Honorable), use

the courtesy title Mr., Ms., Mrs., or Miss. (See also 111801.)

b. In selecting Ms., Mrs., or Miss, always respect the individual woman's preference.

If her preference is unknown, use the title Ms. or omit the courtesy title alto-

gether. (See also 1[1801b-c.)

NOTE: Follow the same procedure in the salutation. (See 111349.)

c. If you do not know whether the person addressed is a man or a woman, do not

use any courtesy title. (See also UlSOld.) Follow the same practice in the salu-

tation. (See 111349.)

NOTE: People who use initials in place of their first and middle names or who have

ambiguous Ucimes (like Marion, Leslie, Hilary, and Lee) should use a courtesy title

when they sign their letters so that others may be spared the confusion over

which title to use. If they choose not to provide a courtesy title, they will have to

accept the likelihood that they will be inappropriately addressed. (See also

11111365-1366.)

d. Address teenage girls as Ms. or Miss and respect the individual's preference ifyou

know it. For girls younger than 13, Ms. or Miss may be used or omitted.

e. Address teenage boys as Mr. For boys younger than 13, omit the title. [Master is

now rarely used except with the names of very young boys.)

1323 a. A letter to a husband and wife is traditionally addressed in this form:

Mr . and Mrs . Harold D . Bennisch Jr . ( NOT: Mr . & Mrs
.

)

b. If the husband has a special title such as Dr. or Professor, the couple is addressed

as follows:

Dr. cuid Mrs. Thomas P. Geiger
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c. List the names of a married couple on separate lines when (1) the wife alone has

a special title, (2) both spouses have special titles, or (3) each spouse has a dif-

ferent surname.

Dr. Eleanor V. Eberhardt-Ball Ms. Eloise Baum

Mr. Joseph L. Eberhardt-Ball Mr. Philip O'Connell

Dean Walter 0. Goetz OR Mrs. Eloise Baum

Professor Helen F. Goetz Mr. Philip O'Connell

d. Some married couples prefer a style of address which uses the first names of the

spouses and omits Mr. and Mrs. Those who use this style typically do so because

it treats both spouses as equals and does not imply that the wife can be identi-

fied only by her husband's name. Respect such preferences when you are aware

of them.

Janet and Arnold Rogon OR Arnold and Janet Rogon

(RATHER THAN: Mr. and Mrs. Arnold Rogon)

NOTE: IfJr., Sr., or a roman numeral such as III accompanies the husband's name,

choose one of the following forms:

Janet Rogon and Arnold Rogon Jr.

OR Arnold Rogon Jr. and Janet Rogon

BUT NOT: Janet and Arnold Rogon Jr.

OR Arnold Jr. and Janet Rogon

> For otherforms of address to use for couples in special circumstances, see fl802.

1324 a. When Jr., Sr., or a roman numeral such as /// is typed after a name, omit the

comma before this element unless you know that the person being addressed

prefers the use of a comma. (See also ^156.)

b. Do not use a title before a name if the term ^5^. follows the name. (See also

nSlSc, 1804a.)

Rita A. Henry, Esq. (NOT: Ms. Rita A. Henry, Esq.)

NOTE: A comma separates the last name from the term Esq.

c. As a rule, do not use an academic degree with a person's name in an inside

address. However, some doctors of medicine and divinity prefer the use of the

degree after their names (rather than the title Dr. before). (See also M1804b,
ISlOd, ISlld.)

NOTE: If an academic degree follows the person's name, separate it from the last

Ucime with a comma. Moreover, omit the titles Dr., Miss, Mr, Mrs., and Ms. before

the name. Another title (for example, Professor, The Reverend, Captain, Dean) may

be used before the name as long as it does not convey the same meaning as the

degree that follows. (See 11519c.)

Reva C. Calhoun, M.D.

The Reverend Ernest G. Wyzanski, D.D.

d. Abbreviations of rehgious orders, such as S.J. and S.N.D., are typed after names

and preceded by a comma. An appropriate title should precede the name, even

though the abbreviation follows the name; for example. The Reverend John

DeMaio, O.P. (See also M519a, 1809.)
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1325 a. A title of position, such as Vice President or Sales Manager, may be included in an

inside address. If a title is to be used, place it on the line following the name; if

the title requires a second line, you may either indent the turnover 2 or 3 spaces

or align it at the left with the line above. Capitalize the first letter of every word

in the title except (1) prepositions under four letters (Hke of, for, and in), (2) con-

junctions under four letters (like and), and (3) the articles the, a, and an when

they appear within the title.

Mrs. Martha Hansen

Executive Vice President

Mr. Harry F. Benjamin

Chairman of the Board

Mr. Ralph Nielsen Ms. Evangeline S. Palmer

Vice President and (NOT &) Director of In-Service

General Manager Training

NOTE: In the last example above, In is capitalized because it is the fu-st element in

a compound adjective (rather than a pure preposition as in Editor in Chief) . By the

same token, in the title Coordinator ofOn-thefob Training, On is capitalized as the

first element in a compound adjective but o/and the are not.

b. If the title is very short, it may be typed on the same line as the person's name or

the person's department in order to balance the length of the lines m the address.

However, do not type a title on the same line as the name of an organization. (See

111327.)

Mr. J. C. Lee, President

Merchants National Bank

Mrs. Lucinda Hollingsworth

Manager, Support Services

E. J. Haines & Company

NOT:

Mr. Armand F. Aristides

Controller

Dahl , Inc

.

Mr. Armand F. Aristides

Controller, Dahl, Inc.

In Care of

1326 Sometimes a letter cannot be sent to the addressee's home or place of business; it

must be directed instead to a third person who will see that the letter reaches the

addressee. In such cases use an "in Ccire of notation. The following examples show

two versions of this notation.

Professor Eleanor Marschak

In care of Henry Ward, Esq.

OR Professor Eleanor Marschak

c/o Henry Ward, Esq.

Name of Organization

1327 Type the organization's name on a line by itself. If the name of a division or a depart-

ment is needed in the address, it should precede the name of the organization on a

line by itself.

Ms. Laura J. Kidd

Assistant Vice President

Department of Corporate Planning

Holstein, Brooks & Co.
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1328 When writing the name of an organization in an inside address, always follow the g
organization's style for spelling, punctuation, capitalization, spacing, and abbrevi-

ations. The letterhead on incoming correspondence is the best source for this infor-

mation. Note the variations in style in these names.

Parker Pen USA LimitedAmerica Online, Inc.

Sierra On-Line, Inc.

United Airlines

Delta Air Lines

Time Inc.

Newsweek, Inc.

Prudential Securities Incorporated

Hewlett-Packard Company

Charles Schwab & Co., Inc.

PepsiCo, Inc.

Xerox Corporation

Engelhard Corp.

BankAmerica Corp. (see ^366)

Rogers Cablesystems of

America, Inc.

Frye & Smith Ltd.

Fujitsu, Ltd.

USLife Corp.

U S WEST Communications

Luce, Forward, Hamilton & Scripps

Dean Witter Reynolds Inc.

Browning-Ferris Industries

Ply*Gem Industries

Ex-Cell-0 Corporation

La-Z-Boy Chair Co.

1 Potato 2 Inc.

Toys "R" Us, Inc. [see ^320a, note)

!%@: Directory of Electronic Mail

Addressing & Networks

HOTE: If the name is long and requires more than one line, you may either indent any

tiunover hue 2 or 3 spaces or align it at the left with the line above. (See 5I1329e for

examples.)

1329 If you do not have some way of determining the official form of a company name, fol-

low these rules:

a. Spell out the word and. Do not use an ampersand (&).

Haber, Curtis, and Hall, Inc.

b. Write Inc. for Incorporated and Ltd. for Limited. Do not use a comma before the

abbreviation.

c. As a rule, spell out Company or Corporation. If the name is extremely long, how-

ever, you may use the abbreviation Co. or Corp.

d. Do not use the word the at the beginning of a name imless you are sure it is part

of the official name; for example, The Wall StreetJournal (as illustrated at the top

of page 362).

e. Capitalize the first letter of every word except (1) prepositions under four letters

(like ofandfor), (2) conjunctions imder four letters (like and), and (3) the articles

the, a, and an when they appear within the organization's name.

An^rican Society for the Department of Health and

Human Services (see ^1328, note)

200 Independence Ave, SW

Washington, DC 20201-0001

Prevention of Cruelty
to Animals (see ^1328, note)

424 East 92d Street

New York, New York 10128

NOTE: In the following example note that the article the is capitalized because it

comes at the start of the organization's official name. Note also that the name of
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the newspaper is not italicized or underlined because it refers to the organization

rather than to the actual newspaper. (See also 1I289e.)

The Wall Street Journal

200 Liberty Street

New York, NY 10281-1099

>- For the use or omission of apostrophes in company names, see SI640.

Building Name
1 330 If the name of a building is included in the inside address, type it on a line by itself

immediately above the street address. A room number or a suite number should fol-

low the street address, but if it will not fit on that line, insert it before the building

name on the line above.

Park Square Building Room 118, Acuff Building
31 St. James Avenue, Room 858 904 Bob Wallace Avenue, SW
Boston, MA 02116-4255 Huntsville, AL 35801

>- For additional examples, see f1318b.

Street Address

1331 Always t3rpe the street address on a line by itself, immediately preceding the city,

state, and ZIP Code. (See M1317-1318 for examples.)

1332 Use figures for house and building numbers. Do not include the abbreviation No. or

the symbol # before such numbers, exception: For clarity, use the word One instead

of the figure i in a house or building number; for example. One Park Avenue.

NOTE: Some house numbers contain a fraction or a hyphen; for example, 234^/2 Elm

Street, 220-03 46th Street.

1333 Numbers used as street names are written as follows:

a. Spell out the numbers 1 through 10; for excimple, 177 Second Avenue.

b. Use figures for numbers over 10; for example, 627 East 202d Street or 144 65th

Street. (See 11425b.)

c. Some grid-style addresses require a period in a numbered street name; for exam-

ple, 26.2 Road.

1334 When a compass point (for example, East, West, Southeast, Northwest) appears before

a street name, do not abbreviate it except in a very long street address when space

is tight.

330 West 42d Street 3210 Northwest Grand Avenue

1335 When a compass point appears after a street Ucime, foUow the style most commonly

used in your area. In the absence of a local style, follow these guidelines:

a. Abbreviate compound directions (NE, NW, SE, SW) that represent a section of the

city. Do not use a period with these abbreviations (see 51531a). Insert a comma
before them.

817 Peachtree Street, NE 120 112th Street, NW
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b. Spell out North, South, East, and West following a street name, and omit the

comma. (In such cases these compass points are typically an integral part of the

street name rather than a designation of a section of the city.)

10 Park Avenue South 2049 Century Park East

1336 Use the word and, not an ampersand {«&), in a street address; for example, Tenth and

Market Streets. However, avoid the use of such "iutersection" addresses if a house or

building number plus a single street name is available (such as 304 Tenth Street).

1337 Avoid abbreviating such words as Street and Avenue in inside addresses. (It may be

necessary to abbreviate in envelope addresses. See ^1390a.)

> For apartment and room numbers with street addresses, see ff1317b, 1318b, 1330.

Box Number
1338 a. A post office box number may be used in place of the street address. The follow-

ing forms are acceptable:

Post Office Box 1518 OR P.O. Box 1518

Do not use the form Box 1518 except with a rural route (RR) address or a high-

way contract (HC) address. (See ^13 17c.)

NOTE: The U.S. Postal Service (USPS) prefers that a designation such as Drawer

L be changed to Post Office Box L.

b. A station name, if used, should follow the post office box number (and a comma)
on the same line. If very long, the station name may go on the hne above.

Box 76984, Sanford Station
Los Angeles, CA 90076-0984

Linda Vista Station
P.O. Box 11215

San Diego, CA 92111

NOTE: According to the USPS, station names are no longer needed.

c. Some organizations show both a street address and a post office box number in

their mailing address. When you are writing to an organization with two ad-

dresses, use only one address: the post office box number for ordinary mail and

the street address for express mail. If you provide both addresses on an envelope,

the USPS will dehver the mail to the address that appears directly above the city-

state-ZIP Code hne.

d. If you are writing to someone who rents a mailbox from a private company, insert

the private mailbox number (formerly known as a mailstop code] on the line directly

above the dehvery address—that is, the street address of the private company

where the mailbox is located. For example:

Ms. Robin B. Kantor
PMB 215

621 Blooinfield Avenue
Verona, NJ 07044
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City, State, and ZIP Code
1339 Always type the city, state, and ZIP Code on one line, immediately following the

street address. Type the name of the city (followed by a comma and 1 space) , the

state (followed by 1 space but no comma), and the ZIP Code.

Denver, Colorado 80217 OR Denver, CO 80217-9999

NOTE: The USPS encourages the use of a nine-digit ZIP Code (consisting of the basic

five digits followed immediately by a hyphen and another four digits) ; hence the des-

ignation ZIP -I- 4 Code. The use of the additional four digits is voluntary, but as an

inducement the USPS offers discounts on postage fees. To qualify for a discount,

mailers must submit a minimum of 500 first-class letters or postcards at one time,

and the envelope addresses must be readable by electronic equipment known as

optical character readers (OCRs) . Moreover, the mailing Hst must be certified by

USPS-approved software. Because of the number of criteria that must be satisfied,

mailers who want to qualify for a discount should consult their local USPS business

center for details. (See 11^1389-1390.)

1340 When writing the name of a city in an inside address:

a. Take special care in spelling city names. Do not go by sound alone.

Baldwin, LA Baldwyn, MS Hillsboro, OR Hillsborough, NC
Center, PA Centre, PA Jessup, PA Jesup, GA
Cortland, NY Cortlandt NY Kenedy, TX Kennedy, PA

Green, IN Greene, IN Lynnwood, WA Lynwood, CA

Hamden, CT Hampden, MA Paterson, NJ Patterson, NY

5=- See also f1202c, note.

b. Do not use an abbreviation (for example, L.A. for Los Angeles).

c. Do not abbreviate the words i^orf, Mount, Point, or Port. Write the name of the city

in full; for example. Fort Worth, Mount Vernon, Point Pleasant, Port Huron. (See

also 11529a.)

d. Abbreviate the word Saint in the Ucimes of American cities; for excimple, St. Louis,

St. Paul, St. Petersburg. (See also S[529b.)

NOTE: It may be necessary, for reasons of space, to abbreviate city names in enve-

lope addresses. (See 111390a.)

1341 a. In an address, spell out the name of the state or use a two-letter abbreviation of

the state name. Either form is correct for use with a ZIP Code, and either form

can be read by OCRs.

NOTE: The two-letter abbreviations (for example, AL ior Alabama] were created by

the USPS and should be used only in mailing addresses. The more traditional

abbreviations of state names (for example, Ala. for Alabama] should be used in

other situations where abbreviations are appropriate. (See 11527b for a fist of the

traditional abbreviations.)

b. When using two-letter state abbreviations, type them in capital letters, with no

periods after the letters or space between them.
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Alabama
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1343 a. In international addresses, type the name of the country on a separate Une in all-

capital letters. Do not abbreviate the name of the country.

Graf-Adolf Strasse 100 4-14-11 Ginza

Dusseldorf 4000 Chuo-Ku, Tokyo 104

GERMANY JAPAN

NOTE: If you are writing from another country to someone in the United States,

type UNITED STATES OFAMERICA as the last hne of the address.

b. In a Canadian address, the name of the province or territory may be spelled out

or abbreviated. However, Canada Post has expressed a preference for the abbre-

viated form in order to keep the city, province, and postal code all on one line.

Alberta AB Nova Scotia NS
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handled by others in the absence of the person named in the address. For this rea-

son an attention line is not really needed and in fact is no longer frequently used.

Moreover, the arrangements shown on the preceding page—placing the attention

line below the inside address—are not suitable if you are planning to use yoiu* com-

puter to rephcate the inside address on an envelope or mailing label.

1345 a. If you are using window envelopes or planning to generate the envelope address

by repeating the inside address as typed, you should insert the attention hne as

the first line of the mside address—^with or without the word Attention. (See also

M1389n, 1390h.)

Mr. John Ellery Attention: Sales Manager
Shelton & Warren Industries Carrolton Labs

6710 Squibb Road 1970 Briarwood Court

Mission, KS 66202-3223 Atlanta, GA 30329

b. Once the attention line is placed on the first line of the address block, the argu-

ment for omitting the word Attention is further strengthened. (See the note in

^1344.) Indeed, when the USPS illustrates the use of an attention line, it typi-

cally omits the word Attention. In fact, the USPS uses the term attention line to

refer to any information—^whether a person's name (Ms. Hilary Edwards), a per-

son's title (Marketing Director), or a departmental name (Research Department)—
that appears on the line above the organizational name (The E. J. Monagle

Publishing Company). If you read somewhere that the USPS wants the first hne of

a business address to be an "attention line," do not conclude that it is requiring

the use of the word Attention. The USPS simply wants to have personal or depart-

mental names or titles come above the name of the organization.

NOTE: The use or omission of the word Attention will affect the choice of salutation.

See 111351.

> For the treatment ofan attention line on an envelope, see ni389n, 1390h.

Salutation

1346 Type the salutation, beginning at the left margin, on the second line below the atten-

tion line (if used) or on the second line below the inside address. Follow the saluta-

tion with a colon unless you are usmg open punctuation (see 111309b) or are typing

a social-business letter (see 111395b). Omit the salutation if you are usmg the sim-

plified style, and replace it with a subject line. (See 111352.)

1347 Abbreviate only the titles Mr, Ms., Mrs., Messrs., and Dr. Spell out all other titles,

such as Professor and Father. (See Section 18 for titles used by officials, dignitaries,

and mihtary personnel.)

1348 Capitalize the first word as well as any nouns and titles in the salutation; for exam-

ple. Dear Mrs. Brand, Dear Sir.

1349 a. A Ust of salutations appears on the next page. (See Section 18 for the salutations

to be used with different forms of address.)

NOTE: The salutations identified as moreformal are no longer frequently used.

Continued on page 368
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To One Person (Name, Gender, and Courtesy Title Preference Known)

Dear Mr. Smith: Dear Ms. Simpson:

Dear Mrs. Gray: Dear Miss Wells:

To One Person (Name Known, Gender Unknown)

Dear Marion Parker Dear R. V. Moore:

To One Person (Name Unknown, Gender Known)

Dear Madam: or Madam: (more formal)

Dear Sir: or Sir: [more formal)

To One Person (Name and Gender Unknown)

Dear Sir or Madam: or Sir or Madam: [more formal)

OR Dear Madam or Sir: OR Madam or Sir: [more formal)

To One Woman (Courtesy Title Preference Unknown)

Dear Ms. Malloy: or Dear Ruth Malloy: [see ^ 1322b)

To Two or More Men
Dear Mr. Gelb and Mr. Harris: or Gentlemen:

OR Dear Messrs. Gelb and Harris: [more formaQ

To Two or More Women
Dear Mrs. Allen, Ms. Ott, and Miss Day:

Dear Mrs. Jordan and Mrs. Kent: Csee ^161 8)

OR Dear Mesdames Jordan and Kent: [more formaQ

Dear Ms. Scott and Ms. Gomez: (see 11618)

OR Dear Mses. (or Mss.) Scott and Gomez: [more formal)

Dear Miss Winger and Miss Rossi: (see 11618)

OR Dear Misses Winger and Rossi: [more formal)

To a Woman and a Man

Dear Ms. Kent and Mr. Winston:

Dear Mr. Fong and Miss Landis:

Dear Mrs. Kay and Mr. Fox:

Dear Mr. and Mrs. Green:

To Several Persons

Dear Mr. Anderson, Mrs. Brodsky, Ms. Carmino, and Mr. Dellums:

Dear Friends (Colleagues, Members, or some other suitable collective term):

To an Organization Composed Entirely of Men
Gentlemen:

To an Organization Composed Entirely of Women
Ladies: or Mesdames: [more formal)

To an Organization Composed of Men and Women (see 111350)

b. Be sure that the speUing of the surname in the salutation matches the speUing in

the inside address. If the person you are writing to has a hyphenated last name
(for example, Mrs. Hazel Gray-Sparks), the salutation should include the entire

last name (Dear Mrs. Gray-Sparks).
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c. When writing to someone you know well, use a first name or nickname in place

of the more formal salutations shown on page 368. However, once you start using

an informal salutation, be sure that anyone who prepares your letters for you

maintains that form of address. Otherwise, a person who is used to getting Dear

Mike letters from you may one day receive a Dear Mr. Romano letter and waste a

good deal of time brooding over what could have caused the sudden chill in your

warm relationship.

d. When you are preparing a letter that may be sent or shown to a number of as yet

undetermined individuals, use Dear Sir or Madam. You may also use the simplified

letter style and omit the salutation. (See page 350.)

e. In salutations involving two or more people, use and, not &.

1350 For an organization composed of both men and women, choose one of the following

alternatives:

a. Use Ladies and Gentlemen or Gentlemen and Ladies. (Do not use Gentlemen alone.)

b. Address the letter, not to the organization as a whole, but to the head of the orga-

nization—^by name and title if known, otherwise by title alone. Then the saluta-

tion would appear as shown in ^ 1349a.

Mr. James V. Quillan President

President (OR Chief Executive Officer)

United Services Corporation United Services Corporation

100 Kendall Parkway 100 Kendall Parkway

Somerset, NJ 08873 Scanerset, NJ 08873

Dear Mr. Quillan: Dear Sir or Madam:

c. Use the name of the organization in the salutation.

Dear United Services Corporation:

NOTE: This approach is acceptable in routine or informal letters but should not be

used in formal communications. (See the illustration on page 348 and 311803a.)

d. Use the simplified letter style and omit the salutation. (See page 350.)

1351 a. If you have used an attention line beginning with the word Attention (see

M 1344-1345), the letter is considered to be addressed to the organization rather

than to the person named in the attention line. Therefore, use one of the organi-

zational salutations shown in 11^1349 and 1350.

b. If you drop the -word Attention (as shown in ^1345) and address the letter directty

to an individual in the organization (either by name or by title) , use one of the per-

sonal salutations shown in ^1349.

The following rules (OT1352-1357) deal with the body of a letter. The body contains the

text of the letter—in other words, the message (see 11111354-1357). The body may also

begin with a subject line (see 11111352-1353), which briefly identifies the main idea in

the message.
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Subject Line

1352 In the simplified letter style:

a. Use a subject line in place of the salutation.

b. Start the subject line on the third line below the inside address. Begin at the left

margin and type the subject line in all-capital letters.

c. Do not use a term like Subject to introduce the subject line. (See the illustration

on page 350.)

1353 In all other letter styles:

a. The subject line (if used) appears between the salutation and the text of the let-

ter, with 1 blank line above cind below. (See the illustration on page 349.)

b. Ordinarily, the subject line starts at the left margin, but it may be centered for

special emphasis. In a letter with indented paragraphs, the subject line may also

be indented (typically, 0.5 mch).

c. Type the subject line either in capital and small letters or in all-capital letters.

d. The term Subject or In re or Re usually precedes the actual subject but may be

omitted.

Subject: Introductory Offer to
New Subscribers and Renewal Offer
to Present Subscribers

SUBJECT: MORAN LEASE

In re: Moran Lease

NOTE: If the subject line is long, lype it in two or more single-spaced hues of

roughly equal length. (See the first example above as well as the illustrations on

pages 415 and 506.)

e. When replying to a letter that carries a "refer to" notation, you may put the

desired reference number or filing code in a subject line or below the date line.

(See 1I1316d.)

Subject: Policy 668485 OR Refer to: Policy 668485

Message
1354 a. As a general rule, begin the text of the letter—^the message—on the second line

below the subject line, if used, or on the second line below the salutation. In the

simpHfied letter style, begin the message on the third line below the subject line

(which replaces the salutation).

NOTE: With word processing software, you can use autotext to capture the key-

strokes that represent frequently used names, phrases, sentences, or para-

graphs. (See the note on page 341.)

b. If you are writing in response to a letter or some other document, it is helpful to

refer to that document by date in the first sentence of your letter.

Thank you for your letter of May 9 (OR May 9, 2000).
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NOTE: Whether you use the full date or the month and day alone to refer to the ear-

her document will depend on the nature of your letter. For a full discussion of this

issue, see ^409.

1355 Use single spacing and leave 1 blank line between paragraphs.

1356 a. AHgn each line of the message at the left margin. However, if you are using the

modified-block letter style with indented paragraphs, indent the first hne of each

paragraph 0.5 inch. (See the illustration on page 348.)

b. You can use your word processing software to justify the right margin—that is,

have each full line of text end at the same point. If you choose this format (known

a.s full justification], your software will automatically insert extra space between
^J

words to make each line the same length. (See page 350 for an illustration of a

letter with a justified right margin.)

NOTE: While full justification (ahgmng the lines of text at both the left and the

right margins) looks attractive, the insertion of extra space between words can

sometimes produce unintended "rivers" of white space running vertically down

through the text. Full justification can also produce significant variations in the

space between sentences (as illustrated in ^102e). More important, studies have

demonstrated that text with a ragged (unjustified) right margin is easier to read.

Moreover, some recipients of a fully justified letter tend to regard it as a form let-

ter and not take it seriously.

c. If you decide on a ragged right margin, try to avoid great variations in the length

of adjacent lines. (See Section 9 for guidelines on dividing words in order to keep

the Hnes of text roughly equal in length.)

d. If a letter takes two or more pages, do not divide a short paragraph (with only

two or three lines) at the bottom of a page. Always leave at least two lines of the

paragraph at the foot of one page and carry over at least two lines to the top of

the next page. (See M 1382-1387.)

NOTE: Use the widow/orphan control feature to prevent the creation of orphans

(printing the first line of a new paragraph as the last line on a page) and widows

(printing the last line of a paragraph as the first line of a new page).

1357 a. Quoted Material. If a quotation will make four or more hnes, type it as a single-

spaced extract, indent it 0.5 inch from each side margin, and leave 1 blank line

above and below the extract. (See the illustration on page 349.) With word pro-

cessing software, you can change the indent settings, or you can use the double

indent feature (if one is available) , which will indent the extract equally from each

side margin. If the quoted material represents the start of a paragraph in the origi-

nal, indent the first word an additional 0.5 inch.

>* For different ways of handling a long quotation, see f265.

^' Tables. When a table occurs in the body of a letter, center it between the left and

right margins. Try to indent the table at least 0.5 inch from each side margin. (If

the table is very wide, reduce the space between columns to prevent the table

from extending beyond the width of the text.) (See Section 16 for a full discus-

sion on how to plan and execute tables.)
Continued on page 372
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c. Items in a List. Type the list with 1 blank line above and below the Hst as a
whole. Either type the Hst on the full width of the letter, or indent the hst 0.5 inch

from each side margin. If each item in the Hst requires only one line, type the Hst

single-spaced. If any item in the Hst requires more than one line, leave a blank

line after each item in the Hst for a more open look. AHgn any turnovers with the

first word iu the line above.

"* '"ch When you are ready to distribute your analysis for the first round of comments, I 1 inch

(min.) S'^gg^st you send it to the following people inside the company: fmini

Angela Lawless, director of information systems

Thomas Podgorski, manager of corporate planning
i2x

In addition, you may want to get reactions from two trustworthy consultants:

Dr. Harriet E. Fenster, professor of computer science at Michigan

Q g State University
2x 0.5

uich wiigQn Q Witherspoon, president of Witherspoon Associates in
'*^^^

Princeton, New Jersey

J2x
I can give you mailing addresses for these consultants if you decide to get in toucJt

with them.

>- See ^1424e, note, and the illustration on page 504.

d. Enumerated Items in a List. If the items each begin with a number or a letter,

you may use the numbered Hst feature of your word processing program. Each
item will begin at the left margin, and no space will be left between items.

When I review the situation as you described it in your letter of June 24, it seems

me that you have only two alternatives
2x

1

.

Agree to pay the additional amount that Henning now demands.

2. Drop Henning and start the search all over again for a new firm.

Note the treatment of tiunover lines when you use the numbered Hst feature.

When I review the situation as you descru

me that you have only two alternatives:

J2x
1

.

Agree to pay the additional amount that Henning now demands before he will

start construction.

2. Drop Henning and start the search all over again to find a firm qualified to

handle a project of this size and this complexity.
l2x
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For a more open look, leave one blank line after each item in the Ust if any item

requires more than one line.

When I review the situation as you described it in your letter of June 24, it seems to

me that you have only two alternatives:

,

i2x

1

.

Agree to pay the additional amount that Henning now demands before he will

start construction.

,

i2x

2. Drop Henning and start the search all over again to find a firm qualified to

handle a project of this size and this complexity. ~
f

An enumerated list may be typed the full width of the letter, or it may be indented

0.5 inch from each side margin. However, if the first line of each text paragraph

is indented, then for better appearance indent the enumerated Hst as well.

Default Style

i ^;When 1 review the situation as yojf

seems to me that you have only two alten|

1

.

Agrjee to pay the additional amount tl:

wilH start construction.

2. Drop Henning and start the search allj

handle a project of this size and this

;As painful as it may be, you mayj
tor thari to have to deal with new deman;

the way through the job.

Preferred Style

jwhen I review the situation as yc

seems to me that you have only two alter

|l . Agree to pay the additional

;

I he will start construction.

2. Drop Henning and start the

;

to handle a project of this sisr

As painful as it may be, you may

tor than; to have to deal with new demanc

the way! through the job.

NOTE: The numbered hst feature aligns numbers and letters at the left. If yoiu" list

contains 10 or more items, you can make an adjustment so that the numbers will

ahgn at the right.

DEFAULT ALIGNMENT: 8.
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e. Bulleted Items in a List. Instead of numbers or letters, you can use bullets

before the items in a Kst. With word processing software, you can choose from a

variety of styles to create bullets. For example:

CIRCLES: O • TRIANGLES: >
SQUARES: D OTHER ASCII CHARACTERS: > ^ *

If you use the automatic bullet insert feature, the default position of the bullet is

at the left margin and the text and any turnovers are automatically indented (as

in the illustration below). If you prefer, you can position the bullets 0.5 inch from

the left margin by pressing the tab before activating the bullet feature.

When I review the situation as you described it in your letter of June 24, it seems to

me that you have onlv two alternatives:

,

• Agree to pay the additional amount that Henning now demands before he will

start construction.
l2x

• Drop Henning and start the search all over again to find a firm qualified to han-

dle a project of this size and this complexity.

,

l2x

The following rules (1(^1358-1381) deal with the closing of a letter. The closing typi-

cally includes a complimentary-closing phrase (Sill1358-1360), the writer's name and

title (11111362-1369), and reference initials (111370). The closing may also include a

company signature line (1(1361), a file name notation (KK1371-1372), an enclosure

notation (KK1373-13 74), a delivery notation (K1375), a copy notation (KK1376-1380),
and a postscript (K1381).

Complimentary Closing

1358 Type the complimentary closing on the second line below the last line of the body of

the letter. In a modified-block-style letter, start the closing at center. In a block-style

letter, start the closing at the left margin. In a simplified letter, omit the closing.

(See the illustrations on pages 346-350.)

NOTE: Word processing software allows you to use autotext for the complimentary

closing and other elements that are frequently used in the closing of a letter.

1359 a. Capitalize only the first word of a complimentary closing.

b. Place a comma at the end of the line (except when open punctuation is used).

1360 a. The following complimentary closings are commonly used:

sincerely. Sincerely yours.
Cordially, Cordially yours,

NOTE: More formal closings—such as Very truly yours and Respectfully yours—are

infrequently used these days.
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b. An informal closing phrase may be inserted in place of one of the more conven-

tional closings shown in c. If the wording is an adverbial phrase (one that tells

how or in what manner—for example, With all best wishes or With warmest regards),

follow the closing with a comma. If the wording is a complete sentence (for exam-

ple, See you in Boston] , follow the closing with a period. In each case the comma
or the period may be replaced with stronger punctuation as appropriate—that is,

a question mark, an exclamation point, or a dash,

NOTE: If you are using open punctuation, see ^ 1309b.

c. If both a complimentary closing and an informal closing phrase are used, type the

complimentary closing in its regular position, and (1) type the informal phrase at

the end of the last paragraph or (2) treat the informal phrase as the final para-

graph with the appropriate terminal punctuation.

d. Once a pattern of personal or informal closings is begun, it should not be discon-

tinued without good reason. Otherwise, if a later letter returns to a more formal

closing, the person who receives the letter may wonder what has happened to the

estabhshed relationship. (See also 11349c.)

Company Signature

1361 A company signature may be used to emphasize the fact that a letter represents the

views of the company as a whole (and not merely the individual who has written it)

.

If included, the company signature should be typed in all-capital letters on the sec-

ond line below the complimentary closing. Begin the company signature at the same

point as the complimentary closing. (See the illustration on page 346.)

Very truly yours, i2x

RASKINS & COHEN Inc.

NOTE: When a letter is written on letterhead stationery, the recipient of the letter may
reasonably assume that the individual who signs the letter does so on behalf of the

organization named in the letterhead. For that reason a company signature (like an

attention line) is not really needed. Nevertheless, follow the style of the organization

you work for.

> For the use ofautotext and macros, see the note on page 341.

Writer's Name and Title

1362 a. Ordinarily, type the vmter's name in capital and small letters on the fourth line

below the company signature, if used, or on the fourth line below the compH-

mentary closing. In the simplified letter style, type the writer's name and titie in

all-capital letters on \he fifth hue below the body (See the examples in 11363 and

the illustrations on pages 346-350.)

NOTE: If the letter is running short, you can leave up to 6 blank lines for the sig-

nature. If the letter is running long, you can reduce the signature space to 2 blank

lines. (See also M 1307-1308.)

b. Ordinarily, start typing at the same point as the company signature or the com-

plimentary closing. In the simplified letter style, start typing at the left margin.

Continued on page 376
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c. Although some writers prefer to give only their title and department name in the

signature block, a typewritten signature should also be included so that the

unsigned copies will clearly show who sent the letter. If the writer prefers to omit

his or her name from the signature block, then it should be spelled out in the ref-

erence initials. (See ^1370d.)

d. Top-level executives usually have special stationery with their Ucime and title

imprinted along with other elements of the letterhead. When using this type of

stationery, supply a typewritten signature but omit the title. (For an illustration,

see page 349.)

>- For the use ofautotext and macros, see the note on page 341.)

1363 a. Arrange the writer's name, title, cind department on two or more lines to achieve

good visual balance. If a title takes more than one line, ahgn all turnovers at the

left.

Janice Mahoney, Manager Ernest L. Welhoelter
Data Processing Division Chairman of the Board

Charles Saunders Franklin Browning
Assistant Manager Vice President and
Credit Department General Manager

SIMPLIFIED STYLE: MARY WELLER, MANAGER, SALES DEPARTMENT

b. In signature blocks, capitalize the first letter of every word in the title and depart-

ment except (1) prepositions under four letters (like of, for, and in), (2) conjunc-

tions under four letters (Uke and], and (3) the articles the, a, and an when they

appear within the title. (See also ^1325a.)

1364 For the use of a special title m a signature block, observe the following guidehnes:

a. A person who wants to be addressed as Dr. should use an appropriate academic

degree after his or her name (not Dr. before it).

Jane Bishop, M.D. Nancy Buckwalter, Ph.D.

Charles Burgos, D.D.S. Morris Finley, D.D.

Lee Toniolo, D.O. Henry Krawitz, D.H.L

b. A person who wishes to be addressed by a title of academic or military rank

(Dean, Professor, Major) should type this title after the name or on the next line,

not before it.

Helene C. Powell Joseph F. Corey

Dean of Students Major, USAF

(NOT: Dean Helene C. Powell) (not: Major Joseph F. Corey)

c. When a title cannot be placed after a surname or cannot be inferred from the ini-

tials of an academic degree, then it may precede the name.

Rev. Joseph W. Dowd Mother Ellen Marie O'Brien

1365 Ordinarily, a man should not include Mr in his signature. However, if he has a name
that could also be a woman's name (Kay, Adrian, Beverly, Lynn) or if he uses initials
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in place of a first and middle name (J. G. Eberle), he should use Mr. in either his hand-

written or his typed signature when writing to people who do not know him.

Otherwise, he will have to accept the fact that he may be addressed as a woman.

NOTE: If given in the handwritten signature, Mr. should be enclosed in parentheses.

If given in the typed signature, Mr should appear without parentheses.

Sincerely, Sincerely,

Lynn Treadway Mr. Lynn Treadway

1366 a. A woman may choose not to include any title along with her signature. In that

case, someone writing to her may choose to address her as Ms. or give her full

name without any title at all.

Sincerely, Sincerely,

Joan Beauregard Leslie Ellis

If she uses initials in place of a first name or if she has a first name that could

also be a man's name (as in the case of Leshe EUis shown above), she will have

to accept the fact that by not indicating her gender, she may be addressed as a

man.

> For salutations to use when writing to someone whose gender is unknown to you, see

b. A woman who wants to indicate her preference for Ms. should use this courtesy

title in either her handwritten or her typed signature (but not both).

Sincerely yours, Sincerely yours,

Constance G. Booth Ms. Constance G. Booth

c. A single woman who wants to indicate her preference lor Miss should include this

title in her handwritten or her typed signature (but not both).

Cordially, Cordially,

Margaret L. Galloway Miss Margaret L. Galloway

d. A married woman who retains her original name for career purposes or who does

not change her surname at all may use either Ms. or Miss, as illustrated in

^1366b-c.
Continued on page 378
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e. A married woman or a widow who prefers to be addressed as Mrs. has many vari-

ations to choose from. The following examples show the possible styles for a

woman whose original name was Nancy 0. Ross and whose husband's name is (or

was) John A. Wells.

Sincerely,

Nancy O. Wells

Sincerely,

Mrs. Nancy O. Wells

Sincerely,

Nancy R. Wells

Sincerely,

Mrs. Nancy R. Wells

Sincerely,

Nancy Ross Wells

Sincerely,

Mrs. Nancy Ross Wells

Sincerely,

Nancy O. Ross-Wells

Sincerely,

Mrs. Nancy O. Ross-Wells

NOTE: Giving the husband's full name in the typed signature (as in the example

below) is a style often used for social purposes. It should not be used in business,

and it should not be used when a married woman becomes a widow unless she

indicates that that is her preference.

Sincerely,

Mrs. John A. Wells

f. A divorced woman who has resumed her original surname may use Ms. or Miss

in any of the styles shown in 1ll366b-c. If she retains her ex-husband's surname,

she may use Ms. or Mrs. in any of the styles shown in 111366b and e. (exception:

The style that uses the husband's full name in the typed signature is not appro-

priate for a divorced woman.)

1367 An administrative assistant who signs a letter at the boss's request customarily

signs the boss's ncime and adds his or her own initials. However, if the boss prefers,

the administrative assistant may sign the letter in his or her own name.
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Robert H. Benedict

Production Manager
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Sincerely yours,

Ms. Dorothy Kozinski

Administrative Assistant

to Mr. Benedict
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1368 If the person who signs for another is not the administrative assistant, either of the

following forms may be used:

Sincerely yours,

^^Xo-^w_ la^^-<i

For Robert H. Benedict

Production Manager

Sincerely yours,

Robert H. Benedict

Production Manager

AcRb

1369 When two people have to sign a letter, arrange the two signature blocks side by side

or one beneath the other.

a. If they are placed side by side, start the first signature block at the left margin

and the second block at center. If this arrangement is used, the complimentary

closing should also begin at the left margin. (This arrangement is appropriate for

all letter styles.)

b. If the signature blocks are positioned one beneath the other, start typing the sec-

ond block on the fourth line below the end of the first block, ahgned at the left.

In a modified-block-style letter, begin typing at center; however, in a block-style

or simplified letter, begin typing at the left margin.

Reference Initials

1370 a. When the writer's name is given in the signature block, the simplest and most

unobtrusive way to provide the necessary information is to give the typist's ini-

tials alone in small letters. (See the illustrations on pages 346, 349, and 350.)

NOTE: Do not includc reference initials in a personal-business letter (see the illus-

tration on page 348) or a social-business letter (see M1394-1395 and the illustra-

tion on page 401). Moreover, omit reference initials on letters you type yourself

unless you need to distinguish them from letters prepared for you by someone

else.

b. Type the initials of the typist at the left margin, on the second line below the

writer's name and title. If the writer wants his or her initials used, they should

precede the initials of the typist.

c. lype the initials either in small letters or in capital letters. When giving two sets

of initials, type them both the same way for speed and simpUcity.

TYPIST ONLY:

WRITER AND TYPIST:

gdl

dmd/mhs

OR

OR

GDL

DMD/MHS

5^ For the use ofautotext, see f1354a, note; for initials based on names like McFarland

and O'Leaiy, see f516c.
Continued on page 380
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d. If the writer's name is not given in the signature block, tj^e the writer's initials

and surname before the initials of the typist; for example, BSDixon/rp.

e. "When the letter is written by someone other than the person who signs it, this

fact may be indicated by showing the writer's and the typist's initials (not the

signer's and the typist's).

Sincerely yours,
|4x

j^shzAe^;^ h(ey^rryuz'7i/n^

Herbert Heymann
President

, ^
I 2x

File Name Notation

1 371 When you create documents using word processing software, each document needs a

unique file name so that it can be readUy retrieved from storage. Some organizations

have specific guidelines for creating file names so that anyone in the organization can

retrieve a document. If you are free to create your own file names, the following guide-

lines may be of some help.

a. A file name has three components: a name, a period (called a dot] used as a sepa-

rator, and an extension typically consisting of 1 to 3 characters. Older programs

allow a name preceding the dot of no more than 8 characters. Current Widows
programs allow a name preceding the dot of up to 255 characters. Moreover,

some current programs permit more than 3 characters after the dot and allow the

use of more than one extension.

b. In creating a file name, try to make it as meaningful as possible. You can use the

letters a to z, the figures to 9, and certain symbols. Do not use a period except

to separate the name from the extension. Moreover, do not use any of the follow-

ing characters: the forward slash (/), the back slash (\), the greater-than sign (>),

the less-than sign (<), the asterisk (*), the question mark (?), the quotation mark

("), the colon (:), the semicolon (;), or the pipe symbol (I). Depending on the soft-

ware that you are using, you may be able to use spaces in file names.

NOTE: Refer to your software help file or your user's manual to determine whether

you can use spaces and to confirm which symbols may or may not be used.

c. If you are planning to file alphabetically, the first element m a file name may be

the name of a person, an organization, or a subject. Try to limit the number of

characters simply for the sake of efficiency. If you are dealing with a long name,

abbreviate it in a way that suggests the fuU name. For example, a long name like

Yvonne Christopher could be transformed into chrstphr—or better yet, chrstphy (to

distinguish it from a file name created for Henry Christopher—chrstphh). An orga-
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nizational name like BankAmerica Corp. could be abbreviated as bankamer. A sub-

ject name like Direct Marketing Plans for 2003 could be shortened to dmplnsOS.

d. If you are planning to file numerically, the first element in a file name may be a

date, a policy number, an order number, or something similar. If you are using

dates, express months in a sequence that ranges from 01 to 12, days in a

sequence that ranges from 01 to 31, and years in a sequence that ranges from 00

to 99. Express the date in year-month-day sequence; for example, the file name

based on May 2, 2002, would be 020502.

NOTE: If you Create a lot of correspondence, you may want to include the first few

letters of the recipient's surname following the date. For example, the file name

for a letter sent to Alexander Grayson on June 4, 2003, might be 030604gry. The

file name for a letter sent to the American Automobile Association on the same

day might be 030604aaa.

e. If your software limits you to 8 characters before the dot, the 3-character exten-

sion that serves as the last component in a file name can be used to show (in

abbreviated form) the date assigned to the document (in year-month-day order).

(1) To express the year, use the last digit of the year (for example, for 2000).

(2) To express the months from January to September, use the figures 1 to 9. For

October, November, and December, use the letters o, n, and d.

(3) To express days of the month, use the figures 1 to 31. However, if you are

planning to show the year as well, aU figures over 9 will have to be expressed

as a single character. Here is one possible code for the numbers 10 to 31:

14 15 16 17 18 19 20

e f g h i j k

25 26 27 28 29 30 31

p q r s t u V

NOTE: On the basis of the code shown above, an extension such as 28d would

signify i4u^U5f 13, 2002; 4nn would stand ior November 23, 2004.

f. The 3-character extension may also be used:

(1) To show the initials of the writer.

(2) To indicate where a document falls in chronological order (For example,

bonoj.l2 would signify that a given document is the twelfth sent to J. Bono.)

(3) To identify a document in different stages of revision. (For example, dl could

signify the first draft, d3 the third draft, and df\h% final version.)

(4) To indicate the initials of the recipient of the letter if the primary component

of the file name is the date.

NOTE: Some word processing programs will automatically insert an extension

such as .doc or .wpd unless you provide one.

1372 It is not essential to provide a file name notation on your letters, but some organi-

zations require it and some writers prefer to do so. If you want to insert a file name

notation in a letter, type it on the line below the reference initials (see ^1370). Some

writers prefer to treat the file name notation as a reference notation and insert it

after the phrase When replying, refer to:. (See 111316.)

10
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Enclosure Notation

1373 a. If one or more items are to be included in the envelope with the letter, indicate

that fact by typing the word Enclosure (or an appropriate alternative) at the left

mcirgin, on the line below the reference initials or the file name notation, which-

ever comes last.

NOTE: Before sending the letter, make sure that the number of enclosures shown
in the enclosure notation agrees with (1) the number cited in the body of the let-

ter and (2) the number of items actually enclosed.

b. The following styles are commonly used:

Enclosure 2 Enclosures Enclosures:
Enc. CSee 11503) 2 Enc. 1. Check for $500
1 Enclosure Enclosures 2 2. Invoice A37512
Check enclosed Enc. 2

c. Some writers use the term Attachment or Att. when the material is actually

attached to the cover letter rather than simply enclosed.

5^ For the use ofautotext and macros, see the note on page 341; for the use ofenclosure

notations with copy notations, see ^1379.

1374 If material is to be sent separately instead of being enclosed with the letter, indicate

this fact by typing Separate cover or Under separate cover on the line below the enclo-

sure notation (if any) or on the line durectly below the reference initials or the file

name notation, whichever comes last. The following styles may be used:

Separate cover 1 Under separate cover:

1. Annual report

2. Product catalog
3. Price list

Delivery Notation

1375 a. If a letter is to be dehvered in a special way (other than ordinary first-class mail)

,

type an appropriate notation on the line below the reference mitials, the file name
notation, or the enclosure notation, whichever comes last. Among the notations

that could be used are By certified mail. By Express Mail, By fax, By Federal

Express [or FedEx), By messenger. By registered mail, and By special delivery.

crj HWM:FH tpg/vAVC

Enc. 2 By Federal Express Enclosures 4

By certified mail cc: Mr. Fry By fax

NOTE: If you seud a letter by fax and want to record the fax number on your file

copy, simply expand the delivery notation as follows:

By fax (203-555-4687)

b. When a letter is first faxed to the addressee and then sent through the mail as a

confirmation copy, it is helpful to provide a "confumation" notation on the letter

being mailed so that the addressee will realize at once that the document now in

hand is not a new letter but simply a dupHcate of the fax. Type the confirmation

notation on the second line below the date line (see ^1314) or on the second line

below any notation that follows the date (see M1315-1316). Starting at the left
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margin, type Confirmation offax sent on and then supply the date on which the fax

was transmitted.

NOTE: It is sometimes necessary to send a letter confirming a message already

transmitted by e-mail. In such a case provide a confirmation notation like the

example above, with a minor change in wording: Confirmation of e-mail message

sent on [date on which message was transmitted]

.

> For the use ofautotext and macros, see the note on page 341.

Copy Notation

1376 a. A copy notation lets the addressee know that one or more persons will also be

sent a copy of the letter. The initials cc are still the most commonly used device

for introducing this notation. Although the abbreviation originally referred to car-

bon copies, cc also means copies (in the same way that pp. means pages and

//. means lines). The initials cc may also stand for courtesy copies; indeed, that is

how cc is defined in the Microsoft Word program.

Some writers object to using cc, now that the widespread use of photocopying has

made the use of carbons obsolete when it comes to preparing duphcates of letters

and memos. However, cc and its related form hcc (see 111378) continue to be wide-

ly used (regardless of how the copies are made) , in much the Scime way that a dial

tone continues to be heard on telephone instruments that use buttons rather than

a rotary dial.

NOTE: The abbreviation cc is used in the heading of many memo templates and

e-mail formats. (For illustrations see pages 394-395.)

b. Writers looking for an alternative to cc may use a single c or the phrase Copies to

[or Copy to).

c. Start the copy notation on the line directly under any previous notation (such as

reference initicds or an enclosure notation) . If there is no previous notation, type

the copy notation on the second line below the writer's name and titie.

d. Type cc or c or Copies to at the left margin, and foUow it irmnediately with a colon.

e. If you are sending a copy to only one person, leave 1 or 2 spaces after the colon.

mfn Enclosure pda/gfy

cc: Ms. Wu c: Mr. Case Copy to: Mrs. L. Bergamot

f. If you are sending copies to several people, start all names at the same point. To

avoid ahgnment problems, either take advantage of a preset tab or set a tab 1 or

2 spaces after the colon. List the names in accordance with the rank of the per-

sons or in alphabetic order. lype cc or c or Copies to only alongside the first name

in the Ust.

cc: Ms. Aguirre c: Mr. Devoe

Mr. Boulet Ms. Eggleston
Mrs. Corbin Mrs. Franco

Copies to: Mrs. Gold

Mr. Hunsicker

Ms . Ismail
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1377 "When first names or initials are given along with last names, omit personal titles

(Mr., Miss, Mrs., and Ms.) except in formal letters. Moreover, do not use personal

titles if nicknames are given with last names.

James Diaz
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Postscript

1381 a. A postscript can be effectively used to express an idea that has been deUberately

withheld from the body of a letter; stating this idea at the very end gives it strong

emphasis. A postscript may also be used to express an afterthought; however, if

the afterthought contains something central to the meaning of the letter, the

reader may conclude that the letter was badly organized.

b. When a postscript is used:

(1) Start the postscript on the second line below the copy notation (or whatever

was typed last). If the paragraphs are indented, indent the first line of the

postscript (see the illustration on page 348). Otherwise, begin it at the left

margin.

(2) Type PS: or PS. before the first word of the postscript, or omit the abbrevi-

ation altogether. (If PS is used, leave 1 or 2 spaces between the colon or pe-

riod and the first word.)

(3) Use PPS: or PPS. (or no abbreviation at all) at the beginning of an additional

postscript, and treat this postscript as a separate paragraph.

PS: Instead of dashing for the airport as soon as the meeting
is over, why don't you have dinner and spend the night with us
and then go back on Saturday morning?

PPS: Better yet, why don't you bring Joyce with you emd pleui

to stay for the whole weekend?

Continuation Pages

1382 Use plain paper of the same quality as the letterhead (but never a letterhead) for all

but the first page of a long letter.

1383 Use the same left and right margins that you used on the first page.

1384 If you use the header feature in your word processing progremi, type a continuation-

page heading consisting of the following: the name of the addressee, the page num-

ber, and the date. Either of the following formats is acceptable in the modified-block

letter style. The three-line format is preferred in the block and simplified letter

styles.

Mrs. Laura R. Austin 2 September 30, 2002
, „ „^ l2or3x

OR:

Mrs. Laura R. Austin

Page 2

September 30, 2002
,

|2or3x I
NOTE: If you are using a letter template provided by yom* word processing software,

the program may automatically insert a continuation-page heading and correctly

nimiber each continuation page.
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1 385 a. Leave 1 or 2 blank lines below the last line of the continuation-page heading and

resume typing the letter. If you use the header feature of your word processing

software to create a continuation-page heading, be sure there is at least 1 blank

line between the header and the text of the letter.

Ms. Jenny Applegate

f2x

Februar>' 23, 2001

and comparison shopping on Web sites will help you research products and compare
prices to find the best bargains.

""^ ~"

OB:

tebruary23. 2001

and comparison shopping on Web sites will help you research products and comg^^
prices to find the best bargains.

HOTE: If you use Microsoft Word's header feature for the one-Hne format, you wiU

automatically get 2 blank lines below the continuation heading. If you use the

same feature for the three-line format, you will need to insert 1 or 2 blank hues

in the header box before resuming the text of the letter.

1). Do not divide a short paragraph (one that contains only two or three lines) at the

bottom of a page. For a paragraph of four or more lines, always leave at least two

lines of the paragraph at the bottom of the previous page. Carry over at least two

lines to the continuation page. (See also K1356d.)

c. Never use a continuation page just for the closing section of a business letter.

(The complimentary closing should be preceded by at least two lines of text.)

1386 Leave a bottom margin of at least 1 inch. The last page may run short. (See ^1306.)

1387 Do not divide the last word on a page.

Envelopes
1388 Addressing Envelopes

a. The following chart indicates which envelopes may be used, depending on the

size of the stationery and the way in which the stationery is folded (see ^1391).

Envelope

No. 10 (9V2"x4V8"]

No. 63/4 [6V2" X 35/8"]

No. 9 (87/8" X 37/8")

Monarch C7V2" x 37/8"}

No. 63/4 C6V2" X 35/8"}

I

Stationery
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b. Using the envelope feature of a word processing program, you can select the

envelope size you plan to use from a preestabUshed menu. With regard to the

placement of the return address and the mailing address, you can accept the

default placement specifications provided for the envelope size you have selected,

or you can modify them to suit your needs. You can also use a custom-size enve-

lope (assuming your printer will support it) and estabhsh appropriate placement

specifications for that size.

>^ For an illustration ofan envelope prepared by Microsoft Word (using the envelopefea-

ture and all the default specifications), see page 388.

1389 The Inside-Address Style for Addressing Envelopes

The traditional style for addressing envelopes—and the style most commonly seen

on envelopes—uses capital and small letters plus punctuation as appropriate. This

style may be thought of as the inside-address style, because it follows all aspects of

the format for inside addresses, as discussed in M1317-1343. The advantage of

using this style on envelopes is that you can use your computer to generate the Scime

address information in both places. Moreover, the OCRs (optical character readers)

used by the USPS are programmed to read this traditional style of address.

>* For the use of the all-cap style in addressing envelopes, see 111390.

When using the inside-address style:

a. Always use single spacing and block each line at the left.

> See the illustrations on pages 388-389. For specific details on the handling ofelements

within the address block, seen1317-1343.

b. Capitalize the first letter of every word in an address except (1) prepositions

under four letters (like o/ and /or), (2) conjunctions under four letters (like and],

and (3) the articles the, a, and an when they are used within a name or title.

(Under certain circumstances even some of these short words are capitalized. See

M1325a, 1329e.)

c. Type the city, state, and ZIP Code on the last line. If space limitations make it

impossible for the ZIP Code to fit on the same line, the ZIP Code may be typed on

the fine directly below, blocked at the left.

d. Leave 1 space between the state name and the ZIP Code. (The USPS recommends

either 1 or 2 spaces.)

e. The state name may be spelled out or given as a two-letter abbreviation. Either

form is correct for use with a ZIP Code. (See ^1341.)

t The next-to-last Hne in the address block should contain a street address, a post

office box number, a rural route address, or a highway contract address. (See

M1317C, 1331-1338.)

Elvera Agresta, M.D. Mr. Peter Schreiber

218 Oregon Pioneer's Building Director of Research

320 Southwest Stark Street Colby Electronics Inc.

Portland, Oregon 97204-2628 P.O. Box 6524

Raleigh, NC 27628

Continued on page 388
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g. When using the envelope template of a word processing program to prepare an

envelope, accept the default positions for the mailing address and the return

address. Doing so will ensure that the mailing address falls within the OCR "read

area" and that the return address does not.

NOTE: The OCR read area starts 2^/4 inches above the bottom edge of the enve-

lope, ends Vs inch from the bottom edge, and extends horizontally so as to end

V2 inch in from the left cind right edges. Do not allow any notations to fall along-

side or below the OCR read area.

h. Your software may permit you to insert the USPS POSTNET bar code above or

below the address block. (See 111390b.) Before you take advantage of this option,

make sure that your complete database of mailing addresses has been certified

by means of address-matching software approved by the USPS. For further infor-

mation, contact your local Postal Service business center. (See also ^1339, note.)

No. 10 envelope created by Microsoft Word for Windows,
using all the default specifications.

i. When using a window envelope, adjust the placement of the inside address on the

material to be inserted so that there will be a minimum clearance of Vs inch (and

preferably V4 inch) between the edges of the window and all four sides of the

address block, no matter how much the inserted material shifts around inside the

envelope. (See also ^1391d.)

j. To facihtate OCR processing, make sure that the lines in the address block are

parallel to the bottom edge of the envelope. Moreover, there should be good con-

trast between the typed address and the color of the envelope; black type on a

white background is preferred. In addition, do not use a script or itaUc font, and

avoid dot matrix print, especially if the dots that make up each character do not

touch. The type should be clear and sharp, and adjacent characters should not

touch or overlap.

k. When the envelope contains a printed return address for an organization, it is not

possible to type the writer's name above the printed address. In such cases you

may write the name in by hand above the printed address, or you may type the

name on the second line below the printed return address.



Section 13 • Letters and Memos 389

111389

No. 6^/4 envelope

with mcdling

notation.

I
1/2 inch

l/j Ralph L. Landers

^ 172 Western Drive

inch San Jose, CA 951 17

2 inches

Vh inches

REGISTERED
1/2

inch

2^/2 inches Mr. John R. Reardon, Treasurer

Blake, Walsh & Company
598 East 77th Street

Los Angeles, CA 90052

For OCR processing, start the mailing address no

higher than 2^/4 inches from the bottom edge. Leave

a minimum bottom margin of ^/s inch and minimnni

side margins of ^/2 inch. (See ^1389j.)

No. 10 envelope with confidential notation.

Edgar Gardner

Evans & Massey Inc.

29 East Carlisle Avenue

Chicago, Illinois 60616

3x

CONFIDENTIAL

^
4 inches

2 inches

Mrs. Susan Costello

Manager, Housewares Division

Lewis & Erickson Products Inc.

398 North Michigan Avenue

Chicago, Illinois 60603

1. If you have to create a return address, it should contain the following informa-

tion, arranged on single-spaced lines, aligned at the left: (1) the name of the

writer, (2) the name of the company (if appropriate), (3) a street address or post

office box number, and (4) the city, state, and ZIP Code. If you are using the enve-

lope template of a word processing program, accept the default position for the

return address.

m. If a notation such as Confidential, Personal, Please Forward, or Holdfor Arrival is

to be used, type it on the third line below the return address. Ahgn the notation

at the left with the return address. Begin each main word with a capital letter,

and use boldface, italics, or underlining. For special emphasis type Confidential

and Personal in all-capital letters.

NOTE: Do not allow any notations or graphics to fall alongside or below the area

estabhshed for the mailing address (see 11389J). Copy placed in these locations

will interfere with OCR processing.^ **
Continued on page 390
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n. If an attention line was used within the letter itself, it should appear on the enve-

lope as well. The attention line should be typed as the first line of the address

block (see 111345).

5^ See ni344-1345, note, on avoiding the use of attention lines.

o. If a special mailing procedure is used, type the appropriate notation (such as

REGISTERED) in all-capital letters in the upper right comer of the envelope,

lype the notation IV2 inches from the top edge or on the third line below the bot-

tom edge of the stamp, whichever is lower. Position the notation so that it ends

1/2 inch from the right margin.

>^ See the illustration at the top ofpage 389.

p. Make sure that the spelling of the name and address on the envelope agrees with

the spelling shown in the inside address (and with the spelling shown on your

records or the incoming document).

>- For letters being sent to two or more people at the same address, see ^1320b.

1390 The All-Cap Style for Addressing Envelopes

The all-cap style for addressing envelopes was devised by the U.S. Postal Service

(USPS) primarily for the benefit of high-volume mailers who must contend with

space limitations for the address blocks they generate by computer. The all-cap style

typically appears on labels to be used in a mass mailing.

The USPS has issued many brochures urging everyone—individuals as well as orga-

nizations—^to use the all-cap style, but it acknowledges that the inside-address style

(see ^1389) is quite acceptable for use on envelopes and can be easily read by the

USPS OCRs.

Keep in mind that the USPS now subjects all letter-sized mail and postcards to OCR
processing—even mail with handwritten addresses. Only those items that cannot be

read by OCR are diverted to special encoding centers for manual processing.

NOTE: If your organization maintains its mailing hsts on tapes or disks and uses

these to generate inside addresses in letters (as well as address blocks on

envelopes), the all-cap (and no-punctuation) style designed for the envelope will

look inappropriate inside the letter. Moreover, the heavy use of abbreviations in the

all-cap style (see 111390a) often makes the address uninteUigible to readers—another

reason for not using this format for inside addresses. In such cases it makes sense

to use the inside-address style described in 111389. You will then have a format that

looks attractive as an inside address and that is also OCR-readable when used on an

envelope.

When using the all-cap style:

a. Keep in mind the maximum number of keystrokes you can get in any one line. If

necessary, use abbreviations freely and omit all punctuation except the hyphen in

the ZIP-i-4 Code.

NOTE: To keep the line length down to 28 keystrokes, the USPS has provided three

special sets of abbreviations: one for state names; another for long names of cities.



Section 13 • Letters and Memos 391

1)1390

towns, and places; a third for names of streets and roads and general terms like

University or Institute. By means of these abbreviations (see the ZIP Code directory),

it is possible to limit the last line of any domestic address to 28 keystrokes.

Pass-a-Grille Beach, Florida 33741-9999 (39 keystrokes)

1234 567 89012 345678901234 567 8 9012 34 567 89

PAS-A-GRL BCH FL 33741-9999 (27 keystrokes)

Abbreviations such as those shown above serve to facihtate OCR processing, but

they also serve in some cases to make the address incomprehensible to all except

devoted students of USPS manuals. (Read the copy in the illustration on page 446.)

b. lype the hnes in all-capital letters, single-spaced and blocked at the left. TVy to

hold the address block to 5 Hnes. If possible, insert the USPS POSTNET bar

code above or below the address block. (See the illustration below and the one on

page 388.) In either position the top of the bar code should fall within 4 inches

from the bottom and come no closer than V2 inch to the left or right edge of the

envelope. (See ^1389g, note.)

No. 10 envelope showing a mailing label and the all-cap address st^e.

Evans & Massey Inc.

129 East Carlisle Avenue
Chicago, Illinois 60616
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NOTE: Do not use the pound sign (#) if a term such as Room, Suite, or Apartment

is available. If you do use the pound sign, the USPS asks that 1 space be left

between the sjmibol and the number that follows; for example:

616 Ohio Avenue # 203

h. If an attention Ime is to be included in the address, insert it on the line directly

above the organizational name or (in the absence of an organizatioucd name) on

the hue directly above the street address or post office box number. If a serial

number of some kind (for example, an account number or a file reference num-

ber) is required, insert it as the first line of the address block. (See SI1345.)

1.

H 048369 1078 ATS
MRS M R TURKEVICH
BROCK & WILSON CORP
79 WALL ST STE 1212

NEW YORK NY 10005-4101

OR H 048369 1078 ATS
ATTN MRS M R TURKEVICH
BROCK & WILSON CORP
79 WALL ST STE 1212

NEW YORK NY 10005-4101

To facihtate OCR processing, make sure that the mailing address starts no higher

than 2^/4 inches from the bottom edge, falls no lower than ^/s inch from the bot-

tom edge, and comes no closer to either the left or the right edge than V2 inch.

Do not allow any notations or graphics to fall alongside or below the area estab-

Hshed for the mailing address. Make sure that the lines in the address block are

parallel to the bottom edge of the envelope. Moreover, there should be good con-

trast between the typed address and the color of the envelope; black type on a

white background is preferred. Do not use a script or itahc font, and avoid dot

matrix print, especially if the dots that make up each character do not touch. The

type should be clear and sharp. Adjacent characters should not touch or overlap.

Folding and Inserting Letters

1 391 The following paragraphs describe several methods for folding letters and inserting

them into envelopes. See the chart in SI1388a to determine which method is appro-

priate for the stationery and envelope you are using.

a. To fold a letter in thirds:

M

#
^

\ ^
CD C2) C3]

(1) Bring the bottom third of the letter up and make a crease.

(2) Fold the top of the letter down to within Vs inch of the crease you made in

step 1. Then make the second crease.

(3) The creased edge made in step 2 goes into the envelope first.

NOTE: Use this method for 8V2" x 11" stationery with a No. 10 envelope; executive

stationery with a No. 9 or a Monarch envelope; 5V2" x 8V2" stationery with a

No. 6V4 envelope.
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b. To fold a letter in half and then in thirds:

"^-

CD

(1) Bring the bottom edge to within ^/s inch of the top edge and make a crease.

(2) Fold from the right edge, making the fold a httle less than one-third the width

of the sheet before you crease it.

(3) Fold from the left edge, bringing it to within ^/s inch of the crease you made
in step 2 before you crease the sheet again.

(4) Insert the left creased edge into the envelope first. This will leave the crease

you made in step 2 near the flap of the envelope.

MOTE: Use this method for 8V2" x 11" stationery with a No. 6^4 envelope.

c. To fold a letter in half:

(1) Bring the bottom edge to within 3/8 inch of the top edge and make a crease.

(2) Insert the creased edge into the envelope first.

NOTE: Use this method for 5 V2" x 8V2" stationery with a No. SVs envelope.

d. To fold a letter for insertion into a window envelope:

C23

(1) Place the \e\terface down with the letterhead at the top, and fold the bottom

third of the letter up.

(2) Fold the top third down so that the inside address shows.

(3) Insert the letter with the inside address toward ihefront of the envelope. The

inside address should now be fuUy readable through the window of the enve-

lope. Moreover, there should be at least Vs inch (and preferably V4 inch)

between all four sides of the address and the edges of the window, no matter

how much the letter sUdes around in the envelope.
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Memos
1392 An interoffice memo (or memorandum) is intended to expedite the flow of written

communication within an organization. For that reason many organizations provide

computerized formats (and less frequently, printed forms] in order to simplify and

standardize the treatment of key information.

Depending on the circumstances, a memo may be as terse as a telegram, as imper-

sonal as a formal announcement, or as warm and casual as a personal note. Those

circumstances will help you determine whether a particular memo should contain or

omit such features as a salutation or a signature line.

If your organization has not estabhshed a standard format, your word processing soft-

ware may provide memo templates that you can use as is or modify to suit your pref-

erences. Here are three sample templates provided by the Microsoft Word program.

"Professional" memo template (using 10-point Arial),

provided by Microsoft Word for Windows.

Memo
To: [Click here and type name]

From: [Click here and type name]

CC: [Click here and type name]

Date: [Current date will be inserted automatically]

Rw [Click here and type subject]

"Contemporary" memo template (using 10-point Times New Roman),

provided by Microsoft Word for \^^dows.

Memorandum

To: [Click here and type name]

CC: [Click here and type name]

From; [Click here and r>pe name]

Date: [Current date will be inserted automatically]

Re: [Click here and type subject]
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"Elegant" memo template (using 10-point Garamond),

provided by Microsoft Word for Windows.

INTEROFFICE MEMORANDIM

TO: ICllCK HERE AND T\'?E N.VMEl

FBCM: ICLICK HERE KSD TYPE NAAIE)

SUBJECT: ICUCK HERE AND TYPE SUBJECT)

DATE: ICurrent date will be inserted automatically!

CC: ICUCK HERE AND TVPE NA.ME1

\1

You can always modify a memo template or create your own format. The following

rule (^1393) provides guidelines for formatting memos, and the illustrations on

pages 396 and 397 show memos formatted according to these guidelines.

Please remember: There is no one correct format for a memo. Design the format to

meet your needs and those of the organization you work for.

NOTE: Because many memos are now distributed as e-mail, see M1708-1711 for spe-

cial guidelines on preparing e-mail messages.

1393 When preparing a memo on plain paper or letterhead stationery, observe the follow-

ing guidelines. (Also see the illustrations on pages 396-397.)

a. For side margins, either choose the default settings (1.25 inches for Microsoft

Word, 1 inch for WordPerfect] or, for better appearance and legibiHty, choose even

wider side margins (as shown in the table in ^ 1305b).

b. Leave a top margin of about 2 inches. (Space down 6 times from the default top

margin of 1 inch.) If you are using stationery with a deep letterhead, begin typ-

ing about 0.5 inch below the letterhead.

NOTE: You cau reduce the top margin to 1 inch if doing so will make a continuation

page unnecessary.

c. If you are using plain paper, you can create a heading such as INTEROFFICE

MEMORANDUM or simply MEMORANDUM (as shown in the illustrations at the

bottom of page 396 and the top of page 397). In that case reduce the top margin

to 1 inch to accommodate long messages and avoid the need for a continuation

page.

d. The heading of the memo should include the following guide words

—

TO, FROM,

DATE, and SUBJECT

NOTE: If you do uot use a heading such as INTEROFFICE MEMORANDUM or

MEMORANDUM, change TO (the first guide word) to MEMO TO (as shown in the

illustration at the top of page 396).
*^

*^
** '

Continued on page 396
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^2x
February 9, 2001 , _

^2x
Convention Invitation

I
2x or 3x

We have just been invited to make a one-hour presentation on catalog marketing at the

annual convention of the International Marketing Institute. The convention will be held

on November 12-15 at the Camelback Inn in Scottsdale, Arizona. I don't have all the

details we need in order to start planning the presentation, but I would like you to block

out these dates on your calendar now so as to avoid any schedule conflicts later on.

1

This invitation represents an excellent opportunity for us to show the profession some of

the exciting things we have done in the past few years, and It could bring us a number of

new clients next year. Let's give it our best shot.

As soon as I receive more information from the program coordinator,

luncheon at which we can decide how best to proceed.

SK
i2x

job

imiconvn.129

set up a

CLOSING

e. You may also wish to add a number of other guide words. For example, below the

guide word TO you could insert COPIES TO. If you work in a large organization

and are sending memos to people who do not know you, then below the guide

word FROM you might want to insert such guide words as DEPARTMENT,
FLOOR, PHONE NO., or FAXNO. Start typing the guide words at the left margin

and use double spacing. Type the guide words in bold all-capital letters, and fol-

low each with a colon.

NOTE: If you plan to use a large number of guide words (beyond TO, FROM, DATE,

and SUBJECT) , you may want to arrange the guide words in two columns to pre-

vent the heading from taking too much space. In that case, start the second col-

umn of guide words at center (as shown in the illustration below).

To: Bernard O'Kelly

Dept.: Special Sales

Floor: 4

Subject: Test Marketing Arrangements

From: Janet R. Wiley

Dept.: Software Products

Floor and Ext: 7/3825

Date: April 7, 2003

l_^**»(r-^ .W**^**^
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f. Set a tab or use a default tab so that the entries following the guide words will

all block at the left and will clear the longest guide word by a minimum of 2

spaces.

g. After the guide words TO (orMEMO TO) and FROM, the names of the addressee

and the writer are usually given without personal titles (Mr., Miss, Mrs., Ms.).

Indeed, when you cire doing a memo to someone within your immediate unit, the

use of initials or simply a first name may suffice. In short, the way you treat these

names will depend on the relative formality or informahty of the occasion.

John A. Mancuso OR JAM OR Jack

h. If you want to provide additional information (such as a department name or title,

a phone number, or a fax number), you can add the appropriate guide words to



398 Part 2 • Techniques and Formats

111393

the heading of the memo, or you can insert the relevant information after the per-

son's name. For example:

Cynthia Chen, Accounting Manager

OR Cynthia Chen (Ext. 4782)

i. If the memo is being addressed to two or three people, try to fit all the names on

the same hne.

MEMO TO: Hal Parker, Meryl Crawford, Mike Monagle

If there are too many names to fit on the same line, then Hst the ncimes in one or

more single-spaced columns alongside TO or MEMO TO. Leave 1 blank line

before the next guide word and fill-in entry.

j. If hsting all the addressees in the heading of a memo looks unattractive, then

after the guide words TO or MEMO TO, type See Distribution Below or something

similar (see the illustration on page 399). Then on the second line below the ref-

erence initials, the file name notation, or the enclosure notation (whichever

comes last), type Distribution. Use capital and small letters, followed by a colon,

and italicize or underline the word for emphasis. (If you use itahcs, itahcize the

colon as well. If you underline, do not underline the colon.) Leave 1 blank line

and then Hst the names of the individuals who are to receive a copy of the memo.

Arrange the Ucimes either by rank or in alphabetic order, and type them blocked

at the left margin. (If space is tight, arrange the names in two or more columns.)

NOTE: For purposes of actual distribution, simply place a check mark next to one

of the Hsted names to indicate who is to receive that particular copy. As an alter-

native, use a highlighting marker to identify the recipient of each copy.

k. If the fill-in after the guide word SUBJECT is long, type it in two or more single-

spaced lines of roughly equal length. AHgn all turnover lines with the start of the

first Hne of the fill-in. (For illustrations, see pages 415 and 506.)

1. Begin typing the body of the memo on the second or third line below the last line

in the heading. (The illustration on page 399 shows the use of only 1 blank line

between the heading and the body of the memo. The Hlustrations at the top of

pages 396 and 397 show the use of 2 blank lines.)
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NOTE: An interoffice memo ordinarily does not require a salutation, especially if

the memo is an impersonal announcement being sent to a number of people or the

staff at large. (See, for example, the illustration below.) However, when a memo
is directed to one person (as in the illustration on page 397), many writers use a

salutation—such as Dear Andy or Andy alone—to keep the memo from seeming

cold or impersonal. (If a salutation is used, begin typing the body of the memo on

the second Une below the salutation.)

6x

MEMO TO: See Distribution Below
.

FROM:

DATE:

2x

Stanley W. Venner (Ext. 3835)

May 10, 2002

SUBJECT: Car Rentals 2 orSx
We have just been informed that car rental rates will be increased by $1 to $2 a day.

This daily rate increase can be more than offset if you refill the gasoline tank before

returning your rental car to the local agency. According to our latest information, the car

rental companies are charging an average of 32 percent more per gallon than the gas
stations in the same area. Therefore, you can help us achieve substantial savings and
keep expenses down by remembering to fill up the gas tank before turning your rental

.2xSWV^-

jmb

venner.25a

/

Distribution:

G. Bonardi

D. Catlin

S. Folger

V. Jellinek

E. Kasendorf

P. Legrande
T. Pacheco
F. Sullivan

J. Trotter

W. Zysk

2x

.2x

m. Use single spacing and either block the paragraphs or indent the first Hne of each

paragraph 0.5 inch. Leave 1 blank line between paragraphs.

NOTE: If a numbered hst appears within the body of a memo, the numbered items

may be separated by 1 blank line for a more open look (as in the illustration on

page 397) . If you use the numbered hst feature of your word processing program

and accept all the defaults, the hst will be typed single-spaced. (See 1ll357d for

illustrations showing hsts typed with and without space between items.)

n. Although memos do not require a signature hne, some writers prefer to end their

memos in this way. In that case type the writer's name or initials on the second
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line below the last line of the message (as shown in the illustration on page 399).

If the writer plans to insert a handwritten signature or initials above the signa-

ture line, type the signature hue on \he fourth line below (as shown in the illus-

tration at the top of page 396) to allow room for the handwriting. If the writer

simply inserts handwritten initials next to the typed name in the heading (as in

the illustration on page 397), omit the signature line altogether.

NOTE: The position of the signature line may vary. If all the lines in the memo
heading begin at the left margin (see, for example, the illustration at the top of

page 396), type the signature line at the left margin as well. If the memo uses a

two-column heading format (as in the illustration at the bottom of page 396),

start the signature hne at the same point as the fill-ins for the second column in

the heading.

o. Type the reference initials (see ^1370) at the left margin, on the second line

below the end of the message or the vmter's typed name or initials, whichever

comes last. (See the illustrations on pages 396, 397, and 399.)

p. Type a file name notation (if needed) on the line below the reference initials. (See

M1371-1372 and the illustrations on 396, 397, and 399.)

q. Type an enclosure notation (if needed) on the line below the reference initials or

the file name notation, whichever comes last. (See ^1373.)

r. Type a copy notation (if needed) on the line below the reference initials, the file

name notation, or the enclosure notation, whichever comes last. Use the same

style for the copy notation as in a letter. (See M1376-1380.) If the addressee of

the memo is not intended to know that a copy of the memo is being sent to one

or more other persons, use a blind copy notation. (See ^1378.)

NOTE: As an alternative, place the copy notation in the heading. (See the illustra-

tion on page 397.) On the second line below TO or MEMO TO, insert the guide

words COPIES TO and then insert the appropriate names at the right, starting at

the same point as the other fill-ins in the heading.

s. If the memo is of a confidential nature, type the word CONFIDENTIAL in bold all-

capital letters. Center the confidential notation on the second line below the last

line of the memo heading.

CONFIDENTIAL j or 3x

Begin typing the body of the memo on the second or third line below this nota-

tion. (See 1113931.)

t. If the memo continues beyond the first page, use the software header feature to

insert a continuation heading on a new sheet of paper. (Use the same style as

shown in ^1384 for a letter.) Leave 1 or 2 blank lines between the continuation-

page heading and the message. (See M1385-1387 for additional details on con-

tinuing the message from one page to another.)

>* For the use ofautotext and macros, see the note on page 341.



Section 13 • Letters and Memos 401

111394

Social-Business Correspondence
1394 The term social-business correspondence applies to the following tj^es of letters:

a. Executive correspondence addressed to high-level executives, officials, and dig-

nitaries. (Unlike ordinary business correspondence—^which deals with sales,

production, finance, advertising, and other routine commercial matters—^these

letters deal with such topics as corporate pohcy and issues of social responsibil-

ity, and they are written in a more formal style.)

AVON ADVISORY COUNCIL
192 WEST MAIN STREET
PHONE 860-555-4954

AVON, CONNECTICUT 06001

FAX 860-555-4960

September 26, 2002

Ax

You and I have worked together on the Advisory Council for nearly six years, and in that

time we have gotten to know each other pretty well. So you'll understand why I was
deeply pained to hear that you and your husband have sold your house and are planning

to move to the Northwest next month. 2x

We have not always seen eye to eye (I still think you were dead wrong to vote against

the parking lot expansion), tDut there is no one who has given as much thought and

imagination and caring service to this town as you have. o„
i

All of us on the Advisory Council are going to miss you very much, both as a forceful

participant and as a rare and generous friend, but we wish you and George the best of

luck as you make new lives for yourselves. We envy your new neighbors, for they will

be the beneficiaries of what we in Avon have so long enjoyed—your vital presence, ov

We won't forget you, Annie.
,2x

M 4x

Sincerely,

Harlan W. Estabrook

Chairman

4X

Mrs. Anne G. Wheatley
14 Tower Lane
Avon, Connecticut 06001

Continued on page 402
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b. Letters expressing praise, concern, or condolence to someone within or outside

the organization. (The occasion that prompts the letter could be exceptional per-

formance on the job or in the community, an employment anniversary, the death

or serious illness of a family member, or an upcoming retirement. Such letters

may be formal or informal, depending on the relationship between the writer and

the person addressed.)

c. Letters to business associates within or outside the company on purely social

matters.

1395 Social-business correspondence differs from ordinary business correspondence in

several ways:

a. The inside address is typed at the bottom of the letter, aligned at the left margin

and starting on the fourth line below the writer's signature or title (whichever

comes last)

.

b. The salutation is followed by a comma rather than a colon.

c. Reference initials and notations pertainuig to file name, enclosures, dehvery, and

copies are typically omitted. (It would make good sense, however, to put such

notations on the file copy in case this information is needed later on.)

d. If the letter reqmres a Personal or Confidential notation, place the notation only

on the envelope, not on the letter itself. (For the appropriate placement of the

notation on an envelope, see ^1389m and the second illustration on page 389.)

NOTE: Include the Personal or Confidential notation on the file copy.

e. Social-busmess correspondence is also more formal or less formal than ordinary

business correspondence. For example, correspondence to high-level officials and

dignitaries is customarily more formal. In such cases use the word style for num-

bers (see 1111404-406) and one of the special salutations hsted in Section 18.

However, in letters to business associates who are also close friends, the saluta-

tion and the complimentary closing may be very mformal, and the writer's typed

signature and title—and even the inside address—may be omitted. Moreover,

when such letters are purely personal in nature, the writer may use plain sta-

tionery and omit the return address.

Labels
1396 If you are using the label feature of a word processing program, you can quickly pre-

pare a wide variety of labels (for example, mailing labels, file folder labels, and cas-

sette labels) by following these guidelines:

a. Use commercially prepared labels (packaged in roUs and sheets) that have been

specifically designed for the purpose you have in mind and that are compatible

with your printer.

b. Many software programs provide a menu of label types and sizes. When you

select the type and size you want to use, the program automatically sets up the

label windows. All you need to do is type the necessary information in each win-

dow (as illustrated on page 403).
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NOTE: You caii also create your own specifications for a special type of label. See

your software user's manual for the procedures to follow.

c. Before you begin to type text in each label window, consider the maximum num-

ber of characters you can fit on one line and the number of lines you can fit on

one label. For example, if you are preparing mailing labels, you may very well find

that some mailing addresses as you would style them in an inside address are too

wide to fit on the labels you are planning to use. In such cases use the all-cap

style designed by the U.S. Postal Service. The all-cap style, with its heavy

reliance on abbreviations, was specifically created to take such limitations into

account. (See ^1390 and the illustration below.)

d. When applying a label to a No. 10 envelope or a smaller envelope, follow the

placement guidelines provided in 1I1389h. (For an illustration showing the cor-

rect placement of a mailing label on a No. 10 envelope, see page 391.) On
envelopes larger than No. 10, position the label so that it appears visually cen-

tered horizontally and vertically.

Screen dump showing label feature of Microsoft Word for T^^dows.

w Microsoft Word - Labels4

IrO B'® -'^'^ -®* Insert Format lools Tgble JJiindow Help

Times New Roman 12

H -/^
I ^ IT 75% »![?lj

Hg, 1 JiL 5'

ImI.IIIm.II IILmIIIm.I I l...l.l.lnlnlll,MMll,n.lll

MR HENRY T MACMILLAN JR i MS PAULA J MORTON
CAMPING ENTERPRISES INC I

BELTON & ASSOCIATES
412 HIGH ST RM 980 4800 LINDEN BLVD

WASHINGTON DC 20017 GARLAND TX 75043

I.I.I..I.I..I..I...II.Mlf.Mllll I.lll Ill

MRS JENNIFER MADSEN
90 STATE ST
MPLS MN 55411-1020

J Page 1 Sec 1 1/1 Ln9 Col19

In.illln,!! II.JIIm.II
I

DR CHARLES M NELSON
I

ONE PARK PL I

NEW YORK NY 10011

^r



SECTION 14
Reports and Manuscripts

Reports (Hljl 401 -1431)
Choosing a Format (^1401)

Parts of a Formal Report (^1402)

Parts of an Informal Report (S11403)

Margins (Ml404-1407)

Side Margins (111404)

Top and Bottom Margins of Opening Pages (111405)

Top and Bottom Margins of Other Pages (111406)

Handling Page Breaks on a Computer (K1407)

Shortening a Long Report (111408)

Informal Business Reports (11111409-1410)

Informal Academic Reports (1(1411)

The Front Matter of Formal Reports (1I1I1412-1420)

Title Page (1(1412)

Letter or Memo of Transmittal (111413)

Table of Contents (11111414-1415)

List of Tables or Illustrations (11111416-1417)

Preface or Foreword (111418)

Summary (K1419)

Numbering Front Matter Pages (111420)

The Body of Formal Reports (11111421-142 7)

Introduction (111421)

Part-Title Pages (111422)

Chapter-Opening Pages (111423)

Text Spacing and Indentions (1(1424)

Text Headings (1IK1425-1426)

Numbering Text Pages (11427)

The Back Matter of Formal Reports (HHl428-1431)

Appendixes (111429)

Endnotes and Bibhography (1(1430)

Glossary (1(1431)

Manuscripts (Hljl 432-1 437)
Preparing Manuscript for an Article (HKl432-1433)

Preparing Manuscript for a Book (KKl434-1435)

Precautions for All Manuscripts (11111436-1437)



Section 14 • Reports and Manuscripts 405

Reports
Reports serve all kinds of purposes. Some simply communicate information—such as monthly

sales figures or survey results—^without any attempt to analyze or interpret the data. Others

offer extensive analyses and make detailed recommendations for further action. As a result,

reports come in all sizes and shapes. Some are done informally as memos or letters (depend-

ing on whether they are to be distributed inside or outside the organization) . Some consist

simply of fill-ins on printed or computer-generated forms. Many, however, are done in a more

formal style. As you might expect, there is a wide variation to be found in what is considered

acceptable—from one authority to another and from one organization to another. Regardless

of which guidelines you follow, be prepared to modify them to fit a specific situation.

Word processing software typically provides templates that you can use as is or modify to

suit your preferences. Three report templates provided by Microsoft Word are partially illus-

trated below and on page 406. Note in particular the differences in the way titles and head-

ings are treated.

"Contemporary" report template provided by Microsoft Word for Windows.

FilmWatch Division

Marketing Plan

Trey s Best Opportunity to Dominate

Market Researchfor the Film Industry

How To Use This Report Template

Change the information on the cover page to contain the information you would like. For the

body of your report, use Styles such as Heading 1-5. Body Text. Block CJuotation. List Bullet,

and List Number fiTjm the Style control on the Formaning toolbar.

This report template is complete with Styles for a Table of Contents and an Index. From the

Insert menu, choose Index and Tables. Click on the tab you would like. Be sure to choose the

Custom Format.

XE indicates an index entry field. The index field collects index entries specified by XE.
To insert an index entr\- field, select the text to be indexed, and choose Index and Tables fixmi

the Insert menu. Click on the Index tab to receive the Index dialog box.

You can quickly open the Mark Index Entry dialog box bypressing

ALT+SHIFT+X. The dialog box stays open so thatyou can mark index

entries. For more information, see Indexes in Help

In addition to producing reports, this template can be used to create proposals and woricbooks.

To change the text or graphics, the following suggestions are provicted.

• Select anj paragraph and just start typing.

• To save time in the future, you can save the front cover of this report with

your companj name and address. For step-by-step instructions on how to

perserve your changes with the template, please read the following section.

How To Modify This Report

Continued on page 406
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"Elegant" report template provided by Microsoft Word for Windows.

PROPOSAL AND
MARKETING PLAN

Blue Sky's Best Opportunity for East Region Expansion

HOW TO USE THIS REPORT TEMPLATE

Qhange the information on the cover page to contain the information you would like. For the

body of your report, use Styles such as Heading 1-5, Body Text, Block Quotation, List Bullet, and
^jst Number from the Style control on thejpormatcing toolbar.

.o,.!. -'"iig - •• 'c c^^f.^ -wOve, /Our cuiiipa^
_

place. Now, type your report using Styles as needed.

HOWTO CREATE BULLETSAND NUMBERED LISTS

imation should appt

To create a bulleted list like this, select one or more paragraphs and choose the List

Bullet style from the Style drop-down list.

To create a numbered list like the numbered paragraphs above, select one or more
paragraphs and choose the List Number style from the St>4e drop-down list —
Word will automatical^ number the paragraphs for you.

"Professional" report template provided by Microsoft Word for Windows.

Blue Sky Marketing Plan

Blue Sky's Best Opportunity for East Region Expansion

How to Modify This Report

To create your own version of this template, select File New and choose tfiis template. Be
sure to indicate "template" as the document type in the bottom right comer of the dialog.

«^^***^****^ '%p»(-%#<^%»,'*'***V«.-

How to Create a Report

y^"

To create a report from your newty saved template, select File New to re-open your

template as a document (Your company information should appear in place ) For the

txxly of your report, use Styles such as Heading 1-5, Body Text, Block Quotation, List

Bullet and List Number frtwn the Style control on the Formatting toolbar.

How to CTMrta BuBets and Numbered Lists

To create a bulleted list like this, select one or more paragraphs and choose the List

Bullet style from ttie Style drop-down list on the formatting toolbar To create a
r^Jist like the nur '-yed Paragraphs above, select one gi more paragrapj^
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If you do not wish to use one of the report templates provided by yoiu- software, you can

always create your own format. This section provides format guidelines for formal and infor-

mal reports. The model below shows how the first page of an informal report would appear

if executed according to these guidelines.

1 inch0.5 inch
^-In mid-October the Sales Managers Committee asked me to evaluate notebook

1 inch computers now on the market in light of the need to improve the productivity of our field (minimum}

(minimum)
sales staff. Here are my initial findings.

3x

SELECTION CRITERIA
|2x

I would like to propose the following criteria for determining which models we
should evaluate before we decide which one to adopt.

Processor. The notebook computer we now use is much too slow. The models

we consider must have a Pentium II processor with a minimum processing speed of

300 megahertz.

Memory. Since all the software is Windows-based, these models should provide

a minimum of 64 megabytes of memory and have an expandable capability.

Hard Drive. In view of the type and number of software applications to be used,

these models will need a minimum of 6.4 gigabytes of storage capacity.

MODELS TO BE CONSIDERED
^2x

In identifying models that meet the foregoing criteria, we need to remember that

the market changes rapidly. Some of the models that I looked at only a month ago have

now been discontinued, and newer models—with added bells and whistles—have taken

their place. If we do not make a decision fairly quickly on which model to buy, we will

NOTE: In the model above, boldface is used for aU four lines in the heading. To create a more

open look, 2 blank lines have been inserted (a) between the heading and the text and

(b) above the side heads.

As the illustration on page 408 shows, some writers prefer to use boldface only for the title

and to insert only 1 blank line between elements in those places where the model above

inserts 2.

>* For additional guidelines on spacing above heads, see S11426.'^ ^ Continued on page 408
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0.5 inch i2x
^In mid-October the Sales Managers Committee asked me to evaluate notebook

1 inch computers now on the market in light of the need to improve the productivity of our field

1 inch

(minimum)
sales staff. Here are my initial findings.

SELECTION CRITERIA

|2x (minimum)

^2x
I would like to propose the following criteria for determining which models we

should evaluate before we decide which one to adopt.

Processor. The notebook computer we now use is much too slow. The models
we consider must have a Pentium II processor with a minimum processing speed of

300 megahertz.

Memory. Since all the software is Windows-based, these models should provide

__ a minimum of 64 megabytes of memory and have an expandable capability.

Choosing a Format

1401 If you are preparing a report at the request of someone else, always try to get some
guidelines from that person on such matters as format, length, amount of detail

desired, and distribution. Check the files for copies of similar reports done in the

past. If guidelines or models are not provided or if you are preparing the report on

your own initiative, consider the following factors in choosing a format.

a. For whom are you writing the report? If intended for your boss or a colleague on

staff, the report could be done simply as a memo. If intended for top management
or the board of directors, the report will often require a more formal approach. By
the same token, an academic term paper will require a simpler format than a the-

sis for an advanced degree.

b. What outcome do you hope to achieve? If you are merely providing information with-

out attempting to win someone over to your point of view, the simplest and clear-

est presentation of the information will suffice. If you are trying to persuade the

reader to adopt your vievs^oint and accept your recommendations, you may need

to make a detailed argument and devise a more complex structure for your report.

For example, you may need to develop a number of chapters, grouped by part. If

you need to demonstrate that your argument is supported by much detailed

research, you may have to quote from pubUshed sources and provide an elaborate

set of data in the form of tables and charts. If you know that your intended reader

ah-eady supports your argument or simply wants your judgment on a certain mat-

ter, a shorter and simpler document wiU usually suffice.
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^1402
Parts of a Formal Report

1402 kformal report typically has three parts: front matter, body, and back matter. Each

of these parts, in turn, typically contains some (if not all) of the following elements

in the sequence indicated.

a. Front Matter

TITLE PAGE

LETTER OR MEMO
OF TRANSMITTAL

TABLE OF CONTENTS

LISTS OF TABLES

AND ILLUSTRATIONS

FOREWORD

PREFACE

SUMMARY

b. Body

INTRODUCTION

MAIN DISCUSSION

In a business report: gives the full title, the subtitle Of any), the writer's

name, title, and department and the date of submission; may also

indicate for whom the report was written. In an academic report: gives

the name of the writer, the instructor, and the course, along with the

date of submission. (See ^1412.)

May be done as a letter (for distribution outside the company) or as a

memo (for inside distribution); may be clipped to the front of the report

(or the front of the binder in which the report is inserted); may be insert-

ed in the report itself as the page preceding the title page. (See ^1413.)

A list of all chapters (by number and title), along with the opening

page number of each chapter If chapters are grouped by part, the

titles of the parts also appear in the table of contents. Sometimes

main headings within the chapters are also given under each chapter

title. (See ^^1414-1415.)

Separate lists of tables and illustrations are included if they are

numerous and likely to be frequently referred to by the reader. (5ee

11111416-1417.)

Written by someone other than the author of the report May explain

who commissioned the report the reasons for doing so, and the quali-

fications of the writer to prepare the report May also offer an evalua-

tion of the report and may ask those who receive copies of the report

to give their assessment or take some other action after they have

read the report. (See 111418.)

Written by the author of the report Indicates for whom the report is

written, the objectives and the scope of the report and the methods

used to assemble the material in the report Acknowledgments of help

received on the report are usually included here (placed at the end),

but to give this material special emphasis, you can treat the acknowl-

edgments as a separate element of the front matter, immediately fol-

lowing the preface. (See 111418.)

Preferably limited to one page (two pages at most); designed to save

the reader's time by presenting conclusions and recommendations

right at the outset of the report If a preface is not provided, the sum-

mary also includes some of the material that would have gone there.

(See 111419.)

Sets forth On greater detail than the preface) the objectives, the

scope, and the methods, along with any other relevant background

information. In a report with several chapters, the introduction may

precede the first chapter of the text or it may be labeled as Chapter 1.

(See 111421.)

Sets forth all the pertinent data, evidence, analyses, and interpreta-

tions needed to fulfill the purpose of the report May consist of one

long chapter that opens with an introduction and closes with conclu-

sions and recommendations. May consist of several chapters; these

may be grouped into parts, with a part-title page inserted to introduce

Continued on page 410
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each sequence of chapters. May use different levels of headings

throughout the text to indicate what the discussion covers and how it

is organized. (See 11111422- 1426.)

Summarizes the key points and presents the recommendations that

the writer hopes the reader will be persuaded to accept. In a report

with several chapters, this material represents the final chapter or the

final part.

CONCLUSION

c. Back Matter

APPENDDCES

ENDNOTES

BIBLIOGRAPHY

GLOSSARY

A collection of tables, charts, or other data too specific or too lengthy

to be included in the body of the report but provided here as sup-

porting detail for the interested reader. (See 111429.)

A collection-all in one place at the end of the report-of what would

otherwise appear as footnotes at the bottom of various pages in the

report. (See 11111501-1502, 1504-1505.)

A list of all sources (1) that were consulted in the preparation of the

report and (2) from which material was derived or directly quoted.

(See 11111547-1551.)

A list of terms (with definitions) that may not be readily understood

when encountered in the body of the report. (See 111431.) May be

treated as an appendix.

Parts of an Informal Report

1 403 a. An informal report has no front matter. The information that would go on a sepa-

rate title page appears at the top of the first page and is immediately followed by

the body of the report. (See M1409-1411 for format guidelines.)

b. An informal report typically contains no back matter except possibly a list of end-

notes (in place of separate footnotes throughout the body of the report) and a hih-

liography. (See ^1505 for an illustration of endnotes and ^1548 for an illustration

of a bibhography.) Tables that cannot be easily incorporated in the body of the

informal report may also be placed in an appendix in the back matter.

Margins

1404 Side Margins

a. Unbound Reports. If a report is to remain unbound or will simply be stapled in

the upper left comer, use default side margins. However, you can reduce 1.25-

inch default side mcirgins to 1 inch if you are trying to limit the overall length of

a report. By the same token, if length is not a problem, you can increase 1-inch

default side margins to 1.25 inches to give the report a more open look.

b. Bound Reports. Use a 1.5-inch left margin. (The extra space at the left will pro-

vide space for the binding.) Ordinarily, accept the default right margin. However,

reduce a 1.25-inch right margin to 1 inch if length is a problem, and increase a

1-inch right mairgin to 1.25 inches to achieve a more open look.

1405 Top and Bottom Margins of Opening Pages

The following guidelines apply to (a) the first page of each chapter, (b) the first page

of each distinct element in the front matter and back matter, and (c) the first page
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of an informal report that consists of only one chapter (without any separate title

page or other front matter)

.

a. On these opening pages, space down 6 times from the default top margin of 1 inch

to create a top margin of about 2 inches. On the title page and on part-title pages,

where the copy as a whole will be centered on the page, do not space down; sim-

ply begin typing on the first available line.

b. Use the page numbering feature of your word processing program, and select the

format tliat automatically ends an opening page with a page number centered at the

bottom. Some software programs insert the page number within the bottom margin

area; others insert the page number on the last line above the bottom margin.

c. Ordinarily, nothing is typed in the space that represents the top margin. However,

in informal academic reports, certain information is often typed in the upper right

comer. (See 111411.)

>- For the numbering of opening pages, see ^1420.

1406 Top and Bottom Margins of Other Pages

a. Use the default top and bottom margins of 1 inch.

b. For pages in the body and back matter of a report, use the page numbering feature

of your word processing program to position the page number in the upper right

comer of the page. If you want to provide additional information along with the

page number (for example, the title of the report or a chapter within the report),

use the header feature of your word processing software.

c. For pages in the front matter of a report, use the page numbering feature of your

word processing software to center the page number at the bottom of the report.

If you want to provide additional information along with the page number, use the

footer feature of your software.

1407 Handling Page Breaks on a Computer

Your word processing software can help you avoid most page-ending problems, as

outlined in a-e below. There are, however, page-ending situations in which you must

use your own judgment, as outlined in/-y on page 412.

a. Your software ensures that the bottom margin will always be 1 inch (or whatever

margin you have selected). A soft page break is inserted when the bottom margin

is reached, but because that break is "soft," you can easily adjust it if you do not

like the page break created by the software.

NOTE: The preview feature permits you to see an entire page on the screen prior to

printing so that you can tell whether adjustments will be necessary. See ^1407f-j

for page-ending situations that may require adjustments.

b. A hardpage break permits you to end a page wherever you want and to ensure that

any copy that follows will appear at the top of the next page.

c. The keep lines together feature ensures that a designated block of copy (such as a

table, an enumerated hst, or selected lines of text) will not be divided at the bottom

of a page but will, if necessary, be carried over intact to the top of the next page.

Continued on page 412
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d. To prevent widows (a situation in which the last line of a paragraph appears as

the first line of a page) , the widow/orphan control feature ensures that at least two

lines of that paragraph are carried over to the top of the next page. (As an illus-

tration, see the four-line paragraph that begins at the bottom of page 410.)

e. To prevent orphans (a situation in which the first line of a paragraph appears as

the last fine of a page) , the widow/orphan control feature ensures that at least two

lines of that paragraph will appear at the bottom of a page or that the paragraph

will begin at the top of the next page.

f. Do not type a centered heading or a side heading near the bottom of a page unless

you can fit at least the first two lines of copy after the heading. Use the keep lines

together feature. (For illustrations, see ^1426a-c.)

NOTE: A run-in heading (in the first line of a paragraph) can fall near the bottom of

a page if one additional line of the paragraph will also fit there. (For all illustra-

tions, see ^1426c.)

>- For a discussion of centered, side, and run-in headings, see ^f1425c, 1426.

g. Do not divide a quoted extract (see ^1424d) unless you can leave at least two

lines at the bottom of one page and carry over at least two lines to the top of the

next. Use the widow/orphan control feature.

h. If a Ust of items (see ^1424e-g) has to be divided at the bottom of a page, try to

divide between items (not within an item). Moreover, try to leave at least two

items at the bottom of one page and carry over at least two items to the top of

the next. Use the widow/orphan control feature or the hard page break feature.

NOTE: If you need to divide within an item, leave at least two lines at the bottom

of one page and carry over at least two lines to the next.

i. If it is not possible to start typing a table at the desired point of reference and

have it all fit on the same page, then insert a parenthetical note at the appropri-

ate point in the text (referring the reader to the next page) and continue with the

text to the bottom of the page. Then at the top of the next page, type the com-

plete table and resume typing the text. (See Section 16 for guidelines on the typ-

ing of tables.) If you encounter a number of problems locating tables within the

body of a particular report, you may want to consider placing all the tables in a

separate appendix at the end of the report. (See 111402c.)

NOTE: If a table is so long that it will not fit on one page even when typed single-

spaced, then look for a sensible division point in the body of the table and end the

first page there. Your software will automatically carry the remaining lines in the

table to the top of the next page. If you mark the table title and the column heads

as "headings," the items marked in this way will be automatically inserted at the

top of the next page. (See ^1638.)

j. If a footnote cannot all fit on the page where the text reference occurs, continue

it at the bottom of the following page. If you are using the widow/orphan control

feature and ^e footnote feature, either the footnote will be automatically divided

or the text containing the footnote reference and the footnote itself will be car-

ried over to the next page. (See ^1504d.)
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1408 Shortening a Long Report

When the cost of photocopying and distributing a large number of copies of a long

report becomes prohibitively expensive, consider the following devices for reducing

the number of pages without having to cut the copy. {Note that these devices will

also reduce the readabihty and the attractiveness of the report, so use them only in

extreme circumstances.)

a. You can reduce the font size, or you can choose a different font that yields more

characters to an inch. If absolutely necessary, you can also reduce the amount of

space between words and letters.

b. Reduce the standard top margin for all opening pages from 2 inches to 1.5 inches.

(See 111405.)

c. Reduce the top margin for all other pages from 1 inch to 0.5 inch. (See 11406.)

HOTE: If you are using the header feature or the page numbering feature at the top

and if the header or page number is placed in the margin area, you will not be able

to reduce the top margin.

d. As an alternative to c, maintain the standard top margin and reduce the bottom

margin from 1 inch to 0.5 inch. (See 11406.)

NOTE: If you are using the footer feature or the page numbering feature at the bot-

tom and if the footer or page number is placed in the margin area, you will not be

able to reduce the bottom margin.

e. Single-space the report and leave 1 blank line between paragraphs. (See 11424a.

f. If the report has only one level of heading, use run-in heads rather than side

heads. (See 111425-1426.)

g. Wherever the guidelines allow for 2 blank lines between elements, reduce this

space to 1 blank line. Wherever 1 blank line is called for, reduce this space to half

a line (if your software offers this option)

.

Informal Business Reports

These guidelines apply to business reports that consist of only one chapter and have no sepa-

rate title page or other front matter.

1409 If the first page is typed on a blank sheet ofpaper (as shown in the illustration on

page 414):

a. Leave a top margin of approximately 2 inches.

b. Use single spacing while executing the title, the subtitle, the writer's name, and

the date. (See c-f.)

c. On the first Hne below the top margin, type the title of the report centered in all-

capital letters. If a subtitle is used, type it centered in capital and small letters

on the second line below the main title. (If the title or subtitle is long, divide it

into sensible phrases and arrange them on two or more single-spaced lines.)

NOTE: Use boldface for the title and subtitle (and for the writer's name and the

date as well). Some writers prefer to use boldface only for the title.

Continued on page 414
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d. Type By and the writer's name centered in capital and small letters on the sec-

ond line below the title or subtitle.

September 20, 2001

|2or3x

In a memo dated August 13, the Marketing Managers Committee asked again that

1 inch 1 inch- certain discounts in our pricing schedule be increased at the begmmng of next year in

(minimum) (minimum)
order to stimulate larger orders from customers and to permit larger and more profitable

e. lype the date on which the report is to be submitted on the second line, centered,

below the writer's name.

NOTE: Additional details that appear on a title page (such as the writer's title and

eiffihation or the name and affihation of the person or group for whom the report

has been prepared) are omitted when the title starts on the same page as the

body. If these elements need to be provided, you will have to prepare a separate

title page. (See ^1412.)

f. On the second or third line below the date, start the body of the report. (See

M1424-1426.) At this point switch to double spacing.

NOTE: On the first page of an informal business report, do not type a page number.

However, count this page as page 1.

g. If the report requires more than one page, use the page numbering feature to

automatically insert the page number at the top right margin. Leave 1 or 2 blank

lines below the page number, and resume the text on the following line.

are expected to produce sales increases of over 20 percent m the first quarter of next

vear, 1 8 percent in the second quarter. 1 5 percent in the third quarter, and 20 percent
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h. If the report requires one or more elements of back matter—for example, end-

notes or a bibliography—follow the style estabhshed for a formal report. (See

M1501-1502, 1504-1505, 1547-1551.)

1410 If the first page of a report is prepared in memo form:

a. Give the report title (and subtitle, if any) as the subject of the memo. Supply all

the other elements called for in the heading of the memo in the usual way. (See

M1392-1393.)

b. Then begin typing the body of the report on the second or third line below the last

fill-in hne in the headmg. (See M 1424-1426.)

c. If the report requires more than one page, then type each continuation page on a

blank sheet of paper. Use the header feature to insert the same kind of continu-

ation heading called for in any long memo (see ^1393t). Leave 1 or 2 blank lines

and resume the text on the following line.

Executive Committee

OR:

September 20, 2001

2 orSx

Executive Committee

Page 2

September 20. 2001
|2or3x



416 Part 2 • Techniques and Formats

111411

Informal Academic Reports

1411 An academic report that consists of only one chapter and has no separate title page

or other front matter is typed exactly like cin informal business report (see

^^1409-1410) except for the opening of the first page.

a. Leave a default top margin of 1 inch. Then type the following information on four

separate lines, single-spaced, in the upper right comer of the first page: the

writer's name, the instructor's name, the course title, and the date. Ahgn these

four lines at the left, with the longest line ending at the right margin.

b. On the second or third line below the date, type the title just as in an informal

business report. If a subtitle is used, type it on the second line below the title.

(See 111409c.)

c. Start typing the body of the report on the second or third line below the preced-

ing copy (the title or subtitle). At this point switch to double spacing. (See

M1424-1426.)

NOTE: Many academic reports have to follow the format estabUshed by The Modem
Language Association. You can find these guidelines in The MLA Style Manual.

Blake Trudeau

Mrs. Trenton (minimurq}
History 315 .^
March 8, 2001

2 orSx

: FACTORS CONTRIBUTING TO
THE WAR OF 1812

1 inch
*- INTRODUCTION

Cminimum) |2x
phasislmbe

2 orSx

The Front Matter of Formal Reports

The following guidelines deal with the preparation of a title page, a letter or memo of trans-

mittal, a table of contents, a Hst of tables, a hst of illustrations, a preface or foreword, and a

summary. For a formal report, only a separate title page is essential; all the other elements

are optional.

1412 Title Page

There is no one correct arrangement for the elements on a title page. Here are two

acceptable formats.

a. Three-Block Arrangement. Group the material into three blocks of type, and

leave equal space (1 to 2 inches) above and below the middle block. Then center

the material as a whole horizontally and vertically on the page. (See the illustra-

tions on page 417.)
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b. TWo-Block Arrangement. Group the material into two blocks of type, and leave

1 to 2 inches between blocks. Center the material as a whole horizontally and ver-

tically on the page. (See the first illustration below on the right.)

MOTE: The two-block arrangement works well when the title page does not try to

show the name of the person or group to whom the report is being submitted.

Three-Block Arrangement IWo-Block Arrangement

TITLE TITLE TITLE
TITLE TITLE _

Subtitle Subtitle

Subtitle

6-12X

Prepared by _

Writer's Name
Writer's Title

\\ titer's Department I
6-1 2x

Submitted to
|2x

Name of Individual or Group
Organizational Affiliation

TITLE TITLE TITLE
TITLE TITLE „

y2x
Subtitle Subtitle

Subtitle

6-1 2x

Prepared by
2jj

Writer's Name
Writer's Title

IWriter's Department

Business Report Academic Report

ACQUISITION OF DESKTOP
PUBLISHING EQUIPMENT

A Comparative
Cost-Benefit Analysis of

Four Alternative Systems

1
f2x

6-12X

Submitted bv _
|2x

Ruth Mendelsohn
Senior Systems Analyst

Office Systems Department

6-12X

Prepared for

f2x
George F. Pendergast

Vice President

Corporate Administration

and Communications

f2x
February 4, 2002

TITLE TITLE TITLE
TITLE TITLE

^

Subtitle Subtitle

Subtitle

6-1 2x

Submitted by
|2x

Student's Name

Prepared for

6-12X

|2x
Instructor's Name

Course Title _
j2x

Date

Continued on page 418
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c. Margins. Regardless of the arrangement you use, the side marguis should be at

least equal to those used for the body of the report (see ^1404) . The top and bot-

tom margins should be a minimum of 1 inch, but make sure that they are at least

equal to (and preferably shghtly larger than) the space inserted between the

blocks of text on the title page.

NOTE: When you set up the text for a title page, insert a 2-inch space between the

blocks of text at the outset. Then center the material as a whole horizontally and

vertically, and consider whether adjustments are necessary to achieve an attrac-

tively balanced page. At this point you can reduce the space between blocks if

necessary to ensure that it does not exceed the space used for the top and bot-

tom margins. You can also adjust line breaks in the text as necessary to preserve

attractive side margins.

d. Title, lype the title in boldface all-capital letters. If the title is long, type it on

two or more lines, single-spaced; try to divide the title into meaningful phrases.

(See the illustration of a business report on page 417.)

e. Subtitle. Type the subtitle, if any, in boldface capital and small letters. If the sub-

title requires more than one line, type it single-spaced. Leave 1 blank line be-

tween the main title and the subtitle. (See the illustrations on page 417.)

f. Writer's Identification. Leave 1 to 2 inches before typing the writer's identifica-

tion block. The writer's name may be preceded by the word By on the same line

or by a phrase such as Prepared by or Submitted by (or simply By) typed 2 lines

above. If appropriate, the writer's name may be followed by a title on the next line

and by an organizational affiliation on the following line.

I6-12X

By Doris Eberle

Manager, Telemarketing

Circulation Department

6-1 2x

Prepared by
l2x

Floyd Welliman

Acting Director

Marketing Research Unit

g. Reader's Identification. It is customary (but not essential) to identify the indi-

vidual or group for whom the report has been prepared. Leave 1 to 2 inches before

typing Submitted to or Preparedfor or a similar phrase. Then on the second line

below, type the name of the individual or the group. On succeeding lines, supply

a title, an organizational affiliation, or both.

Submitted to

l2x

Robert G. Paterno

General Manager

Corporate Graphic Arts

6-1 2x

Prepared for

l2x

The Finance Committee

Davenport, Pierson,

and Associates
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h. Date. Supply the date (month, day, and year) on which the report is being sub-

mitted. Type it on the second line below the reader's identification block (or, if

none is given, on the second line below the writer's identification). (See the illus-

trations on page 417.)

i. Graphic Elements. You can use special display type and add an organizational

logo or some other graphic element to enhance the appearance of a title page.

NOTE: When word processing software provides a template for reports, it typically

includes a recommended format for a title page.

1413 Letter or Memo of Transmittal

a. A formal report is often accompanied by a letter or memo of transmittal. If you

are sending the report to people outside the company, use the letter format (see

the illustration below); if you are sending the report only to people within the

company, use a memo.

Af
ATLANTIC ENTERPRISES INCORPORATED
44 Exchange Street/Portland, Maine 04107/Phone: 207-555-5166 Fax: 207-555-5206

Februai7 5, 2002

4x

T
Mr. Frank M. Eggleston

P.O. Box 364

Tenants Harbor, Maine 04860 , _
|2x

Dear Franl<: „
|2x

I am enclosing a copy of a report entitled "Acquisition of Desktop Publishing Equip- .^_

(minimum) ment," whicli l just completed for George Pendergast. Because of your expertise in (minimum)
this area, George has suggested that I send you the report with the hope that you

might offer your comments and suggestions.

Because we need to make a decision by April 1 on what equipment to buy, it would

help us greatly if we could hear from you by March 15. I know that given your busy

schedule, you may not be able to get back to us in writing that quickly. If you would

let George and me take you to lunch, we could talk about the report then and spare

you the need to put your thoughts in writing.

J2X
I'll call you early next week so that we can decide what would be the best way to

proceed. ^
f2x

Sincerely,

Ux

Ruth Mendelsohn

Senior Systems Analyst

Office Systems Department

ctl

Enclosure

Continued on page 420
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b. The message typically covers the foUowing pomts: (1) a brief description of what

is being transmitted; (2) a brief reference to the circumstances that prompted the

report; (3) if necessary, a brief indication of why the report is being sent to the

addressee; and (4) a statement about what action the addressee is expected to

take. (See the illustration on page 419.)

c. The letter or memo of transmittal is typically clipped to the front of the report. If

the report is in a binder, the transmittal document may be chpped to the front of

the binder or inserted in the binder preceding the title page.

Table of Contents

1414 If your word processing software has the appropriate feature, you can create a table of

contents by scrolling throng the text and coding (according to level of subordination)

every part title, chapter title, main heading, and subheading that you wish to appear in

the table of contents. If you subsequently add, delete, or change any titles or headings

in the report, you can readily update your table of contents to reflect these changes.

1 41 5 If you do not like the default style for a table of contents that is provided by your

software, you may be able to modify that style or select a different style. If you pre-

fer to create your own format, the following guidelines may be helpful.

a. Type the table of contents on a new page. (See the illustration on page 421).

NOTE: To achieve a more open look, the illustration uses 2 blank lines above each

major element within the table of contents. However, some writers prefer to use

only 1 blank line above these elements.

b. Approximately 2 mches from the top of the page, center the headmg CONTENTS
(or TABLE OF CONTENTS) in boldface all-capital letters.

c. On the second or third hne below the heading, begin typing the table of contents

double-spaced. Use the same side and bottom margins as for the text pages in the

body of the report. (See M1404-1406.)

d. In typing the body of the table of contents, list every separate element that

follows the table of contents in sequence—^whether in the front matter, the body

of the report, or the back matter. In the illustration on page 421, note the fol-

lowing aspects of the format:

(1) Type individual entries pertaining to front matter and back matter at the left

margin, with the title in capital and small letters or in all-capital letters.

Page numbers (roman for front matter and arable for back matter) ahgn on

the right at the right margin. Leaders help guide the eye to the column of

page numbers. Set a right leader tab for the page numbers. After you type

each entry at the left margin, pressing the leader tab will automatically

insert the leaders before you type the page number The leader feature pro-

vides only sohd leaders and estabHshes the space before and after each row

of leaders. Accept the results that your software provides.

NOTE: Leave 1 or 2 blank lines after the front matter entries and 1 or 2 blank

lines before the back matter entries.

(2) Center individual entries pertaining to part titles in all-capital letters. The

part numbers that precede the titles may be in arable or roman numerals or
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(for formality) may be spelled out. Leave 1 or 2 blank lines before each part

title and 1 blank line after.

(3) Individual entries pertaining to chapters begin with a chapter number (roman

or arable) , followed by a period, 1 or 2 spaces, and then the chapter title typed

in capital and small letters or in all-capital letters. AHgn the chapter numbers

at the right. If you are using roman numerals, set a decimal tab, with the

longest number positioned as close to the left margin as possible. Press the

tab key to insert a row of leaders before you type each page number.

(4) If any chapter title should require more than one hne, type the turnover line

single-spaced, aligned with the jBrst letter of the chapter title in the hne above.

6x

CONTENTS
l2or3x

Foreword iv ^
|2x

Executive Summary vii

i2or3x

PARTI. HOW AND WHY WE LOST MARKET SHARE „
f2x

I. The Overall Economic Picture During the Past Five Years 2 _
^2x

II. The Impact of the New Technology 8

III. New Competition From Abroad 15

I 2 or 3x

PART 2. CREATING THE CLIMATE FOR A TURNAROUND
, „|2x

IV. Investing in New Plant and Equipment 22

V. Developing a New Partnership With Labor 27

l2or3x

PART 3. STRATEGIES FOR REGAINING MARKET SHARE „|2x
VI. Determining Shifts in Customer Preferences 36

VII. Analyzing Competitors' Pricing and Promotion

Strategies During the Past Five Years 41

VIII. Adjusting the Mix of Our Product Lines 49

IX. Restructuring Our Marketing Policies and Practices 55

X. Pulling It All Together 62

2or3x

Appendix A. Significant Changes in Federal and State

Legislation During the Past Five Years 66

Appendix B. Profiles of Our Major Competitors • ••• 69

Bibliography 74

Continued on page 422
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e. The main headings within each chapter may be included in the table of contents.

One acceptable arrangement is to indent each heading from the start of the chap-

ter title. Type the hst of headings for each chapter in capital and small letters,

and treat it as a single-spaced block, with 1 blank line above and below it. Page

numbers may be provided with the headings if desired.

GETTING RELIABLE PERFORMANCE FEEDBACK 83 „

Using Formal Appraisals by Supervisors 83
Obtaining Realistic Self-Appraisals 84

Getting Indirect and Informal Feedback 86
Bias and Distortion in Appraisals 89

l2or3x

TRANSLATING FEEDBACK INTO HIGHER LEVELS
OF PERFORMANCE 92 „

f2x
Setting New Objectives 92

Developing a Work Plan 94

Measuring Performance Data 95

List of Tables or Illustrations

1 41 6 If your word processing software has the appropriate feature, you can create sepa-

rate Hsts of tables and illustrations by scrolling through the text and coding the

titles of the tables and hsts that you want to appear in the front matter. If you sub-

sequently add or delete tables or illustrations, you will find it easy to update these

hsts. (The process is similar to using software to generate a table of contents. See

^1414.)

1417 If you do not like the default style provided by your software, you may be able to

modify that style or select a different style. If you prefer to create your own format

for these hsts of tables and illustrations, the following guidelines and the illustra-

tion below may be helpful.

a. Type each hst on a new page.

b. Type the headmg—TABLES {orLIST OF TABLES) or ILLUSTRATIONS [or LIST
OF ILLUSTRATIONS]—in boldface all-capital letters.

1 6x

TABLES
i2or3x

1-1. Annual Sales, 1995-2000 6
j2x

1-2. Projected Annual Sales, 2001-2005 10

1-3. Estimated Market Share, 2001-2005 13

2-1. Marketing Costs as a Percentage of Sales 16
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c. On the second or third line below the heading, type the first entry in the list. Use

the same format as for chapter titles in a table of contents. (See ^1415.) The

tables or the illustrations may be numbered consecutively throughout the report

or consecutively within each chapter. The latter technique uses the chapter num-

ber as a prefix in the numbering scheme. (See the illustration on page 422.)

d. If your word processing software has the appropriate features, you can automati-

cally number tables and illustrations throughout the report.

1418 Preface or Foreword

a. If a preface (written by the author) or a foreword (written by someone else) is to

be provided, then on a new page type the appropriate title in boldface all-capital

letters, and center the heading approximately 2 inches from the top of the page.

Note that the correct spelhng is FOREWORD (not FORWARD].

NOTE: If both a preface and a foreword are to appear in the front matter, the fore-

word should precede the preface.

b. On the second or third line below the heading, begin typing the actual text. Use

the same side and bottom margins as for the text pages in the body of the report

(see M1404-1407). Also follow the same guidelines for spacing, indentions, and

headings as in the body of the report (see M 1424-1426).

c. The preface should cover the following points: (1) for whom the report is written,

(2) what prompted the writing of the report, (3) what the report aims to accom-

pHsh, (4) what the report covers and what it does not try to deal with, (5) how
the data and the conclusions were arrived at, and (6) acknowledgments of those

individuals and organizations who helped the writer of the report.

NOTE: The acknowledgments may be treated as a sepcirate element in the fi"ont

matter, following the foreword and the preface (if both are given) and using the

same format.

d. The foreword typically deals with these topics: (1) who commissioned the report,

(2) the reasons for doing so, (3) the writer's qualifications for undertaking the

assignment, (4) an assessment of the job that tiie writer has done, and (5) a call

for some follow-up action on the part of those who receive copies of the report.

1419 Summary

a. If a summary (frequently called an executive summary] is to be provided, follow the

format guidelines provided for a preface in ^1418a-b.

b. Since this element is intended to be a time-saver, keep it short—ideally one page,

at most two pages. The summary may be handled as a series of ordinary text

paragraphs or as a series of paragraphs typed as items in a hst (see 1ll424e-g).

1420 Numbering Front Matter Pages

a. On all pages of front matter except the title page, use the page numbering feature

or the footer feature to position the page number at the bottom of the page.

b. Type the page number in small roman numerals (//, in, iv, and so on).

Continued on page 424
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c. Consider the title page a.s page i, even though no number is typed on that page.

NOTE: You cau direct the page numbering feature to (1) suppress the page number
on the first page of the front matter and (2) insert a sequence of small roman
numerals at the bottom of all the other pages in the front matter.

The Body of Formal Reports

1421 Introduction

a. If the body of a report contains several chapters and begins with a formal intro-

duction, treat the introduction either as Chapter 1 or as a distinct element pre-

ceding Chapter 1.

(1) If you decide to treat it as Chapter 1, then consider INTRODUCTION to be

the title of this chapter. You can then treat it as you would any other title on

a chapter-opening page. (See ^1423.)

(2) If you decide to have the mtroduction precede Chapter 1, then on a new page

type INTRODUCTION in boldface all-capital letters, and center the heading

approximately 2 inches from the top of the page. On the second or third line

below, begin typing the text.

(3) In either case treat the first page of the introduction as page 1 of the report.

(See ^1427.)

^ For guidelines on margins, see Ml404-1407; for guidelines on spacing, indentions,

and headings, see ni424-1426.

b. If a report contains only one chapter and begins with an introductory section,

treat the title INTRODUCTION diS a first-level head (see M1425-1426) and type

it on the second or third line below the block of copy (title, etc.) at the top of the

page.

1422 Part-Title Pages

a. If the report contains several chapters organized in parts, insert a separate part-

title page directly in front of the chapter that begins each part. Either of the fol-

lowing formats is acceptable.

PART 3

'2x

STRATEGIES FOR
REGAINING MARKET SHARE

3x
r

STRATEGIES FOR
i2x

REGAINING MARKET SHARE

NOTE: If the body of the report begins with a formal introduction (see 111421a),

then the part-title page for Part 1 should follow the introduction, (reason: The
introduction embraces the whole work and not simply Part 1.)
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b. lype the word PART and the part number on one Une. Underneath type the part

title on one or more lines as appropriate. Use boldface all-capital letters for

emphasis, and arrange the copy for maximum display effect. Center the copy as

a whole horizontally and vertically or, for a more attractive display, position the

copy so that there is twice as much space below as there is above.

1423 Chapter-Opening Pages

a. On a new page, approximately 2 inches from the top, center the chapter number

and title in boldface all-capital letters.

6x

CHAPTER II. THE COMPUTER REVOLUTION
2or3x

b. If the title is long, divide it into sensible phrases and arrange them on two or more

single-spaced lines. Put the chapter number on a line by itself, and leave 1 blank

line before starting the chapter title.

FACTORS CURRENTLY RESTRICTING OPPORTUNITIES
FOR INCREASED PRODUCTIVITY

,

l2or3x

c. Begin typing the first hne of copy (whether text matter or a heading) on the sec-

ond or third line below the title.

1424 Text Spacing and Indentions

a. Text. Ordinarily, double-space all text matter. However, use single spacing or 1.5-

line spacing in business reports when the costs of paper, photocopying, file space,

and mailing are important considerations. (See 111408 for a number of ways to

shorten a long report.)

>" For guidelines on dividing words and word groups at the ends of lines and between one

page and the next, see H901-920; for guidelines on the use offootnotes, endnotes, or

textnotes, see Section 15; for guidance on whether or not to justify the right margin,

see fl356b-c.

b. Drafts. Always double-space drafts that are to be submitted for editing or evaluation.

Continued on page 426
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c. Paragraphs. Indent the first line of text paragraphs 0.5 inch. Leave 1 blank line

between paragraphs.

5^ For guidelines on dividing short paragraphs at the bottom of a page, see S[1407d-e.

d. Quoted Material. If a quotation will make four or more lines, treat it as a single-

spaced extract, indent it 0.5 inch from each side margin, and leave 1 blank Hne above

and below the extract. \^th word processing software, you can change the indent

settings or you can use the double indent feature (if one is available), which wiU

indent the extract equally from each side margin. If the quoted matter represents the

start of a paragraph in the original, indent the first word an additional 0.5 inch.

1 inch
need to consider a new phenomenon in the software market. Here is an

(min.) observation from Hal Pryor in a memo dated March 14:

0.5 inch l'^^
*" We're competing in an economy where the cost of

1 inch
-^

(min.)

0.5 inch 0.5 inchraw technology is plummeting toward zero. This plunge will

drive down prices on software products as well. The only

way to survive in this economy is to establish a long-term

relationship with a customer, even if that means giving the

first generation of a product away.

,

This is a startling idea and needs to be discussed at some length in our

upcoming session on pricing strategy.

>^ For another illustration, see page 349.

e. Items in a List. Type the fist smgle-spaced with 1 blank line above and below the

Hst as a whole. Either type the hst on the full width of the text (as illustrated on

page 428) , or indent the hst equally from each side margin (as described in d above

cind illustrated below). If any item in the hst requires more than one line, leave a

blank line after each item in the hst. If an item reqmres more than one hne, ahgn

any turnover with the first word in the hne above.

The ^^rflHHHpis conducted by Witherspoon As^H[|Hps yielded -*

""^ some surprising results. For example, over 50 percenf^^uf sales are (•"")

made in low-growth markets. On that basis we need to ask:
l2x

0.5 inch ^j I ] ^j^ig heavy investment in low-growth markets permit^ '"*^

us to meet our long-range profit goals?

|2x j2x

How can we most effectively increase our sales in high-

growth markets?
i2x

To what extent will domestic and international competition

stymie our attempt to penetrate high-growth markets?
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NOTE: Sometimes a list of one-line items (with no turnovers) is typed double-

spaced to enhance readabihty.

>- For an example, see the illustration on page 504.

f. Enumerated Items in a List. If each of the items begins with a number or a let-

ter, you may use the numbered hst feature of your word processing program. Each

item will begin at the left margin, and turnovers will be indented to ahgn with the

first word in the line above. However, when the first line of each text paragraph

is indented 0.5 inch (as is typically done in reports), an enumerated Hst that falls

within the text looks best when indented 0.5 inch from each margin. (See the

illustrations below.)

When you use the numbered hst feature, the Hst wiU be typed single-spaced (as

in the following iUustration).K^ ' '*?'

—

^^^m^^^mms^
0.5 inch . .

, ^'In evaluating various companies as candidates for acquisition, ^—'"^
> we must address three basic questions: (min.)

(min.) t^x
0.5_in^

1 . What should be our criteria for identifying desirable
°
;
^ '"^^

candidates for acquisition?

2. How much should we be prepared to pay?

3. To what extent will each acquisition affect our overall

financial performance?
,

^2x

Naturally, broad questions like these lead to a great number of

other questions. We lack the internal resources to deal with the addi-

For a more open look, leave 1 blank line after each item in the Hst (as in the fol-

lowing iUustration)

.

0.5 inch In evaluating various companies as candidates for acquisition, J '"^"

1 inch
^ ^^ i^ug^ address three basic questions: (min.)

(min.) |2x
O.Bjnch

^ ^,^3^ shou\6 be our criteria for identifying desirable
^^5mch

candidates for acquisition?
i2x

2. How much should we be prepared to pay?
,

i2x

3. To what extent will each acquisition affect our overall

financial performance?
l2x

Naturally, broad questions like these lead to a great number of

other questions. We lack the internal resources to deal with the addi-

> See fl357d. note, on the formatting ofenumerated items in a list.

Continued on page 428
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g. Bulleted Items in a List. Instead of numbers or letters, you can use bullets

before the items in a list. The bullet feature of a word processing program per-

mits you to choose from a variety of styles to create bullets. For example:

CIRCLES: O • TRIANGLES: >
SQUARES: D OTHER ASCII CHARACTERS: > -> *

The default position of the bullet is at the left margin; the text and ciny turnovers

are automatically indented (as shown in the illustration below) . If you prefer, you

can position the bullets 0.5 inch from the left margin by pressing the tab before

activating the bullet feature.

i
1 inch

^'"*^
J? In evaluating various companies as candidates for acquisition, ^^

'"*^"

(min.)

^we must address three basic questions:
2x

Cmir

What should be our criteria for identifying desirable candidates

for acquisition?
i2x

How much should we be prepared to pay?
,

i2x

To what extent will each acquisition affect our overall financial

performance?
i2x

Naturally, broad questions like these lead to a great number of

other questions. We lack the internal resources to deal with the addi-

h. Tables. Tables may be typed with single, double, or 1.5-line spacing. However,

estabUsh one style of spacing for all tables within a given report.

> See Section 16 for a full discussion on how to plan and execute tables andfor numer-

ous illustrations.

Text Headings

1425 Headings (or heads) are the key technique for letting readers see at a glance the

scope of the writer's discussion and the way in which it is organized. Therefore,

make sure that the heads used throughout the report properly reflect the coverage

and the structure of the material. It is also essential that you type the heads in a

way that clearly indicates different levels of importance or subordination.

Here are several techniques for achieving these objectives:

a. Try to limit yourself to three levels of text heads (not counting the chapter title).

If you use more than three levels of text heads, it will be difficult for the reader

to grasp the tj^ographical distinction between one level and another. Moreover,

the use of more than three levels of text heads suggests that you may be trying
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to cram too much into one chapter. Consider a different organization of the mate-

rial to solve this problem.

NOTE: In order to clearly distinguish one level of text heading from another and

the headings from the text, carefully choose fonts and font sizes, and make appro-

priate use of boldface, itahcs, and other devices.

b. Before preparing the final version of the report, make an outUne of the heading

structure as it then stands and analyze it for:

(1) Comprehensiveness. When the heads are viewed as a whole, do they cover all

aspects of the discussion, or are some topics not properly represented?

(2) Balance. Is one part of a chapter loaded with heads while a comparable part

has only one or two?

(3) Parallel structure. Are the heads all worded in a similar way, or are some com-

plete sentences and others simply phrases? (See *]I1081.)

On the basis of this analysis, revise the heads as necessary.

NOTE: Using the outline feature of a word processing program wiD greatly simplify

the process of reviewing and improving the wording of the heads. You can use the

outline feature to generate a complete hst of the heads as they currently appear

in the report. Any changes in wording that you make on this hst will automati-

cally be reflected in the headings in the full text.

c. Headings come in three styles:

(1) A centered head is one centered on a line by itself. lype it in boldface all-

capital letters. If the head is too long to fit on one line, center the turnover

on the following line.

> For spacing above and below heads, see fl426.

(2) A side head starts flush with the left margin, on a hne by itself. Type side

heads in boldface, using all-capital letters or capital and small letters.

(3) A run-in head (also called slparagraph heading) is one that begins a paragraph

and is immediately followed by text matter on the same line. Indent a run-in

head 0.5 inch from the left margin, lype it in boldface capital and small let-

ters. The run-in head should be followed by a period (unless some other mark

of punctuation, such as a question mark, is required) . The text then begins

1 or 2 spaces after the punctuation. (See the illustrations in 11426b-c.)

>^ For capitalization in headings, see H360-361, 363.

1426 The illustrations on pages 430 and 431 provide spacing guidelines for headings. You

have two options. You can leave only 1 blank line above centered and side headings

(as shown in the models in the right column). For a more open look, you can leave

2 blank lines above centered and side headings (as shown in the models in the left

column)

.

Continued on page 430
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a. In a report that calls for only one level of heading, choose a side heading and type

it in one of the styles shovvn below.

Open Style Condensed Style

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxx

.

3x

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxx

.

SIDE HEAD
SIDE HEAD

.2x

.2x

Xxxxxxxxxxxxxxxxxxxxxxxxxx

jcxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

W- Xxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxx

.

3x

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxx.

Side Head
Side Head .2x

.2x

Xxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

b. In a report that calls for two levels of headings, choose one of the styles shown

below.

open style Condensed Style

XXXXXXXXXXXXXXXXXXXXXXXXXXXJi

xxxxxxxxxxxxxxxxxxxxxx.

SIDE HEAD
,

i2x

|K Run-in Head. Xxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxx

.

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxx.
.2x

IDE HEAD

2x

^p Run-in Head. Xxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

i2x

Run-in Head. Xxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxx. »

Run-in Head. Xxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

When a paragraph begins with a run-in head, leave 1 blank line above it. (Even

paragraphs without run-in heads should be preceded by 1 blank line.)
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NOTE: If you normally leave 2 blank lines above a side head, leave only 1 blank

line when a side head comes directly below a centered head (without any inter-

vening text)

.

Open Style Condensed Style

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxx.

3X

CENTERED HEAD
.2x

Side Head
.2x

Xxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxx.

J2x

CENTERED HEAD
|2x

Side Head
i2x

Xxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

c. In a report with three levels of headings,

open Slyle

choose one of the following styles.

Condensed Style

xxxxxxxxx

xxxxxxxxxx

xxxxxxxx

xxxxxxxxx

CENTERED HEAD

xxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxx.

3x

i2x

CENTERED HEAD
2x

Side Head
,2x

Run-in Head. Xxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxx.

,

i2x

Side Head
,

i2x

Run-in Head. Xxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

1427 Numbering Text Pages

a. When you use the page numbering feature of your word processing software, the

appropriate page number will be properly positioned on each page in the correct

sequence. If you later add or delete copy in a way that changes the overall length

of the report, the page numbering will be automatically adjusted.

NOTE: The page numbering feature will insert space below a page number at the

top of a page or above a page number at the bottom.

Continued on page 432
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b. When the first page contains the title of the report and the body starts on the

same page, count this as page 1 but do not type the number on the page.

NOTE: With the page numbering feature you can easily hide or suppress a page

number and still have the page counted in the overall numerical sequence.

c. When the report begins with a formal title page and one or more additional pages

of front matter, give these pages a separate numbering sequence, using small

roman numerals. (See 511420.)

d. In a formal report, consider the first page following the front matter as page 1 in

the arable numbering sequence.

If part-title pages are included in the report (see ^1422), consider them in the

numbering sequence for the body of the report but do not type a number on these

pages. (Thus if the first page following the front matter is the part-title page for

Part 1, it will count as page 1 but no number will appear.)

On the first page of each new element in the body or back matter of the report,

use the page numbering feature to center the page number at the bottom of the

page.

On all other pages in the body or back matter of the report, use the page num-

bering feature to position the page number in the upper right comer of the page.

h. If the final version of a report is to be printed on both sides of the paper (as in a

book), the odd-numbered pages will appear on the front side of each sheet and

the even-numbered pages on the back. If the report is bound, then on a spread of

two facing pages, the even-numbered pages will appear on the left and the odd-

numbered pages on the right. In such cases it is more convenient for the reader

if the page numbers at the top or bottom of the page appear at the outside cor-

ners, as in the following illustration.

e.

f.

g

NOTE: You Can direct the page numbering feature of a word processing program to

alternate the placement of these page numbers in the outside comers, depending

on whether the page has an odd or even number.

In a long report with several chapters written by different authors under a tight

deadline, it may be necessary to prepare the final version of the chapters out of

order. In such cases, you may use a separate sequence of page numbers for each

chapter, with the chapter number serving as a prefix. Thus, for example, the

pages in Chapter 1 would be numbered 1-1,1-2, 1-3, . .
.

; those in Chapter 2 would

be numbered 2-1, 2-2, 2-3, . . . ; and so on.

NOTE: If the authors submit their material on disk, it is easy to renumber the

entire report at the last minute, using one continuous sequence of numbers

throughout.
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The Back Matter of Formal Reports

1428 Following the last page of the body of the report are those elements of back matter

that may be needed: appendixes, endnotes, bibhography, and glossary. Begin each of

these elements on a new page. Use the same margins as for other pages in the report

(seeM 1404-1407), and treat the numbering of these pages as discussed in "111427f-i.

1429 Appendixes

a. If you plan to include more than one appendix, number or letter each one in

sequence. (For an example of the treatment of two appendixes, see the illustra-

tion of the table of contents on page 421.)

b. On a new page, about 2 inches from the top, center APPENDIX (plus a number

or letter if appropriate) and the appendix title in boldface all-capital letters.

6x

APPENDIX B. PROFILES OF OUR MAJOR COMPETITORS
,2 orSx

NOTE: If the title is long, type it in two or more centered lines, single-spaced.

Leave 1 blank line before starting the appendix title.

c. Leave 1 or 2 blank lines before typing the body of the appendix. Since this mate-

rial may be a table, a chart, a hst, or regular teirt, choose the format that displays

this copy to best effect.

1430 Endnotes and Bibliography

For detailed guidelines on endnotes and the bibhography, see 111(1501-1502,

1505-1506, 1547-1551.

1431 Glossary

If you plan to provide a glossary, then on a new page, approximately 2 inches from

the top, center GLOSSARY or some other heading in boldface all-capital letters.

Leave 1 or 2 blank lines before beginning the text.°
Continued on page 434
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There are a number of ways to set up a glossary: in two columns, in one column with

hanging indentions, and in paragraphs.

a. Two Columns. In the left column type the terms in alphabetic order, using bold-

face, itahcs, or underlining. In the right column put the corresponding definitions

alongside. Begin the right column at least 2 spaces to the right of the longest

term in the left column. Single-space each definition, and align turnover lines

flush with the left margin of this column. Leave 1 blank line between entries.

2x

Essential elements Words, phrases, or clauses that are necessary to the complete-

ness of the structure or the meaning of a sentence.

b. Hanging Indention. Begin each term at the left margin, using boldface, itahcs,

or underlining. Follow with a colon, a dash, or some other device and then the

definition. Type the definition single-spaced and indent turnover lines 0.5 inch so

that the term in the first line will stand out. Leave 1 blank line between entries.

elliptical expression: a condensed expression from which key words are

—:— omitted.
,

0.5 inch l2x

essential elements: words, phrases, or clauses that are necessary to the

completeness of the structure or the meaning of a sentence.

c. Paragraph Style. Indent each term 0.5 inch from the left margin, using boldface,

italics, or imderlining. Follow with a colon, a dash, or some other device and then

the definition. Type the definition single-spaced, with turnover lines flush with

the left margin. Leave 1 blank line between entries.

0.5 inch
Elliptical expression—a condensed expression from which

key words are omitted.
2x

Essential elements—words, phrases, or clauses that are

necessary to the completeness of the structure or the meaning of

a sentence.

NOTE: Regardless of the format selected, the terms may be typed with initial caps or

all in small letters (except for proper nouns and adjectives) . The definitions may also

be styled either way; however, if they are written in sentence form, it is best to use

initial caps for both the term and the definition. The use of periods at the end of defi-

nitions is optional unless, of course, the definitions are written as complete sen-

tences. (See the illustration in ^143 la for an example of the use of initial caps for

both the term and the definition.)
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Manuscripts
The preparation of manuscripts is subject to virtually the same considerations that apply to

the preparation of reports (^^1401-1431). However, manuscripts differ from reports in one

fundamental way: they are written with the idea of pubHcation in mind—whether as a self-

contained book, as an article in a magazine or some other printed periodical, or as an item to

be included in a bulletin or newsletter. As a result, manuscripts require some special con-

siderations concerning format.

NOTE: Some pubhshers now require authors to submit their manuscripts on disk as well as in

the form of hard copy. Whenever possible, try to determine a publisher's manuscript submis-

sion requirements and preferences in advance.

Preparing Manuscript for an Article

1432 If you have been invited to write an article for a specific pubUcation, ask the editor

for concrete guidelines on matters of format—line length, spacing, paragraph inden-

tion, heading style, preferences in capitalization and punctuation, overall length of

article, and so on. You may also want to ask for guidance on content.

1433 If you are writing an article only with the hope that it may be accepted by a certain

pubhcation, you will enhance your chances of favorable consideration by imitating

all aspects of the pubhcation 's format and style.

a. In particular, try to type your manuscript on a Hne length that equals an average

line of copy in the finished pubhcation. A manuscript prepared in this way will

make it easy for the editor to determine how much space your article will fill in

the pubhcation. To determine the appropriate line length, copy 10 to 20 lines

—

on a line-for-line basis—from a representative article. Observe at what point most

lines end, and set your margins accordingly.

b. Even if the pubhcation puts two or more columns on a page, type only one col-

umn on a manuscript page. The wider margins will provide space for editing.

c. lype your manuscript double-spaced to allow room for editing.

d. Be sure to keep the overall length of your manuscript within the range of the

materials typically used by the mtended pubhcation. There is httle point in sub-

mitting a 2000-line manuscript to a publication that carries articles of no more

than 500 lines.

NOTE: Your software very likely has a feature that will provide the following infor-

mation you can share with your editor: the number of characters in your manu-

script, the number of words, the number of lines, the number of paragraphs, and

the number of pages.

e. In trying to sunulate the character count of a printed hne on your computer, you

may have to adjust some of the spacing and indentions you normally use. For

example, if you usually use 2 spaces after periods, question marks, exclamation

pomts, and colons, use only 1 space. If you indent paragraphs 0.5 inch, use a

0.25-inch indention instead.
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Preparing Manuscript for a Book
If you are writing a book or assisting someone who is, consider the following guidehnes in

the absence of specific guidance from a pubhsher.

1434 If the manuscript will consist essentially of regular text matter (with perhaps a few

tables and illustrations) , then in estabhshing a format for your manuscript, you can

follow the standard guidelines for a formal report with respect to spacing, headings,

page numbering, and other aspects involved in typmg the front matter, the body, and

the back matter. Use 1.5-inch side margins to provide extra space for editing.

NOTE: A book manuscript should not be bound.

1435 If you think your manuscript, when set in type, will require a special format—for

example, a larger-thcin-usucd page size to accommodate extremely wide tables or to

permit notes and small illustrations to run alongside the text or to allow for a two-

column arrangement for the printed text—then the easiest way to estabhsh a format

for your manuscript page is to select a pubhshed work that has the kind of format

cind font size you have in mind. Then, on your computer, copy a full page of repre-

sentative printed text—on a hne-for-line basis, if possible—to determine the manu-

script equivalent of a printed page. (If a printed hne is too long to fit on one typed

line and still leave side margins of 1.5 inches, choose some other format that you

can readily execute.) The important thing is to determine how many pages of manu-

script equal a page of printed text. Then, as you develop the manuscript, you can

exercise some red control over the length of your material.

Precautions for Ail Manuscripts

1436 When sending material to a pubhsher, always retain a duphcate copy in case the

material goes astray in the mail or the pubhsher calls to discuss the manuscript.

NOTE: When you prepare your manuscript on a computer, be sure to save the file on

disk. If you are subsequently asked to make changes in the manuscript, you can

readily do so and then print a corrected manuscript.

1437 Your unpubhshed manuscript is automatically protected by the copyright law as

soon as it is written, without your putting a copyright notice on it or registering it

with the U.S. Copyright Office. If you are concerned that someone may copy your

material without giving you appropriate credit or compensation, you may place a

copjnight notice on the fu^st page (Copyright © [current year] by [your name]) to call

attention to your ownership of the material. Since the cop3night law protects only

the written expression of your ideas and not the ideas themselves, you should obtain

the help of a lawyer if you have an original publishing idea that you are afraid may
be misappropriated.
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Bibliographies (Hljl 547-1 551)

Footnotes, Endnotes, and Textnotes
Functions of Notes

1 501 a. In a report or manuscript, notes serve two functions: (1) they provide

comments on the main text, convejdng subordinate ideas that the

writer feels might be distracting if incorporated within the main text;

and (2) they serve as source references, identifying the origin of a

statement quoted or cited in the text.

Comment

^The actual date on which Governor Galloway made this statement is

uncertain, but there is no doubt that the statement is his.

Source Reference

^Michael Wolff, Burn Rate: How I Survived the Gold Rush Years on

the Internet, Simon & Schuster, New York, 1998, p. 38.

b. When notes appear at the foot of a page, they are ca)Xedi footnotes.

(See 11111503-1504.)

an incredible range of bloopers to be found in classified ads. One anthology contains

these gems: "Dog for sale: eats anything and is fond of children." "Illiterate? Write

today for free help." "Auto Repair Ser\'ice. . . . Try us once, you'll never go anywhere

again."'

'Richard Lcderev, Anguished English, Wyrick, Charleston, S.C, 1987, p. 38.

>* For a discussion of whether to type the note number as a superscript (as

shown above) or on the line, see ^1523b; for a discussion of defaultfor-

mats provided by word processing software, see 111503.
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c. When notes appear all together at the end of a complete report or manuscript (or

sometimes at the end of each chapter], they are called endnotes. (See M1505-1506.)

NOTES

1

.

Richard Lederer, Anguished English, Wyrick, Charleston, S.C,

1987, p. 38.

2. Ibid., pp. 39-40.

> For a discussion of defaultformats provided by word processing software, see 111505.

d. When source references appear parenthetically within the main text, they are

called textnotes. (See ^1507.)

but the proper use of punctuation can sometimes have serious financial consequences.

Consider the following predicament.

We came upon a writer at his work .... Quite casually he mentioned that

he was getting fifty cents a word. A moment or two later his face became

contorted with signs of an internal distress. With his hand poised above

the machine, he seemed to be fighting something out with himself . .

.

"Listen," he said, grimly, "do you hyphenate 'willy-nilly'?" We nodded,

and saw him wince as he inserted the little mark, at the cost of half a dollar.

(E. B. White, "The Cost of Hyphens," Writings From The New Yorker:

1927-1976, HarperCollins, New York, 1991, p. 17.)

e. Footnotes or endnotes are ordinarily keyed by number to a word, phrase, or sen-

tence in the text. Textnotes (which appear parenthetically at the desired point of

reference right in the text itself) do not have to be keyed this way.

f. Endnotes are growing in popularity because they leave the text pages looking

less cluttered and less complicated. They do present one drawback, however: the

reader does not know in each instance whether the endnote will contain a com-

ment of substance (which is typically worth reading) or simply a source reference

(which is usually of interest only in special cases).

g. Textnotes are also growing in popularity for the same reason: lack of clutter.

While it is possible to provide in a textnote all the information that a source ref-

erence typically contains, writers more often use the textnote to provide an abbre-

viated reference in the text, with the understandmg that the reader who wants

complete information will be able to consult a bibhography at the back of the

report or manuscript. (See ^1507 for examples of these abbreviated references.)

Continued on page 440
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h. To take advantage of the benefits and avoid the drawbacks of these three types

of notes, some writers use a hybrid system: they treat comments as footnotes and

source references as endnotes or textnotes. In this way comments of substance are

conveniently positioned at the bottom of the page, whereas all or most of the

information about sources is tucked out of sight but accessible when needed. (See

11502g.)

Text References to Footnotes or Endnotes

1 502 a. To indicate the presence of a comment or a source reference at the bottom of the

page or in a special section at the end of the report or manuscript, insert a super-

script (a raised figure) following the appropriate word, phrase, or sentence in the

text.

NOTE: The footnote or endnote feature of your word processing software will

msert superscripts in the text wherever you wish. (See b below for examples.)

b. There should not be any space between the superscript and the preceding word.

If a punctuation mark follows the word, place the superscript immediately after

the punctuation mark. (There is one exception: the superscript should precede,

not follow, a dash.)

A research study published last month by a leading relocation consulting firm^ provides the

basis for the recommendations offered in Chapter 5.

The alternative approaches discussed in this report have been taken largely from an article

entitled "Getting a Handle on Health Care Costs."^

An article entitled "Getting a Handle on Health Care Costs"^ -written by an eminent authority

in the field-was the source of the alternative approaches discussed in this report.

c. While the superscript should come as close as possible to the appropriate word

or phrase, it is often better to place the superscript at the end of the sentence (if

this will cause no misimderstanding) so as to avoid distracting the reader in the

midst of the sentence.

ACCEPTABLE: Her latest article, "Automating the Small Legal Office,"^ was published about

three months ago. I urge you to read it.

PREFERABLE: Her latest article, "Automating the Small Legal Office," was published about

three months ago.^ I urge you to read it.

NOTE: Leave 1 or 2 spaces after a superscript that follows the punctuation at the

end of a sentence. (See ^102.)

d. When a paragraph calls for two or more footnotes or endnotes, try to combine all

the necessary information within one note if this can be done without any risk of

confusing the reader. This approach wiU reduce the sense of irritation that a large

number of footnotes or endnotes tend to produce.

NOTE: When this approach is used, the superscript is typically placed after the last

word in the sentence or paragraph, depending on how the text references are

dispersed. (See the examples at the top of page 441.)
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AVOID: The following analysis draws heavily on recent studies undertaken by Andrew Bowen.^

Frances Kaplan,^ and Minetta Coleman.3

^Andrew Bowen, .

.

^Frances Kaplan, .

.

^Minetta Coleman.

PREFERABLE: The following analysis draws heavily on recent studies undertaken by Andrew

Bowen, Frances Kaplan, and Minetta ColemanJ

^Andrew Bowen ; Frances Kaplan, . . .; and Minetta Coleman

e. The nmnbering of footnotes or endnotes may rim consecutively throughout or

begin again with each new chapter.

f. Footnotes and endnotes are sometimes keyed by symbol rather than by number.

This often occurs in tables with figures and in technical material with many for-

mulas, where a raised figure—though intended to refer to a footnote or end-

note—could be mistaken for part of the table text or the formula. When the use

of symbols is appropriate, choose one of the following programmed sequences:

*tt §^ OR abode
These tests confirmed that there was a reduction over time of the flexural strength of the mar-

ble unit from 1400 to 1200 Ib/in^.t

(HOT: These tests confinned that there was a reduction over time of the flexural strength of the

marble unit from 1400 to 1200 Ib/in2 2)

g. If you wish to treat comments as footnotes and source references as endnotes (as

suggested in ^1501h), use symbols for the notes containing comments (at the bot-

tom of the page) and usefigures for the notes containing source references (at the

end of the report or manuscript).

Footnotes

1 503 a. When you execute footnotes using the footnote feature of a word processing pro-

gram, the software will automatically position your footnotes at the bottom of the

page where the footnote reference appears in the text. The software will also

(1) insert a horizontal line to separate the footnotes from the text above, (2) con-

tinue a footnote on the following page if it is too long to fit as a whole on the page

where it started, and (3) automatically number yoiu" footnotes. If subsequent

additions or deletions in the text cause the text reference to shift to another page,

the related footnote will automatically shift as well. If a footnote is subsequently

inserted or deleted, aU the remaining footnotes (and their related text references)

will be automatically renumbered from that point on.

b. The illustration at the top of page 442 shows you how your footnotes will look if

you use the footnote feature of Microsoft Word for Wmdows and accept all the

defaults. Note the following details: (1) the first line of each footnote begins at

the left margin; (2) no extra space is inserted between footnotes; (3) no extra

space is inserted between the horizontal rule and the first footnote; and (4) an

ordinal abbreviation such as th (in the phrase 5th ed.) appears as a superscript

(5th ed.).
Continued on page 442
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into the new centuryJ According to one source:

The Internet—also known as the Net—is the world's largest

computer network. . . . The Internet isn't really one network-
it's a network of networks, all freely exchanging information.

The networks range from the big and formal (such as the

corporate networks at AT&T, Digital Equipment Corporation,

and Hewlett-Packard) to the small and informal (such as the

one in John's back bedroom, with a couple of old PCs bought

through the Want Advertiser) and everything in between.

^

' For a detailed analysis of these technological developments, see Chap. 2,

pp. 29-38.

2 John R. Levine et al.. The Internet for Dummies, 5* ed., IDG Books,

Foster City, Calif., 1998, p. 10.

c. In the standard format most commonly used, a horizontal rule 2 inches long

appears 1 line below the text (as in the illustration below); the first line of each

footnote is indented; a blank line is inserted between the horizontal rule and the

first footnote as well as between all footnotes; and ordinal abbreviations are

placed on the line (for example, 2d ed., 3d ed., 4th ed.).

into the new century.'' According to one source:
2x

0.5

inch

The Internet—also known as the Net—is the world's largest

computer network. . . . The Internet isn't really one network

—

it's a network of networks, all freely exchanging information.

The networks range from the big and formal (such as the

corporate networks at AT&T, Digital Equipment Corporation,

and Hewlett-Packard) to the small and informal (such as the

one in John's back bedroom, with a couple of old PCs bought

through the Want Advertiser) and everything in between.

2

i

I
2x

^For a detailed analysis of these technological developments, see

Chap. 2, pp. 29-38.
2x

2John R. Levine et al.. The Internet for Dummies, 5th ed., IDG Books,

Foster City, Calif 1998 p 10

f-F^tfr^'r- MriHM«IMMiwiliiiiMli«|U

NOTE: Whether you are writing business or academic reports or developing manu-

script for a pcirticular pubhsher, you -will be expected in most cases to follow a

prescribed style for footnotes (unless, of course, you are required to use endnotes

or textnotes instead). In situations where no format is prescribed but professional

editorial standards have to be met, follow the standard format illustrated above.

>- For guidelines on how to constructfootnotes, see m508-1531, 1540-1546.
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1 504 When dealing with footnotes, consider the following guidelines.

a. If the text runs short on a page (say, the last page of a chapter), any footnotes

related to that text should still be positioned at the foot of the page.

b. Ordinarily, single-space each footnote, but in material that is to be edited, use

double spacing to allow room for the editing,

c. Type the footnote number as a superscript or on the line. (See 111523b for details

on spacing and punctuation.)

d. Ideally, the complete footnote should appear on the same page as the superscript

figure or sjmibol that refers to it. Occasionally, however, a footnote may be so long

that it will not all fit on the page, even if it begins immediately following the Une

of text in which the superscript figure or symbol occurs. In such a case the foot-

note feature of your word processing software will automatically break the foot-

note and complete it at the bottom of the next page (as shown in the following

illustrations).

Start of a Long Footnote

and computers should not be used to write thank-you notes.'

^Judith Martin (in Miss Manners' Basic Training: Communications,

Crown, New York, 1998, p. 37) clearly supports this position: "Thank-you

letters should be written by hand. Miss Manners . . . grants exemptions

Continuation of a Long Footnote

on which there still is a considerable difference of opinion.'

only to people with specific physical disabilities that prevent them from

writing. Those who claim illegible handwriting should be home practic-

ing their penmanship instead of bragging about it."

Baldrige, p. 593.

MOTE: If you have a number of long notes that may not easily fit on the page where

they are first referred to, you have an excellent reason for abandoning the foot-

note format and using endnotes instead. (See M1505-1506.)

For the treatment offootnotes that pertain to a table, see m634-1636.
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Endnotes

1 505 a. The endnote feature of a word processing program will automatically position all

endnotes at the end of the document. If you add or delete endnotes, all the

remaining endnotes (and their related text references) will be automatically

renumbered from that point on.

b. The endnote feature will also automatically format the endnotes for you. Here is

how your endnotes will look if you accept all the defaults of the endnote feature

of Microsoft Word for Windows. Note that the endnote section begins on the same

page as the conclusion of the main text, separated by a short horizontal rule start-

ing at the left margin but with no heading (such as NOTES] to introduce this sec-

tion. Note also that each entry begins at the left margin with superscripts in small

roman numerals and with no extra space between entries.

1 506 If you want to modify the default format shown above or if you prefer to create your

own format for endnotes, consider the following guidelines. (The illustration at the

top of page 445 reflects these guidelines.)

a. For better readabihty, use arable rather than roman numerals in the text and the

endnotes. The numbers in the endnotes sometimes appear as superscripts, but

the on-the-line style is more commonly used.

b. Indent the first line of each endnote 0.5 inch. The turnovers should start at the

left margin.

c. On a new page type the heading NOTES, centered in boldface capital letters,

approximately 2 inches from the top of the page.

NOTE: If the document consists of only one chapter, the endnotes may begin on the

same page where the main text ends. In that case leave about 3 blank lines before

the heading and 1 or 2 blank lines after it.

d. Ordinarily, single-space each endnote, but in material that is to be edited, use

double spacing to allow room for the editing. In either case leave 1 blank line

between endnotes.
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|6x

NOTES

0.5 l2°''3x

inch
1 . Scott Kirsner, "The Legend of Bob Metcalfe," Wired,

November 1998, p. 184.

|2x

2. Ibid. p. 23.

e. Use the same margins as for other pages in the body of the report or manuscript

(see M1404-1407), and treat the numbering of these pages as described in

5ll427f-g.

> For guidelines on how to construct source reference endnotes, see ni508-1531.

f. If the numbering of endnotes starts again with each new chapter or with each

new page, insert an appropriate heading

—

Chapter 1, Chapter 2, etc., or Page 1,

Page 2, etc.—above each sequence of endnotes in this section. Type the heading

at the left margin in capital and small letters (using boldface, itahcs, or under-

lining), and leave 2 blank lines above and 1 blcink line below.

NOTE: If the numbering of endnotes is consecutive throughout, no headings are

needed.

g. Insert this special section of endnotes in the back matter following any appen-

dixes. If no appendix is given, the endnotes begin the back matter. (See also

111428.)

NOTE: When the individual chapters of a report or a manuscript £ire prepared by

different writers, it may be advantageous to have the endnotes that each author

prepares mserted at the end of the respective chapter instead of redoing all the

endnotes as one continuous section in the back matter. If this approach is used,

expand the heading J\r07:ES in each case to read i\ror£S TO CHAPTER 1, NOTES
TO CHAPTER 2, and so on. The disadvantage of this approach is that the reader

will have a bit more difficulty locating the notes for each chapter than is true

when all the endnotes are presented in one section at the very end.

Textnotes

1507 a. In a report or manuscript with only a few source references and no bibhography

at the end, the complete source data may be inserted within the text in the form

of parenthetical textnotes. (See the illustration at the top of page 446.)

>- For guidelines on how to construct source reference textnotes, see ffl508-1531.

Continued on page 446
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recommended by the U.S. Postal Service. As for the abbreviations devised to hold down

the length of place names in addresses, here is what one authority had to say:

And all you people with beautiful words in your addresses; Cut

'em down. There's a bright golden haze on the MDWS; a fairy dancing in

your GDNS; and a safe HBR past the happy LNDG at the XING, where

no hope SPGS. Environmentalists are now GRN, as in how GRN was my
VLY. ... Is the language not lessened when words like meadow, gardens,

harbor, landing, crossing, green, valley—even islands (ISS)—are disem-

voweled? (William Safire, In Love With Norma Loquendi, Random
House, New York, 1994, p. 166.)

woTE: If some of the data called for in a source reference is already pro'vided in

the main text, there is no need to repeat it in the textnote.

ecommenaea oy tneTJ.s. I'ostai service, as tor Xbe abbreviations devised

ithe length of place names in addresses, here is what William Safire had to say:

And all you people with beautiful words in your addresses: Cut

'em down. There's a bright golden haze on the MDWS; a fairy dancing in

your GDNS; and a safe HBR past the happy LNDG at the XING, where

no hope SPGS. Environmentalists are now GRN, as in how GRN was my
VLY. ... Is the language not lessened when words like meadow, gardens,

harbor, landing, crossing, green, valley—even islands (ISS)—are disem-

voweled? (In Love With Norma Loquendi, Random House, New York,

1994, p. 166.)

b. In a report or manuscript that contains a number of source references and a com-

plete bibhography, textnotes may be used as follo"ws:

(1) At the appropriate point in the main text, supply the author's last name and

the appropriate page number in parentheses. The reader -who wants more

complete information can consult the full entry in the bibhography.

According to a fine book on time management [Bittel, p. 27], your ability to manage time

depends in part on the way you experience the passage of time.

NOTE: Some authorities omit p. and pp. as "well as the comma between the

name and the page number. For example:

. . . book on time management (Bittel 27) . .

.

(2) If the author's name already appears in the main text, give only the page

number in parentheses.

Lester R. Bittel, in his fine book Right on Time! (p. 27), says that . .

.

(3) If the bibhography hsts more than one pubhcation by the same author, then

in the textnote use an abbreviated title or the year of pubhcation to indicate

which pubhcation is being referred to.

According to a fine book on time management (Bittel, Time, p. 27), . .

.

OR: ... a fine book on time management (Bittel, 1991, p. 27), . .

.
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(4) If the bibliography Usts publications by two or more authors with the same

surname, use each author's first name or initial along with the surname. For

example:

According to a fine book on time management (L- Bittel, p. 27), . .

.

(5) If the entries in the bibliography are numbered in sequence (see K 1549c),

then the textnote can simply hst the appropriate "entry number" along with

the page reference. Itahcize or underline the entry number to distinguish it

from the page number, especially if the abbreviation^. orj!>^. is omitted. For

example:

According to a fine book ... (78, p. 27), ... or (18, p. 27), . .

.

Constructing Source Reference Notes

The following guidelines for constructing soiu-ce reference notes deal with the situations that

most commonly occiu-—^whether in the form of footnotes, endnotes, or the type of textnote

discussed in ^1507. There is no clear-cut agreement among authorities on how these notes

should be constructed; rather, there are several schools of thought on the subject, and within

each school there are variations between one reference manual and another.

Of all the well-estabHshed conventions and variations, the style best suited for business

use—and the one presented here—is a style that employs the simplest punctuation and the

most straightforward presentation of the necessary data without any sacrifice in clarity or

completeness. However, certain professional organizations—for example, the American

Psychological Association (the APA)—have each estabhshed a distinctive style, the use of

which sometimes shows up in other fields. Moreover, sHghtly different patterns are often

used m academic materials, such as those featiu-ed m The MLA [Modem Language

Association] Style Manual and The Chicago Manual ofStyle. If you are one of the many fuU-time

business workers who are simultaneously taking one or more academic coiu^ses or one of the

many full-time academic students who are concurrently holding down part- or full-time office

jobs, you may need to familiarize yourself with more than one style. Note that along with the

basic pattern for citing book titles (see 1(1508), you will find an "academic" variation that you

may need to use fi-om time to time. However, tmless you are specifically directed to follow a

particular style, the following "all-purpose" patterns—^based on well-estabhshed conven-

tions—should meet yoiu- needs in virtually every type of situation you encoimter.

For detailed information about specific elements within these patterns, see the following

paragraphs:

>* Note number: see 111523.

Names of authors: see fl524.

Title of the work: see fl525.

Publisher's name: see ^1526.

Place ofpublication: see 111527.

Date ofpublication: see ^1528.

Page numbers: see fl529.

Subsequent references: see M1530-1531.



448 Part 2 • Techniques and Formats

111508

1 508 Book Title: Basic Pattern

a. Business Style

^Author, book title, publisher, place of publication, year of publication, page number
[if reference is being made to a specific page].

iRon Chemow, Titan, Random House, New York, 1998, p. 663.

OR

1. Ron Chemow, Titan, Random House, New York, 1998, p. 663.

NOTE: If any of these elements have akeady been identified in the text (for excim-

ple, the author's name and the book title), they need not be repeated in the note.

Moreover, if reference is made to the book as a whole rather than to a particular

page, omit the page number. In the following illustration, observe that the quoted

material requires more than three Hues. For that reason, it is indented 0.5 inch

from each side margin. (See 1I1424d.)

about the surprisinfl^l^^^r immensely wealthy people. Ron Chemow.

(his award-winning biography of John D. Rockefeller, Sr.). offers this illustration:

0.5 indi _, , ,. . , , ,,-,-,, , , , ,^ The world s nchest man never lost the thnfty boyhood habits that

had made him the nonpareil ofAmerican business. One day at Ormond

Beach, he was smd\ ing the blazing hearth when he Uimed to Michael.

. i^ the butler, and asked. ""How long are those sticks of wood?" Fourteen
' ^ inches, Michael replied. ""Do you think they would do just as well if they

were cut rw ehe inches in length?" Michael conceded this was possible.

"Then the next time the wood is being sawed ha\ e it made twelve inches

in length." Since nvelve inches gave sufficient light and heat at less

expense, it became the new household standard.'

0.5 inch

'Random House. New York, 1998, p. 663.

b. Academic Style

lAuthor, book title (place of publication: publisher, year of publication) , page number
[if reference is being made to a specific page].

iRon Chemow, Titan (New York: Random House, 1998), p. 663.

NOTE: The key distinction between the business style and the academic style Hes

in a sHghtly different sequence of elements and a shghtly different form of punc-

tuation:

BUSINESS STYLE: . . . publisher, place of publication, year of publication . .

.

ACADEMIC STYLE: . . . (piace of publication: publisher, year of publication) . .

.

The following patterns for books (in M1509-1516) show only the business style.

However, you can readily convert them to the academic style by simply changing

the treatment of these three elements.

>^ For the academic stylefor entries in bibliographies, see ^1551c.
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1 509 Book Title: With Edition Number

'Author, book title, edition number (if not the first edition], publisher, place, year,

page number.

1 David Kairys, The Politics of Law, 3d ed., Basic Books. New York, 1998. p. 113.

HOTE: Use an edition number only when the book is not in the first edition. If included,

the edition number follows the main title and any related elements, such as the sub-

title or the volume number and title. (For an example, see 11511.) The following

forms are commonly used: 2d ed., 3d ed., 4th ed., and rev. ed. (for "revised edition").

2Jane Bryant Quinn, Maldng the Most of Your l\/1oney, rev. ed.. Simon & Schuster, New York.

1997 p. 53.

1510 Book Title: With Subtitle

•Author, book title: subtitle, edition number [if not the first edition], publisher, place,

year, page number.

'Pat Schroeder. 24 Years of House Work . . . and the Place Is Still a Mess: My Life in Politics,

Andrews McMeel, Kansas City. Mo., 1998, p. 97.

2Ben Cohen and Jerry Greenfield. Ben & Jerry's Double-Dip Capitalism: Lead With Your

Values and Make Money Too, Simon & Schuster, New York, 1997 p. 55.

NOTE: It is not uecessary to supply the subtitle of a book imless it is significant in

identifying the book or in explaining its basic nature. If a subtitle is to be shown,

separate it from the main title with a colon (unless the title page shows some other

mark such as a dash). ItaHcize the main title and the subtitle. Capitalize the first

word of the subtitle, even if it is a short preposition like/o;; a short conjunction like

or, or an article Uke the or a. (See 11361.)

3Joshua Quittner and Michelle Slatalla. Speeding the Net: The Inside Story of Netscape and

How It Challenged Microsoft Atlantic Monthly Press, New York, 1998, p. 124.

*Joe S. Foote, Live From the Trenches: The Changing Role of the Television News Corre-

spondent, Southern Illinois Univ. Press, Carbondale, III., 1998, p. 147

1511 Book Title: With Volume Number and Volume Title

'Author, book title, volume number, volume title, edition number (if not the first edi-

tion], publisher, place, year, page number.

'E. Lipson, 7776 Economic History of England, Vol. 1, 77?e Middle Ages, 12th ed., Adam &
Charles Black, London, 1959, pp. 511-594.

HOTE: As a rule, do not show the volume title in a note imless it is significant in iden-

tifying the book. When the voliune title is included, both the voliune niunber eind the

volmne title follow the book title (and subtitle, if any) but precede the edition nimi-

ber. The volume ntunber is usually preceded by the abbreviation VoL or by the word

Book or Part (depending on the actual designation). The volume number may be ara-

ble or roman, depending on the style used in the actual book. Some writers prefer to

use one style of volume nimiber throughout the notes. (See also ^1512.)

1512 Book Title: With Volume Number Alone

'Author, book title, edition number (if not the first edition), publisher, place, year, vol-

iune number, page number.

'Ruth Barnes Moynihan et al. (eds.]. Second to None: A Documentary History of American

Women, Univ. of Nebraska Press, Lincoln, 1994, Vol. II, p. 374.

> For the use o/et al., see f1524c; for the use o/eds., see ^1524e.

Continued on page 450
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NOTE: When the volume number is shown without the volume title, it follows the date

of pubhcation. When the volume number and page number occur one after the other,

they may be styled as follows:

Style for Roman Volume Number Style for Arabic Volume Number

Vol. Ill, p. 197 OR 111,197 Vol. 5, pp. 681-684 OR 5:681-684

iRuth Barnes Moynihan et al. Ceds.}, Second to None: A Documentary History of American

Women, Univ. of Nebraska Press, Lincoln, 1994, II, 374.

Do not use the forms with figures alone if there is a chance your reader will not

understand them,

1513 Book Title: With Chapter Reference

lAuthor, book title, publisher, place, year, chapter number, "chapter title" [if signifi-

cant]
,
page number.

W\\\ Durant and Ariel Durant, 7776 Age of Napoleon, Simon & Schuster, New York, 1975,

Chap. XII, "Napoleon and the Arts," pp. 278-285.

NOTE: When a note refers primarily to the title of a book, a chapter number and a

chapter title are not usually included. If they are considered significant, however,

these details can be inserted just before the page numbers. The word chapter is usu-

ally abbreviated as Chap., the chapter number is arable or roman (depending on the

original), cind the chapter title is enclosed in quotation marks. Some writers prefer

to use one style of chapter number throughout the notes.

1514 Selection From Collected Works of One Author

lAuthor, "title of selection," book title, pubhsher, place, year, page number.

iSeamus Heaney, "A Basket of Chestnuts," 5ee/>7^ Things, Farrar, Strauss and Giroux, New
York, 1997 pp. 26-27

1515 Selection in Anthology

lAuthor of selection, "title of selection," in editor of anthology (ed.), book title, pub-

Usher, place, year, page number.

^Mary Corliss Pearl, "Ecology and the Environment," in Richard W. Bulliet [ed.), 777e

Columbia History of the 20th Century, Columbia Univ. Press, New York, 1998, p. 173.

2Harris Breslow, "Civil Society, Political Economy, and the Internet," in Steven G. Jones (ed.).

Virtual Culture: Identity and Communication in Cybersociety, Sage Publications, London, 1997

p. 253.

3E. B. White, "The Ring of Time," in Phillip Lopate (ed.), 77?e Art of the Personal Essay: An
Anthology From the Classical Era to the Present, Doubleday, New York, 1994, pp. 538-544.

^Lindsy Van Gelder, "The Great Person-Hole Cover Debate: A Modest Proposal for Anyone

Who Thinks the Word 'He' Is Just Plain Easier," in 75 Readings: An Anthology 7th ed., McGraw-

Hill, New York, 1999, pp. 347-349.

1 51 6 Article in Reference Work
lAuthor [if known], "article title," name of reference work, edition number [if not the

first edition), pubhsher [usually omitted], place [usually omitted], year, page number

[maybe omitted].

Uoel Cracraft, "Animal Systematics," McGraw-Hill Encyclopedia of Science and Technology

8th ed., 1997

^"Computers," Encyclopedia Americana, International Edition, 1995.

3Mary Jane Lupton, "Maya Angelou," American Writers, Scribner, New York, 1996, p. 18.
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NOTE: It is not necesscuy to give the name of the pubHsher or the place of publi-

cation unless there is some possibility of confusion or the reference is not well

known.

^Merriam-Webster's Collegiate Dictionary, 10th ed., 1997, pp. 23a-30a.

^The American Heritage Dictionary of the English Language, 3d ed., 1997, pp. xxvi-xxx.

Moreover, if you are making reference to an article or an entry that appears in

alphabetic order in the main portion of the work, even the page number may be

omitted. If the reference work carries the name of an editor rather than an author,

the editor's name is also usually omitted.

7"Data Processing," The Columbia Encyclopedia, 5th ed., 1993.

1517 Article in Newspaper

lAuthor [if known], "article title," name of newspaper, date, page number, column

number.

^Albert B. Crenshaw, "Looking for a New Mortgage? A Car? There's a Site for It" 7776

Washington Post, November 2, 1998, p. 7, cols. 1-3.

5^ See fl518, note.

NOTE: If a particular issue of a newspaper is pubhshed in several sections eind the

page numbering begins anew with each section, include the section letter or num-

ber before the page number.

2Donald M. Murray, "0 Say Can We Find a Better National Anthem?" 77?e Boston Globe,

November 3, 1998, Sec. E, p. 1, col. 1.

OR: . . . November 3, 1998, p. El, col. 1.

1518 Article in Magazine or Journal

a. Article in Magazine

lAuthor [if known], "article title," name of magazine, date, page number.

i"ln Search of Quality Medical Care," Consumer Reports, October 1998, pp. 35-40.

2James A. Martin, "Work From Home, Get More Done," PC World, November 1998,

pp. 45-48.

^Marcia Stepanek, "2000 Reasons to Celebrate," Business Week, November 9, 1998, p. 54.

*Wendy M. Beech, "Building a Successful Home-Based Business," Black Enterprise, Sep-

tember 1997 p. 92.

NOTE: Omit the comma between the article title and the name of the periodical if

the article title ends with a question mcU'k or an exclamation point.

^Margaret Mannix, "What's That Lurking on Your Phone Bill?" U.S. News & World Report,

November 9, 1998, p. 74.

6Mark Frauenfelder, "Block That Site!" Yahoollnternet Life, November 1998, pp. 92=-98.

5^ See also the second example in fl51 7 and the examples in b below.

b. Article in Professional Journal

lAuthor, "article title," title ofjournal [frequently abbreviated], series number [if

given], volume number, issue number [if given], date, page number.

^Suzy Wetlaufer, "After the Layoffs, What Next?" Harvard Business Review, Vol. 76. No. 5,

September-October 1998, p. 24.
Continued on page 452
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NOTE: Titles of journals are often abbreviated in notes whenever these abbrevia-

tions are likely to be familiar to the intended readership or are clearly identified

in a bibhography at the end.

7Suzy Wetlaufer, "After the Layoffs, What Next?" HBR, Vol. 76, No. 5, September-October

1998, p. 24.

1519 Quotation From a CD-ROM
lAuthor [if known], "article title" [if appropriate], title of work (CD-ROM), publisher

[may be omitted], place of publication [may be omitted], year of publication, reference

to location of quotation [if available].

1 "Jupiter," McGraw-Hill Multimedia Encyclopedia of Science and Technology (CD-ROM),

1994.

^Guerilla Marketing: Winning Strategies for Greater Profits (CD-ROM), Houghton Mifflin

Interactive, Boston, 1998.

^Inc's Customer Sen/ice Plan Pro (CD-ROM), Inc., Boston, 1998.

NOTE: When citing material taken from a CD-ROM, try to provide some specific guid-

ance on how to access the quoted passage on the disk. For excimple, if the material

is organized in numbered paragraphs or pages, give the appropriate paragraph or

page number. If the quoted passage is taken from a work organized like an encyclo-

pedia or a dictionary (that is, in the form of brief articles or entries arranged in

alphabetic sequence), provide the article title or key word used to identify the arti-

cle or entry, "^^thout such assistance, a person can usually input a key phrase (or

character string) from the quoted material and use the search feature of a word pro-

cessing program to locate the complete passage.

1 520 Bulletin, Pamphlet, or Monograph

lAuthor [if given], "article title" [if appropriate], title of bulletin, series title and

series number [if appropriate], volume nimiber and issue number [if appropriate], spon-

soring organization, place [may be omitted] , date, page number

^Lois Mai Chan and Diane Vizine-Goetz, "Toward a Computer-Generated Subject Validation

File," Library Resources & Technical Services, Vol. 42, No. 1, American Library Association,

Washington, January 1998.

NOTE: Because the data used to identify bulletins, pamphlets, and monographs may
vary widely, adapt the pattern shown above as necessciry to fit each particular situ-

ation. For example, the name of the sponsoring organization may be omitted if it is

incorporated in the title of the bulletin.

1521 Unpublished Dissertation or Thesis

lAuthor, "title of thesis," doctoral dissertation or master's thesis [identifying

phrase to be inserted], name of academic institution, place, date, page number

^ David Clement Dvorak, "The Education Designed for Gainful Employment (EDGE) Program:

An Analysis of Local Implementation," doctoral dissertation, Michigan State University, East

Lansing, 1994, p. 169.

1522 Quotation From a Secondary Source

lAuthor, book title, publisher, place, date, page number, quoted by or cited by
author, book title, pubhsher, place, date, page number

1 Robert J. Dolan and Hermann Simon, Power Pricing, Free Press, New York, 1997, cited by

Jack Trout with Steve Rivkin, The Power of Simplicity, McGraw-Hill, New York, 1999, p. 76.

NOTE: While it is always preferable to take the wording of a quotation from the origi-

nal sotu"ce, it is sometimes necessary to draw the wording from a secondary source.
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In such cases construct the note in two parts: in the first part, give as much infor-

mation as possible about the original source (derived, of course, from the reference

note in the secondary source); in the second part, give the necessary information

about the secondary source (which is at hand). Bridge the two parts of the note with

a phrase such as quoted by or cited by. The pattern shown at the bottom of page 452

assumes that the quotation originally appeared in a book and that the secondary

source for the quoted material was also a book. Naturally, if the original source or

the secondary source is a work other than a book, use the pattern appropriate for

that work.

Elements of Source Reference Notes

1 523 Note Number

a. Make sure that the number at the start of a footnote or an endnote corresponds

to the appropriate reference number in the text.

b. Indent the note number 0.5 inch and type it (1) as a superscript (raised figure)

without any space following it or (2) on the line (like an ordinary number) , fol-

lowed by a period and 1 or 2 spaces. The on-the-line style is more commonly used

in endnotes. (See M1504-1505.)

1 Michael D. Woodard, Black Entrepreneurs in America: Stories of Struggle and Success,

Rutgers Univ. Press, New Brunswick, NJ., 1997, p. 183.

OR

1 . Michael D. Woodard, Black Entrepreneurs in America: Stories of Struggle and Success,

Rutgers Univ. Press, New Brunswick, N.J., 1997, p. 183.

> For guidelines on numbering notes, see S[1502e;for the use ofsymbols in place offig-

ures, see ^1502f-g.

1 524 Names of Authors

a. lype an author's name (first name first) exactly as it appears on the title page of

a book or in the heading of an article. (See ^ 1508a, note.)

^William A. Henry III, In Defense of Elitism, Doubleday, New York, 1995, p. 23.

^William Strunk Jr. and E. B. White, The Elements ofStyle, 3d ed.. Macmillan, New York, 1979,

pp. 32-33.

^Michael Eisner with Tony Schwartz, Work in Progress, Random House, New York, 1998.

p. 71.

^John A. Byrne with a team of Business Week editors, Business Week Guide to the Best

Business Schools, 6th ed., McGraw-Hill, New York, 1999, p. 67

b. When two authors have the same surname, show the surname with each author's

fisting.

^Nancy Baker Wise and Christy Wise, A Mouthful of Rivets: Women at Work in World War II,

Jossey-Bass, San Francisco, 1994, p. 153.

c. When there are three or more authors, fist only the first author's name foUowed

by et al. (meaning "and others"). Do not itaficize or underhne et ah

SRoger Fisher et al., Getting to Yes, Penguin, New York. 1998, p. 33.

NOTE: The names of aU the authors may be given, but once this style is used in a

source reference note, it should be used consistently.

^Roger Fisher, William A. Ury, and Bruce Patton, Getting to Yes, Penguin, New York. 1998.

p. 33.

Continued on page 454
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d. When an organization (rather than an individual) is the author of the material,

show the organization's name in the author's position.

^Society for Creative Anachronism, Giants in the Eartfi, Bennett & Kitchel, East Lansing,

Mich., 1991, p. 54.

However, if the orgcinization is both the author and the pubhsher, show the orga-

nization's name only once—as the pubhsher.

^Patterson's American Education, rev. ed.. Educational Directories, Mount Prospect, III., 1996.

e. When a work carries an editor's Ucime rather than an author's name, hst the edi-

tor's name in the author's position, followed by the abbreviation ed. in parenthe-

ses. (If the names of two or more editors are hsted, use the abbreviation eds. in

parentheses.)

lONan Stone (ed.), Peter Drucker on the Profession of l\/1anagement, Harvard Business

School Press, Cambridge, Mass., 1998.

"Andres Torres and Jose E. Velazquez (eds.), 7776 Puerto Rican l\/lovement: Voices From the

Diaspora, Temple Univ. Press, Philadelphia, 1998.

NOTE: If a reference work (such as an encyclopedia, a dictionary, or a directory)

carries the name of an editor rather than an author, the editor's name is usually

omitted. (See ^1516, note.)

^^Dictionary ofAmerican Regional English, Harvard Univ. Press, Cambridge, Mass., 1996,

Vol. Ill, p. xxxii.

RATHER THAN:

^^Frederic G. Cassidy (ed.). Dictionary of American Regional English, Harvard Univ. Press,

Cambridge, Mass., 1996, Vol. Ill, p. xxxii.

f. If the author of a work is unknown, begin the note with the title of the work. Do
not use Anonymous in place of the author's name.

1 525 Title of the Work

a. In giving the title of the work, follow the title page of a book or the main heading

of an article for wording, speUing, and pimctuation. However, adjust the capitaH-

zation as necessary so that all titles cited in the notes conform to a standard

style. For example, a book entitled Assertiveness, with a subtitle (the right to be

you) shown entirely in small letters on the title page for graphic effect, would

appear in a note as follows: Claire Walmsley, Assertiveness: The Right to Be You.

5^ For the capitalization of titles, see n360-363.

b. If a title and a subtitle are shown on separate lines in the original work without

any intervening punctuation, use a colon to separate them in the source reference

note. (See 111510 for an example.)

c. As a general rule, use itahcs or underlining for titles of complete pubhshed works,

and use quotation marks for titles that refer to parts of complete pubhshed works.

> For the use of italics or underlining with titles, see n289, 1508a; for the use ofquo-

tation marks with titles, see ff242-243.
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1526 Publisher's Name

a. List the publisher's name as it appears on the title page (for example, John Wiley

& Sons) or in a shortened form that is clearly recognizable (Wiley); use one form

consistently throughout. If a division of the pubhshing company is also Usted on

the title page, it is not necessary to include this information m the footnote.

Pubhshers, however, often do so in references to their own materials.

b. The following hst of examples shows acceptable patterns for abbreviating pub-

hshers' names. If in doubt, do not abbreviate.

Full Name Acceptable Short Form

Alfred A. Knopf Knopf

John Wiley & Sons Wiley

William Morrow and Company, Inc. Morrow

Random House

The Brookings Institution Brookings

The Free Press Free Press

Houghton Mifflin Company Houghton Mifflin

Addison-Wesley Publishing Co. Addison-Wesley

HarperCollins Publisher HarperCollins

The McGraw-Hill Companies, Inc. McGraw-Hill

Simon & Schuster Inc. Simon & Schuster

Merriam-Webster, Incorporated Merriam

Little, Brown & Co. Little, Brown

Farrar, Straus and Giroux

Yale University Press Yale Univ. Press

University of California Press Univ. of California Press

NOTE: The patterns of abbreviation typically depend on how the pubhshers are

referred to in speech. Since one never hears Random House referred to as

Random, the name is not abbreviated. By the same token, one hears Little, Brown

& Co. referred to as Little, Brown, never simply as Little.

c. Omit the pubhsher's name from references to newspapers and other periodicals.

The pubhsher's name is also usually omitted from references to dictionaries and

similar works unless confusion might result or the work is not well known. (For

examples, see ^1516.)

1527 Place of Publication

a. As a rule, hst only the city of pubhcation (for example. New York, Boston,

Washington, Toronto) . If the city may not be well known to your intended audience

(for example, readers from abroad) or the city is likely to be confused with another

city of the same name, add the state or tiie country (for example, Cambridge,

Mass.; Cambridge, England). If the title page hsts several cities m which the pub-

hsher has ofJBces, use only the first city named.

b. Omit the place of pubhcation from references to periodicals and well-known ref-

erence works.

c. Incorporate the city name in the name of a newspaper that might otherwise be

unrecognized. For example. The Star-Ledger (pubhshed in Newark, New Jersey)

should be referred to in a note as The Newark (N.J.) Star-Ledger.
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1528 Date of Publication

a. For books, show the year of pubHcation. (Use the most recent year shown in the

copyright notice.)

b. For monthly periodicals, show both the month and the year. (See ^1518 for

examples.)

c. For weekly or daily newspapers and other periodicals, show the month, day, and

year. (See M1517-1518 for examples.)

1 529 Page Numbers

a. Page references in notes occur in the following forms:

p. 3 p. V

pp. 3-4 pp. v-vi

pp. 301 f. [meaning "page 301 and the following page"]

pp. 301 ff. (meaning "page 301 and the following pages"]

NOTE: Whenever possible, avoid using the indefinite abbreviations/ and^^, and

supply a specific range of page numbers instead.

b. In a range of page numbers the second number is sometimes abbreviated; for

example, ^^. 981-983 maybe expressed SiSpp. 981-83. (See 11460.)

c. There is a trend toward dropping p. and pp. when there is no risk of mistaking

the numbers for anything but page numbers.

>^ For the use ofan en dash or a hyphen in a range ofpage numbers, see f459a.

Subsequent References

1 530 a. When a note refers to a work that was fully identified in the note immediately pre-

ceding, it may be shortened by the use of the abbreviation ibid, (meaning "in the

same place"). Ibid, replaces all those elements that would otherwise be carried

over intact from the previous note. Do not itahcize or underline ibid.

^Deborah Tannen, For the Sake ofArgument, Random House. New York, 1998, pp. 61-62.

2|bld., p. 94. {Ibid, represents all the elements in the previous note except the page number.)

3|bid. (Here ibid, represents everything in the preceding note, including the same page

number.)

b. Ifyou plan to use ibid, in a.footnote, make sm-e that the footnote "immediately pre-

ceding" is no more than a few pages back. Otherwise, the interested reader will

have to riffle back through the pages in order to find the "immediately preceding"

footnote. To spare your reader this inconvenience, use the forms suggested in

^1531.

c. Do not use ibid, in a textnote luiless the one "immediately preceding" is on the

same page and easy to spot; otherwise, yoiu* reader wiU have to search through

lines and lines of text to find it. To spare your reader, construct these "subsequent

reference" textnotes along the same lines as "first reference" textnotes. (See

111507b.)

NOTE: "\^th endnotes, the use of ibid, will cause no inconvenience, since it refers to

the note directly above.
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1531 a. When a note refers to a work fully identified in an earlier note but not the one

immediately preceding, it may be shortened as follows:

^Author's surname, page number.

STannen, p. 65. [Referring to the work fully identified in an earlier note; see the first exam-

ple in ^1530a.)

NOTE: When short forms are used for subsequent references, it is desirable to pro-

vide a complete bibUography as well, so that the interested reader can quickly

find the complete reference for each work in an alphabetic hsting.

b. When previous reference has been made to different authors with the same sur-

name, the use of a siuname alone in a subsequent reference would be confusing.

Therefore, the basic pattern m ^153 la must be modified in the following way:

^Author's initial (s) plus surname, page number.

OR: 1Author's full name, page niunber.

1 David R. Johnson, Illegal Tender, Smithsonian, Washington, D.C., 1995, pp. 38-43.

2Debbie Johnson, Think Yourself Thin, Hyperion, New York, 1997, p. 205.

3D. R. Johnson, p. 48.

*D. Johnson, p. 211.

c. If previous reference has been made to different works by the same author, any

subsequent reference should contain the title of the specific work now being

referred to. This title may be shortened to a key word or phrase; the word or

phrase should be sufficiently clear, however, so that the full title can be readily

identified in the bibhography or in an earher note.

^Author's surname, book title [shortened if feasible], page number.

^ Peter F. Drucker, Managing for Results, Harper Business, 1993, pp. 199-202.

2Peter F. Drucker, The Pension Fund Revolution, Transaction Publishers, New Brunswick, NJ.,

1995, p. 87.

^Drucker, Managing, p. 144.

^Drucker, Pension, p. 93.

If you cire referring to an article in a periodical, use the periodical title rather than

the article title.

^Author's surname, periodical title [shortened if feasible], page number.

^Stephen H. Wildstrom, "A New Chapter for E-Books," Business Week, November 2, 1998, p. 19.

6Amy Bonus, . .

.

Wildstrom, Business Week, p. 20. (Referring to the work identified in note 5 above.]

d. A more formal style in subsequent references uses the abbreviations he. cit. ("in

the place cited") and op. cit. ("in the work cited").

1Author's surname, loc. cit. (This pattern is used when reference is made to the very

same page in the work previously identified.)

^Author's surname, op. cit., page number. (This pattern is used when reference is

made to a different page in the work previously identified.)

1 Helen Kennerley, Overcoming Worries, Fears, and Anxieties, New York Univ. Press, New
York, 1997 p. 165.

2Larry Hirschhorn, Reworking Authority: Leading and Following in the Postmodern

Organization, MIT Press, Cambridge, Mass., 1997 p. 99.

Continued on page 458
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^Kennerley, op. cit., p. 1 69. (Referring to a different page in Overcoming Worries, Fears, and

Anxieties.)

^Hirschhorn, loc. cit. [Referring to the same page in Reworl<ing Autfiority.)

5|bid. [Referring to exactly the same page as shown in note 4. Ibid, may be used only to refer

to the note immediately preceding. See 111530.]

NOTE: Do not italicize or underline loc. cit, op. cit, or ibid.

Notes Based on Online Sources
Business and academic writers increasingly rely on the Internet rather than on printed mate-

rials as the source of information to be quoted, paraphrased, or summarized in the reports

and manuscripts they prepare. Hence the critical need for guidelines on how to construct

online citations—^that is, footnotes, endnotes, and bibhographic entries that are based on

online sources.

Dealing With Online Addresses

The feature that distinguishes an online citation from one based on printed material is the

inclusion of an online address—an element that takes the place of information about the name

and location of the pubhsher. There are two major types of online addresses: a URL address

(discussed in 111532) and an e-mail address (discussed in S11533).

1532 URL Addresses

Every imit of information on the Internet has its own unique address-a Uniform

Resoiu-ce Locator, commonly referred to as a URL and pronounced as individual let-

ters (you-are-el) or as a word (earl). (See ^501b.) A URL represents not only the stor-

age location of a particular dociunent on the Internet but also the means by which a

dociunent can be retrieved. If a URL is not acciurately presented in an onluie cita-

tion, it will be impossible to locate the material being cited.

A URL consists of at least two parts: (a) the protocol (the name of the system to be

used in linking one computer with another on the Internet] and (b) the host name (the

name of the host computer where the desired material is stored). Here, for example,

is the URL for Yahoo!, a large directory of Web pages.

Protocol Host Name

http://www.yahoo.com

a. ProtocoL There are a number of protocols that you can use to locate material

stored on another computer on the Internet.

• HTTP (HypeiText Transfer Protocol). The most widely used of all the pro-

tocols, HTTP permits you to surf the World Wide Web—that part of the

Internet that provides access not only to text inaterial but also to photo-

graphs, drawings, animations, and video and sound cHps.

• FTP (File Transfer Protocol). FTP permits you to transfer text material

from anftp server (the host computer where the desired material is stored) to

your own computer.

• Listserv. Listserv (a short form for mailing list server] permits you to retrieve

messages posted to a network of mailing hsts and to post yoiu: own mes-

sages as well.
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• Usenet. Usenet is a network consisting of thousands of newsgroups (dis-

cussion groups each focused on a particular topic of interest). A message

posted to a particular newsgroup can be read and commented on by any

interested member of that newsgroup, and those comments may prompt addi-

tional rounds of comments. The original message (known as an article) and

the subsequent series of comments create what is known as a thread. Users

doing research on Usenet have the option of citing only the article, one or

more of the comments, or the entire thread.

• Gopher. Gopher permits you to access text plus graphical and audio materi-

als, but it first provides you with a series of menus that become progressively

more specific until you locate the information you are looking for.

• Telnet. Telnet permits you to log onto another computer on the Internet and

retrieve the desired information located there.

NOTE: Now that HTTP has become the dominant protocol for locating infor-

mation on the Internet, Gopher and Telnet are no longer widely used.

When these protocols appear as the first part of a URL, they are represented as

follows:

HTTP: http:// Listserv: listserv:// Gopher: gopher://

FTP: ftp:// Usenet: news:// Telnet: telnet://

The first part of a URL always ends with a colon and two forward slashes (://).

b. Host Name. The second part of a URL—^the host name—consists of several ele-

ments separated by dots (never referred to a.s periods). Here are some represen-

tative host names as they appear in Web-based URLs:

Protocol Host Name

eBay: http://www.ebay.com

Gateway 2000: http://www.gw2k.com

Intel: http://www.intel.com/

PBS Online: http://www.pbs.org

NASA: http://www.nasa.gov.

PSINet: http://www.psi.net/

In the host names shown above, the first element

—

www—refers to the World

Wide Web. The second and third elements—for example, .ebay.com (referred to as

dot-ehay-dot-com)—represent the domain name. The second element often reflects

some form of the organization's name. The third element is usually a three-letter

imit preceded by a dot; it is called a top-level domain (TLD) or a zone, and it indi-

cates the type of organization that owns the host computer. For example:

.com commercial organization .mil military site

.edu educational institution .net network organization

.gov government body or agency .org nonprofit or noncommercial

.lot international organization organization

Seven new TLDs were recently adopted:

.biz provider of business services

•info provider of information services

.pro provider of professional services
Continued on page 460
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.aero airline organization or group

.coop business cooperative

.museum museum

.name personal Web site

Computers outside the United States usually have host names ending in a two-

letter country code. For example:

ca Canada fr France jp Japan

de Germany it Italy uk United Kingdom

The following URL for the Bavarian Ministry for Economic Affairs reveals that

the host computer is located in Germany:

http://www.bayern.de

c. File Name. A URL may also provide a file name as the final element. For exam-

ple, the following URL directs a Web browser to retrieve a file named iway.html

from a host computer named www.cc.web.com using the HyperText Transfer

Protocol.

Protocol Host Name File Name

http://www.cc.web.com/iway.html

NOTE: A swung dash {-)—also referred to as a tilde—^is sometimes used to intro-

duce a file name. For example:

http://www.netaxs.com/~harrington

d. Path. A URL may also include one or more elements between the host name and

the file name. These elements indicate the electronic path to be taken (after the

host computer is reached) in order to locate the desired file. For example:

Protocol Host Name Path File Name

http://www.yahoo.com/Computers/World_Wide_Web/HTI\/IL_Editors/

e. URLs are usually typed all in small letters, but when capital letters appear, fol-

low the style of the particular URL exactly as shown (as in the example in d

above). Also note that spaces between words in any part of a URL have to be sig-

nified by means of an underline (as in the example above) or some other mark of

punctuation such as a hyphen (as in the example below).

http://www.cis.ohio-state.edu/hypertext/faq/usenet/FAQ-List.html

f. Note that some of the URLs shown m ^1532b-e end with a forward slash and

others do not. Always follow the style of a URL exactly as shown.

g. When Web-based URLs are given in documents and pubhcations aimed at com-

puter professionals, the protocol http:// is often omitted; the fact that the host

name begins with www makes it clear to knowledgeable readers which protocol

is to be used. When constructing your own online citations, consider how much

your readers will know. As a general rule, it is safer to insert the protocol at the

start of a URL, even if it was omitted in your source.

1533 E-Mail Addresses

An e-mail address consists of two parts separated by an at sign (@). The part before

the @ is called the mailbox; the part after the @ is called the domain.
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a. The mailbox typically consists of the user's name (the name used to sign on to an

e-mail system) . However, some commercial onUne services assign users a numer-

ical mailbox.

Mailbox Domain Mailbox Domain

apinkham@aol.com 73004,5077@compuserve.com

b. The domain represents the system on which the e-mail message is dehvered (for

example, America Online and CompuServe in the examples above). The last part

of the domain (for example, .com] is called the zone. (For a hst of the most com-

monly used zones, see 111532b.)

> For guidelines on theformatting ofe-mail messages, see 1311708-1711.

General Guidelines for Online Citations

Making use of online sources can pose special problems. After you have quoted or made ref-

erence to certain online materials in your report or your manuscript, the person who origi-

nally posted the material may later decide to change it or transfer it to a new location (with

a new URL or e-mail address) or remove it from the Internet altogether. If any of these things

should happen, readers who try to confirm the accuracy of your citations may very well draw

unfair conclusions about your competence as a researcher and as a writer. To protect your-

self against these potential problems, take the following precautions.

1 534 Every online document that you plan to cite should be saved in the form of hard copy

and as part of your backup files. If the document is very long, save at least enough

of the document to estabhsh the full context from which the cited material was
taken. In that way you can always demonstrate—if the need arises—that you have

not taken the material out of context or otherwise distorted its intended meaning.

NOTE: Since much online material originally appeared in print (a much more stable

medium), refer whenever possible to the printed source rather than the online

source.

1 535 In your citations of online material, include not only the date on which the material

was posted on the Internet but also the date on which you accessed the material.

Then if the material is subsequently changed or removed, you will still be able to

prove the accuracy of your citation.

1536 When URLs or e-mail addresses appear in footnotes, endnotes, bibhographies, or

even in the mciin text, enclose each address in angle brackets (< >). The use of angle

brackets makes it possible to insert sentence punctuation before and after an online

address and not have the punctuation mistaken for an integral part of the online

address.

1537 Always present a URL or an e-mail address exactly as it is given. Never alter the

capitalization, the internal spacing, or the symbols used. Failure to provide an accu-

rate online address will usually make it impossible to locate the desired information.

(See ^1532g.)
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1538 Always try to fit a URL on one line. If it becomes necessary to divide a URL at the

end of a line:

a. You may break after the double slash (//) that marks the end of a protocol (but

not within the protocol itself)

.

Acceptable Line Ending Next Line

<http:// www.nowonder.com>

NOT <http: NOT //www.nowonder.com>

b. You may break before (but never after) a dot (.) , a single slash (/) , a hyphen (-) , an

underscore (_), or any other mark of punctuation.

Acceptable Line Ending Next Line

<http://www .pbs.org>

NOT <http://www. NOT pbs.org>

<http://www.mcgraw -hill.com/>

NOT <http://www.mcgraw- not hill.com/>

<http://www.senate.gov /~daschle>

NOT <http://www.senate.gov/ not ~daschle>

c. Never insert a hyphen within an online address to signify ajo. end-of-line break.

1539 Always try to fit an e-mail address on one line. If it becomes necessary to divide it

at the end of a line:

a. You may break before the at symbol (@) or before a dot.

Acceptable Line Ending Next Line

<wryter6290 @aol.com>

NOT <wryter6290@ NOT aol.com>

<pbenner@llncoln .midcoast.com>

NOT <pbenner@lincoln. not midcoast.com>

b. Never insert a hyphen within an e-mail address to signify an end-of-line break.

Constructing Online Citations
The following guidelines provide a number of basic patterns for constructing online cita-

tions—source reference notes based on online soiu*ces. These patterns are much the same

as those presented in 1HI1508-1522 for printed works with one fundamental difference: the

name and location of the pubhsher of a printed work are replaced in these patterns by URLs
or e-mail addresses enclosed in angle brackets (< >).

The following patterns cannot cover every contingency that you may encounter when con-

structing onhne citations. Therefore, be prepared to adapt these patterns as necessary to fit

each particular situation.

NOTE: These patterns are appropriate for use in constructing footnotes and endnotes in busi-

ness and academic documents. For examples showing how these patterns should be adjusted

for use in a bibhography, see SI 155 la, c.
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1540 World Wide Web Sources

'Author's name, "title of document," title of complete work, date of posting,* <IJRL

beginning http://> (date of access).

^Nate Zelnick, "Wireless Net Access Gets Renewed Push." Internet World, November 16,

1998, <http://www.iw.com/print/current/news/19981116-wlreless.html> (February 26, 1999).

1541 E-Mail Sources

'Author's name <author's e-mail address>, "subject line," date of posting,* type of

e-mailt (date of access).

'Allie Goudy <Allie_Goudy@ccmail.wiu.edu>, "Continuing Education and Paraprofes-

sionals," Novembers, 1998, office communication (April 23, 1999).

1 542 Listserv Sources

'Author's name <author's e-mail address>, "subject line," date of posting,* <URL
beginning listserv://> (date of access)

.

iBo Ekvall <bo@PARTENON.COM>, "NEW: FREE Business-Related E-Zine. FREE Ad!"

November 23, 1998, <listservy/scouLcs.wisc.edu/> (March 3, 1999).

1543 Usenet Sources

'Author's name <author's e-mail address>, "subject line," date of posting,* <news-

group's URL beginning news://> (date of access).

'Laura Beall <beall@azstarnet.com>, "Enterprises for Women," November 7, 1998,

<news://alLbusiness> (May 27, 1999).

1544 FTP Sources

'Author's name, "title of dociunent," date of posting,* <URL beginning ftpJ/> (date

of access).

^L R. E Quin, "Summary of Meta Fonts Available," n.d., <ftpy/sun.soe.clarkson.edu/pub/tex

/texmag.4.06> (August 9, 1999).

1545 Gopher Sources

'Author's name, "title of dociunent," date of posting,* <URL beginning gopher://>

(date of access).

'American Association of University Professors, "Statement on Professional Ethics," n.d.,

<gophery/scsu.ctstateu.edu:70/> (December 14, 1999).

1546 Telnet Sources

'Author's name, "title of document," title of complete work, date of posting,* <IJRL

beginning telnet://> (date of access).

'DeAnne Rosenberg, "Women in Business: Gender Differences in the Professional World-

Are Male and Female Managers Like Oil and Water?" Business Credit, November 1, 1989,

<telnet://132.162.3716> (April 9, 1999).

Bibliographies
A bibliography at the end of a report or a manuscript typically lists all the works consulted in

the preparation of the material as well as all the works that were actually cited in the notes.

The format of a bibUography is also used for any list of titles, such as a hst of recommended

readings or a Hst of new pubHcations.

•If the date of posting cannot be determined, insert the abbreviation n.d. (no date),

tlnsert a phrase such as personal e-mail or office communication.
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1 547 Word processing programs do not typically provide a template for bibliographies.

Some special word processing applications, however, will format not only footnotes

and endnotes but bibHographies as well. These programs ask you to create a data-

base (also referred to as a reference library) in which you enter the necessary data for

each title you plan to cite. Then you select (1) one of the standard formats built into

the software or (2) a format that you have modified or created. In effect, once you

have developed the reference library, you can extract the data in the form of foot-

notes, endnotes, or entries in a bibhography.

NOTE: M1548-1551 provide guidelines for formatting a bibhography.

1 548 Consider the following guidelines for formatting a bibhography. (See the illustration

on page 465.)

a. On a new page type BIBLIOGRAPHY (or some other appropriate title) in boldface

all-capital letters. Center this title on the first line after the top margin of approxi-

mately 2 inches, and begin the text on the second or third line below.

b. Use the same margins as for other pages in the body of the report or manuscript

(see M1404-1407), and treat the numbering of these pages as indicated in

^1427f-g.

c. Begin each entry at the left margin. Ordinarily, single-space the entries, but in

material that is to be edited, use double spacing to allow room for editing.

d. Indent turnover lines 0.5 inch so that the first word in each entry will stand out.

e. Leave 1 blank line between entries (whether they are single- or double-spaced)

.

1 549 a. List the entries alphabetically by author's last name.

b. Entries lacking an author are alphabetized by title. Disregard the word The orA
at the beginning of a title in determining alphabetic sequence. (For an example,

see the second entry in the illustration on page 465. Note that this entry is cdpha-

betized on the basis of Critical, following Chandler.)

NOTE: When a pubhcation lacks an author and the title begins with a figure (see

the next-to-last entry in the illustration on page 465) , alphabetize the title on the

basis of how the figure would appear if spelled out. Thus, when 301 is converted

to Three Hundred and One, the title is alphabetized on the basis of Three, follow-

ing Sitarz.

c. There is no need to number the alphabetized entries in a bibhography unless you

plan to use the style of textnotes described in ^1507b (5) . In that case begin each

entry of the bibhography with a number typed at the left margin, followed by a

period and 1 or 2 spaces. Then type the rest of the entry in the customary way,

but indent any turnover so that it begins under the first word m the line above.

(In the parenthetical textnotes, you can then make reference to different works

by their bibhographic "entry number" instead of by author.)

9. Bamford, Janet Consumer Reports Money Book: How to Get It, Save It and Spend It Wisely,

Consumers Union, Mount Vernon, N.Y., 1997.

10. Farrell, Paul B., Mutual Funds on the Net: Making Money Online, Wiley, New York, 1997.

11. Wilson, William Julius, When Work Disappears: The World of the New Urban Poor, Random

House, New York, 1996.
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6x

BIBLIOGRAPHY
1 inch

(minimum)
2or3x

Chandler, Alfred D., Jr., et al. (eds,). Big Business and the Wealth ofNations, Cambridge
- Univ. Press, New York. 1997.

, ^
0.5 inch \

A Critical Guide to Management Training Media, Harvard Business School Press,

Cambridge, Mass., 1997.

Economist Guide to Global Economic Indicators, Wiley, New York, 1993.

Galbraith, Jay R., Competing With Flexible Lateral Organizations , 2d ed., Addison-

Wesley, Reading, Mass., 1994.

Galbraith, John Kenneth, The Affluent Society, rev. cd., NAL-Dutton, New York, 1963.

-, American Capitalism: The Concept ofCountervailing Power, rev. ed.,

Transaction Publishers, New Brun.swick, N.J., 1993.

1 inch

(minimum)

, The Good Society: The Humane Agenda, Houghton Mifflin, Boston, 1997.

, A Short History ofFinancial Euphoria, Viking, New York, 1994,

and Paul W. McCracken, Reaganomics: Meaning, Means, and Ends, Free Press,

New York, 1984.

A Guidefor Selecting Automated Risk Analysis Tools, Gordon Press, New York, 1990.

Kuhn, Harold W., Classics in Game Theoty, Princeton Univ. Press, Princeton, 1 997.

Meier, Gerald M., The International Environment of Business: Competition and

Governance in the Global Economy, Oxford Univ. Press, New York, 1998.

Sitarz, Daniel (ed.). Sustainable America: America's Environment. Economy, and
Society in the 21st Century, EarthPrcss, Carbondale, 111., 1998.

301 Great Management Ideas, Inc., Boston, 1998.

Zelnick, Nate, "Wireless Net Access Gets Renewed Push," Internet World, November 16,

1998, <http://www.iw.com/print/current/news/19981116-wireless.html>

(Febniary 26, 1999).

NOTE: If you usc the numbered list feature of your word processing program, the

turnover lines will automatically be indented. The hst will also be typed single-

spaced. For a more open look insert 1 blank line between entries (as shown in the

illustration above). The numbered Hst feature also ahgns single- and double-digit

numbers on the left. However, you can make an adjustment so that the numbers

ahgn at the right (as in the examples in ^1549c). For additional details and illus-

trations, see 1ll357d.



466 Part 2 • Techniques and Formats

111550

1 550 When a bibliography contains more than one work by the same author, replace the

author's name with a long dash (using three-em dashes or six hyphens) in all the

entries after the first. List the works alphabetically by title. (For examples, see the

fifth, sixth, seventh, and eighth entries in the illustration on page 465. Note that these

titles are alphabetized on the key words 4;^"^"^, American, Good, and Short. The ninth

entry involves a coauthor and therefore follows the works written by the first author

alone.)

NOTE: As an alternative, multiple entries pertcdning to the same author may be Hsted

in chronological sequence according to the date of each publication.

5^ For guidelines on the typing of three-em dashes, see Sl216d;for guidelines on the mark-

ing of three-em dashes in manuscript, see ^217c.

1 551 Entries in bibhographies contain the same elements and follow the same style as

source reference notes except for two key differences.

a. Begin each entry with the name of the author hsted in inverted order (last name

first). When an entry includes two or more authors' names, invert only the first

author's name. When an organization is hsted as the author, do not invert the name.

Ainley, Patrick, and Bill Bailey, The Business of Learning, Cassell, Herndon, Va., 1997.

Apple Computer, Multimedia Demystified?! Random House, New York, 1995.

Burchfield, R. W. (ed.), The New Fowler's Modern English Usage, 3d ed., Oxford Univ. Press, New
York, 1996.

Rosenberg, DeAnne, "Women in Business: Gender Differences in the Professional World-Are

Male and Female Managers Like Oil and Water?" Business Credit, November 1, 1989,

<telnet://132.162.37.16> (April 9, 1999).

>* For additional examples, see the illustration on page 465.

b. Include page numbers in bibhographic entries only when the material being cited

is part of a larger work. In such cases show the page number or numbers (for

example, pp. 215-232] on which the material appears.

Levy, Steven, "Beyond Silicon Valley: The Hot New Tech Cities," Newsweek, November 9, 1998,

pp. 45-50.

>- For the use of an en dash or a hyphen in a range ofpage numbers, see S[459a.

c. In academic material, bibhographic entries typically follow a shghtly different style.

In the examples below, note that a period follows each of the three main parts of

the entry (author's name, the title, and the pubhshing information). Also note that

the parentheses that normally enclose the pubhshing information in an academic-

style footnote or endnote are omitted in the bibhographic entry (See ^ 1508b.)

Burchfield, R. W. (ed.). The New Fowler's Modern English Usage, 3d ed. New York: Oxford Univ.

Press, 1996.

Farrell, Paul B. Mutual Funds on the Net: Making Money Online. New York: Wiley, 1997

Levy, Steven. "Beyond Silicon Valley: The Hot New Tech Cities." A/eivsivee/c, November 9, 1998,

pp. 45-50. (Note that the magazine title-in this case A/eivsn/ee/c-is considered part of

the publishing information. Thus a period follows the article title to mark the end of the

title information in the entry.)

Rosenberg, DeAnne. "Women in Business: Gender Differences in the Professional World-Are

Male and Female Managers Like Oil and Water?" Business Credit, November 1, 1989,

<telnet://132.162.3716> (April 9, 1999).
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SECTION 16
Tables

Using the Software Table Feature (M 1601-1608)

Locating Tables Within the Text (M1609-1611)

Locating Tables on Separate Pages OT1612-1615)

Centering Tables (111616)

Table Identification OT1617-1620)

Column Heads OT1621-1624)

Braced Column Heads (111623)

Crossheads (111624)

Table Text (11111625-1633)

Spacing (111625)

Items Consisting of Words (111626)

Items Consisting of Figures (111627)

Items Consisting of Figures and Words (111628)

Amounts of Money (111629)

Percentages (111630)

Special Treatment of Figures in Tables (111631)

Leaders (111632)

Accounting for Omitted Items (111633)

Table Notes (1I1I1634-1636)

Dealing With Long Tables (1I111637-1639)

Deahng With Wide Tables (1IH1640-1641)

Converting Tables Into Charts and Graphs (111642)

You can fit a good deal of material into a compact space when you present it in

the form of a table—with items arranged in rows (to be read horizontally) and in

columns (to be read vertically). However, in designing a table, you should aim for

more than compactness. Your reader should be able to locate specific informa-

tion faster—and detect significant patterns or trends in the data more quickly

—

than if the same information were presented in the regular text.

The following paragraphs provide detailed guideHnes for creating a table. Modify

these guidehnes as necessary to achieve results that are easy to understand and

attractive to look at.
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Using the Software Table Feature

Before the introduction of word processing software, the execution of tables required a great

deal of advance planning and careful typing. Now, thanks to the table feature of your word

processing software, you can prepare tables with little or no advance planning and you can

make corrections and adjustments with relative ease.

The table feature, however, does impose some hmitations on the results you can achieve

unless you are willing to invest additional time and effort. As a result, you may not always

find it feasible or even possible to achieve the appearance of professionally typeset tables.

Here, for example, is how a table might appear in a textbook or a magazine:
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1601 The default format provided by the Microsoft Word table feature encloses the com-

plete table (including any heading at the top and any notes at the bottom) in a grid

of horizontal and vertical lines.

a. At the outset specify the number of columns the table should have (in this par-

ticular case, three). It is not necessary to specify the number of rows in advance

since the act of tabbing at the end of a row will automatically add another row.

NOTE: If you are using an autoformat style (see ^1608), you may need to specify

the number of rows as well.

b. In the absence of other instructions, the table grid will have the same width as

the regular text. You may find it simplest to accept this dimension at the outset

and adjust the width of the table later on. (See ^1603.)

1602 a. Begin by entering the column heads and the column text. Leave one blank row at

the top for the heading and one blank row at the bottom for any notes. If you

accept all the default specifications, the column heads and the text in each col-

umn will align at left.
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c. To save a step, select right alignment (or right justification) for the second and
third columns before you enter any data in the grid. Moreover, to enhance the

appearance of the table, select boldface for the column heads. If these modifica-

tions are made in advance, the first version of the table will look like this:
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NOTE: If you try to widen a column simply by inserting extra space, all that extra

space will appear on only one side of the column text (and not be evenly distrib-

uted on both sides) . Thus in a column with left-justified text, all the extra space

will appear on the right; m a column with right-justified text, all the extra space

will appear on the left. To avoid this result, use the technique described in

111603a to visually center the column text.

b. When a table that initially extends from one side margin to the other is reduced

in width (as in the illustrations in ^ 1603a), the table as a whole will remain

ahgned at the left margin. Therefore, once you complete the table, center it hori-

zontally on the page. Moreover, if the table occupies a page by itself, center the

table vertically as well.

1604 Before you can enter the table heading at the top or any table notes at the bottom,

you need to merge or join the cells in the lines reserved for these purposes.

1
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1606 To improve the appearance of the table, consider making these adjustments:

a. Use boldface for all the elements in the table heading. (Some writers prefer to use

boldface only for the title.)

b. Select the centering option for the column heads cind all the elements in the table

heading.

c. Insert 1 blank line between the lines in the table heading and above and below

the heading as a whole.

NOTE: If the table title or subtitle wiU not fit all on one line, break it into sensible

phrases and single-space the turnover. (See ^1620 for illustrations of the ways

in which the elements in the table heading may be arranged.)

d. Insert 1 blank line above and below the column heads.

e. Insert 1 blank line between the notes at the bottom of the table and above and

below the notes as a whole.

f. If the footnotes each require no more than one fuU line, begin each note at the

left margin of the table text. However, if any one of the notes turns over to a sec-

ond line, indent the first line of each note. Ordinarily, the indention should be 0.5

inch, but if a table is relatively narrow (as in the illustration below), reduce the

indention to 0.25 inch for better appearance. In any case, adjust the measure of

the footnote so that the turnover ahgns at the left margin of the table text and

does not extend beyond the right margin of the table text.

g. Add shading to portions of the table as desired to give special emphasis to cer-

tain elements and make the table more attractive as a whole.

NOTE: If all of these modifications are made, the table will then look like this:

Table A-15

LIFE INSURANCE IN FORCE

($000,000 Omitted)
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1607 a. If you want to achieve a more open look, you can remove the grid and increase

the space between rows, as in the illustration below.
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1 608 a. Some word processing programs provide a number of autoformats that can enhance

the appearance of yom- tables. The following illustrations provide examples of three

styles offered by Microsoft Word: Contemporary, Professional, and Elegant.

Contemporary

Table A-15

LIFE INSURANCE IN FORCE

($000,000 Omitted)

Year
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Elegant

Table A-15

LIFE INSURANCE IN FORCE

($000,000 Omitted)
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Locating Tables Within the Text

1609 a. Tables should be easy to refer to. Therefore, try to locate each table on the same

page where the subject of the table is introduced in the text. In this way the reader

will have ready access to the table while reading the text commentary that may
precede and follow.

b. Ideally, every table should fall immediately after the point in the text where it is

first mentioned. However, if placing the table within a paragraph is likely to dis-

rupt the reader's grasp of the material, then locate the table at the end of the

paragraph or at the top or bottom of the page. (See 1ll611d.)

1610 a. Avoid breaking a table at the bottom of a page. If starting a table at the ideal point

means that it will not all fit in the space remaining on the page, then place the

complete table at the top of the next page. (At the point in the text where the

table is first mentioned, insert an appropriate cross-reference. See 111615.)

NOTE: Many word processing programs have a feature called keep lines together

which prevents tables from breaking across pages. (See ^ 1639b.)

b. If you have to fit a number of relatively short tables (half a page or less) in a given

document, single-space the table text to maximize your chances of locating each

table in the ideal place. (See 511625.)

NOTE: Microsoft Word's table feature single-spaces the table text by default.

> For other techniques to limit the length of a table to one page, see f1637; for guide-

lines on dealing with a table too long to fit on one page, see n1638-1639.

1611 If a table is to appear on a page that also carries regular text:

a. Center the table horizontally within the estabhshed margins. (See SI 1609a.)

b. Try to indent the table at least 0.5 inch from each side margin. In any case, the

width of the table should not exceed the width of the text. (See M1640-1641.)

c. Use blank lines to set off a table from the text above and below it as follows:

(1) Leave only 1 blank line above and below the table if horizontal rules or shad-

ing sets the table off from the text.

with prefixes indicating multiples or fractions of a unit. There are seven

base units in the SI metric system: ~
T

Quantity
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men
(2) Leave 1 blank line above and below an open table (one without horizontal

rules) that has neither column heads nor a table title.

Our analysis of the latest reports indicates that sales are up by a?

least 10 percent in all regions: 2x

Eastern Region
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d. If space is tight, place the table at the top or bottom of the page. In that way you

can eliminate one set of blank lines and improve your chances of fitting the table

on the desired page.

e. When using the table feature of a word processing program, simply insert the

table copy at the desired location in the regular text. If you discover that the table

will not all fit on the same page, you can move the table as a whole to the top or

bottom of the page (as noted in d above), make other adjustments (as noted in

M1637-1639), or place the table on a page by itself (see M1612-1615). If you

use the keep lines together feature (see ^1610a, note), the table will not be divid-

ed at the bottom of a page; instead the table as a whole will be moved to the top

of the next page. (See ^1639b.)

f. Be sure you can fit at least two full lines of regular text above or below the table.

If the results look unattractive, devote the fuU page to the table and resume the

text on the foUowing page. (See M1612-1615.)

Locating Tables on Separate Pages

1612 When a table occupies more than two-thirds of a page, it can often be difficult to fit

on the same page with regular text. In such cases type the table on a separate page

and place it immediately after the text page on which the table is first referred to.

NOTE: Insert a hard page break before and after the table to ensure that the table will

appear on a page by itself. (See Sll639b.)

1613 If a given document contains a number of tables, most of which will each require a

separate page, then all the tables (short as well as long) may be executed as an

appendix or as an attachment. This arrangement—^which permits the reader to keep

the full set of tables alongside the regular text (except in the case of bound

reports)—can be very convenient, especially if some tables are repeatedly cited

throughout the regular text. (This arrangement also eliminates the problem of try-

ing to fit tables within the text.)

1614 When a table is to appear on a page by itself, center the table horizontally and ver-

tically within the estabhshed margins of the page.

HOTE: If no margins have been estabhshed, leave a Tnininnim margin of 1 inch on all

four sides of the table.

1615 When a table is not located on the same page on which it is referred to, provide a

cross-reference in parentheses to the appropriate page.

Pee Table 4 on page 18.) or (See Table 2-2 on page 31.)

HOTE: These parenthetical cross-references may be treated as a separate sentence

(as shown above) or as part of another sentence (see 11220).

>^ For the advisability ofnumbering tables to simplify cross-references, see SI1618.

Centering Tables

1616 a. The table feature of a word processing program extends the table to the full width

of the regular text. If you decide to reduce the overall width of the table, first type
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the table. Then use autofit to adjust the width of the columns (see ^1603), and

choose center alignment to position the table horizontally.

b. If a table appears on a page by itself, center the table vertically as well. (Use the

center page feature of your word processing software.)

Table Identification

1617 Identify tables by title unless they are not very numerous and the significance of the

material in the table is clear without some descriptive label. (See 111620a.)

1618 Also identify tables by number unless they are quite short, not very numerous, cind

typiccdly referred to only on the page on which they faU. The use of table numbers

simplifies cross-references, an important consideration if you expect that a number
of tables will not fit on the page where they are first mentioned or if you know that

certain tables wUl be referred to repeatedly throughout the regular text.

NOTE: Tables may be numbered consecutively throughout a given document or con-

secutively within each chapter and each appendix. With the latter technique, the

chapter number (or the appendix number or letter) is used as a prefix in the num-

bering scheme. For example. Table 3-2 would be the second table in Chapter 3, and

Table A-5 would be the fifth table in Appendix A.

1619 The table title may be followed by a subtitle, which provides additional information

about the significance of the table, the period of time it covers, or the manner in

which the information is organized or presented. Smce a subtitle should be held to

one line if possible (two at the most) , treat a lengthy comment on any of these points

as a note to the table rather than as a subtitle. (See M 1634-1636.)

1620 Type the elements of table identification as follows:

a. Table Title. Center the table title, using boldface all-capital letters.

> For guidelines on spacing above the table title, see Ml611c and 1614.

b. Table Number, lype the word Table in capital and small letters, followed by the

appropriate number. To give the table number special emphasis, center it on the

second fine above the table title and use boldface. To hold down the length of the

table, type the table number on the same line with the table title; in this case

insert a period after the table number and leave 1 or 2 spaces before typing the

table title. (See the illustrations below.)

NOTE: Within a given document treat all table numbers the same way.

Table 2

TITLE OF THE TABLE

Table 1-5

TITLE OF THE TABLE

OR OR

Table 2. TITLE OF THE TABLE Table 1-5. TITLE OF THE TABLE

Continued on page 480
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c. Table Subtitle. Center the subtitle on the second hne below the title, using bold-

face capital and small letters. The subtitle is usually enclosed in parentheses

when it simply comments on the listing of data in some special order (for exam-

ple, In Descending Order by Sales Revenue) or on the omission of zeros from figures

given in the table (for example, In Millions or 000 Omitted).

> For examples of subtitles enclosed in parentheses, see the tables illustrated on these

pages: 468, 477, 481, 484, and 491.

NOTE: If either the title or the subtitle requires more than one line, break it into

sensible phrases; then single-space and center any turnover lines. If possible, try

to hold the title and the subtitle to two lines each.

Table 5

TITLE OFTHE TABLE
WITH ONE TURNOVER LINE

Table Subtitle

Table 3-4. TITLE OF THE TABLE
WITH ONE TURNOVER LINE

Table Subtitle

With One Turnover Line

>- For guidelines on how to enter the elements of the table heading in the grid provided

by the table feature, seeM1604-1605 and Sll606a-d.

Column Heads

1 621 a. Unless a table is very simple and the significance of the material is clear without

heads, provide a heading for each column. (A heading may be omitted over the

first column, also known as the stub. See, for example, the table on page 491.)

b. Whenever possible, use singular forms in the column heads. Thus, for example,

over a column hstuig a number of cities, use the heading City rather than Cities.

(See the illustration in the middle of page 477.)

c. In order to hold down the length of column heads, use abbreviations and symbols

as necessary. For example:

Acct. No. Account number

% of Total Percent of total

FY2002 Fiscal Year 2002 (also used to indicate that a company's fiscal year does

OR FY02 not coincide with the calendar year)

1 Q/2003 Eirst Quarter of 2003 (also used with 2Q, 3Q, and 4Q to signify the other

OR lQ/03 three quarters of the year]

Sales ($3 Sales results expressed as a dollar amount On other words, sales revenues)

Sales (U) Sales results expressed in terms of the number of units sold

Sales YTD ($) Cumulative sales revenues so far this year (that is, year to date)

% 0/(U) Percentage by which this year's results are over (or under) last year's

Last Year results

2001A Actual results in 2001

2002B Budgeted results in 2002

2002E Estimated results in 2002

2003F Forecast results in 2003
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If your reader may not understand some of the abbreviations and symbols you

use, explain the unfamihar ones in a footnote to the table. For example:

Note: A = actual; E = estimated; F = forecast

NOTE: As an alternative to the use of abbreviations, select a smaller font size for

the column heads.

d. Column heads should be single-spaced and may be broken into as many as five

lines.

c. Capitalize the first letter of each word in a column head except articles (a, an,

the), conjunctions imder foiu: letters (such as and and or), and prepositions imder

four letters (such as o/and in). See M360-361, 363 for detailed guidance on capi-

talizing words in column headings.

f. Type all column heads in boldface.

g. If the column heads in a table do not all take the same number of lines, align the

column heads at the bottom.

NOTE: When you use the table feature of a word processing program, choose the

bottom alignment option to automatically align column heads that do not take the

same number of hues.

h. Leave 1 blank line above and below the tallest column head.

Table 14-4

DISTRIBUTION OF PERSONAL INCOME: I960 TO 1996

(In Billions of Dollars)
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c. When a very narrow column head falls above a very wide column of text, the table

will look more attractive if the column head is centered over the column text. It

is easy to use center alignment in the table feature of word processing programs;

therefore, as a general rule, plan to center all column heads.

Name

A. Michael Ashworth

Dwayne Gilpatrick Jr.

Bradley M. Harrington

Name

A. Michael Ashworth

Dwayne Gilpatrick Jr.

Bradley M. Harrington

Sales

95,517,833

1,039,875,742

874,320,199

Sales

95,517,833

1,039,875,742

874,320,199

d. When a very wide column head falls above a very narrow column of text, you may
produce some very odd-lookmg tables. To avoid this problem, move the mdent
markers to visually center the column text as a block.

Applications

Received

98

182

243

139

87

202

Applications

Received

98

182

243

139

87

202

e. All column heads should be either blocked or centered. Do not mix styles withm
a table.

1 623 Braced Column Heads

a. Some complex tables contain braced column heads (heads that "embrace" two or

more columns). They are also called straddle heads because they straddle two or

more columns. (See the illustration on page 483.)

b. There are two ways to create a table with braced headings. You can create the

table body—5 columns m the illustration on page 483—and merge the cells that

will be used for the braced headings. Or you can create a 3-column table, type the

braced headings m the appropriate cells, and then spht the cells below the braced

headings to complete the table.

c. To achieve the best appearance, center each braced column head over the appro-

priate columns; center the other column heads and the related column text

between the vertical rules in each case.
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Table 12

CABLE DIVISION SALES AND NET OPERATING INCOME

From 1995 to 2002
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Table 8-4

SOCIAL SECURITY TAX RATE SCHEDULE

(Percent of Covered Earnings)

Year Total OASDr HI*

Employees and Employers Each

1985
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b. Use abbreviations and symbols as necessary to hold down the length of individ-

ual items. (See 1(16210 for examples.)

c. AHgn each item at the left margin of the column. If any item requires more than

one hne, set a tab to indent the turnover line 0.25 inch. However, if a column con-

tains both main entries and subentries, begin the main entry at the left margin of

the column text, set tabs to indent the first line of subentries 0.25 inch, and indent

all turnover lines 0.5 inch.

Photographs, prints,
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e. If two or more items in a row each require more than one hne, ahgn all entries in

that row at the top.

Aligned at the top

Employee Benefit Report Prepared Data based on-^
quarterly administra-

tive records

f. Do not use a period as termiticd punctuation at the end of any item except in a

column where all entries are in sentence form.

1627 Items Consisting of Figures

a. If a column of table text consists of items expressed entirely in figures:

(1) Ahgn columns of whole numbers at the right.

(2) Align columns of decimal amoimts on the decimal pomt.

(3) In a column that contains both whole numbers and decimals, add a decimal

point and zeros to the whole numbers to maintain a consistent appearance.

(4) Omit commas in four-digit whole numbers unless they appearm the same col-

umn with larger numbers containing commas. (Some writers prefer to retain

the comma m four-digit numbers under all curcumstances.) In any case, never

insert commas in the decimal part of a number. (See also ^460.)

325 465.2137

1 1250.0004

152,657 1.0000

1,489 37.9898

(5) Align the figiues in a column by usuig right ahgnment or a decimal tab.

NOTE: If you waut your software program to perform some calculations in the

process of executing a table, you will need to select and follow one of the

niunber formats presented by the software.

>^ For the way to handle a total line in a column offigures, see Sll629d.

b. If a column of table text consists entirely of "clock" times (as in a program or

schedule):

(1) Ahgn the figures in "on the hour" expressions at the right.

11 a.m.

12 noon

1 p.m.

8 p.m.

12 midnight

(2) Ahgn the figures in "hour and minute" expressions on the colon. (Add two

zeros to exact times to maintain a imiform appearance.)

8:15 a.m.

10:30 a.m.

12:00 noon

1:45 p.m.

12:00 midnight
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(3) When the items in a column each consist of a starting and an ending time,

either aUgn all the items at the left or ahgn them on the en dash within the

items. (See the illustration in 111627c and on page 505.)

8:30-9:30

10:30-11:30

12:30-1:30

2:30-3:30

4:45-6:00

OR 8:30-9:30

10:30-11:30

12:30-1:30

2:30-3:30

4:45-6:00

NOTE: When you use the table feature and want to ahgn clock times at the

right or on the colon or en dash, the hours 1 to 9 must be made equal in width

with the hours 10 to 12. Since each figure occupies 2 spaces, simply type

2 spaces before the single-digit hours to make them the same width as the

double-digit hours.

c. In the "24-hour" system of expressing clock time (in which midnight is 0000 and

11:59 p.m. is 2359), the alignment of clock times poses no problem since all times

are expressed in four digits (with no colons and no need for reference to a.m. or

p.m.).

0830-0930

1030-1130

1230-1330

1430-1530

1645-1800

1628 Items Consisting of Figures and Words

If a column consists of both figures and words (as in the second column below) , ahgn

the items at the left. Note, however, that a column consisting only of words ahgns

at the left (as in the first column below) and a column consisting only of whole num-

bers ahgns at the right (as in the third column below.)

Type of



488 Part 2 • Techniques and Formats

^1629
b. The dollar signs at the head and foot of the column should ahgn in the first space

to the left of the longest amount in the column. If the item at the head of the col-

umn is shorter than the one at the foot, ahgning the dollar signs can be trouble-

some. Choose one of the following approaches to deal with the problem:

(1) Avoid the problem altogether by incorporating the dollar sign in the column

head—for example ($000,000 Omitted). Then there is no need for dollar signs

alongside the figures below.

(2) Insert the first dollar sign by hand. (This approach is not acceptable in docu-

ments that have to meet professional standcirds.)

(3) lype the dollar sign in the space before the first number After the column is

finished, insert spaces between the first dollar sign and the first digit to ahgn

the dollar signs (2 spaces for each digit, 1 space for each comma).

c. Do not insert commas to set off thousands in four-digit numbers unless they

appear ia the same column with larger numbers. (See the examples in ^1627a

and 311629a.) Moreover, if all the amounts in a column are whole dollar amounts,

omit the decimal point and zeros (as in the second excimple in ^1629a). However,

if any cimount in a column includes cents, use a decimal point with zeros with any

whole dollar amount in the same column (as in the third example in 111629a).

NOTE: If you WcUit your software program to perform some calculations in the

process of executing a table, you will need to select and follow one of the num-

ber formats presented by the software.

d. If the table text ends with a total line, a horizontal rule should separate the body

of the table from the total line.

(1) If the table displays the full default grid or only horizontal rules that set off

key sections of the table, the necessary separation wiU be automatically pro-

vided. To give the total amount greater emphasis in a single-spaced table (as

in the illustration below), adjust the spacmg so that there is 1 blank line

above and below the total line.

1998 SALES REVENUES
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(2) If the table has been executed in an open style (without horizontal and verti-

cal rules), you must insert a horizontal rule that is as wide as the longest

entry in the column (including the dollar sign at the left). Before typing the

last amount before the total, choose the underline appearance option. You may
have to insert spaces before the last amount above the total so that the hor-

izontal line will be as wide as the longest entry (2 spaces for the dollar sign

and each digit, 1 space for each comma)

.

$1115.59 ,x $ 529,310 ,^ $21,348.75

803.6M 1,114,310 j^x

1027.64 1.227.620 2,294.35

528.66 ,j^
|2x

$3475.50^ $2,871,240 688.50

|2x

$24,331.60

NOTE: In a single-spaced table, type the total amount on the line directly below the

underline (as in the first example above) . To give the total amount greater empha-

sis, type it on the second line below the underline (as in the second example

above). In a double-spaced table, type the amount on the second line below the

underline (as in the third example above).

e. If a total line is needed, type the word Total or Totals in the first column, depend-

ing on the number of totals to be shown in this row. Use an initial cap only or (for

emphasis) all-capital letters. Start the word at the left margin of the column or

indent it 0.5 inch.

1630 Percentages

a. If all the figures in a column represent percentages, type a percent sign (%)

directly after each figure unless the column heading clearly indicates that these

are percentages.

b. Percentages involving decimals should ahgn on the decimal point. If necessary,

add zeros after the decimal part of the number so that each figure will align at

the right. If any percentage is less than 1 percent, add one zero to the left of the

decimal point.

Increase

(%)

24

37

120

8

55

69

103

41
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1631 Special Treatment of Figures in Tables

a. Columns of long figures can be reduced in width by omitting the digits repre-

senting thousands, millions, or bilUons and indicating this omission in parenthe-

ses. For example:

On Thousands) or [000 Omitted]

On Millions) [000,000 Omitted)

On Billions) [000,000,000 Omitted)

NOTE: The word forms on the left are easier to grasp.

b. If the parenthetical comment appHes to all columns of figures in the table, insert

it as a subtitle to the table. However, if the comment appHes only to one coliunn

of figures, insert the parenthetical comment in the column head.

NOTE: Sometimes because of space limitations a comment such as (000 Omitted)

is reduced to (000). The latter form is permissible if you are sure your reader will

understand it.

c. If the parenthetical comment applies to columns of dollar amounts, this fact can

also be noted within parentheses, and the dollar sign can then be omitted from

the columns of figures.

[$000 Omitted) or On Thousands of Dollars) OR [$000)

d. When omitting thousands, milhons, or billions from a wide column of figures, you

may use rounding or a shortened decimal (or both) to reflect the portion of the

number that is being omitted.

Complete Version Shortened Versions

Sales Sales Revenues Sales Revenues Revenues

Revenues ($000 Omitted) (In Millions) ($000,000)

$ 5,878,044 5,878 $ 5.9 6

29,023,994 29,024 29.0 29

14.229.683 14.230 14.2 14

$49,131,721 49,132 $49.1 49

e. A negative figure in a column may be designated by enclosing the figure in paren-

theses or by inserting a minus sign (represented by a hyphen or an en dash)

directiy to tiie left of the negative figure.

$1642.38 28.2% Sales in 2000 $264,238

-82.41 -14.5% Sales in 2001 262.305

$1559.97 6.1% Gain/(loss) $ (1,933)

NOTE: When you use the table feature, you may not be able to easily achieve the

alignment shown above for a negative figure in parentheses.
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1632 Leaders

a. If the items in the first column vary greatly in length, you can use leaders (rows

of periods) to lead the eye across to the adjacent item in the next column. Every

line of leaders should have at least three periods.
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the notes so that the turnovers align with the left edge of the first column and do

not extend beyond the right edge of the last column.

1635 If the material in the table has been derived from another source, indicate this fact

as follows:

a. Type the word Source with an initial cap or in all-capital letters, followed by a

colon, 1 or 2 spaces, and the identifying data. (See M 1508-1522 for models to

follow in presenting the bibUographic data.)

b. A source note should precede any other table note. (See the illustrations in

111634b.)

1636 a. If you use abbreviations or symbols that the reader may not understand, explain

them in a note at the bottom of the table. This explanation should follow the

source note (if any) and precede any other table note. If more than one abbrevia-

tion or symbol needs decoding, the explanation can be handled as a series of sepa-

rate notes (each preceded by a superscript symbol or letter), or it may be done all

in one note. (For an illustration, see page 484.)

b. Except for source notes (like the one illustrated in ^1634) and a single note

explaining symbols cind abbreviations, every table note should begin with a super-

script symbol or letter that keys the note to the appropriate word or figure in the

table text (or title or subtitle) above. Type the corresponding symbol or letter

immediately after the appropriate word or figure above, without any intervening

space. (See 1ll636d, note.)

c. Use one of the following programmed sequences of symbols. (See also "]ll502f.)

*tt§11 OR abode
d. Use superscript lowercase letters (^, ^, ^, etc.) in place of symbols when there are

more than five footnotes for a given table.

NOTE: Avoid the use of superscript ^^ur^s to identify table notes. They could be

confusing if used in conjunction with figures in the table text. Moreover, if super-

script figures are already used for notes pertaining to the main text, it is wise to

use letters or symbols so as to distinguish notes that pertain to a specific table.

e. In assigning symbols or letters in sequence, go in order by row (horizontally), not

by column (vertically).

Dealing With Long Tables

1637 To keep a table from extending beyond the page on which it starts, consider these

techniques:

a. Put the table number (if any) on the same line as the table title rather than on the

second line above. (See also ^ 1620b.)

b. Use single spacing for the table text. (See also ^1625.)

c. Shorten the wording of the table title, subtitle, column heads, and items in the

table text to reduce turnover lines. Use abbreviations and symbols toward this

end. (See also ^ 1621c.) If necessary, provide a brief explanation in the table notes

of any abbreviations and symbols that your reader may not immediately under-

stand. (See also 111636.)
Continued on page 494
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d. When the table text entails a long item that is out of proportion to all other items

(or is to be entered in several places in the table text) , try to convert the item into

a table note, keyed by a sjonbol or letter appropriately placed in the table above.

e. If a table is narrow and long, you can save space by reformatting the table as shown
below. Note that the table text is divided into two parts placed side by side and

divided by a double vertical rule. The column heads are repeated over each part.
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b. At the top of the next page, before continuing with the table text, insert the table

number, title, and column heads by marking those rows as header rows. If your

software will permit it, insert Continued in parentheses after the table number (if

one is provided) or after the table title.

Table 14 (Continued)

TWENTIETH-CENTURY INVENTIONS
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b. Many word processing programs have a feature called keep lines together, which

prevents a page break from occurring within a block of text. If you use this fea-

ture to keep a table from breaking at the bottom of a page, the table as a whole

will appear at the top of the next page. However, the space previously occupied

by the first part of the table will remain empty; the text that follows the table will

not come forward to fill up this vacant space. If you want to avoid this result, do

not use keep lines together. Use the following approach instead:

(1) Let the table break naturally and continue typing the rest of the document.

(2) When the document is completed in cdl other respects, select and cut the

table; the text following the table will flow forward. Insert a hard page break

at the bottom of the page where the table was removed, and paste the whole

table at the top of the following page.

Dealing With Wide Tables

1640 To keep a wide table from extending beyond the margins estabhshed for the page,

consider the following techniques:

a. Reduce the width of the columns by using the autofit feature.

b. Use abbreviations and symbols to hold down the length of lines in the column

heads and the column text.

c. If only a few entries are disproportionately wide or are repeated in the table and

make it difficult to fit the table in the space available, consider convertmg these

items to table footnotes. (See also 1ll637d.)

d. Select a smaller font size in order to make the table fit within the space available.

1 641 Turning the Table Sideways

a. Whenever possible, the page orientation of a table should be the same as that of

the regular text. However, when other alternatives do not work or cannot be

used, turn the table so that it prints in landscape (across the 11 -inch dimension)

on a page by itself. In such a case, the left margin of the table will fall toward the

bottom of the page and the right margin toward the top.

NOTE: Landscape printing is the term that describes printing text on the 11-inch

dimension of a standard page. Portraitprinting is the term that describes the cus-

tomary printing of text on the S/z-inch dimension of a standard page.

b. In planning the layout of a turned table, be sure that the overall dimensions of

the table wiU fit within the estabhshed margins for the regular pages in the given

document. If no margins have been estabhshed, leave a minimum of 1 inch on all

sides of the turned table.

NOTE: If a turned table is to be part of a bound report, leave a minimum top mar-

gin of 1.5 inches. This top margin will represent the left margin when the turned

table is bound into the report. (See also ^1404b.)
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Converting Tables Into Charts and Graphs

1642 Data presented in a table is easier to grasp and work with than when it is presented

in running text. By the same token, a chart or a graph can often present data more

effectively than a table, especially when you are trying to emphasize patterns of

growth or want to contrast different levels of performance or achievement.

Most word processing programs provide a chart or graph feature that offers you a

variety of formats to choose from. To create a chart or graph, first select the format

you want; then insert the appropriate data in a datasheet (which looks like a spread-

sheet) . With some programs you can simply import the data from an existing table

or some other source without having to reenter it in the datasheet. The following

illustrations will show you some of the results you can achieve.

a. The following bar chart reflects the data presented in the table on page 468.

LIFE INSURANCE IN FORCE
($000,000 Omitted)

9,000,000

^ 8,000,000

7,000,000

6,000,000

5,000,000

4,000,000

3,000,000

2,000,000

1,000,000

* •

1
T-'

'—'-1—' '—'-1—' '

—

•—!

1940 1950 1960 1970 1975 1980 1985 1990 1996

D Ordinary

D Group

Continued on page 498
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b. The following graph reflects the data presented in the table at the top of page 494.

Dow Jones Industrial Average

^High
^-Low

1990 1991 1992 1993 1994 1995 1996 1997 1998

c. The following pie chart reflects the data presented in the table on page 481.

Distribution of Personal Income

in 1996 (in Billions of Dollars)

886.9

23^.6

Personal Taxes

D Personal Savings

Disposable Personal

Income

5608.3



SECTION 17
Other Business Documents

General Format Considerations (^^1701-1702)
Margins (^1701)

Headings (111702)

Executive Documents (Htjl703-1707)
Agendas {^[1703)

Minutes (^1704)

Itineraries (111705)

Fax Cover Sheets (111706)

News Releases (111707)

E-Mail(lllJ1708-17n)

Resumes Ctl^l71 2-1717)
Preparing a Resume (111712)

Choosing a Standard Format (1(1713)

Formatting a Scannable Resume (11111714-1717)

Other Employment Documents (^1J1718-1721)
General Guidehnes (111718)

AppHcation Letters (111719)

FoUow-Up Letters (111720)

Acceptance Letters (111721)

Outlines (Hljl722-1727)

Guidelines for Designing Forms (^1|1728-1729)



500 Part 2 • Techniques and Formats

111701

Section 17 provides models for a number of common business documents. The models reflect

formats widely used, but they are not to be regarded as rigid patterns that must be followed

without deviation. Feel free to modify these formats to fit the needs of the situation at hand.

As always, good sense and good taste (rather than an artificial notion of "absolute correct-

ness") should prevail.

IMPORTANT NOTE: Your word processiug software may provide templates for many of the docu-

ments discussed in Section 17. If you decide to use a template provided by your software, you

may find it helpful to examine the corresponding model in this section to see whether there

are certain features or details that are worth adding to the basic template.

General Format Considerations
Paragraphs 1701-1702 deal with the issues of estabhshing margins and the treatment of

headings. These format considerations apply to all the specific types of documents discussed

later in Section 17.

Margins

1701 a. Top Margin. If you are using plain 8V2" x 11" stationery for the furst page of a

business document, use a top margin of about 2 inches. However, accept the

default top margin of 1 inch in order to fit more copy on the page and avoid the

need for a second page. If you are using letterhead stationery for the first page,

leave at least 0.5 inch between the letterhead and the first element to be typed.

If the document requires more thcin one page, use plain paper for the continua-

tion pages and leave a top margin of 1 inch.

b. Side Margins. If you are using SYz" x 11" stationery, the default side margins

(1.25 inch for Microsoft Word, 1 inch for WordPerfect) should be adequate in

most cases. However, you may increase the side margins if you wcint to achieve

a more open look or a more balanced arrangement of copy on the page. (See, for

example, the illustration on page 504.)

NOTE: The table in ^1305b offers guidelines on adjusting side margins.

c. Bottom Margin. Leave a bottom mcirgin of at least 1 inch.

Headings

1702 a. The main heading typically consists of the title of the document or the name of

the organization. It ordinarily appears centered on the first line in all-capital let-

ters. Additional details (such as a date or a location) appear in capital and small

letters on separate Hues, with 1 blank line between them.

NOTE: If any item in the heading requires more than 1 line, type the turnover line

single-spaced, centered on the line above.

b. Use boldface for at least the first item in the heading. The remaining items in the

heading may also be done in boldface (see the illustration on page 505) or in reg-

ular type (see the illustration on page 504).

c. Leave 1 blcink line—or, for a more open look, 2 blank lines—^between the last line

of the heading and the body of the document. The illustration on page 503 shows
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the use of 1 blank line; the illustrations on pages 504-506, 508, and 510 show
the use of 2 blank hues.)

d. If a document requires more than one page, insert a continuation heading hke the

one used on the second page of a letter. Use the header feature to create and auto-

matically position the continuation heading. (See ^1384 for further details.)

NOTE: The second page of a resume typically uses a sHghtly different continuation

heading. (See pages 521, 523, and 525 for examples.)

Executive Documents
The following paragraphs (Ml 703-1 707) present commonly used formats for agendas, min-

utes, itineraries, fax cover sheets, and news releases.

Agendas

1703 An agenda is a Ust of items to be considered or acted upon. The format of an agenda

varies with the circumstances. The agenda for an informal staff meeting may be

done as a simple numbered Hst of topics in a memo addressed to the attendees. (See

the illustration on page 503.) The agenda for a formal meeting (for example, of a cor-

porate board of directors) will typically call for a more structured hst of topics. (See

the illustration on page 504.) The agenda for a formal program (for example, for a

conference or a seminar) will be structured around a timetable, with specific time

slots allotted to formal presentations by speakers and topical discussions in small

groups. (See the illustration on page 505.)

There is no "correct" way to set up an agenda. The illustrations on pages 503-505

are intended only to suggest various ways in which an agenda can be formatted. The
format you decide to use should be tailored to fit the needs of the meeting or pro-

gram being planned.

Minutes

1704 Minutes provide a record of what was discussed and decided upon at a meeting. Tlie

minutes of small committee meetings vidthin an organization are usually done in an

informal style, in much the same way that the agendas for such meetings are also

prepared. (Compare the informal agenda on page 503 with the informal minutes on

page 506.) When the participants at a meeting come from a number of different orga-

nizations (as they would, for example, at meetings of professional associations and

societies), the minutes tend to be somewhat more formal. And when the minutes

may have to serve some legal use, they are typically done in a highly formal style.

According to the American Society of Corporate Secretaries, increasing government

regulation and stockholder lawsuits make it critically important that the minutes of

a meeting of a corporation's board of directors be complete and accurate, since they

may have to serve as legal evidence of what the corporation's directors did or intend-

ed to do. The short form of corporate minutes (illustrated on page 508) simply

describes the decisions that were made, along with some brief indication of the key

facts on which those decisions were made. By contrast, the long form describes in

some detail the arguments for and against the decisions finally arrived at.
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Itineraries

1705 An itinerary should clearly set forth the travel arrangements and the appointment

schedule of the person making the trip. If the itinerary is intended only for the use

of the person traveling, it should be possible to eliminate certain items and abbrevi-

ate details that the person is quite famihar with. However, if the itinerary will be dis-

tributed to others (who may need to contact the person who is traveling)
,
present

the information as fully and as clearly as possible. (For example, see the illustration

on page 510.)

Fax Cover Sheets

1706 Most messages sent by fax (facsimile) equipment are accompanied by a fax cover

sheet that indicates (1) the name and the fax number of the person receiving the fax,

(2) the name and fax number of the person sending the fax, (3) the number of pages

being sent, and (4) the name and the telephone number of the person to be called in

case the transmission is not satisfactorily completed. There are different ways to

prepare a fax cover sheet. Your word processing software may provide a fax tem-

plate that you can use as is or modify to suit your preferences. If you are designing

a fax cover sheet as a form to be filled m by hand, you will need to add fill-in lines.

(See the illustration on page 511.)

NOTE: The ready availability of small stick-on labels that accommodate all the essen-

tial information in a compact form is appecding to many people, who are pleased to

save time and money as a result of not having to create or transmit a separate fax

cover sheet. Therefore, do not feel compelled to use a fax cover sheet if a commer-

cially prepared stick-on label will serve your purpose.

News Releases

1707 A news release (also referred to as a press release) is an announcement made by an

organization about news that it considers important—for example, the acquisition

of (or the merger with) another organization, the hiring or the promotion of key execu-

tives, the physical expcinsion or relocation of the organization, the achievement of

better than expected financicd goals, and the celebration of organizational anniver-

saries and other key events.

A news release is distributed to members of the media (representing newspapers,

magazines, TV and radio stations, and Web sites) and to others who help shape pub-

He opinion (such as financial analysts and advertismg agencies). This distribution is

undertaken with the hope that these various people Avill bring this news to the atten-

tion of the audiences they serve. Because the recipients of news releases are typi-

Ccdly inundated with these documents on a daily basis, it is important that your

news release try to present its message in a manner that will make it seem truly

newsworthy.

Your word processing software may provide one or more templates that you can use

as is, or you may prefer to create your own template along the lines of the model

illustrated on page 512.

Text continues on page 514



Section 17 • Other Business Documents 503

Agenda—Informal (Memo) Stjde

B

f2x
MEMO TO: Marketing Managers Committee

FROM: Dorothy Innie «3^i'j

DATE: JulylO, 2000 _

SUBJECT: Agenda for July 20 Meeting
, _ „^
f 2 or 3x

Our July 20 meeting will begin at 9:30 a.m. in the small conference room located on the

second floor. (The large conference room, where we normally meet, has been reserved

by Mrs. Harper for an all-day meeting.)

Please come prepared to discuss the following topics: _
|2x

1 . Sales through June for each product line.

Year-end sales forecast vs. budget for each product line.

Recommendations for changes in this year's marketing plans and requests for

supplemental funding.

Proposed changes in next year's marketing strategies.

Preliminary marketing budgets for next year. (Please put these in writing for me
so that I can share them with Bill Carr, our friendly bean counter in the Finance

Department.)

Distribution: , _
|2x

G. Albers

R. Pagan

K. Garcia-Lorca

S. Koechlin

F.Li

C. Mandel

T. Pavlick

P. Washington

A Memo Format. For the format of a memo done on plain paper (as shown here) or on letter-

head stationery, see ^1393.

B Nmnbered List. If you use the numbered hst feature of your word processing program,

each item will begm at the left margin, turnovers will be indented to align with the first

word m the line above, and no space will be left between items. (See 1[1357d for an illus-

tration of a single-spaced Hst created by the numbered hst feature.) To make the hst eas-

ier to read, leave 1 blank line after each item in the hst, as in the illustration above. (For

further details, see 11357d.)

C End Pmictuation. The items in an agenda typically require no end punctuation. However,

if any item involves the use of a complete sentence (as m item 5 in this illustration)
,
place

a period at the end of every item. For details on the use or omission of periods with items

m a hst, see ^107.
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Agenda—Formal Style

A Margins. This agenda has a number of very short items. If it were done using default side

margins, it would have an unbalanced look, with a relatively small left margin and a very

large right margin. Therefore, this agenda has been centered horizontally to achieve a bal-

anced appearance.

B Numbered List. If you use the numbered hst feature of your word processing program,

each item will begin at the left margin and no space will be left between items. Ordinarily,

when the items in a hst contain no turnovers, single spacing is quite acceptable. However,

in a document like an agenda, where each item will be the subject of discussion, the use

of 1 blcink line between items makes the list easier to read cind work with. (For an illus-

tration of a single-spaced hst created by the numbered hst feature, see ^1357d.)

C When a numbered hst contains 10 or more items, the numbered hst feature of your word pro-

cessing program will ahgn the numbers at the left. (See the illustration m ^1357d, note.)

However, you can choose to ahgn the numbers at the right (as in the illustration above).

D End Punctuation. Note that no periods are needed at the end of the items m this illus-

tration. (See also ^107.)

E Formal Items. In a formal agenda it is customary to include such items as Call to order,

Approval of minutes, New business, and Adjournment (or shnilar types of expressions).
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Agenda—Program for a Conference or Seminar

SOFTWARE APPLICATIONS SEMINAR
f2x

Saddle Brook Marriott
f2x

Julv 16-17.2003
2 orSx

B Wednesday, .
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Minutes—Informal (Memo) Style

Marketing Managers Committee

Paula Washington

July 21, 2000
,
_

^
f 2x

Minutes of the Marketing Managers
Committee Meeting of July 20, 2000

2 orSx

Dorothy Innie (presiding), Georgia Albers, Ruth Fagan, Katherine

Garcia-Lorca, Sid Koechlin, Charles Mandel, Tim Pavlick ^
|2x

f^ay Li
, „
f 2x

Bill Carr

I

2 or 3x _

Sales through June for each product line. Each product line is behind budget for

the first six months of the year. Bill Carr of the Finance Department reported that the

company as a whole is running 11.2 percent behind budget and 6.3 percent behind

last year's sales for the first six months. _
|2x

Year-end sales forecast vs. budget for each product line. Ruth Fagan and Sid

K(^wS»*%eg?*»-^Qaded that on tb ^^tjs>-^_recent reoorts from the 5s(^jSales will
^^^^

The next meeting of the Marketing Managers Committee will be held on August 24 in the

iarge conference room (as usual). _
|ZX

Paula Washington _
f2x

f 2x
Distribution:

D. Innle

G. Albers

R. Fagan
K. Garcia-Lorca

S. Koechlin

F.Li

C. Mandel

T. Pavlick
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A Memo Format. For the format of a memo on plain paper (as shown on page 506) or on

letterhead stationery, see 111393.

B Subject Line. For better appearance, the entry following Subject has been broken into two

lines of roughly equal length. (See ^1353d, note.)

C Attendance Data. This block of copy indicates who was present at the meeting (the per-

son who presided is hsted first) , who was absent, and who attended as a guest.

D Content Considerations. List each topic in the order in which it was discussed at the

meeting. (Compare these minutes with the agenda shown on page 503.)

E TVeat each topic as a boldface run-in head, followed by a period and the comments that

relate to that topic (as illustrated here). As an alternative, treat each topic as a boldface

side head, with no period following. The related comments will then appear as a separate

paragraph starting on the second line below. For example:

1. Sales through June for each product line

Each product line is behind budget for the first six months

of the year. Bill Carr of the Finance Department . .

.

F When the items in a numbered hst consist of paragraphs with two or more lines, leave a

blank line between items for better readabihty and a more open look. (See K1357d.)

G Give the date and location of the next meeting in a concluding paragraph, starting at the

left margin.
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Minutes—Formal Style

UNDERLOCK AND KEYE INC.
|2x

Minutes . „

Regular Meeting of Directors
|2x

September 26, 2001

2 orSx

B A regular meeting of the Board of Directors of Underlock and Keye Inc. was

called to order at 4 Riverfront Plaza, Louisville, Kentucky, at 10 a.m. pursuant to the

D notice sent to all directors in accordance with the bylaws. , _
f 2x

E The following directors were present, constituting all the directors: Jared G.

Allison 11, Kenneth L. Calderone, Deborah Dean Daniels, Gary Guyot, Henry Koyama,

Anton Mika, Helen Roberts, Walter F. Tarshis, Samuel A. Tuleja, and D. J. Wikowski.

E Also present by invitation were William Burgos, Thomas Foy, Gregory A.

Herzenberg, Angela J. McGill, and Lester Soaries.

Jared G. Allison II, Chairman, presided and David K. Rust, Assistant Secretary,

recorded the proceedings of the meeting.

F The minutes of the last meeting were approved.

Mr. Allison introduced Gregory A. Herzenberg, Executive Vice President of

Operations, who reported on August operations.

r Henry Koyama i-eviewed the recommendations of the Real Estate Committee on

the matter of building a new facility or renovating the existing facility to accommodate

the Corporation's information processing needs over the next ten years.

B After fiulher discussion, upon motion duly made and seconded, the following

resolutions were unanimously adopted:

RESOLVED, that the Corporation is hereby authorized to undertake

construction and rehabilitation activities with respect to renovating the

The next meeting of the Board will be held on November 28 at 10 a.m.

There being no further business before the meeting, it was, on motion duly made
and seconded, adjourned at 1 ;05 p.m.

4x

Assistant Secretary
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A Heading. Use all-capital letters for the name of the company in the first hne. Use capital

and small letters for the other lines. For the date line, use the date on which the meeting

was held (not the date on which the minutes were prepared). Use boldface for the name of

the company and, if desired, for all the elements in the heading.

B Format Considerations. Use default side margins. Indent the first line of each paragraph

0.5 inch.

C Tteat resolutions as extracts, indented as a block 0.5 inch from each side margin. Type

RESOLVED in all-capital letters, followed by a comma and that (as illustrated). As an

alternative, type RESOLVED followed by a colon and That.

D Content Considerations. Use the opening paragraph to indicate the name of the compa-

ny; the time and the place where the meeting was "called to order" (the first item on the

agenda shown on page 504) ; and whether it was a regular or special meeting.

E Use the next paragraphs to indicate which directors were present (all were in this illus-

tration); which were absent; which company officers and invited guests were present; who

presided; and who recorded the proceedings and prepared the minutes.

F The body of the minutes should note in each paragraph what business was transacted and

what actions were taken.

G Use the next-to-last paragraph to indicate the date and time of the next meeting.

H Use the final paragraph to indicate the time of adjournment.

I Capitalization Style. Minutes done in a formal style use a formal style of capitalization.

Note that short forms such as Corporation and Board are capitalized.

J Also note that in formal minutes such titles as Chairman, Assistant Secretary, and Executive

Vice President of Operations are capitalized when used after a person's name. (See 11313d.)
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Itmeraiy

Tuesday, April 2

6:00 a.m.

7:00 a.m.

8 15 a.m.

f2x
B

9 00a.m.-2:30p.m.

2 30 p.m.

6 30 p.m.

Wednesday, April 3

9:00 a.m.^:00 p.m.

5:25 p.m.

6:40 p.m.

ITINERARY , _
f 2x

For Wallace F. Galloway

AprU 2-4, 2002

f 2x

2or3x

Limo to airport: Town Taxi (555-0140)

f 2x

Depart Rochester, US Airways Flight 401

Arrive Westchester

Limo to meeting: Arthur's Limo (203-555-5347)

Driver will meet you at baggage carousel.

Destination: Bumham & Frye Inc.

225 High Ridge Road
Stamford, CT
203-555-1216

Meet with Ed Bumham and Norbert Pell. They will make
lunch arrangements.

Limo to NYC: Call Arthur's Limo (203-555-5347) if 2:30

pickup time has to be changed.

Hotel: Marriott Marquis

1535 Broadway

212-398-1900

Conf No. 8941HWXQ; late arrival guaranteed

Dinner with Doris and Jack Cunneen; meet at restaurant

(Palio, 151 West 51st Street, 212-245-4850)

I
2x or 3x

Board meeting in headquarters building, 49th floor

Sam Hurley will drive you to the airport.

Depart Newark, Continental Flight 1809

Arrive Washington, Reagan Airport

F

G

A Headings. If the itinerary is to cover more than one day, insert an appropriate side head-

ing above each day's scheduled list of activities.

B Columnar Format. To create this two-column format, use the table feature.

C For the alignment of "clock" times in a column, see ^162 7b.

D Spacing. Leave 1 blank line between entries. Single-space any turnovers.

E Content Considerations. Provide the names of airports only when there is more than one

airport serving the city (in this case, Washington, D.C.).

F Try to provide the first names (rather than simply titles or initials) for all the individuals

whom the traveler is scheduled to meet.

G Provide phone numbers for all transportation services, hotels, and restaurants in case the

plans have to be rescheduled or canceled.
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Fax Cover Sheet

FAX.
BURNHAM & FRYE INC

225 High Ridge Road
Stamford. CT 06905

Date:

To:

Fax Number:

From: A

Fax Number: A

4
Number of pages (including this cover sheet):

Message: B

If any part of this fax transmission is missing or not clearty

received, please call:

Name: B

Phone number:

n

A Format Considerations. If you are using softwcire to create a template for a fax cover

sheet that only you will use, insert any information that will not change (such as your

name and fax number) as a part of the template. However, if you are creating a form to be

used by a number of people, provide blank fill-in lines for this variable information.

B Fill-In Lines. If the entries on the fax cover sheet are hkely to be typed in, use consistent

spacing between fill-in lines and try to arrange the fill-m lines so that all entries can start

at a common point.

Confidentiality Statement. If you are faxing something that is confidential {and this may
sometimes not be a wise thing to do) , add cin appropriate message to the cover sheet.

CONFIDENTIAL

The contents of this fax transmission are confidential. If this transmis-

sion has been directed to the wrong office, please destroy the contents

of this fax immediately and notify [sender's name] at [phone number].

To further ensiu-e the confidentiahty of the transmission, call the appropriate person in the

receiving office and (1) confirm the fax number to be used and (2) confirm that the person

will be standing right by the receiving equipment while the fax is being transmitted.
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News Release

Halsted's product line includes 18 multimedia programs in CD-ROM format on

topics ranging from customer service to teamwork and marketing. All offer a rich mix of

video, audio, graphics, and text, and they also feature interactive exercises and easy

navigation. _

###
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A Heading. The heading should indicate the name and address of the organization sponsor-

ing the news release.

B It should also show the name cuid phone numbers of the person to contact in case more

information is needed.

C The heading should also indicate when the information contained in the news release may

be distributed to the pubhc. In many cases the phrase For immediate release is sufficient.

If the information is to be kept confidential until a specific time and date, the heading

should carry a notation like this:

For release 9 a.m. EST, May 7 2001

D Headline. The text of the news release should begin with a descriptive title and, if desired,

a subtitle.

E Content Considerations. The first paragraph should begin with a bold run-in head that

indicates the city and state of origin and the date on which this material is to be released.

This run-in head is usually followed by a colon or a dash (typical newspaper practice)

rather than a period.

F At the end of the text, leave 1 blank line and type one of the following notations, centered:

three spaced pound signs (# # #) or the phrase -30-. These notations, derived from long-

standing newspaper practice, signify "the end."
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^1708

E-Mail
The volume of e-mail traffic continues to grow at an explosive rate. In 1994 U.S. computers

carried an estimated 776 billion e-mail messages. By 1997 that number tripled to 2.6 trillion

messages, and by 2000 that number was expected to nearly triple again—to 6.6 trilhon mes-

sages. There is good reason for the speed with which this new technology has taken hold:

the use of e-mail serves to overcome the problems associated with the dehvery of regular mail

(referred to as snail mail by some e-mail users) and the frustrations that result from playing

telephone tag (leaving messages but never connecting) . Do keep in mind that e-mail is not

always the best means of communication, particularly when matters need to be treated con-

fidentially (See ^1709d.)

The foUowmg guidelines (Ml708-1 711) suggest how to compose and format e-mail mes-

sages so as to make the most of what this technology offers.

1708 Before composing an e-mail message, remember that the person you are addressing

may receive more than 100 such messages a day. Many recipients report increasing

frustration over the time it takes to read each day's e-mail messages, especially if

many of those messages are the electronic equivalent of junk mail. To avoid frus-

trating the recipients of your e-mail:

a. Keep the distribution of your e-mail messages to a minimum. Given the ease of

transmitting an e-mail message to everyone on an existing mailing hst, you could

be sending messages to people who don't need to see them and thus be adding to

their e-mail overload.

b. Keep your messages short. Try to hold the overall length to the number of lines

that will fit on one screen. Limit each line to a maximum of 80 characters.

c. Consider how much background your reader needs to have in order to understand

your message. If you are responding to an issue raised in the earher e-mail mes-

sage, it is a great temptation to repeat the earher message along with your

response. TYy to paraphrase the ecirher message as briefly as possible so as to

spare your reader uimecessary verbiage.

d. Provide a subject line for each message you compose. A subject line helps the

recipient of a great many messages screen them quickly to determine which

require the fastest action. (See ^171 lb.)

e. Restrict each message to one subject. It is better to send two separate messages

than to cover several topics in one message.

f. Organize your sentences in short, single-spaced paragraphs to make your mes-

sage easier to understand. Do not indent the opening line of each paragraph, but

leave 1 blank line between paragraphs.

g. Edit and proofread each message carefully, and make the necessary corrections

before sending the message. Because e-mail messages are usually composed on

the computer, it is easy to make (and overlook) mistakes in grammcir, usage,

speUing, and style. (See M1202-1204.)

NOTE: Some e-mail systems provide spelling and grammar checkers, but these

devices do not relieve you of the responsibility to check your own material with

great care.
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h. Do not use all-capital letters in your messages. (This practice is considered to be

the equivalent of shouting.) Follow the standard rules of capitalization.

1709 When you are composing e-mail messages, keep these points in mind:

a. Watch your tone in composing the message. Before you send it, read the message

from the recipient's point of view to make sure that your words and your tone are

not likely to be misconstrued.

NOTE: Some e-mail users insert smileys [for example, :-)] in their messages to indi-

cate their feelings about what they are writing. However, many people find the

use of smileys overly cute and feel they are no more necessary in e-mail messages

than in any other kind of written communication. (For further discussion of this

issue, see the entry for Smiley in Appendix B.)

b. Do not send a message composed in anger (an act known as flaming). Moreover,

if you receiveflames (angry messages) , it is wiser to ignore them than to respond

in kind.

c. Do not use e-mail to send unsolicited ads or other material that the recipient is

likely to regard as junk mail. People who receive such material often take

revenge by responding with flames. Some recipients may go so far as to make use

of special programs referred to as bozo filters. These programs automatically

intercept and delete all future messages from such bozos.

d. Put nothing in an e-mail message that you would not want anyone other than the

intended recipient to see. For example, do not provide confidenticd information

that could wind up in the wrong hands. Moreover, do not use e-mail if you want

to criticize or reprimand someone. In all such cases use another medium of com-

munication. Remember: The privacy of the e-mail messages you send cannot be

guaranteed.

e. Respect the privacy of the messages you receive. Do not pass such messages on

to others unless you are sure the sender will not object.

1710 E-mail messages can be distributed through local and wide area networks, bulletin

board systems, online services, and the Internet. Procedures for sending and receiv-

ing e-mail messages will therefore differ, depending on the system you use. Even the

construction of mailing addresses will vary as a result.

a. An e-mail address has two parts separated by @ (the symbol for at).

NOTE: Because of its appearance, the @ symbol is sometimes referred to as a

strudel (a ^e of rolled pastry).

b. The part that precedes @ is called the mailbox. It typically consists of your user-

name (the name you use to sign on to an e-mail system); for example, ritajbella,

rjbella, rjb, or ritaj. However, some systems may assign you an arbitrary mailbox.

c. The part that follows @ is called the domain. It represents the mail system on

which you receive your mail. The domain consists of two or more elements sepa-

rated by periods (referred to as dots) . If you use America Online, the domain is

aol.com; if you use CompuServe, the domain is compuserve.com. (Dots are used

between the elements of the domain but not at the end.) If you are sending e-mail
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to someone within your own domain, you can omit the domain from the e-mail

address.

NOTE: The final element in the domain—called the zone—indicates what kind of

system is being used. For example, .com signifies "commercial," .gov governmen-

tal," .edu "educational," and .org "organizational."

>* For a more detailed discussion of the zones now being used, see fl532.

d. Here are a few sample e-mail addresses.

the President of the United States: president@whitehouse.gov

The Internet Society: isoc@isoc.org

Laboratory for Computer Science at MIT: lcs@mitedu

NewbieNewz [an electronic newsletter for

newcomers to the Internet]: newbienewz-request@io.com

e. Never alter the spacing, the punctuation, the symbols, or the capitalization of an

e-mail address.

>- For guidelines on how to divide a long e-mail address at the end of a line, see ^1539.

1711 The format of an e-mail message is very much like that of a simplified memo. The first

illustration on page 517 shows how an e-mail message looks after the sender has

written it. The second illustration on page 517 shows how the same message will

appear to the person who receives it.

a. After the guide word To or Mail To, insert the recipient's name and e-mail address.

If the message is addressed to more than one person, separate the entries show-

Lag each recipient's name and mailing address by means of a comma or a semi-

colon (depending on the system you use).

b. After Subject or Re insert an appropriate subject line. As noted m ^1708e, try to

deal with only one subject in each message. Since the recipient may look at only

the subject line to decide how important your message is, be siu-e to choose word-

ing that win get you the attention you Wcint.

c. Your e-mail template may provide guide words such as CC or cc so that you can

insert the name and e-mcdl address of anyone who is also intended to receive this

message.

d. Your e-mail template may also provide a guide word such as Reply to. Make an

entry here if you want the recipient to send a response to an address other than

the one shown in the From entry.

e. You do not need to indicate whom the message is from. The software program

will automatically insert your mailing address (as well as yoiu" fuU name) after

From. It will also automatically display the date and time when the message was

transmitted.

NOTE: The program will automatically display additional lines of information such

as routing data. You may also have the option of displaying yotu" conventional

mailing address, your phone number, your fax number, and any other mformation

you wish.
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E-Mail Message Sent

Filed Outgoing Message
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Resumes
Preparing a Resume
1712 When you prepare a resume, keep the following things in mind:

a. The purpose of a resume is not to get you a job but to get you a.job interview.

b. The purpose of a resume is not to tell a prospective employer about your long-

term goals and aspirations but to indicate what you can do for the employer with

the experience you have acquired and the skills you have developed.

c. Do not describe your past jobs in terms of duties and responsibihties. Emphasize

things you have achieved, capabihties you have acquired, decision-making skills

you have put to good use, activities you have initiated, and sales and profits that

have increased (and expenses that have decreased) because of your efforts.

d. Describe your achievements and skills in a way that indicates they are readily

appHcable to other types of jobs and other fields.

e. Do not overstate your achievements by claiming to have accompHshed certain

things single-handedly when it will be clear to the prospective employer that

your achievement had to be part of a team effort. In the attempt to come across

as a self-starter, don't jeopardize your reputation for honesty.

f. While you want your resume to stand out from all the others that are submitted

at the same time, think of how an employer will view your resume. If you're

applying for a job in advertising, design, or some other creative field, an original

format or even an off-the-wall approach may spark the interest you crave. But if

you're after a job in management, finance, or marketing—^where an image of

maturity and dependabihty is important—^you'll gain more ground by emphasiz-

mg how you can help the employer rather than by taking a far-out approach.

g. Weigh the advantages of preparing a custom-tailored resume for each situation

(in which you organize and focus your strengths in hght of a specific employer's

needs) over the savings in time and money that come from preparing a single

resume designed to fit a variety of job opportunities and a range of employers'

needs. When you use a computer, prepciring custom-tailored resumes is easy.

h. Keep the resume as short as possible (no more than two pages). Some employ-

ers may ask for a one-page resume. (See pages 526-527.)

i. Choose a format that yields a clean, uncluttered look. (See pages 520-531.)

j. Do not mention how much you earned in previous jobs or how much you expect

to earn in the future.

k. Do not refer to your age, your marital status, your height and weight, your hob-

bies, or other personal details unless they enhance your suitabihty for the job.

1. Do not supply reasons for having left previous jobs or for gaps in your employ-

ment history. However, do prepare yourself for dealing with these issues if they

come up in the interview.

m. Do not give references on the resume. It is not even necessary to state that ref-

erences are available upon request. Be prepared, however, to supply names,

addresses, eind phone numbers at the interview.
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n. Use good-quality paper (of at least 20-pound weight and preferably 24), and con-

sider having your resume executed and reproduced professionally if you cannot

create a crisp-looking document with the equipment you have at your disposal.

Choosing a Standard Format

1713 There is a wide range of formats you can choose from. Indeed, in a number of books

dealing exclusively with the topic of resumes, you will find as many as a hundred

models showing all kinds of variations in layout and approach. In addition, some word

processing programs provide at least one resume template and suggestions concern-

ing the contents of each section of the document.

The illustrations on pages 520-525 show three different ways to format a standard

resume for Ahson L. Bumbry, who majored in marketing in college, has had a num-

ber of secretarial and administrative positions in the marketing field, and is now
attempting to move up to a managerial job in the same field.

The first two models illustrate the chronological approach, in which a person's

employment history is sequenced by date, starting with the most current job and

working backward. This is the approach most widely used.

In the first model (on pages 520-521) note that the dates for each job are high-

hghted in the left column; the corresponding job title, the name and location of the

employer, and comments about the job are grouped together at the right. Also note

that all the information about job experience typically comes before the information

about education. If you are just out of school and have Httle job experience to cite,

put the educational information first. (See the fourth model described below.)

The second model (on pages 522-523) also Hsts the jobs in reverse chronological

order, but it highUghts the job titles (rather than the dates) in the left column. This

approach is especially effective when your employment history shows steady

upward progress in a chosen field and you are applying for the next logical position

in your career path.

The third model (on pages 524-525) illustrates the functional approach, which

groups a person's achievements and skills m functional areas such as management,

administration, marketing, and writing. The functional approach is the hardest to

implement, but it does have the advantage of grouping your key strengths in mean-

ingful categories (rather than leaving it to the employer to ferret out these patterns

of strength from your chronological job descriptions). This approach is especially

helpful (1) when you are trying to change to another field (since it emphasizes gener-

ic types of abihties that can be apphed in various settings) and (2) when you are try-

ing to play down gaps or frequent job changes in your employment history.

The fourth model (on pages 526-527) illustrates a one-page resume for a person

recently out of school (or soon to complete a college or high school program). This

model is essentially an adaptation of the chronological approach, but because this

person does not have a great deal of job experience to Ust, this resume deals with

the person's educational background first and goes into greater detail about the

courses taken than would otherwise be appropriate.

5* For guidelines on formatting a scannable resume, see f^l 714-1 71 7.
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Resume—Chronological Style (Emphasizing Dates)

ALISON L. BUMBRY
>»5| /<T\ Apartment 145

VJ»/< 395 West Center College Street

•yl-'^^ Yellow Springs. Ohio 45387

Phone: 937-555-7944

Fax: 937-555-8341

E-mail: albiimbry@aol.com

B OBJECTIVE:

EXPERIENCE:

July 1997-Present

E

F

February 1995-

June 1997

May 1993-

January 1995

A marketing management position in which marketing and adminis-

trative experience plus strong writing and computer skills can be

used to maximize sales and profitability of one or more product lines.

ADMINISTRATIVE COORDINATOR FOR DIRECTOR OF
MARKETING, Zimmer & Boyle, Inc., Dayton, Ohio

• Created and managed a database to control budgeted expenses for

advertising and promotion.

• Participated in designing and implementing market research studies

to determine potential size of market for new product lines.

• Coordinated focus group sessions to determine customer attitudes

toward our product lines and those of competitors.

• Initiated desktop publishing program to create space ads, catalogs,

and mailing pieces. Saved the company over $50,000 in the first

year of operation.

ADMINISTRATIVE ASSISTANT TO SALES MANAGER
Zimmer & Boyle Inc., Dayton, Ohio

• Analyzed field sales reports and wrote summaries highlighting

problems requiring Immediate action and those suggesting need

for changes in product design, order fulfillment procedures, and

customer service.

• Resolved customer complaints by taking direct action whenever

possible or by routing the complaint to the appropriate person.

Followed up to ensure complaint was properly handled.

• Supervised a secretary who handled all correspondence and clerical

tasks.

SECRETARY TO MARKETING MANAGER
Crouch and Cowar Incorporated, Toledo, Ohio

• Developed detailed marketing plans, working from rough outlines

provided by marketing manager.

• Created and managed a segmented database of names of customers

and qualified prospects for direct marketing campaigns.

• Wrote copy for mail campaigns and catalogs.

• Established media contacts to obtain free publicity for new products

and special offers.

A Heading. The heading should give all the key data an employer needs to get in touch with

you. One possible arrangement is to present the data in two blocks: one ahgned at the left

margin, the other at the right.

B Objective. Use your "objective" statement to indicate the type of job you're looking for, the

strengths you can bring to the job, and what you think you can accomphsh for the employ-

er's benefit.

C Experience. In this format the dates for each job are featured in the left column.

D At the right, each job history begins with the job title (in all-capital letters), followed by

the employer's name and location (in capital and small letters) on the following line.

E The specific achievements in each job history are presented in a series of bulleted entries.
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ALISON L. BUMBRY Page 2

September 1991-

April 1993

H EDUCATION:

I CONTINUING
EDUCATION:

J COMPUTER
SKILLS:

K COMMUNITY
SERVICE:

ASSISTANT TO DIRECTOR OF PUBLIC RELA'HONS
The Toledo Museum of Art, Toledo, Ohio

• Wrote news releases for new exhibits and special events.

• Wrote, designed, and laid out fund-raising brochures.

• Established and maintained effective media contacts with regional

newspapers and TV and radio stations.

B.S. in marketing, 1991; minor in English

Arizona State University, Tempe, Arizona

• Wrote feature articles for The Arizona Sundial during sophomore

and junior years.

• Created (with two partners) an on-campus birthday celebration

service. Managed the service during junior and senior years.

Tested various direct marketing techniques to solicit orders

from parents of students.

Courses in copywriting, telemarketing techniques, niche marlieting,

and computer graphics, Wright State University, Dayton, Ohio,

1997-1999.

Microsoft Windows 98, Microsoft Word 2000, Microsoft

PowerPoint 2000, Microsoft Money 99, Corel WordPerfect 8,

Corel Quattro Pro 8, Corel Presentations 8, Peachtree Office

Accounting, Adobe PageMaker 6.5 for Windows, Mac OS 8.1,

Adobe Illustrator 8.0, Adobe Photoshop 5.0, QuarkXPress 4.0.

Wrote, designed, and laid out annual fiind-raising brochures (since

1997) for the Dayton Homeless Shelter Coalition, using desktop

publishing and cjjmputer graphics software.

F Note that many entries begin with vigorous verbs (such as created, initiated, resolved, and

supervised] to create the image of a dynamic, take-charge kind of person.

G Note also that to maintain credibihty, the writer uses such terms diS participated in and ae-

ated [with two partners) to acknowledge the contribution of others whenever appropriate.

H Education. Provide information on college and any postgraduate degrees in that order.

Provide information about your high school education only if that is the highest level so

far attained. If you are currently enrolled in a degree program, note this fact along with

an estimated date of completion. For example: Pursuing a two-year program in business

administration at Glendale Community College; will receive an A.A. degree in June 2001.

I Continuing Education. Note any job-related courses you have taken. If you are changing

careers or fields, note any other continuing education activity that shows you are a person

committed to learning new things.

J Special Skills. Note any special skills that could be job-related; for example, mastery of

software programs, experience with certain equipment or machinery, mastery of spoken

or written foreign languages.

K Community Service. Note any activity that is job-related or that shows concern about the

needs of otiiers.

Optional Sections. Also provide job-related information under such labels as these:

Professional Affiliations (memberships). Professional Activities (speeches and pubUshed arti-

cles and books). Military Service, and Special Interests.
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Resume—Chronological Style (Emphasizing Job Titles)

ALISON L. BUMBRY
y^ /"t^ Apartment 145

Mil 395 West Center College Street^ »—^^ Yellow Springs, Ohio 45387

Phone: 937-555-7944

Fax: 937-555-8341

E-mail: albumbry@aol.com

OBJECTIVE:

EXPERIENCE:

A Administrative Coordinator

for Director of Marketing

A marketing management position in which marketing and

administrative experience plus strong writing and computer

skills can be used to maximize sales and profitability of one

or more product lines.

ZIMMER & BOYLE INC., Dayton, Ohio, July 1997 -Present

Administrative Assistant to

Sales Manager

Secretary to Marketing

Manager

B

C Created and managed a database to control budgeted expenses for

advertising and promotion. Participated in designing and imple-

menting market research studies to determine the potential size

of market for new product lines. Coordinated focus group sessions

to determine customer attitudes toward our product lines and
those of competitors. Initiated desktop publishing program to

create space ads, catalogs, and mailing pieces; saved the company
over $50,000 in the first year of operation.

ZIMMER & BOYLE INC., Dayton, Ohio, February 1995-June 1997

Analyzed field sales reports and wrote summaries highlighting

problems requiring immediate action and those suggesting need

for changes in product design, order fulfillment procedures, and

customer service. Resolved customer complaints by taking direct

action whenever possible or by routing the complaint to the appro-

priate person; followed up to ensure the complaint was properly

handled. Supervised a secretary who handled all correspondence

and clerical tasks.

CROUCH AND COWAR INCORPORATED, Toledo, Ohio,

May 1993-January 1995

Developed detailed marketing plans, working from rough outlines

provided by the marketing manager. Created and managed a seg-

mented database of names of customers and qualified prospects

for direct marketing campaigns. Wrote copy for mail campaigns
and catalogs. Established media contacts to obtain free publicity

for new products and special offers.

A Experience. In this format the job titles (rather than the dates) are featured in the left

column.

B At the right the name and location of the organization plus the employment dates are

given on one or two lines.

C Arranging the specific achievements for each job in one paragraph is a common format,

but it is not as readable as the bulleted format used in the resumes on pages 520-521 and

pages 524-525.
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Page 2

THE TOLEDO MUSEUM OF ART, Toledo, Ohio,

September 1991-April 1993

Wrote news releases for new exhibits and special events.

Wrote, designed, and laid out fund-raising brochures.

Established and maintained effective media contacts with

regional newspapers and TV and radio stations.

B.S. in marketing, 1991; minor in English

Arizona State University, Tempe, Arizona

Wrote feature articles for The Arizona Sundial during sopho-

more and junior years. Created (with two partners) an on-

campus birthday celebration service; managed the service

during junior and senior years. Tested various direct market-

ing techniques to solicit orders from parents of students.

Courses in copywriting, telemarketing techniques, niche

marketing, and computer graphics, Wright State University,

Dayton, Ohio, 1997-1999.

COMMUNITY SERVICE

Microsoft Windows 98, Microsoft Word 2000, Microsoft

PowerPoint 2000, Microsoft Money 99, Corel WordPerfect 8,

Corel Quattro Pro 8, Corel Presentations 8, Peachtree Office

Accounting, Adobe PageMaker 6.5 for Windows, Mac OS 8.1,

Adobe Illustrator 8.0, Adobe Photoshop 5.0, QuarkXPress 4.0.

Wrote, designed, and laid out annual fund-raising brochures

(since 1997) for the Dayton Homeless Shelter Coalition, using

desktop publishing and computer graphics software.
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Resume—Functional Style

A Sideheads. In this illustration the customary sidehead EXPERIENCE in the left column

has been replaced hyACHIEVEMENTS because the term experience has been used in two

of the sideheads ia the right column.

B Note how the wording of the "objective" statement (in which marketing and administrative

experience plus strong writing and computer skills) provides the springboard for the func-

tional sideheads in tiie right column (MARKETING EXPERIENCE, ADMINISTRATIVE
EXPERIENCE, WRITING SKILLS, and COMPUTER SKILLS).

C Note how the entries under these sideheads in the right column have been reordered (and

in some cases reworded) so as to emphasize the appUcant's strengths in each functional

area, independent of the job setting in which these strengtiis were developed.
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D EMPLOYMENT
raSTORY:

Initiated an in-house desktop publishing program. Saved

tlie company over $50,000 in the first year of operation.

Designed and laid out space ads, catalogs, mailing pieces,

and ftmd-raising brochures.

Created and managed a database to control budgeted ex-

penses for advertising and promotion.

Created and managed a segmented database of names of
customers and qualified prospects for direct marketing

campaigns.

Microsoft Windows 98, Microsoft Word 2000, Microsoft

PowerPoint 2000, Microsoft Money 99, Corel WordPerfect 8,

Corel Quattro Pro 8, Corel Presentations 8, Peachtree Office

Accounting, Adobe PageMaker 6.5 for Windows, Mac OS 8.1,

Adobe Illustrator 8.0, Adobe Photoshop 5.0, QuarkXPress 4.0.

Administrative coordinator for director of marketing,

Zimmer & Boyle Inc., Dayton, Ohio, July 1997-PresenL

Administrative assistant to sales manager, Zimmer &
Boyle Inc., Dayton, Ohio, February 1995-June 1997.

Secretary to marketing manager. Crouch and Cowar
Incorporated, Toledo, Ohio, May 1993-January 1995.

Assistant to director of public relations, the Toledo

Museum of Art, Toledo, Ohio, September 1991-April

1993.

EDUCATION:

CONTDWING
EDUCATION:

COMMUNITY SERVICE:

B.S. in marketing, 1991; minor in English

Arizona State University, Tempe, Arizona

• Wrote feature articles for The Arizona Sundial during

sophomore and junior years.

• Created (with two partners) an on-campus birthday cele-

bration service. Managed the service during junior and

senior years. Tested various direct marketing techniques

to solicit orders from parents of students.

Courses in copywriting, telemarketing techniques, niche

marketing, and computer graphics, Wright State University,

Dayton, Ohio, 1997-1999.

Wrote, designed, and laid out annual fund-raising brochures

(since 1997) for the Dayton Homeless Shelter Coalition, using

desktop publishing and computer graphics software.

D Employment History. Although this section would not appear in a purely "functional"

resume, an employment history provides prospective employers with a brief chronological

Usting of previous job titles, tiie name and location of previous employers, and employ-

ment dates. Including this section in a functional resume often serves to moUify employ-

ers who are more comfortable with resumes done completely in the chronological style.
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Resume—One-Page Style

RALPH A. PINKHAM
148 Biscay Road

Damariscotta, Maine 04543

207-555-3266

OBJECTI\'E: To gain experience as a bank teller as a first step toward a career in

banking.

A EDUCATION: A.A. in business management, 1999

University ofMaine, Augusta, Maine

Courses in accounting, business communication, business manage-

ment, finance, and office technology.

B Academic scholarships, 1997-1999. Member of the intramural

wrestling team, 1997-1998. Tutor in a university-sponsored

community literacy program, 1998-1999.

EXPERIENCE: Sales associate, Reny's, Damariscotta, Maine, June 1999-

Present

Handled cash and credit card transactions, using electronic cash

register. Helped customers with product selections and suggested

tie-in purchases. Resolved customer problems. Assisted in taking

inventory and restocking shelves. Suggested special promotions

and helped design merchandise displays.

Cashier, Pinkham 's Plantation, Damariscotta, Maine, May 1994-

Augustl997

Worked part-time in family-owned business. Handled cash and

credit card transactions. Advised customers on planting and care

of purchased items. Set up special seasonal displays and recom-

mended special pricing arrangements to boost sales.

SKILLS: Strong number sense and quick mastery of electronic cash register

and calculators. Proven ability to handle large amounts of money
accurately. Outgoing personality with the ability to grasp and to

respond to customers' needs and concerns. Excellent communica-

tion skills in writing, over the phone, and face to face. Mastery of

Microsoft Office and Lotus Notes software. Facility in the use of

e-mail and accessing information on the Web.
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A List your educational achievements in reverse order, starting with your most recent expe-

rience. If you have graduated from a college-level program, you do not need to cite your

high school experience unless mentioning certain courses that you took or certain activi-

ties that you engaged in will enhance your qualifications. In that case, you could make the

following kind of entry:

Lincoln Academy, Newcastle, Maine, graduated in May 1997

Then Ust any significant high school coiu-ses and activities in a paragraph underneath.

B Any special activities or honors connected with your education can be hsted here, or they

can be displayed at the end of the resume in a special section labeled Activities. Creating

a special Activities section makes sense if you also want to cite other significant items

beyond those related to your education.

C In describing the tasks you performed in your Hmited job experience, give special empha-

sis to those activities that have direct relevance to the job you are now applying for. Ralph

Pinkham's references to handling cash are directly related to the job of bank teller.

Mentioning that he helped customers "with product selections and suggested tie-in pur-

chases" or that he "suggested special promotions" and "special pricing arrangements to

boost sales" indicates that he is the kind of person who takes the initiative in finding ways

to do his job more effectively.

D The section labeled Skills gives you a real opportunity to demonstrate that despite your

lack of previous experience in performing the job you are applying for, you already possess

many of the desirable characteristics of an experienced employee. Ralph Pinkhcim's pre-

vious job experience, though relatively limited, has given him (1) the abihty to handle a lot

of cash competently, (2) the human relations skills needed to deal with customers, and

(3) the abihty to quickly master whatever equipment he is required to use on the job. Even

a seemingly luirelated job like baby-sitting can be described in such a way as to demon-

strate that one has acquired a variety of coping skills that carry over into the areas of man-

agement and human relations.

E In order to hold this resume to one page, it is better to describe your educational activi-

ties, your job experience, and yoiu* skills in paragraph style rather than as bulleted items

in a hst.

NOTE: This illustration of a one-page resume is specifically designed for someone who is

recently out of school and does not have much work experience. However, individuals with

a great deal of work experience can also make effective use of a one-page format. In that

case, the section deeding with educational achievements should /o//oz^ the sections deal-

ing with work experience and skills.
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111714

Formatting a Scannable Resume
1714 Scannable resumes represent a significant innovation in the job-seeking process.

They serve to match the best-qualified appHcants with job openings that currently

exist or that may soon be opening. Scannable resumes permit organizations to sift

through large numbers of resumes by computer m order to identify a smaller (and

much more manageable) number of suitable candidates for a particular job. In effect,

the computer does the first round of screening. Then human beings enter the

process of evaluating qualified mdividuals for a specific opening.

A scannable resume is a hard-copy document designed to be scanned by an optical

character reader (OCR) into a computerized database, where a computer will mi-

tially screen individual resumes for keywords that also show up in the description

posted for a particular job opening. The more links between the keywords m a

scannable resume and those in the job description, the more likely that resume (and

the individual who wrote it) will be selected for further evaluation by real people.

a. In plannmg a scannable resume, carefully read the ads and the postmgs for the

kind of job you want. Try to mcorporate in your resume as many keywords from

those job descriptions as you honestly can. Also make heavy use of mdustry jar-

gon, acronyms, and abbreviations, as well as current mdustry buzzwords, even if

these do not actually appear in the ads and the postings, since these are likely to

be the kinds of keywords that the computer has been programmed to focus on. To

increase the total number of keywords in your resume, use synonjrms whenever

possible to avoid repeating the same keywords.

NOTE: If acronyms and abbreviations are used, some authorities recommend that

they be accompanied by the spelled-out forms when they first appear.

b. It is important that a scannable resume pose no difficulties for the OCRs cur-

rently in use. The very techniques and devices that serve to draw the attention of

a human reader may in many cases interfere with the ability of certain OCRs to

accurately transfer the contents of the resume into the computerized database.

Paragraphs 1715-1717 offer a number of guidelmes to help you avoid such prob-

lems when you are formatting a scannable resume.

1715 a. Do not use boldface, itahcs, underlining, script, bullets, logos, shadmg, horizon-

tal or vertical lines, or any other graphic devices. If desired, asterisks may be

used to mtroduce individual items in a list.

b. Do not arrange material in columns. Try to begin everything at the left margin,

and do not justify the right margin (see ^ 1356b).

c. To achieve the sharpest possible image for the sake of accurate scanning, use a

laser printer, black ink, and good-quality paper (of 20- or 24-pound weight).

d. Do not fold or crease the resume. If possible, insert the resume in a plastic sleeve

to keep it clean and wrinkle-free.

e. Try to limit the resume to one page. If more than one page is required, use a paper

cHp (not a staple) to keep the pages together. Moreover, use a continuation head-

ing (as illustrated on page 531).
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1716 As you can tell from 1(1715 and from the illustrations on pages 530-531, the appear-

ance of a scannable resume tends to be quite bland—intentionally so because it has

been designed with the needs of the OCR and not those of a human reader in mind.

For that reason, consider submitting your resume in two ways: (a) in a scannable

format for the initial round of screening and (b) in a more visually attractive format

(as illustrated on pages 520-527) for the benefit of the human readers who will sub-

sequently evaluate you in hght of the openings they have available.

Because of the differences between those two types of resumes, the illustrations on

pages 530-531 show how a standard resume for Ahson Bumbry (featured in the

illustrations on pages 520-525) might be reworked as a scannable resume.

1717 In organizing the sections of a scannable resume, keep these guidelines in mind:

a. Begin with a centered heading block that provides all the key data a prospective

employer needs to get in touch with you. (See the illustration and the annotations

on page 530 for additional details.)

b. Divide the rest of your resume into sections identified by side headings like these:

Objective, Skills, Employment History, Education, Continuing Education. Also con-

sider optional headings such as Community Service. (See the illustration and anno-

tations on pages 530-531 for additional details.)

c. Under the heading Objective, aim for a statement that matches as closely as pos-

sible the job description for the position you want. If a job description is not cur-

rently available for a specific opening, draw on your knowledge of the industry to

describe your objective in language that uses attention-getting keywords.

d. You may Hst all your significant skills under the single heading Skills, or you may
create a number of headings that group your skills appropriately—for example.

Marketing Skills, Administrative Skills, Writing Skills, and Computer Skills (as is

done in the illustration on page 530). No matter how you decide to label this sec-

tion, the material you provide here should also be filled with attention-getting

keywords. Indeed, some authorities recommend labeling this section of the

resume Keyword Profile or Keyword Summary, and some recommend placing this

section at the end of the resume instead of at the beginning.

NOTE: In the illustration on page 530, the material that appears under the various

Skills headings has been derived from the functional-style resume for Alison

Bumbry on pages 524-525.

e. For the sections headed Employment History, Education, Continuing Education,

and optional sections such as Community Service, see the illustration and the aimo-

tations on page 531 for details on how to format materials under these headings.

Continued on page 530
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Scannable Resume

ALISON L. BUMBRY
Apartment 145

395 West Center College Street

Yellow Springs, Ohio 45387

Telephone: 937-555-7944

Fax: 937-555-8341

E-mail: albumbry@aol.com

OBJECTIVE

A position in marketing management in which marketing experience and administrative

expertise plus writing skills and computer skills can be used to promote sales growth and

exceed profit goals for one or more product lines.

B MARKETING SKILLS

C Design and implementation of market research studies. Assessment of potential market

size for new product lines. Coordination of focus group sessions. Assessment of cus-

tomer attitudes toward product lines. Analysis of field sales reports. Pinpointing of

problems for immediate action. Pinpointing of need for changes in product design, order

fulfillment procedures, and customer service. Development of detailed marketing plans

based on input from marketing manager.

B ADMINISTRATIVE SKILLS

C Control of advertising and promotion expense budgets. Resolution of customer com-

plaints. Contacts with newspapers, TV stations, and radio stations for free publicity.

Supervision of secretary.

B WRITING SKILLS

C Preparation of copy for mail campaigns, catalogs, and fund-raising brochures.

Summaries of field sales reports.

B COMPUTER SKILLS

C Start-up of in-house desktop publishing program, with first-year savings of $50,000.

Design and layout of space ads, catalogs, mailing pieces, and fund-raising brochures.

Creation and management of database for control of advertising and promotion expense

budgets. Creation and management of segmented database of customers and qualified

prospects for direct marketing campaigns. Mastery of Microsoft Windows 98, Microsoft

-Word 2000 Microsoft PowerPoint 20^0, Mkrosoft Money 99, Corel WordPerfect 8,

A Heading. On separate single-spaced lines centered in a block, provide your name,

address, and phone number, plus a fax number and an e-mail address if these are avail-

able. Use all-capital letters only for your name. Do not use boldface or any other graphic

device to highlight the information in this heading block.

B Side Headings. Identify each section of a scannable resume with an all-capital side head-

ing. Leave 1 blank line above and below each heading. Do not use boldface, itaUcs, or any

other graphic device to highhght these sideheads.

C Skills. Note how the copy in these sections (drawn from the functional-slyle resume on

pages 524-525) shifts the wording away from action verbs to ke5nvord nouns. Also note

that the copy under each side heading is organized as one paragraph consisting of phras-

es, each ending with a period. This arrangement, which takes less space, is not as read-

able as hsting these items on separate lines, but remember that a scannable resume is

designed to be read by an OCR and not by a human pair of eyes.
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B EMPLOYMENT HISTORY

D * Administrative coordinator for director of marketing, Zimmer and Boyle Inc., Dayton, I

Ohio. July 1997 Present.

* Administrative assistant to sales manager. Zimmer and Boyle Inc.. Dayton, Ohio, I

February 1995-June 1997.

* Secretary to marketing manager. Crouch and Cowar Incorporated. Toledo, Ohio,

May 1 99.'? -January 1995.

* Assistant to director of public relations, the Toledo Museum of Art. Toledo. Ohio.

September 1 99 1 April 1993.

B EDUCATION

E B.S. in marketing, 1991. minor in English. Arizona State University, Tempe, Arizona.

Writer of feature articles for The Arizona Sundial during sophomore and junior years. I

Cofounder and manager of on-campus birthday service. Testing of various direct

marketing techniques to solicit orders.

B CONTINUING EDUCATION

F Courses in copy\\riting. telemarketing techniques, niche marketing, and computer

graphics, Wright State University, Daylon. Ohio. 1997-1999.

B COMMUNITY SERVICE

G Writing, design, and layout of annual fund-raising brochures for the Dayton Homeless

Shelter Coalition.

D Employment History. Note that the jobs are listed in reverse chronological order, start-

ing with the most recent job. You may use an asterisk to introduce each job Usting (as in

the illustration above) , but do not use bullets or any other graphic device for this purpose.

Because the duties of each job have already been summarized in the SMlls sections in the

illustration on page 530, there is no reason to repeat them here.

E Education. List your educational experience in reverse order, starting with the most

recent college or graduate program for which you have received (or expect to receive) a

degree. List your secondary education only if you cannot cite enrollment in or completion

of a coUege degree program.

F Continuing Education. Under this heading cite courses you have taken or are now taking

but not as part of a formal degree program.

G Optional Sections. Use such headings as Community Service, Professional Affiliations,

Professional Activities (including honors and awards). Military Service, and Special Interests

to cover any activities that involve job-related skills or that show your involvement in

addressing the needs of others.

M Continuation Heading. Provide a heading that gives your name and the page number

I Elimination of Graphic Elements. Because some OCRs cannot properly scan amper-

sands, note that the ampersand in Zimmer & Boyle has been replaced by and. Moreover,

because some OCRs cannot cope with itahcs or underhning, the title of the university

newspaper

—

The Arizona Sundial—appears without any special display.
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Other Employment Documents
As part of the job-seeking process you will need to write three types of letters: letters of

appHcation, follow-up letters after an interview, and (hopefully] a letter of acceptance.

Specific guidelines cire provided in M1719-1721, but a few general guidelines (H1718) apply

to all employment communications.

General Guidelines

1718 a. Keep your letters short—less than one full page if possible.

b. Resist the temptation to copy sample letters word for word. Draw on these sam-

ples for ideas, but create your ovm letters—letters that communicate the dis-

tinctive flavor of your personality.

c. Edit and proofread your letters carefully. Simple typographiccd errors (not to men-

tion more serious errors in grammar, style, and usage) will create a negative

impression that damages your job-seeking campaign.

d. Always try to address your letters to a specific person, using that person's fuU

name and title. If necessary, call the organization to obtain this information.

NOTE: The model letters on pages 534-537 are all written by Alison Bumbry, the

fictitious person whose job qualifications are set forth in the resumes shown on

pages 520-525 and 530-531. In these letters, Ms. Bumbry is trying to move up

to a marketing management position.

Application Letters

1719 Letters you write to apply for a job will vary to some extent, depending on whether

you are (a) following up on an ad, (b) taking the initiative to find out whether any

openings exist for a person with your skills and experience, or (c) following up on

the suggestion of a mutual friend or acquaintance to explore job opportunities "with

a specific person within an organization. Yet all apphcation letters have the same

three objectives: to indicate what you have to offer the organization, to transmit your

resume, cind to obtain an interview. Consider the following guidelines and the illus-

tration on page 534 when you write an apphcation letter.

a. Before you draft your letter, try to get as much information as you can about the

organization you have in mind. For example, what products or services does it

offer? What special strategy or philosophy governs the way the organization oper-

ates? Such information can help you focus your letter more effectively and will let

the recipient of the letter know that you have taken the initiative to learn some-

thing about the organization.

NOTE: If you are responding to a blind ad (one that provides no organizational

name and only a box number address), you will not be able to undertake this

research. However, the ad will spell out the qualifications desked, something not

usually available when you are simply exploring the possibility of job openings.

b. Begin your letter by indicating whether you are responding to an ad, following up

on the suggestion of a mutucd friend or acquaintcince, or simply exploring what

job opportunities currently exist.
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c. Indicate what you have to offer the organization. If you are responding to an ad

that states the qualifications desired, clearly indicate how your skills and experi-

ence relate to each of the qualifications Usted. If you are simply exploring job

openings, do not focus on specific tasks that you have performed in the past.

Instead, highlight the things you have accomplished as a result of the way you

appUed your skills and experience. This approach will make it easier for someone

to gauge how well you might fit the job available, even if you have not performed

those exact tasks in the past.

NOTE: The recipient of your letter will probably be receiving many other applica-

tion letters at the same time. It is important, therefore, that your letter and your

resume make you stand out from the others. In your letter you should aim to

achieve—in much shorter form—the same things you are trying to achieve in

your resume. (See 1[1712a-d for further details on this point.)

d. The primary short-term objective of this letter is to arrange for an interview.

Rather than wait for the recipient of your letter to call you, indicate that you will

call on a specific date to determine whether an interview can take place. In stat-

ing when you will call, allow enough time for your material to be dehvered and

looked at. Keep in mind that the recipient may be inundated with other matters

or may be traveling and thus may not look at your letter and resume as quickly

as you would like.

NOTE: Keep a record of when you promised to call so that you follow through on

time. Calling a day or two later could suggest that you are not a very good man-

ager of your time.

Follow-Up Letters

1720 After an interview, follow up immediately with a letter that covers the following

points. (Also see the illustration on page 535.)

a. Thank the interviewer for (1) taking the time to see you, (2) giving you better

insight into the available job and the organization you would be working for, and

(3) considering your quahfications in hght of the available job.

b. Reinforce the positive impression you tried to make during the interview, and

briefly restate why you think you would be an asset to the organization.

c. Offer additional information about your qualifications if they were not fully dis-

cussed during the interview. If you promised during the interview to supply addi-

tional information, do so now.

d. Address questions that arose during the interview that you were not fully pre-

pared to answer at the time. If you know (or simply sense) that the interviewer

had some doubts about your qualifications, use this opportunity to overcome such

doubts if you can.

NOTE: If the interviewer made it clear at the time that you were not right for the

current job opening, send a follow-up letter nonetheless. Offer thanks for having

been considered for this job, and express hope that you will be considered for

other jobs that may open in the future. On the other hand, if you decide the job is

not right for you, send a follow-up letter in which you thank the interviewer and

ask not to be a candidate.
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B

ALISON L. BUMBRY
^^ /"/> Apartment 145

Mil -^^^ ^'^'*' Center College Street

•^l"^-^ Yellow Springs, Ohio 45387

March 3, 2001

Mr. Oliver Digby

Director of Human Resources

Hunt and Ketcham Inc.

1228 Euclid Avenue

Cleveland, Ohio 44115

Dear Mr. Digby:

You advertised for a marketing manager in the March 2 Plain Dealer. I have used many
Hunt and Ketcham texts in my computer courses, so I know that your company publishes

books of consistently high quality. As the following comparison shows, my experience

and background come close to satisfying all of the requirements stated in your ad.

Your Requirements

College degree

Knowledge of technical

publishing market

Field sales experience

My Qualifications

B.S. in marketing plus continuing education courses in

marketing and computer software applications

Over six years' experience in sales and marketing divi-

sions of two educational publishing companies

Extensive contact with field sales reps and customers,

resolving a wide range of sales support and customer

service problems

The enclosed resume will provide additional information about my marketing experience.

I would appreciate the chance to meet with you and discuss the ways in which I can help

Hunt and Ketcham achieve its marketing objectives and its profit goals. 1 will call your

office on March 12 to determine whether there is a convenient time for you to see me.

Sincerely,

A Letterhead. The attractive letterhead design that Ahson Bumbry has executed on her

computer will help make her apphcation letter stand out. It is the same letterhead she

used on the first page of her resume.

B First Paragraph. Ahson uses her opening paragraph to indicate how she found out about

the job, what she knows about the organization, and how her qualifications stack up

against the job requirements stated in the ad.

C Displayed List of Qualifications. Ahson does her best to play down her lack of specific

knowledge about the technical pubhshing market and her lack of field sales experience.

In this situation a resume formatted m the functional style (see pages 524-525) will best

highhght her strengths in the areas of marketing, administration, writmg, and computers.

D Final Paragraph. Ahson takes the initiative in saying she will call to see whether an inter-

view can be arranged. At the same time, she stresses her willingness to focus the mter-

view on how she can help the organization achieve its goals and objectives.
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Follow-Up Letter

ALISON L. BUMBRY
yi^

y'-fy
Apartment 145

/\ hS ^95 West Center College Street

y*—^-^ Yellow Springs, Ohio 45387

Phone: 937-555-7944

Fax: 937-555-8341

E-mail: albumbry@aol.com

March 26, 2001

Mr. Oliver Digby

Director of Human Resources

Hunt and Ketcham Inc.

1228 Euclid Avenue

Cleveland, Ohio 441 15

Dear Mr. Digby:

A Thank you for taking the time last Friday to explain why my lack of field sales experi-

ence in the technical publishing market would prevent me from being considered for the

marketing manager's position at Hunt and Ketcham.

B Thank you, moreover, for arranging an interview that same day with your director of

sales. Ms. Cantrell gave me a very detailed picture of a field rep's responsibilities. She

also stated that in light of all my prior experience in educational publishing, I ought to

make the transition to technical publishing very easily. I was also encouraged to learn

that after a year or two of experience in the field, 1 would be a strong candidate for any

marketing manager's position that might open at that time.

C Ms. Cantrell has promised to let me know within the next four weeks whether she is in a

position to offer me a field rep's job. If she does, I very much look forward to seeing you

again. In any event, thank you very much for all the help you have given me.

Sincerely,

Alison L. Bumbry

A First Paragraph. Alison thanks the interviewer for clarifying the demands of the job and

pointing out where her qualifications fell short.

B Second Paragraph. AHson thanks the interviewer for steering her to another opportunity

in the organization and for setting up an interview that same day. (Ahson should also send

a follow-up letter to the second person who interviewed hen) Note that she reaffirms her

hope for a marketing management job in a year or two.

C Third Paragraph. AHson ends on a warm note, thanking the first mterviewer for all his

help.
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Acceptance Letters

172 1 Of all employment communications, this is the most pleasant letter to write. Use this

occasion to:

a. Formally accept the job.

b. Confirm the key details of your working arrangements (including starting date)

that have been previously discussed. If any of these details are not clear, ask the

person who hired you to spell them out.

c. Express your pleasure in coming to work for the organization and, more specifi-

cally, in working for the person who has offered you the job.

A First Paragraph. Ahson accepts the job with pleasure, both for its immediate opportuni-

ties and for its long-term prospects.

B Second Paragraph. Ahson uses this paragraph to deal with the technical details involved

in starting a new job.

C Third Paragraph. AHson expresses her pleasure (perhaps a bit too effusively) at the

prospect of working for the person who has offered her the job.

D Final Paragraph. Ahson shows initiative in offering to undertake advance preparation for

the job before she officially starts work.
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Acceptance Letter

ALISON L. BUMBRY
^ ^-|-j Apartment 145 Phone: 937-555-7944

VJ • /< 395 West Center College Street Fax: 937-555-8341

^ L-^-^ Yellow Springs, Ohio 45387 F.-mail: albumbry®aol.com

Apn 130,2001

Ms. Jennifer Cantrell

Director of Sales

Hunt and Keteham Inc.

1228 Euclid .Avenue

Cleveland. Ohio 441 15

Dear Jennifer:

A I am ver>- pleased to accept the job of field sales representative, with the state of Ohio as

my territory. What especially appeals to me is that this job not only represents an excel-

lent opportunity in itself: it provides a springboard for higher-level marketing jobs with

Hunt and Keteham.

B The materials that Oliver Digby sent me answered all my questions about compensation

arrangements and company policies. All the necessaiy paperwork has now been com-

pleted and returned. As I understand it, you want me to start work on June 4, spending

the first month in Cleveland for orientation and training. I assume that someone in your

department will provide me with information about my accommodations during the month
of June.

C I am genuinely excited about the prospect of working with you and for you. From our

conversations I can tell how supportive you are of the people who report to you. When I

think of how much I will learn under your supervision, I realize just how lucky I am to be

joining Hunt and Keteham.

D If there is anything you think 1 should be reading or doing in the next month, please let

me know. I would welcome the chance to get a head start on the job before 1 actually

report for work on June 4.

Sincerely,

Alison L. Bumbry
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Outlines
1722 An outline can be used to plan the content and organization of a document. The out-

line identifies (a) the topics that are to be discussed and (b) the sequence in which

they are to be introduced. In some cases, an outhne may consist of a simple hst of

poiats to be covered. In other cases an outline may contain several levels of

subtopics under each main topic (as in the illustrations on pages 539 and 541).

1723 After you have finished drafting a document, you can use an outHne to review the

document in terms of content and organization. An outline of this kind typically Hsts

the key words or phrases used as headings throughout the document to identify top-

ics and subtopics as they are each introduced. When you use an outline for review-

ing purposes, you can more easily answer questions like these:

• Have all topics been included?

• Have aU topics been fully developed?

• Does the heading structure—^that is, the sequence of heads—provide a balanced

representation of all aspects of the discussion, or are some parts of the text

loaded with heads while other parts have very few?

• Are the heads all worded in a similar way, or are some complete sentences and

others simply phrases?

1724 a. The outhne feature of your word processing software will permit you to create an

outline by scroUing through the text and coding (according to level of subordina-

tion) every heading in the text. If you later decide to revise the heading structure

in the document, you can use the outline feature to generate a new outhne to con-

firm that the document is now better organized.

NOTE: The illustration on page 539 shows an outline created by the outhne feature

(with all the default settings) of Microsoft Word for Wmdows. Note that the out-

line is single-spaced throughout. Moreover, note that the indentions estabhshed

for each level of heading are based on preset tabs and do not permit the start of

each new level of heading to ahgn with the first word in the level above.

b. When you are creating an outline for your own use (say, for planning or review-

ing purposes), an outline produced by the outline feature is quite acceptable.

However, if the outline will be part of a formal document, you should consider

using a more readable format with a more open look and a standard pattern of

cdignments. (See 111725 and the illustration on page 541.)

1725 If you want to devise your own format for an outline, consider these guidelines and

the illustration on page 541.

a. Margins. Use default side and bottom margins. Space down 6 times from the

default top margin of 1 inch to create a top margin of about 2 inches; leave a top

margin of only 1 inch if doing so will prevent the outline from taking a second

page. A one-page outline may also be centered vertically on the page.

b. Heading. Type the title in all-capital letters, and use capital and small letters for

the other lines. Use boldface for the complete heading or, if you prefer, for the title

alone. Leave 1 blank line between lines in the heading, and leave 2 blank lines

below the last line of the heading.
Text continues on page 540
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Outline Format Using the Outline Featiu-e of Microsoft Word for Windows

EQUIPMENT AND SOFTWARE

Orientation for Department Staff

I. INTRODUCnON
11. EQUIPMENT AND SOFTWARE

A. Equipment

m.
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c. Enumerations. The numbers or letters that identify the items at different levels

in an outline should all be followed by a period and 1 or 2 spaces. At the first four

levels, ahgn the numbers or letters on the period.

d. Capitalization. Use all-capital letters for first-level items (those preceded by

roman numerals) . Use capital and small letters for items at all lower levels.

e. Indentions. When using roman numerals to identify first-level items, start the

widest numeral (III or VIII, for example) at the left margin. Align all the other

roman numerals on the period. Ahgn the second level of items (those beginning

with A and B) on the first word after the roman I. Align the third level of items

(those beginning with 1 and 2) on the first word after A in the second level.

However, if the third level of items has more than nine entries, ahgn the number

10 on the fu-st word afterA in the second level; then ahgn all the smgle-digit num-

bers on the period following 10.

f. Spacing Between Items. Leave 2 blank lines above and 1 blank line below each

fu-st-level item. For all other levels, use single spacuig with no blank hues be-

tween items.

1726 The use of numbers and letters with the items in an outhne uidicates the relative

importance of these items to one another. The illustration on page 541 shows six lev-

els of heads, but many outlines do not reqmre that many and a few may reqmre more.

a. In the illustration on page 541, the first level of items is identified by roman

numerals, the second by capital letters, the thu-d by arable numerals, the fourth

by small letters, the fifth by arable numerals in parentheses, and the sixth by

small letters m parentheses.

b. At least two items are needed for each level used in an outline. If your outline

shows a roman I at the first level, it must also show a roman II; if you use a cap-

ital A at the second level, you must also use a capital B; and so on.

1727 The outline feature of your word processing software may also be used to create a

table of contents and a hst of tables or illustrations. (See M1416-1417.)

Guidelines for Designing Forms
1728 When you are designing a form with fill-ta lines:

a. Lay out the fill-in lines so that most entries—and preferably all entries—can

start at the same point. Reducing the number of tab stops required makes the

task of filling out the form a great deal easier. See, for example, the design of the

fax cover sheet on page 511, which permits all entries to begin at the same point.

b. Use double spacmg between the fill-in lines, and make the lines long enough to

accommodate handwritten as well as typed entries.

c. In any case, use equal vertical space between the fill-in lines. In that way no

adjustment in line spacing will be required when the fill-in entries are inserted.
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standard Outline Format

EQUIPMENT AND SOFTWARE „

Orientation for Department Staff

l3x

I. INTRODUCTION
,

l3x

II. EQUIPMENT AND SOFTWARE

A. Equipment

1

.

Computer

a. Drives

(1) Types

(a) Hard

(b) Floppy

(2) Capacity

(a) Hard

(b) Floppy

b. RAM
2. Monitor

3. Modem
4. Mouse
5. Printer

6. Scanner

B. Software

1

.

System

a. MS-DOS
b. MS-Windows
c. Other

2. Applications

a. Standalones

( 1

)

Database

(2) Spreadsheet

(3) Word Processing

(4) Other

b. Suites

3. Registration procedure

a. Fax

b. Mail

c. Online
,

l3x

III. OPERATION „
f 2x

A. Startup

B. Start/Quit a Program

1729 When you are designing a multicolunm form, look for ways to reduce the number of

tab stops required to fill in the form. For example, arrange the top of the form so that

any entries to be inserted in the heading can start at the same point as entries in one

of the columns below.
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Forms of Address

Individuals (111801)

Man With Courtesy Title (111801a)

Woman—Courtesy Title Preference Known (1[1801b)

Woman—Courtesy Title Preference Unknown (HI801c)

Individual—Name Knovm, Gender Unknown (1I1801d)

Individual—Name Unknown, Gender Known (1I1801e)

Individual—Name and Gender Unknown (1I1801f)

Two Men (1I1801g)

Two Women (KlSOlh)

Woman and Man—No Personal Relationship (1[1801i)

Couples (111802)

Married Couple With Same Surname—No Special Titles (111802a)

Married Couple With Same Surname—Husband Has Special Title

(111802b)

Married Couple With Same Surname—Wife Has Special Title (111802c)

Married Couple With Same Surname—Both Have Special Titles

(1I1802d)

Married Couple With Different Surnames (1I1802e)

Married Couple With Hyphenated Surname {1[1802f)

Unmarried Couple Living Together (1I1802g)

Organizations (111803)

Organization of Women and Men (111803a)

Organization of Women (111803b)

Organization of Men (111803c)

Professionals (1(1804)

Lawyers (111804a)

Physicians and Others With Doctoral Degrees (111804b)

Education Officials (111805)

President of College or University (1[1805a)

Dean of CoUege or University (111805b)

Professor (H 1805c)

Superintendent of Schools (1ll805d)

Member of Board of Education (1ll805e)

Principal (1I1805f)

Teacher (1I1805g)
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Government Officials (511806)

President of the United States (111806a)

Vice President of the United States (111806b)

Cabinet Member (111806c)

United States Senator (1I1806d)

United States Representative (1I1806e)

Chief Justice of the United States (1I1806f)

Associate Justice of the U.S. Supreme Court (1ll806g)

Judge of Federal, State, or Local Court (1ll806h)

Governor (1I1806i)

State Senator (111806J)

State Representative or Assembly Member (111806k)

Mayor (1118061)

Diplomats (111807)

Secretary General of the United Nations (111807a)

Ambassador to the United States (111807b)

Minister to the United States (111807c)

American Ambassador (1I1807d)

Members of the Armed Services (111808)

Army, Air Force, and Marine Corps Officers (111808a)

Navy and Coast Guard Officers (111808b)

Enlisted Personnel (HI808c)

Roman CathoUc Dignitaries (111809)

Pope (111809a)

Cardinal (111809b)

Archbishop and Bishop (111809c)

Monsignor (1I1809d)

Priest (1I1809e)

Mother Superior (111809f)

Sister (1I1809g)

Brother (1[1809h)

Protestant Dignitaries (111810)

Protestant Episcopal Bishop (111810a)

Protestant Episcopal Dean (111810b)

Methodist Bishop (111810c)

Minister With Doctor's Degree (1I1810d)

Minister Without Doctor's Degree (1[1810e)

Jewish Dignitaries (111811)

Rabbi With Doctor's Degree (111811a)

Rabbi Without Doctor's Degree (111811b)
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The following forms are correct for addressing letters to individuals, couples, organizations,

professional people, education officials, government officials, diplomats, military personnel,

and religious dignitaries. Some writers now omit courtesy titles with the names of individu-

als and married couples. For examples, see M1323d, 1349a, 1366a.

IMPORTANT NOTE: In the salutatious that follow the forms of address, the most formal one is

hsted first. Unless otherwise indicated, the eUipsis marks in the salutation stand for the sur-

name alone.

Because of space limitations, only the masculine forms of address have been given in

some illustrations. When an office or a position is held by a woman, make the following

substitutions:

For Sir, use Madam. For Ms, use Her.

For Mr. followed by a name [for example, For Mr. followed by a title

Mr. \^fyatf), use Miss, Mrs., or Ms., whichever (for example, Mr President, Mr

is appropriate. Secretary, Mr Mayor), use Madam.

>- For a detailed discussion of how to construct inside addresses, see n1317-1343; forfurther

information on salutations, see ff1346-1351; for details on how to handle addresses on

envelopes, see ni389-1390.

1801 Individuals

a. Man With Courtesy Title

Mr. ... [full name]

Address

Dear Mr . . .

:

b. Woman—Courtesy Title

Preference Known

Ms. Cor Miss or Mrs.)

.

Address

(full name]

Dear Ms. [or Miss or Mrs.]

NOTE: Always use the title that a woman
prefers.

c. Woman—Courtesy Title

Preference Unknown

Ms. ... [full name]

Address

Dear Ms. . . .

:

OR: ... [full name with no title]

Address

Dear . . . [first name and surname]:

d. Individual—^Name Known,

Gender Unknown

. . . [full name with no title]

Address

Dear . . . [first name or initials plus

surname]:

e. Individual—Name Unknown,

Gender Known

. . . [title of individual]

. . . [name of organization]

Address

Madam:

Dear Madam:

OR: Sir:

Dear Sir:

f. Individual—^Name and Gender

Unknown

. . . (title of individual]

. . . (name of organization]

Address

Sir or Madam:
Dear Sir or Madam:

OR: Madam or Sir:

Dear Madam or Sir:

g. TWo Men
Mr ... (full name]

Mr. ... [full name]

Address

Gentlemen:

Dear Messrs. . . . and

Dear Mr. ... and Mr.

[see ^1349)
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h. TWo Women
Ms. ... (full name)

Ms. ... (full name)

Address

Dear Mses. (or Mss.) .

Dear Ms. ... and Ms. ,

and

OR: Mrs. . . . (full name)

Mrs. . . . (full name)

Address

Dear Mesdames ... and ... : (see ^1349)

Dear Mrs. ... and Mrs. . . .

:

OR: Miss . . . (full name)

Miss . . . (full name)

Address

Dear Misses

Dear Miss .

.

. . and . .

.

and Miss

OR:

OR:

Ms. ... (full name)

Mrs. . . . (full name)

Address

Dear Ms. ... and Mrs.

Miss . . . (full name)

Ms. ... (full name)

Address

Dear Miss . . . and Ms.

OR: Mrs. . . . (full name)

Miss . . . (full name)

Address

Dear Mrs. . . . and Miss . . .

:

i. Woman and Man—No Personal

Relationship

Ms. (OR Mrs. OR Miss) . . . (full name)

Mr. ... (full name)

Address

Dear Ms. (or Mrs. or Miss) . .

.

and Mr. . . .

:

OR: Mr. ... (full name)

Ms. (or Mrs. or Miss) .. . (full name)

Address

Dear Mr. ... and Ms. (or Mrs.

OR Miss) . . .

:

HOTE: When addressing a widow, choose

the form for the inside address and the

salutation that the widow uses in her

signature line. (See ^1366e for examples

of the various styles that a widow has to

choose from.)

111802

1802 Couples

a. Married Couple ^th Same
Surname—No Special Titles

Mr. and Mrs. . . . (husband's full name)

Address

Dear Mr. and Mrs. . . . (husband's

surname):

OR: ... (wife's first name) and

. . . (husband's first name and

surname) (see ^ 1323d)

Address

Dear . . . (wife's first name) and

. . . (husband's first name and

surname):

OR: ... (husband's first name) and . .

.

(wife's first name) . .

.

(husband's surname)

Address

Dear . . . (husband's first name)

and . . . (wife's first name) . .

.

(husband's surname):

b. Married Couple With Same

Surname—Husband Has

Special Title

Dr. and Mrs. . . . (husband's full name)

Address

Dear Dr. and Mrs. . . . (husband's

surname):

c. Married Couple With Same

Surname—Wife Has Special Title

Senator . . . (wife's full name)

Mr. ... (husband's full name)

Address

Dear Senator and Mr. ... (husband's

surname):

d. Married Couple With Same

Surname—Both Have Special Titles

Dr. ... (wife's full name)

Dr. ... (husband's full name)

Address

Dear Drs. ... (husband's surname):

OR: Captain .

.

Professor

.

Address

(husband's full name)

. . (wife's full name)

Dear Captain and Professor .

.

(husband's surname):

Forforms of address for teenagers and younger children, see fl322d-e.
d nba e546
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e. Married Couple 'With. Different

Surnames

Ms. Cor Miss] . . . (wife's full name]

Mr. ... [husband's full name)

Address

Dear Ms. [OR Miss] . . . [wife's

surname) and Mr. ... [husband's

surname):

OR: Mr. ... [husband's full name)

Ms. [OR Miss] . . . [wife's full name)

Address

Dear Mr ... [husband's sumame)

and Ms. (OR Miss] . . . [wife's

sumame):

NOTE: If either spouse lias a special title

Oike those shown in ^1802b-d], use that

special title here as well.

f. Married Couple With Hyphenated

Sumame
Mr. and Mrs. . . . [husband's first name
and middle initial, plus wife's original

surname followed by hyphen and hus-

band's surname)

Address

Dear Mr and Mrs. . . . [wife's original

surname followed by hyphen and hus-

band's surname):

g. Unmarried Couple Living Together

Ms. (OR Miss] . . . [full name)

Mr ... [full name)

Address

Dear Ms. (or Miss] ... and Mr . . .

:

OR: Mr ... [full name)

Ms. (OR Miss] . . . [full name)

Address

Dear Mr ... and Ms. (OR Miss] . . .

:

1803 Organizations

a. Organization of Women and Men

. . . [name of organization)

Address

Ladies and Gentlemen:

Gentlemen and Ladies:

Dear . . . [name of organization):

(see ^ 1350c]

OR: Mr ... [name of organization head)*

President [or other appropriate title)

. . . [name of organization)

Address

Dear Mr ... :*

OR: Chief Executive Officer [or other

appropriate title)

. . . {name of organization)

Address

Sir or Madam:

Madam or Sir:

Dear Sir or Madam:

Dear Madam or Sir:

b. Organization of Women
. . . [name of organization)

Address

Mesdames: (see 111349)

Ladies:

c. Organization of Men

. . . [name of organization)

Address

Gentlemen:

1804 Professionals

a. Lawyers

Mr ... [full name)*

Attorney-at-Law

Address

OR: ... [full name), Esq.t

Address

Dear Mr ... :*

b. Physicians and Others With

Doctoral Degrees

Dr ... [full name)

Address

OR: ... [full name), M.D.t

Address

Dear Dr . . .

:

1805 Education Officials

a. President of College or University

. . . [full name, followed by comma and

highest degree)

President, . . . [name of college)

Address

*See the note at the top of page 544.

+When an abbreviation such as Esq., M.D., or Ph.D. follows a name, do not use a courtesy title such as Mr.,

Ms., or Dr. before the name. (See also OT518c, 519c.)
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OR: Dr. ... (full name)

President, . . . (name of college)

Address

OR: President . . . (full name)

. . . (name of college)

Address

Dear President . . .

:

Dear Dr. . . .

:

b. Dean of College or University

. . . (full name, followed by comma and

highest degree)

Dean, . . . (name of school or division)

. . . (name of college)

Address

OR: Dr. ... (full name)

Dean, . . . (name of school or division)

. . . (name of college)

Address

OR: Dean . . . (full name)

. . . (name of school or division)

. . . (name of college)

Address

Dear Dean . . .

:

Dear Dr. . . .

:

111806

e. Member of Board of Education

Mr. ... (full name)'

Member, . . . (name of city) Board of

Education

Address

Dear Mr. ... :*

f. Principal

Mr. (OR Dr.) . . . (full name)*

Principal, . . . (name ofschooQ

Address

Dear Mr. ... :*

Dear Dr. ...:

g. Teacher

Mr. (OR Dr.) (full name)*

. . . (name of school)

Address

Dear Mr. . . .
:*

Dear Dr. ...:

c. Professor

Professor . . . (full name)

Department of . . . (subject)

. . . (name of college)

Address

OS: ... (full name, followed by comma and

highest degree)

Department of (or Professor of) . .

.

(subject)

.. . (name of college)

Address

OR: Dr. (or Mr.) . . . (full name)*

Department of (or Professor of) . .

.

(subject)

. . . (name of college)

Address

Dear Professor . . .

:

DearDr. (ORMr.)...:*

d. Superintendent of Schools

Mr. (OR Dr.) . . . (full name)*

Superintendent of . .

.

(name of city) Schoo\s

Address

Dear Mr. (or Dr.) . . .
:*

1806 Government Officials

a. President of the United States

The President

The White House

Washington, DC 20500

Mr. President:*

Dear Mr. President:*

b. Vice President of the United States

The Vice President

United States Senate

Washington, DC 20510

OR: The Honorable . . . (full name)

Vice President of the United States

Washington, DC 20510

Dear Mr. Vice President:*

c. Cabinet Member

The Honorable . . . (full name)

Secretary of . . . (department)

Washington. DC ZIP Code

Dear Mr. Secretary:*

d. United States Senator

The Honorable . . . (full name)

United States Senate

Washington, DC 20510

•See the note at the top of page 544.

tWhen an abbreviation such as Esq., M.D., or Ph.D. follows a name, do not use a courtesy title such as Mr,

Afe.,or2)j: before the name. (See also 1115180, 519c.) o • j ^ e^o
Continued on page 548
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YI1807
OR: The Honorable . . . [full name)

United States Senator

Local address

Dear Senator . . .

:

e. United States Representative

The Honorable . . . [full name)

House of Representatives

Washington, DC 20515

OR: The Honorable . . . (full name)

Representative in Congress

Local address

Dear Representative . . .

:

Dear Mr. ... :*

f

.

Chief Justice of the United States

The Chief Justice of the United States

[see 11313b)

Washington, DC 20543

OR: The Chief Justice

The Supreme Court

Washington, DC 20543

Dear Mr. Chief Justice:*

g. Associate Justice of the

U.S. Supreme Court

Mr Justice . . . (7asf name only)*

The Supreme Court

Washington, DC 20543

Dear Mr. Justice:*

Dear Justice . . .

:

h. Judge of Federal, State, or

Local Court

The Honorable . . . [full name)

Judge of the . . . (name of court)

Address

Dear Judge . . .

:

i. Governor

The Honorable . . . (full name)

Governor of . . . (state)

State Capital, State ZIP Code

Dear Governor . . .

:

j. State Senator

The Honorable . . . (full name)

The State Senate

State Capital, State ZIP Code

Dear Senator . . .

:

k. State Representative or

Assembly Member

The Honorable . . . (full name)

House of Representatives

[OR The State Assembly)

State Capital, State ZIP Code

Dear Mr. . . .

:*

1. Mayor

The Honorable . . . (full name)

Mayor of . . . (city)

City, State ZIP Code

OR: The Mayor of the City of . .

.

City, State ZIP Code

Dear Mr. Mayor:*

Dear Mayor . . .

:

1807 Diplomats

a. Secretary General of the

United Nations

His Excellency . . . (full name)*

Secretary General of the United Nations

United Nations Plaza

New York, NY 10017

Excellency:

Dear Mr. Secretary General:*

Dear Mr. . . .

:*

b. Ambassador to the United States

His Excellency . . . (full name)*

Ambassador of . . . (country)

Address

Excellency:

Dear Mr. Ambassador*

c. Minister to the United States

The Honorable . . . (full name)

Minister of . . . (department)

Address

Sir:*

Dear Mr. Minister:*

d. American Ambassador

The Honorable . . . (full name)

American Ambassador

[OR The Ambassador of the United

States of America)

Foreign address of U.S. Embassy

Sir:*

Dear Mr. Ambassador:*

*See the note at the top of page 544.
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1808 Members of the Armed
Services

The addresses of both officers and enlisted

personnel in the armed services should

include title or rank and full name fol-

lowed by a comma and the initials USA,

USN, USAF, USMC, or USCG. Below are

some specific examples with appropriate

salutations.

a. Army, Air Force, and Marine Corps

Officers

Lieutenant General . . . (full name),

USA [OR USAF OR USMC]
Address

Dear General . . . :t

[NOT: Dear Lieutenant General ...

b. Navy and Coast Guard Officers

Rear Admiral . . . [full name], USN [OR

USCG)
Address

Dear Admiral . . . :t

c. Enlisted Personnel

Sergeant . . . (full namej, USA
Address

OR: Seaman . . . (full name), USN
Address

Dear Sergeant [OR Seaman) . . .

:

1 809 Roman Catholic Dignitaries

a. Pope

His Holiness the Pope

OR: His Holiness Pope . . . (given name)

Vatican City

00187 Rome
ITAiy ;^;^v

Your Holiness: '•;:;_.

Most Holy Father:

*See the note at the top of page 544.

+Use the salutation Dear General . . . whether

the officer is a full general or only a heutenant gen-

eral, a major general, or a brigadier general.

Similarly, use Dear Colonel ... for either a fuU colonel

or a heutenant colonel and Dear Lieutenant ... for a
first or a second heutenant. Use DearAdmiral ... for

a fuU admiral, a vice admiral, or a rear admiral.

111809

b. Cardinal

His Eminence . . . (given name)

Cardinal .. . (surname)

Archbishop of . . . (place)

Address

Your Eminence:

Dear Cardinal . . .

:

c. Archbishop and Bishop

The Most Reverend . . . (full name)

Archbishop [or Bishop) of . . . (place)

Address

Your Excellency:

Dear Archbishop [or Bishop) . . .

:

d. Monsignor

The Reverend Monsignor . . . (full name)

Address

Reverend Monsignor:

Dear Monsignor . . .

:

e. Priest

The Reverend . . . (full name, followed

by comma and initials of order)

Address

Reverend Father:

Dear Father . . .

:

Dear Father:

f. Mother Superior

The Reverend Mother Superior

Address

OR: Reverend Mother . . . (name, followed

by comma and initials of order)

Address

Reverend Mother:

Dear Reverend Mother:

Dear Mother . . .

:

g. Sister

Sister . . . (name, followed by comma
and initials of order)

Address

Dear Sister

.

Dear Sister:

h. Brother

Brother . . . (name, followed by comma
and initials of order)

Address

Dear Brother . . .

:

Dear Brother:
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111810

1810 Protestant Dignitaries

a. Protestant Episcopcd Bishop

The Right Reverend . . . (full name)
Bishop of . . . [place)

Address

Dear Bishop . . .

:

b. Protestant Episcopal Dean

The Very Reverend . . . [full name)

Dean of . . . [place]

Address

Dear Dean . . .

:

c. Methodist Bishop

The Reverend . . . [full name]

Bishop of . . . [place]

Address

OR: Bishop . . . [full name]

Address

Dear Bishop . . .

:

d. Minister ^th Doctor's Degree

The Reverend Dr. ... [full name]

Address

OR: The Reverend . . . [full name], D.D.

Address

Dear Dr. ...:

c. Minister "Without Doctor's Degree

The Reverend . . . [full name]

Address

Dear Mr. ... :*

1811 Jewish Dignitaries

a. Rabbi With Doctor's Degree

Rabbi... [full name], D.D.

Address

OR: Dr. ... [full name]

Address

Dear Rabbi (or Dr.) . . .

:

b. Rabbi Without Doctor's Degree

Rabbi . . . [full name]

Address

Dear Rabbi . . .

:

*See the note at the top of page 544.



PART

References

Appendix A. Glossary of Grammatical Terms 552

Appendix B. Glossary of Computer Terms 562

Appendix C. Pronunciation Problems 582



APPENDIX A
GLOSSARY OF GRAMMATICAL TERMS

Active verb. See Voice, active.

Adjective. A word that answers the question what kind (excellent results), how many [four laptops), or

which one (the latest) data. An adjective may be a single word (a wealthy man) , a phrase (a man ofgreat

wealth], or a clause (a man who possesses great wealth). An adjective modifies the meaning of a noun

[loose cannon) or a pronoun [unlucky me, I was wrong).

Adjective, predicate. See Complement.

Adverb. A word that answers the question when, where, why, in what manner, or to what extent. An adverb

may be a single word (speak clearly), a phrase (speak in a clear voice), or a clause (speak as clearly as

you can). An adverb modifies the meaning of a verb, an adjective, or another adverb. (See also Clause,

adverbial.)

We closed the deal quickty. [Modifies the verb closed.')

Caroline seemed genuinely pleased. (Modifies the adjective pleased.)

My presentation went surprisingly well. (Modifies the adverb well.)

Adverbial conjunctive (or connective). An adverb that connects the main clauses of a compoimd
sentence; for example, however, therefore, nevertheless, hence, moreover, otherwise, consequently. Also

referred to as a conjunctive adverb or a transitional expression. (See also 11138a, 178.)

Antecedent. A noun or a noun phrase to which a pronoun refers.

She is the person who wrote the letter. [Person Is the antecedent of who.]

Owning a home has its advantages. [Owning a home is the antecedent of its.)

Appositive. A noun or a noun phrase that identifies another noun or pronoun that immediately pre-

cedes it. (See 11148-150.)

Mr. Mancuso, our chief financial officer, would like to meet you.

Article. Considered an adjective. The definite article is the; the indefinite articles are a and an. (For a
usage note on a-an, see pages 281-282.)

Auxiliary verb. See Verb, helping.

Case. The form of a noun or of a pronoun that indicates its relation to other words in the sentence.

There are three cases: nominative, possessive, and objective. Nouns have the same form in the nomi-

native and objective cases but a special ending for the possessive. (See 11627-652.) The forms (orpro-

nouns are:

Nominative
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Possessive case. Used to show ownership and other relationships. (See ^^627-652, especially the

examples in ^627.)

Your copy of the report contains a statistical analysis. Mine doesn't

Objective case. Used for (1) the object of a verb, (2) the object of a preposition, (3) the subject of

an infinitive, (4) the object of an infinitive, and (5) the complement of the infinitive to be.

Can you help us this weekend? (Object of the verb help.)

Brenda has not written to me. (Object of the preposition to.)

I encouraged her to enter the biathlon. (Subject of the infinitive to enter^

William promised to call me but he didn't (Object of the infinitive to call.)

They believed me to be hen (Complement of the infinitive to be.)

Clause. A group of related words containing a subject and a predicate. An independent clause (also

known as a main clause or principal clause) expresses a complete thought and can stand alone as a sen-

tence. A dependent clause (also known as a subordinate clause) does not express a complete thought and

cannot stand alone as a sentence.

I will go [independent clause) if I am invited (dependent clause).

Adjective clause. A dependent clause that modifies a noun or a pronoun in the main clause.

Adjective clauses are joined to the main clause by relative pronouns (which, that, who, whose, whom).

Their bill, which includes sen/icing, seems reasonable. (Modifies M/.)

Adverbial clause. A dependent clause that functions as an adverb in its relation to the main clause.

Adverbial clauses indicate time, place, manner, cause, piupose, condition, result, reason, or contrast.

These orders can be filled as soon as stock is received. (Time.)

I was advised to live where the climate is dry. (Place.)

She worked as though her life depended on it (Manner.)

Please write me at once ifyou have any suggestions. (Condition.)
;

Because our plant is closed in August we cannot fill your order now. (Reason.)

Coordinate clauses. Clauses of the same rank—independent or dependent.

Carl will oversee the day-to-day operations, and Sheila will be responsible for the finances.

(Coordinate independent clauses.)

When you have read the user's manual and you have mastered all the basic operations, try to deal

with these special applications. (Coordinate dependent clauses.)

Elliptical clause. A clause from which key words have been omitted (See MlOlb-c, 111, 119,

130b, and 1082d.)

Now, for the next topic. Really? Ifpossible, arrive at one.

Essential (restiictive) clause. A dependent clause that cannot be omitted without changing the

meaning of the main (independent) clause. Essential clauses are not set off by commas.

The magazine that came yesterday contains an evaluation of new software.

Nonessential (nonrestiictive) clause. A dependent clause that adds descriptive information but

could be omitted without changing the meaning of the main (independent) clause. Such clauses are

separated or set off from the main clause by commas.

She has had a lot of success with her latest book, vi/hich deals with corporate finance.

Her latest book, which deals with corporate financial analysis, has sold quite well.

Noun clause. A dependent clause that functions as a noun in the main clause.

Whether the proposal will be accepted remains to be seen. (Noun clause as subject)

They thought that the plan was a failure. (Noun clause as object)

Then he said, "Who gave you that information?" (Noun clause as object)
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Comparison. The forms of an adjective or adverb that indicate degrees in quality, quantity, or manner.

The degrees are positive, comparative, and superlative. (See 311071.)

Positive. The simple form; for example, new, efficient (adjectives); soon, quietly (adverbs).

Comparative. Indicates a higher or lower degree of quality or manner than is expressed by the posi-

tive degree. The comparative is used when two things are compared and is regularly formed by

adding er to the positive degree (newer, sooner). In longer words the comparative is formed by adding

more or less to the positive (more efficient, less efficient; more quietly, less quietly).

Superlative. Denotes the highest or lowest degree of quahty or manner. The superlative is used

when more than two things are compared and is regularly formed by adding est to the positive degree

(newest, soonest). In longer words the superlative is formed by adding most or least to the positive

(most efficient, least efficient; most quietly, least quietly).

Complement. A word or phrase that completes the sense of the verb. It may be an object, a predicate

noim, a predicate pronoun, or a predicate adjective.

Object. Follows a transitive verb. (See Verb.)

I have already drafted the contract

Predicate noun or pronoun. Follows a linking verb (such as is, are, was, were, will be, has been,

could be). It explains the subject and is identical with it. (Also called 3i predicate complement, subject

complement, and predicate nominative.)

Miss Kwong is our new accountant [Accountant refers to Miss Kwong.)

The person responsible for the decision was /. (The pronoun / refers to person.)

Predicate adjective. Completes the sense of a linking verb. (Also called a. predicate complement.)

These charges are excessive. (The adjective excessive refers to charges.)

NOTE: In this manual, the term complement is used to refer only to a predicate noun, pronoun, or

adjective following a linking verb. The term object is used to denote the complement of a transitive

verb.

Compound adjective. A phrase or clause that qualifies, limits, or restricts the meaning of a word. Also
referred to as a compound modifier (See also OT813-832.)

Conjunction. A word or phrase that connects words, phrases, or clauses.

Coordinating conjunction. Connects words, phrases, or clauses of equal rank. The coordinating

conjunctions are and, but, or, and nor.

Correlative conjunctions. Conjunctions consisting of two elements that are used in pairs; for

example, both . . . and, not only . . . but (also), either . . . or, neither . . . nor.

Subordinating conjunction. Used to join a dependent clause to a main (independent) clause; for

example, when, where, after, before, if (See ^132.)

Conjunctive adverb. See Adverbial conjunctive.

Connective. A word that joins words, phrases, or clauses. The chief types of connectives are conjunc-

tions, adverbial conjunctives, prepositions, and relative pronouns.

Consonants. The letters b, c, d, f g, h, j, k, I, m, n, p, q, r, s, t, v, w, x, y, z. The letters w and y some-
times serve as vowels (as in saw and rhyme). (See also Voweb.)

Contraction. A shortened form of a word or phrase in which an apostrophe indicates the omitted let-

ters or words; for example, don 't for do not. (See ?[505b-e.)
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Dangling modifier. A modifier that is attached either to no word in a sentence or to the wrong word.

(See Modifier and M1082-1086.)

Direct address. A construction in which a speaker or a writer addresses another person directly; for

example, "What do you think, Sylvia?"

Elliptical expressions. Condensed expressions from which key words have been omitted; for exam-

ple, if necessary [iorifitis necessary). (See MlOlb-c, 111, 119a; see also Clause; Sentence.)

Essential elements. Words, phrases, or clauses needed to complete the structure or meaning of a sen-

tence. (See also Clause; Phrase.)

Gender. The characteristic of nouns and pronouns that indicates whether the thing named is masculine

(man, hoy, he), feminine (woman, girl, she), or neuter (book, concept, it). Nouns that refer to either males

or females have common gender (person, child).

Gerund. A verb form ending in ing and used as a noun.

Selling requires special sl<ills. (Subject)

I enjoy selling. (Direct object of enjoy.)

She is experienced in selling. (Object of preposition In.)

Dangling gemnd. A prepositional-gerund phrase that is attached either to no word in a sentence

or to the wrong word. (See ^1082c.)

Imperative. See Mood.

Indicative. See Mood.

Infinitive. The form of the verb usually introduced by to (seeM1044-1046) . An infinitive may be used

as a noun, an adjective, or an adverb. (See Phrase.)

NOUN: To find affordable housing these days is not easy. (Subject.)

She is trying to do a hatchetjob on my proposal (Object)

ADJECTIVE: I Still have two more contracts to draft (Modifies contracts.)

ADVERB: He resigned to take another position. (Modifies resigned.)

Interjection. A word that shows emotion; usually without grammatical connection to other parts of a

sentence.

Wow!\N\\a\. a weekend! Oh, so that's what he meant

Modifier. A word, phrase, or clause that qualifies, limits, or restricts the meaning of a word. (See

Adjective; Adverb; Compound adjective; Dangling modifier; Squinting modifier.)

Mood (mode). The form of the verb that shows the manner of the action. There are three moods:

indicative, imperative, and subjunctive.

Indicative. States a fact or asks a question.

Our lease has expired. When does our lease expire?

Imperative. Expresses a command or makes a request.

Call me next week. Please send me your latest catalog.

Subjunctive. Used in dependent clauses following main (independent) clauses expressing necessity,

demand, or wishing (see M1038-1039); also used in if, as if and as though clauses that state con-

ditions which are improbable, doubtful, or contrary to fact (see M1040-1043).

I demand that we be heard. It is imperative that he be notified.

We urge that she be elected. If he were appointed, I would quit

I wish I were going. If she had known, she would have written.
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Nominative case. See Case, nominative.

Nonessential elements. Words, phrases, or clauses that are not needed to complete the structure or

meaning of a sentence. (See also Clause; Phrase.)

Noun. The name of a person, place, object, idea, quahty, or activity.

Abstract noun. The name of a quality or a general idea; for example, courage, freedom.

Collective noun. A noun that represents a group of persons, animals, or things; for example, audi-

ence, company, flock. (See ^1019.)

Common noun. The name of a class of persons, places, or thmgs; for example, child, house. (See

M307-310.)

Predicate noun. See Complement.

Proper noun. The official name of a particular person, place, or thing; for example, Ellen, San Diego,

Wednesday. Proper nouns are capitalized. (See H303-306.)

Number. The characteristic of a noun, pronoun, or verb that indicates whether one person or thing (sin-

gular) or more than one (plural) is meant.

NOUN: beeper, beepers pronoun: she, they verb: (she) works, (they) work

Object. The person or thing that receives the action of a transitive verb. An object may be a word, a

phrase, or a clause. (See Case, objective.)

I need a new laptop computer. (Word.]

She prefers to work with hard copy. Onfinitive phrase.]

We did not realize that your deadline was so tight (Clause.)

Direct object. The person or thing that is directly affected by the action of the verb. (The object in

each of the three sentences above is a direct object.)

Indirect object. The person or thing indirectly affected by the action of the verb. The indirect object

can be made the object of the preposition to orfor

Molly gave (to) me a hard time about my sales performance this quarter.

Ordinal number. The form of a number that indicates order or succession; for example, first, second,

hvelfth or 1st, 2d, 12th. (See M424-426.)

Parenthetical elements. Words, phrases, or clauses that are not necessary to complete the structure

or the meaning of a sentence.

Gina Sala, my wife's older sister, is my accountant.

Participle. A word that may stand alone as an adjective or may be combined with helping (auxihary)

verbs to form different tenses (see H 1033-1034). There are three forms: present, past, and perfect.

Present participle. Ends in ing; for example, making, advertising.

Past participle. Regularly ends in ed (as in asked orfiled) but may be irregularly formed (as in lost,

seen, and written). (See ^1030a-b.)

Perfect participle. Consists of having plus the past participle; for example, having asked, having

lost.

When a participle functions as an adjective, it modifies a noun or a pronoun.

The coming year poses some new challenges. (Modifies year^

Having retired last year, I now do volunteer work. (Modifies /.)
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Because a participle has many of the characteristics of a verb, it may take an object and be modi-

fied by an adverb. The participle and its object and modifiers make up a. participial phrase.

Seizing the opportunity, Orzo offered to buy the business. [Opportunity is the object of seizing.)

Moving aggressively, we can control the market [Aggressively modifies moving.]

Dangling participle. A participial phrase attached either to no word in a sentence or to the wrong
word. (See Phrase and ^1082a.)

Parts of speech. The eight classes into which words are grouped according to then: uses in a sentence:

verb, noun, pronoun, adjective, adverb, conjunction, preposition, and interjection.

Passive verb. See Voice, passive.

Person. The characteristic of a word that indicates whether a person is speaking [first person), is spo-

ken to [second person), or is spoken about [third person). Only personal pronouns and verbs change then:

forms to show person. All nouns are considered third person.

Singular Plural

FrasT PERSON: / like this book. We like this book.

SECOND PERSON: You like this book. You like this book.

THIRD PERSON: She Hkes this book. They like this book.

Phrase. A group of two or more words without a subject and a predicate; used as a noun, an adjective,

or an adverb. (See Predicate.)

Noun phrase. A phrase that functions as a noun (such as a gerund phrase, an infinitive phrase, or

a prepositional phrase).

I like running my own business. (Gerund phrase as object.)

To provide the best possible service is our goal. (Infinitive phrase as subject.)

Before 9 a.m. is the best time to call me. (Prepositional phrase as subject.)

Adjective phrase. A phrase that functions as an adjective (such as an infinitive phrase, a particip-

ial phrase, or a prepositional phrase)

.

The time to act is now! Onfinitive phrase indicating what kind of time.)

Adverbial phrase. A phrase that functions as an adverb (such as an infinitive phrase or a preposi-

tional phrase).

Let's plan to meet after lunch. (Prepositional phrase indicating when to meet.)

Gerund phrase. A gerund plus its object and modifiers; used as a noun.

Delaying payments to your suppliers m\\ prove costly. (Gerund phrase as subject.)

Infinitive phrase. An infinitive plus its object and modifiers; may be used as a noun, an adjective,

or an adverb. An infinitive phrase that is attached to either no word in a sentence or to the wrong
word is called a dangling infinitive. (See ^ 1082b.)

To get TF's okay on this purchase order took some doing. (As a noun; serves as subject of the

verb took.'}

The decision to close the Morrisville plant \Nas not made easily (As an adjective; tells what kind

of decision.)

Janice resigned to open her own business. (As an adverb; tells why Janice resigned.)

NOTE: An infinitive phrase, unlike other phrases, may sometimes have a subject. This subject pre-

cedes the infinitive and is in the objective case.

I have asked her to review this draft for accuracy [Her is the subject of to review.)
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Participial phrase. A participle and its object and modifiers; used as an adjective.

The committee considering your proposal shou\d come to a decision this week.

I prefer the cover sample printed in blue and yellow.

Prepositional phrase. A preposition and its object and modifiers; may be used as a noun, an adjec-

tive, or an adverb.

From Boston to Tulsa is about 1550 miles. [As a noun; serves as subject of is.)

Profits in the automobile industry are up sharply this quarter. [As an adjective; indicates which

type of profits.)

You handled Dr. Waterman's objections with great skill (As an adverb; indicates the manner in

which the objections were handled.)

Prepositional-gerund phrase. A phrase that begins with a preposition and has a gerund as the

object. (See Gerund and 11082c.)

By rechecking these figures before you release them, you deal with any questions raised by

higher management (By is the preposition; rechecking, a gerund, is the object of by.J

Essential (restrictive) phrase. A phrase that hmits, defines, or identifies; cannot be omitted with-

out changing the meaning of the sentence.

The study analyzing our competitors' promotion activities will be finished within the next two

weeks.

Nonessential (nonrestrictive) phrase. A phrase that can be omitted without changing the mean-
ing of the sentence.

The Stanforth-Palmer Company, one of the country's largest financial services organizations, is

expanding into satellite communications.

Verb phrase. This term is often used to indicate the individual words that make up the verb in a
sentence. Sometimes the verb phrase includes an adverb. A verb phrase can function only as a verb.

You should work together W\ih Nora on the report CThe verb phrase consists of the verb form

should work plus the adverb together.)

Positive degree. See Comparison, positive.

Possessive case. See Case, possessive.

Predicate. That part of a sentence which tells what the subject does or what is done to the subject or

what state of being the subject is in. (See also Verb.)

Complete predicate. The complete predicate consists of a verb and its complement along with any
modifiers.

Barbara has handled the job well

Simple predicate. The simple predicate is the verb alone, without regard for any complement or

modifiers that may accompany it.

Barbara has handled the job well.

Compound predicate. A predicate consisting of two or more predicates joined by conjimctions.

Barbara has handled thejob well and deserves a good deal ofpraise.

Predicate adjective. See Complement.

Predicate nominative. See Complement.

Prefix. A letter, syllable, or word added to the beginning of a word to change its meaning; for exam-
ple, afloat, reupholster, unc/ernourished.
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Preposition. A connective (such as from, to, in, on, of, at, by, for, with) that shows the relationship

between a noun or pronoun and some other word in the sentence. The noun or pronoun following a

preposition is in the objective case. (See TO 1077-1080.)

Martin's work was reviewed by Hedley and me.

Principal parts. The forms of a verb from which all other forms are derived: the present, the past, the

past participle, and the present participle. (See ffll030-1035.)

Pronoun. A word used in place of a noim. (See 1^1049-1064.)

DEMONSTRATIVE: this, that, these, those

INDEFINITE: each, either, any, anyone, someone, everyone, few, all, etc.

INTENSIVE: mysolf, yourself, himself, herself, ourselves, themselves, etc.

iNTERROGAnvE: who, whlch, what, etc.

PERSONAL: /, you, he, she, it, we, they etc.

RELATIVE: who, whose, whom, which, that, and compounds such as whoever

Punctuation. Marks used to indicate relationships between words, phrases, and clauses.

Terminal (end) punctuation. The period, the question mark, and the exclamation point—^the three

marks that may indicate the end of a sentence.

NOTE: When a sentence breaks off abruptly, a dash may be used to mark the end of the sentence (see

1207). When a sentence trails off without really ending, ellipsis marks (three spaced periods) are

used to mark the end of the sentence (see 1291a).

Internal punctuation. Commas, semicolons, colons, dashes, parentheses, quotation marks, apos-

trophes, ellipsis marks, asterisks, diagonals, and brackets are the most common marks of internal

punctuation.

Question.

Direct question. A question in its original form, as spoken or written.

He then asked me, "What is your opinion?"

Indirect question. A restatement of a question without the use of the exact words of the speaker.

He then asked me what my opinion was.

Independent question. A question that represents a complete sentence but is incorporated in a

larger sentence.

The main question is, Who will translate this idea into a clear plan of action?

Quotation.

Direct quotation. A quotation of words exactly as spoken or written.

I myself heard Ed say, "I will arrive in Santa Fe on Tuesday."

Indirect quotation. A restatement of a quotation without the use of the exact words of the speaker.

I myself heard Ed say that he would arrive in Santa Fe on Tuesday.

Sentence. A group of words representing a complete thought and containing a subject and a predicate

(a verb along with any complements and modifiers).

Simple sentence. A sentence consisting of one independent clause.

I have no recollection of the meeting.

Compound sentence. A sentence consisting of two or more independent clauses.

Our Boston office will be closed, and our Dallas office will be relocated.
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Complex sentence. A sentence consisting of one independent clause (also Ceilled the main clause]

and one or more dependent clauses.

We will make an exception to the policy if circumstances warrant

Compound-complex sentence. A sentence consisting of two independent clauses and one or more

dependent clauses.

I tried to handle the monthly report alone, but when I began to analyze the data, I realized that

I needed your help.

Elliptical sentence. A word or phrase treated as a complete sentence, even though the subject and

verb are understood but not expressed. (See MlOlb-c, 111, 119a.)

Enough on that subject. Why not?

Declarative sentence. A sentence that makes a statement.

Our company is continually testing cutting-edge technologies.

Interrogative sentence. A sentence that asks a question.

When will the conference begin?

Exclamatory sentence. A sentence that expresses strong feeling.

Don't even think of smoking here!

Imperative sentence. A sentence that expresses a command or a request. (The subject you is

understood if it is not expressed.)

Send a check at once. Please let us hear from you.

Sentence fragment. A phrase or clause that is incorrectly treated as a sentence. (See ^lOlc.)

Squinting modifier. A modifier placed in such a way that it can be interpreted as modifying either

what precedes or what follows. (See ^[1087.)

Statement. A sentence that asserts a fact. (See also Sentence.)

Subject. A word, phrase, or clause that names the person, place, or thing about which something is

said. (See Case, nominative.)

The law firm with the best reputation In town is Barringer and Doyle.

Whoever applies for the job from within the department m\\ get special consideration.

Compound subject. Two or more subjects joined by a conjunction.

My wife and my three sons are off on a white-water rafting trip.

Subjunctive. See Mood.

Suffix. A letter, syllable, or word added to the end of a word to modify its meaning; for example, trendy,

friend/z/, countless, receivership, lonesome. (See ^833a.)

Superlative degree. See Comparison, superlative.

Syllable. One or more letters that represent one sound. (See M901-904.)

Tense. The property of a verb that expresses time. (See H1031-1035.) The three primary tenses cor-

respond to the tiiree time divisions:

PRESENT: they think

PAST: they thought

FUTDSE: they will think



Appendix A • Glossary of Grammatical Terms 561

PRESENT PERFECT;

PAST PERFECT;

FUTURE PERFECT;

There are three perfect tenses, corresponding to the primary tenses:

they have thought

they had thought

they will have thought

There are six progressive tenses, corresponding to each of the primary and perfect tenses:

they are thinking

they were thinking

they will be thinking

PRESENT PROGRESSIVE

PAST PROGRESSIVE

FUTURE PROGRESSIVE

PRESENT PERFECT PROGRESSIVE

PAST PERFECT PROGRESSIVE

FUTURE PERFECT PROGRESSIVE

they have been thinking

they had been thinking

they will have been thinking

There are two emphatic tenses:

PRESENT EMPHATIC: they do think

PAST EMPHATIC: they did think

>- For an illustration ofhow these tenses areformed, seepages 248-249.

Transitional expressions. Expressions that Unk independent clauses or sentences; for example, as a

result, therefore, on the other hand, nevertheless. (See also WZ^a.; Adverbial conjunctive.)

Verb. A word or phrase used to express action or state of being. (See also Mood.)

Enniston has boosted its sales goals for the year. (Action)

My son-in-law was originally a lawyer, but he has now become a computer-game designer.

(State of being.)

Helping (auxiliary) verb. A verb that helps in the formation of another verb. (See ^^ 1030c,

1033-1034.) The chief helping verbs are be, can, could, do, have, may, might, must, ought, shall, should,

will, would.

Transitive verb. A verb that requires an object to complete its meaning.

Fusilli has rejected a\\ offers to purchase his business.

Intransitive verb. A verb that does not require an object to complete its meaning.

As market growth occurs and customer interest builds, our sales expectations are rising and top

management's excitement has increased.

Linking verb. A verb that connects a subject with a predicate adjective, noun, or pronoun. The var-

ious forms of to be are the most commonly used linking verbs. Become, look, seem, appear, and grow

are also used as linking verbs. (See Complement and ^11067.)

Laura seemec^ willing to compromise, but Frank became obstinate in his demands.

Was he afraid that any concession might make him appears fool?

Principal parts of verbs. See Principal parts.

Verbal. A word that is derived from a verb but functions in some other way. (See Gerund; Infinitive; Participle.

)

Voice. The property of a verb that indicates whether the subject acts or is acted upon.

Active voice. A verb is in the active voice when its subject is the doer of the act. (See ^1037.)

About a dozen people reviewed Ihe report in draft form.

Passive voice. A verb is in the passive voice when its subject is acted upon. (See M1036-1037.)

The report was reviewed in draft form by about a dozen people.

Vowels. The letters a, e, i, o, and u. The letters w and y sometimes act hke vowels (as in awl or in cry).

(See also Consonants.)



GLOSSARY OF COMPUTER TERMS
As the world of the office continues to undergo a series of rapid technological changes, a

whole new vocabulary continues to evolve. The following glossary provides brief and simple

definitions of the key terms and concepts that are part of this vocabulary.*

NOTE: When boldface type is used to highhght a word or phrase within a definition, it signi-

fies that the highhghted word or phrase is defined elsewhere in this glossary.

>- See ^544 for a list ofcommon computer abbreviations and acronyms.

Access. To call up information out of storage.

Random access. A technique that permits stored information to be directly retrieved, regardless of

its location on the storage medium.

Sequential access. A technique for retrieving stored information that requires a sequential search

through one item after another on the storage medium.

Access time. The amount of time it takes a computer to locate stored information.

Active matrix display. A type of monitor typically used on laptop or portable computers; provides a

brighter, more readable display than older LCD equipment.

Adapter. A circuit board that plugs into a computer and gives it additional capabiUties. (See Circuit

board.)

AI. See Artificial intelligence.

Algorithm. A step-by-step procedure designed to solve a problem or achieve an objective.

Alphanumeric. Consisting of letters, numbers, and symbols.

Antivirus software. A program designed to look for and destroy a virus that may have infected a com-

puter's memory or files.

Applet. A small application, that is, a program designed to perform a simple task. An applet is usu-

ally embedded within a larger program.

Application (also called app). A program designed to perform information processing tasks for a

specific purpose or activity (for example, desktop publishing and database management). (See also

Applet; Killer app.)

Archie. A tool for finding a file stored in a file transfer protocol (FTP) server.

Archive. A file compressed for more efficient use of storage space. The compression of files may be

accomphshed by means of such programs as Stufflt.

Artificial intelligence (AI). Computer systems that attempt to imitate human processes for analyz-

ing and solving problems.

Ascending sort. Sorting records from A to Z or to 9. (See Descending sort.)

*A number of works were consulted in the preparation of this glossary, but five were especially helpful: Webster's

New World Dictionary ofComputer Terms, 7th ed., Macmillan, New York, 1999; Peter Norton's Introduction to Computers,

3d ed., Glencoe, Westerville, Ohio, 1999; Miaosoft Press Computer Dictionary, 3d ed., Redmond, Wash., 1997; The

New Hacker's Dictionary, 3d ed., MIT Press, Cambridge, Mass., 1996; and Wired Style: Principles ofEnglish Usage in

the Digital Age, Hardwired, San Francisco, 1996.
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ASCn (pronounced as-kee). An acronym derived from American Standard Code for Information

Interchange. ASCII is a standard 8-bit code that represents 256 characters. The use of this standard

code permits computers made by different manufacturers to communicate with one another.

Background printing. The ability of a computer to print a document while other work is being done

on the keyboard and the display screen at the same time.

Backup. Storage of duphcate files on disks, diskettes, or some other form of magnetic medium (such

as tapes) as a safety measure in case the original medium is damaged or lost. (One word as a noun or

an adjective: backup procedures; two words as a verb: back up your hard disk.)

Bandwidth. The volume of information that a network can handle (usually expressed in bits per sec-

ond). The greater the bandwidth, the more quickly data can move from a network to a user's computer.

The term bandwidth is now also used to refer to a person's attention span (as in "Burt is a low-bandwidth

kind of guy") or a person's abihty to handle an assignment (as in "Sally lacks the bandwidth to do this

job").

Basic Input/Output System (BIOS). A set of programs stored in read-only memory (ROM) on IBM
or IBM-compatible computers. These programs control the disk drives, the keyboard, and the display

screen, and they handle start-up operations.

Baud rate. The rate of data transmission between two computers or other electronic equipment.

BBS. See Bulletin board system.

Binary numbering sjrstem. A numbering system in which all nmnbers are represented by various com-

binations of the digits and 1.

BIOS. See Basic Input/Output System.

Bit. An acronym derived from binary digit. The smallest unit of information that can be recognized by

a computer. Bits are combined to represent characters. (See also Byte.)

Bitmap. A method of storing a graphic image as a set of bits in a computer's memory. To display the

image on the screen, the computer converts the bits into pixels.

Bits per second (bps). A measurement that describes the speed of data transmission between two

pieces of equipment. (See Baud rate.)

Bloatware. A program that uses an excessive amount of disk space and memory.

Block. A segment of text that is selected so that it can be moved to another location or processed in

some other way. (See Block delete; Block move; Cut and paste.)

Block delete. A command to delete (or erase) a segment of text.

Block move. A command to reproduce a segment of text in another place and at the same time erase

it from its original position. (See Cut and paste.)

Block protect. A command to prevent a page break from occurring within a block of text (for exam-

ple, a table). (See also Orphan protection; Widow protection.)

Boilerplate. Standard wording (for example, sentences or paragraphs in form letters or clauses in

legal documents) that is held in storage. When needed, it can be used as is, with minor modification,

or in combination with new material to produce tailor-made documents.

Bookmark list. A customized list of a user's favorite Web sites (also referred to as a hot list). A book-

mark Ust permits the user to access a particular Web site with a single command.

Boot (short for bootstrap). To start a computer and load the operating sjrstem to prepare the com-

puter to execute an application.
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Bozo filter. A program that screens out unwanted e-mail or other messages from individuals or orga-

nizations you no longer want to hear from.

l»ps. See Bits per second.

Brochureware. A product that is being actively marketed, even though the product is not yet (and may
never be) ready for sale. (See also Vaporware.)

Browser. See Web browser

Buffer. A holding area in memoiy that stores information temporarily. Also called cache.

Bug. A defect in the software that causes the computer to malfunction or cease to operate. Some writ-

ers now use bug to refer to hardware problems as well. (See also Debugging; Glitch.)

Bulletin board S3rstem (BBS). An online information system, usually set up by an individual (called

a system operator, or SYSOP) on a nonprofit basis for the enjoyment of other individuals with similar

interests. (See also Internet.)

Bundled software. Software that is sold along with a computer system; several software programs
that are packaged together (also called software suites).

Bus. A pathway along which electronic signals travel between the components of a computer system.

Button bar. An on-screen element that offers instant access to commonly used commands. The com-

mands are represented by icons on a row of buttons at the top of the screen. Also called a tool bar

Byte. The sequence of bits that represents a character. Each byte has 8 bits.

Cache. See Buffer

Cancelbot (from cancel robot). A program that detects spamming and automatically issues a cancel

command.

Card. See Circuit board; Adapter

Carpal tunnel S3mdrome. A wrist or hand injury caused by using a keyboard for long periods of time.

A type of repetitive strain injury (RSI). (See cilso Mouse elbow.)

Cathode-ray tube (CRT). See Display screen.

CD-ROM (pronounced cee-dee-rom). An acronym derived from compact disk-read-only memory. A
form of optical storage. One compact disk can hold up to 250,000 text pages; it can also be used to

store graphics, sound, and video. [See DVD.)

Cell. A box or rectangle within a table or spreadsheet where a colmnn and a row intersect; an area in

which information can be entered in the form of text or figures.

Central processing unit (CPU). The brains of an information processing system; the processing

component that controls the interpretation and execution of instructions. (See Motherboard.)

Character. A single letter, figure, punctuation mark, or symbol produced by a keystroke on a com-
puter. Each character is represented by a byte.

Character set. The complete set of characters—alphabetic, numeric, and symboUc—displayable on a
computer. [See ASCII.)

Character string. A specified sequence of typed characters, usually representing a word or phrase. A
character string is often used to locate a particular word or phrase wherever it appears in a document
so that it can be automatically replaced with another word or phrase. If a person's name has been con-

sistently misspelled or a date appears incorrectly in several places, the error can be easily corrected.

(See also Search and replace.)
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Characters per inch (cpi). The number of characters in a font that will fit within 1 inch.

Characters per second (cps). The number of characters printed in 1 second; a measurement fre-

quently used to describe the speed of a printer.

Chat line. See Newsgroup.

Check box. A small box that appears on screen alongside each option displayed in a dialog box. When

an option is selected, an X or a check mark appears inside the box.

Chip. An integrated circuit used in computers.

Chip jewelry. An obsolete computer.

Circuit board. A board or card that carries the ' ^^cessary electronic components for a particular com-

puter function (for example, memory). The circuit boards that come with the origmal equipment per-

form the standard functions identified with that type of equipment. Additional circuit boards expand the

kinds of functions that the equipment can perform. (Also called a board, a card, or an expansion board.)

Clear. A command to erase information.

Click. To quickly press and release a mouse button once while the cursor (mouse pointer) is positioned

over a specific item on the screen. (See also Double-click.)

Client/server computing. A network of computers that consists of a file server (a computer that runs

a database management system) and mdividual chents (computers that request and process data

obtained from the file server).

Clipboard. A holding area in memory where information that has been copied or cut (text, graphics,

sound, or video) can be stored until the information is inserted elsewhere. (See Copy; Cut; Cut and

paste.)

Column. A vertical block of cells in a table or spreadsheet. (See also Row.)

Command. An instruction that causes a program or computer to perform a function. A command may

be given by means of a special kejrstroke (or series of keystrokes) , or the command may be chosen from

a menu.

Commercial online service. See Internet service provider.

Compatibility. The abifity of one type of computer to share information or to communicate with anoth-

er type of computer. (See also ASCII.)

Computer. An electronic device that is capable of (1) accepting, storing, and logically manipulating

data or text that is input and (2) processing and producing output (results or decisions) on the basis

of stored programs of instructions. Some computers are also capable of processing graphics, video,

and voice input. Most computers include a keyboard for text entry, a central processing unit, one or

more disk drives, a display screen, and a printer—components referred to as hardware.

Control menu. An on-screen Windows element that appears in a box m the upper left comer of a win-

dow. The control menu allows the user the option of adjusting the size of the window, closing or reopen-

ing the window, or switching to another window.

Cookie. A device that permits a Web site to identify and collect information about every user who vis-

its that site.

Copy. To reproduce information elsewhere. The original information remains in place. (See Cut.)

cpi. See Characters per inch.

cps. See Characters per second.
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CPU. See Central processing unit.

Cracker. The preferred term (rather than hacker) to refer to a computer criminal who penetrates a

computer program to steal information or damage the program in some way.

Crash. A malfunction in hardware or software that keeps a computer from functioning. (See also Bug;

Glitch.)

CRT. Cathode-ray tube. (See Display saeen.)

Cursor. A special character (usually a blinking underline, dot, or vertical line) that indicates where the

next typed character will appear on the display screen. Also refers to the mouse pointer (arrow) or

I-beam pointer. Microsoft Word refers to the cursor as the insertion point (See also Prompt.)

Cursor positioning. The movement of the cursor on the display screen. Most computers have four

keys to control up, down, left, and right movement. Many computers also permit the use of a mouse to

position the cursor.

Cut. To remove text from its original location and place it on a clipboard. (See Copy; Paste.)

Cut and paste. To move a block of text from one place to another.

Cyberspace. A realistic simulation of a three-dimensional world created by a computer system; also

referred to as virtual reality. Now commonly used to refer to the world of the Internet as a whole.

Cybrarian. The electronic equivalent of a librarian. A person who makes a career of online research

and data retrieval.

Data. Information consisting of letters, numbers, symbols, sound, or images—in a form that can be

processed by a computer.

Data compression. A procedure for reducing the volume of data so as to shorten the time needed to

transfer the data.

Database. A stored collection of information.

Database management S3rstem (DBMS). The software needed to estabhsh and maintain a database

and manage the stored information.

DDE. See Dynamic data exchange.

Dead-tree edition. The paper version of a pubUcation available online.

Debugging. Locating and eliminating defects in a program. (See also Bug.)

Decimal tab. A type of tab that aligns columns of figures on the decimal point.

Default settings. The preestablished settings (for margins, font, type size, tab stops, and so on) that

a program will follow unless the user changes them.

Delete. A command to erase information in storage.

Descending sort. Sorting records from Z to A or 9 to 0. (See also Ascending sort.)

Desktop. The electronic work area on a display screen.

Desktop computer. A microcomputer that is bigger than a laptop.

Desktop publishing (DTP). A system that processes the text and graphics and, by means of

page layout software and a laser printer; produces high-quality pages suitable for printing or in-house

reproduction.
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Dialog box. A message box on the screen that supplies information to—or requests information

from—the user.

Dictionaiy. A program used to check the speUing of each word entered in the computer.

Digerati. A term referring to the elite group of intellectuals in the computer world (in the same way

that literati refers to the ehte group of intellectuals in the Uteraiy world).

Directory. A hst of the files stored on a disk.

Disk. A random-access, magnetically coated storage medium used to store and retrieve information.

(See also Diskette; CD-ROM.)

Disk drive. The component of a computer into which a disk is inserted so that it can be read or writ-

ten on.

Disk operating system. See DOS.

Diskette. A small, nonrigid disk with hmited storage capacity (normally 30 to 200 pages). Also known

as a.floppy disk.

Display screen. A device similar to a television screen and used on a computer to display text and

graphics. Also called a cathode-ray tube (CRT), a video display terminal (VDT), or a monitor

Distributed processing system. A form of a local area network in which each user has a fully func-

tional computer but all users can share data and application software. The data and software are dis-

tributed among the linked computers and not stored in one central computer.

Document. Any printed business communication—for example, a letter, memo, report, table, or form.

(See File.)

Domain. Typically, a three-letter element in a Web address or an e-mail address. The domain—com-

monly referred to as the zone—indicates the type of organization that owns the computer being identi-

fied in the address. For example, .com signifies a commercial organization; .edu signifies an educational

institution. (See SI1532b for a hst of the most common domains.)

Domain name. The second part of an e-mail address—^what follows the @ symbol (for example,

aol.com). The name of the computer intended to receive an e-mail message. (See ^1533.) In Web

addresses (URLs) this element is referred to as the host name. (See ^ 1532b.)

DOS. An acronym derived from disk operating system. A program that allows the computer to man-

age the storage of information on disks and controls other aspects of a computer's operation.

Dot. The period symbol used in e-mail addresses. Always referred to as a dot (never as a period). Thus

the domain name aolcom would be pronounced ay-oh-ell-dot-com. Internet surfers who spend a lot of

time in the .com domain are sometimes referred to cis dot communists.

Dot matrix printer. A printer that uses pins to produce characters made up of small dots.

Double-click. To quickly press and release a mouse button twice while the cursor is positioned over

a specific item on tiie screen. (See Click.)

Download. To transfer information to the user's computer from another computer.

Drag-and-drop editing. A software feature that allows the user to (1) highhght text to be moved and

(2) use a mouse to drag the text to a new location.

DTP. See Desktop publishing.

Duplexing. A procedure that permits two computers to transmit data to each other simultaneously.
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DVD, Digital video disc (predicted to replace the CD-ROM).

Dynamic data exchange (DDE). A technology that permits the user to transfer or paste data from

one application (for example, a spreadsheet) to another (for example, a report) . Because of the dynamic

link created by this technology, any change in the data in the original apphcation will be automatically

reflected in the data copied in the second apphcation. (See also Object linking and embedding.)

Easter egg. An unexpected image or message that pops up on the display screen when the user inno-

cently enters a secret combination of keystrokes. Programmers playfully code Easter eggs into soft-

ware and operating systems as a way of surprising and amusing users engaged in more serious tasks.

Editing. The process of changing information by inserting, deleting, replacing, rearranging, and refor-

matting. Also known as changing or customizing.

Ellipsis marks. Three dots (. . .) that appear as part of a menn option. EUipsis marks indicate that a

dialog box will appear if that option is selected.

E-mail. The term e-mail (short for electronic mail) refers to the transfer of messages or documents
between users connected by an electronic network, (The original form

—

E-mail—is rarely seen any-

more except at the beginning of a sentence, and a few cutting-edge pubhcations have started to write

the word without a hyphen

—

email.) One wit has suggested replacing the term e-mail with e-pistle.

Enciyption. Coding confidential data so that only a user with the right password can read the data.

Enter. To input data mto memory. (See T^jpe.)

£scjy>e key. A key that permits the user to leave one segment of a program and move to another.

Execute. To perform an action specified by the user or the program.

Expert system. See Artificial intelligence.

Export. To save information in a format that another program can read.

Extranet. A technology that permits users of one organization's intranet to enter portions of another

organization's mtranet in order to conduct business transactions or collaborate on jomt projects.

E-zine. The term e-zine refers to a magazine pubhshed in an electronic format. Also called Webzine.

Face time. lime spent dealing with someone face to face (as opposed to time spent communicating
electronically).

FAQ. Frequently asked questions. Pronounced as a word (to rh5naie vn^kpack) or as separate letters.

Fax (n.). A shortened form of the wordfacsimile. A copy of a document transmitted electronically from

one machine to another.

Fax (v.). To transmit a copy of a document electronically.

Fax modem. A device built into or attached to a computer that serves as a facsimile machine and a
modem.

Field. A group of related characters treated as a unit (such as a name); also the area reserved for the

entry of a specified piece of information.

File. A collection of information stored electronically and treated as a unit by a computer. Every file

must have its own distinctive name. (See File name.)

File name. The name assigned to a file stored on a disk.
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File transfer protocol (FTP). A set of guidelines or standards that establish the format in which files

can be transmitted from one computer to another.

Firewall. Software that prevents unauthorized persons from accessing certain parts of a program,

database, or network.

Flame (n.). An inflammatory e-mail message; one deliberately designed to insult and provoke the

recipient. (See also Rave.)

Flame (v.). To send an inflammatory message.

Floppy disk. See Diskette.

Folder. A storage area on a disk used to organize files.

Font. A typeface of a certain size cmd style. Includes all letters of the alphabet, figures, symbols, and

pimctuation marks. (See Monospace font; Proportionalfont.)

Footer. Repetitive information that appears at the bottom (the foot) of every page of a document. A
page number is a common footer. (See also Header.)

Footnote feature. The ability of a program to automatically position footnotes on the same page as

the text they refer to. If the text is moved to another page, any related footnotes will also be transferred

to that page.

Foo^rint. The amount of space a computer occupies on a flat surface.

Forelash. Negative reactions to a technology not yet in existence but excessively promoted in advance.

Format. The physical specifications that affect the appearance and arrangement of a document—for

example, margins, spacing, and font.

Forms mode. The ability of a program to store the format of a blank document or form so that it can

later be viewed on the display screen and completed by the user. Once a fill-in has been entered, the

cursor automatically advances to the beginning of the next area to be filled in. (See also Style sheet;

Template.)

Forum. See Newsgroup.

Freenet. A local network that offers free (or low-cost) access to host computers located in hbraries

and to other pubUc-interest groups in the commimity. A freenet may also offer limited access to the

Internet.

Freeware. Copyrighted software that is available for use without charge. (See also Shareware.)

FTP. See File transfer protocol.

Function kesrs. Keys on a key1)oard (for example, Fl) that give special commands to the computer—
for example, to set margins or tabs.

Gateway. A machine that links two networks using different protocols.

GIGO. Garbage in, garbage out. In other words, your computer output is only as good as your com-

puter input.

Glitch. A hardware problem that causes a computer to malfunction or crash. (See Bug.)

Global. Describing any function that can be performed on an entire document without requiring indi-

vidual commands for each use. For example, a global search-and-replace command will instruct the

computer to locate a particular word or phrase and replace it with a different word or phrase wherever

the original form occurs in the docmnent.
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Gopher. The term gopher refers to a protocol used for locating and transferring information on the

Internet. The use of gopher is diminishing as the use of the Web's hypertext transfer protocol (HTTP)

gams in popularity.

Graphical user interface (GUI). A software feature that permits the user to click on icons or select

options from a menu.

Graphics. Pictures or images presented or stored using a computer.

Grok. To research and comprehend something m great detail and great depth.

GUI (pronoimced goo-ee). See Graphical user interface.

Hack. To work on an electronic project.

Hacker. A dedicated computer programmer. The term hacker is sometimes used erroneously to refer

to a computer criminal who penetrates and damages a computer program. The preferred term for a com-

puter criminal is cracker.

Handheld computer. A portable computer smaller than a notebook computer. Also called a palmtop

computer.

Hard copy. Text or graphics printed on paper; also called a printout. (See also Soft copy.)

Hard disk. A rigid type of magnetic medium that can store large amounts of information.

Hard hyphen. A hyphen that is a permanent character in a word. A word that contains a hard hyphen

will not be divided at this point if the word comes at the end of a line. (See also Soft hyphen.)

Hard page break. A page-endmg code or command inserted by the user that cannot be changed by

the program. A hard page break is often used (1) to prevent a table from being divided between two

pages and (2) to signify that a particular section of a document has ended and the follovmig text should

start on a new page.

Hard return. A command used to end a paragraph, end a short line of text, or insert a blank line in

the text. (See also Soft return.)

Hard space. A space inserted between words in a phrase that should remain together (for example,

the word page and the number, month and day, number and unit of measure) . The hard space ensures

that the phrase will not be broken at the end of a Ime.

Hardware. The physical components of a computer: the central processing unit, the display screen,

the keyboard, the disk drive, and the printer. (See also Software.)

Hardwired. Describing any computer function that cannot be easily modified.

Header. Repetitive information that appears at the top (the head) of every page of a document. A page

number is a common header. (See also Footer.)

Hit. A smgle request for information made by a cUent computer from a Web server. The popularity of

a given Web site is measured by the number of hits it receives.

Home. The upper left comer of the display screen; the starting position of a page or document.

Home page. The main page for a Web site established by an organization or an individual; it usually

serves as the entrance for a series of related pages.

Host computer. A computer that provides information or a service to other computers on the Internet.

Every host computer has its own unique host name.

Hot key. A keyboard shortcut that allows quick access to a command or menu option.
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Hot list. See Bookmark list.

HTML. See Hypertext markup language.

WTTF. See Hypertext transfer protocol.

Hyperlink. A highlighted word or image on a Web page. When a user cUcks on the word or image, the

user is connected with another related Web page.

Hypermedia. An extension of hypertext that integrates audio, video, and graphics with text.

Hypertext. A technology that links text in one part of a document with related text in another part of

the document or in other documents. A user can quickly find the related text by clicking on the appro-

priate keyword, key phrase, icon, or button.

Hypertext markup language (HTML). The formatting language used to establish the appearance of

a Web page.

Hypertext transfer protocol (HTTP). The protocol used on the World Wide Web that permits Web
chents (Web browsers) to communicate with Web servers. This protocol allows programmers to embed

hyperlinks in Web documents, usmg hypertext markup language.

Hyphenation. The ability of a program to automatically hyphenate and divide words that do not fit at

the end of a line. If the text is later revised so that the divided word no longer begins at the right mar-

gin, the hyphen is automatically removed and the word prints solid. (See also Soft hyphen.)

I-beam pointer. A mouse-controlled cursor that looks like a capital I.

Icon. A symbol (such as a picture of a trash can or a file folder) that represents a certain function.

When the user clicks on the icon, the appropriate function is executed. (See Graphical user interface.)

Import. To retrieve any text or other information created by one program (for example, images cre-

ated by a graphics program) and transfer it to another program (for example, a spreadsheet program).

Indexing. The ability of a program to accumulate a list of words or phrases that appear in a document

(along with their corresponding page numbers) and to print or display the list in alphabetic order.

Information processing. The coordination of people, equipment, and procedures to handle informa-

tion, including the storage, retrieval, distribution, and communication of information. The term infor-

mation processing embraces the entire field of processing words, figures, graphics, video, and voice

input by electronic mecins. I

Information Superhighway (or I-way). The Internet. Also referred to as the Infobahn (based on the

German term for its network of highways, the Autobahn).

Ink-jet printer. A nonimpact printer that forms characters by spraying tiny, electrically charged ink

droplets on paper.

Input (n.). Information entered into the computer for processing.

Input (v.). To enter information into the computer. (See also Ji/pe; Key.)

Insert. To add information to a file.

Insertion point. See Cursor

Integrated circuit. Multiple electronic components combined on a tiny sihcon chip. (See Microprocessor.)

Integrated software. Software that combines in one program a number of functions normally per-

formed by separate programs.
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Interface. The electrical connection that links two pieces of equipment so that they can communicate

with each other. Also, the software that controls the interaction between the hardware and the user.

Internet (or Net). A system that links existing computer networks into a worldwide network. The
Internet may be accessed by means of commercial online services (such as America Online) and

Internet service providers.

Internet community. A group of individuals with common interests, who frequently exchange ideas

on the Internet.

Internet service provider (ISP). An organization that provides access to the Internet for a fee.

Companies like America Online are more properly referred to as commercial online services because they

offer many other services in addition to Internet access—for example, news, travel services, and finan-

cial and shopping information.

Intranet. A private network estabUshed by an organization for the exclusive use of its employees.

Firewalls prevent outsiders from gaining access to an organization's intranet. (See also Extranet.)

I/O. An abbreviation for input/output.

ISP. See Internet service provider

Justification. Aligning lines of text at the left margin, the right margin, both margins, or the center.

Text aligned at both margins is considered fully justified. Text aligned only at the left margin is said to

have a ragged right margin. (See S[1356a-c.)

K or KB. See Kilobyte.

Kern. To make fine adjustments in the space between any two characters.

Key. To enter characters into the memory of a computer. [Key is being replaced by the word type. See
lype.)

Keyboard. The device used to enter information into a computer.

Keystroke. The depression of one key on a keyboard.

Killer app (short for application). Software that is considered "so great it will blow you away."

(Mosaic, a program that facilitates information retrieval for Internet users, was considered a killer app
when it was introduced.)

Kilobyte. A measurement of the storage capacity of a computer. One kilobyte represents 1024 bytes.

Kilobyte may be abbreviated K or KB; however, KB is the clearer abbreviation since K also stands for

the metric prefix kilo (meaning 1000).

Kluge (pronounced klooj). An expedient (but often inelegant) way to solve a problem.

LAN. See Network.

Landscape orientation. The positioning of a page so that information is printed across the long

dimension of the paper. (See Portrait orientation.)

Language. The characters and procedures used to write programs that a computer is designed to

understand.

Laptop computer. A portable computer slightly larger than a notebook computer.

Laser printer. A nonimpact printer that produces sharper text and graphics than any other type of

printer. (See also Dot matrix printer; Ink-jet printer.)

LCD. See Liquid crystal display.
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Line or paragraph numbering. The ability of a program to automatically number each line or para-

graph sequentially in a document. The line or paragraph numbers can be deleted before the prepara-

tion of the final printout.

Line spacing. The abihty of a program to automatically change vertical line spacing (for example,

from double to single to double again)

.

Liquid crystal display (LCD). A type of monitor typically used on k^top computers or portable com-

puters. (See also Active matrix display.)

Listsenr. Any software that manages a mailing list. The most widely used programs are LISTSERV

(as distinct fi'om listserv, a generic term) , Listproc, and Majordomo.

Load. To transfer information or program instructions into a computer's memory.

Log off. To exit or leave a computer system. (See ^803f.)

Log on. To access a computer system. (See W802, 803e.)

M or MB. See Megabyte.

Macro. A time-savmg feature (like telephone speed dialing) that allows the user to store in memory a

set of keystrokes or commands that will accompUsh a certain task.

Mail merge. The process of taking information fi-om a database and inserting it into a form letter or

other document in order to customize the document for an individual recipient. For example, mail merge

can be used to create the inside address and the salutation for a form letter (See also Forms mode.)

Mailbomb. A deluge of e-mail messages from one or more sources, deliberately intended to overload

the recipient's computer and make it crash. A mailbomb is typically sent to punish someone guilty of

spamming or some other serious breach of netiquette.

Mailing list. An e-mail discussion group devoted to one or more specific topics.

Mainframe. A large computer system.

megabyte. A measurement of the storage capacity of a computer One megabyte represents more than

1 milhon bytes. Megabyte may be abbreviatedM or MB; however, MB is clearer sinceM also stands for

the metric prefix mega (meaning 1 miUion).

Megahertz. A measurement used to identify the speed of the central processing imit One megahertz

is equal to 1 million cycles per second.

Memory. The part of a computer that stores information. (See also Storage.)

Random-access memory (RAM). The temporary memory that allows information to be stored ran-

domly and accessed quickly and directly (without the need to go through intervening data).

Read-only memory (ROM). The permanent memory of a computer; a set of instructions that has

been built into the computer by the manufactm-er and cannot be accessed or changed by the user.

Menu. A fist of choices shown on the display screen. For example, a format menu would include such

options as the type style and the type size to be selected. A menu is often referred to as a pull-down

menu or a pop-up menu because it appears on screen after the user clicks on the menu bar or on some

other item on the screen.

Menu bar. The bar across the top of the screen or window that displays the names of available menus.

Merge. A command to create one file by combining information that is stored in two different loca-

tions. For example, a computer can merge the text in a form letter with a mailing fist to produce a

batch of letters with a different name, address, and salutation on each letter. (See also Mail merge.)
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Microcomputer. A small and relatively inexpensive computer, commonly consisting of a display

screen, a keyboard, a central processing unit, one or more disk drives, and a printer, with limited

storage based upon a microprocesson (See also Desktop computer; Laptop computer.)

Microprocessor. An integrated circuit on a silicon chip that serves as the central processing unit of

a computer.

MIPS. An acronym derived from millions of instructions per second. Used to measure the speed of a

computer.

Modem. An acronym derived from modulator/demodulator A device that (1) converts digital signals

into tones for transmission over telephone lines and (2) converts the tones back into digital signals at

the receiving end.

Monitor. The display screen of a computer.

Monospace font. A typeface such as Courier in which each character has exactly the same width

(like this).

Morph (from metamorphosize). To change one image into another by means of digital technology.

Motherboard. The computer's main circuit board, which contains the central processing unit, the

memoiy, and expansion slots for additional circuit boards called adapters or cards. [See Adapter.)

Mouse. A hand-operated electronic device used to move a cursor or pointer on the display screen.

Mostly used with microcomputers. (See Word ofmouse.)

Mouse arrest. To be placed under mouse arrest is to be denied further access to an Internet service

provider or a commercial online service as a result of violating the terms of service.

Mouse elbow. A repetitive strain injury (similar to tennis elbow) that is caused by repeatedly using a
mouse. (See also Carpal tunnel syndrome.)

Mouse potato. A person who sits glued to a computer screen (in the same way that a couch potato

sits glued to a TV screen).

MS-DOS (pronounced em-ess-doss] . Derived from Microsoft disk operating system. An operating sys-

tem used on IBM and IBM-compatible microcomputers.

Multimedia. The use of several types of media (such as text, graphics, animation, sound, and video)

in a document or an application.

Multitasking. The abihty of a computer to execute more than one program at a time.

Net. See Internet.

Netiqnette. A set of guidelines for formatting and composing e-mail messages.

Netizen. A "citizen" of the Net; an active participant in the Internet community. Netizens in general

are sometimes referred to as netkind.

Network. A system of interconnected computers. (See Notwork; Sneakemet.)

Local area networks (LANs) use cable to connect a number of computers within the same loca-

tion or at most a 2-niile radius.

"VWde area networks (WANs) use telephone hues or other telecommunications devices to link

computers in widely separated locations.

Internet is a system that links existing networks into a worldwide network.
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Newbie. A newcomer to a bulletin board S3rstein or some other network facility.

Newsgroup (also called a chat line or di forum). An electronic discussion group tied into a bulletin

board system. Each newsgroup is typically organized around a specific interest or matter of concern.

Newsreader. A program that permits users to read and respond to messages posted on Usenet.

Notebook computer. A portable computer that is shghtly smaller than a laptop computer and sUght-

ly larger than a palmtop (or handheld) computer.

Network. A network that does not hve up to its advance billing. Also called a nyetwork.

Number crunching. Processing large amounts of niunerical data.

Object linking and embedding (OLE). A process that permits the user to take material (referred to

as an object] from one source and insert (embed) it in another document. If the user subsequently

makes changes in the original material, those changes will be automatically transferred to the second

document as a result of the OLE linking process. (See also Dynamic data exchange.)

OCR. See Optical character reader.

Offline. Referring to the state in which a computer is temporarily or permanently unable to communi-

cate with another computer (even though it is tinned on and capable of performing other functions).

The term offline is also used humorously to refer to "real life."

Offscreen. Referring to any computer function that does not produce a display on the screen.

OLE (pronounced oh-LAY). See Object linking and embedding.

Online. Referring to the state in which a computer is turned on and ready to communicate with other

computers.

Onscreen. Referring to anything displayed on a computer screen.

Open. To transfer a file from a disk into a computer's memory.

Operating system (OS). Software that manages the internal functions and controls the operations of

a computer.

Optical character reader (OCR). A device that can scan text from hard copy and enter it automati-

cally into a computer for storage or editing. Also called an optical scanner.

Orphan protection. The abihty of a program to prevent the first line of a paragraph from printing as

the last line on a page. When tiie first line of a paragraph does appear as the last line on a page, it is

referred to as an orphan. (See also Widow protection.)

OS. See Operating system.

Outlining. The abihty of a program to automatically nimiber and letter items ^ed in an indented

format.

On^ut. The results of a computer operation.

Overwriting. Recording and storing information in a specific location on a storage medium that

destroys whatever had been stored there previously.

Page break. A command that tells the printer where to end one page and begin the next. (See Hard

page break; Softpage break.)

Page numbering. The abihty of a program to automatically print page numbers on the pages that

make up an entire document. If the document is revised and the total number of pages changes, the

page numbering is automatically adjusted.
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Pagination. The ability of a program to take information and automatically divide it into pages with a

specified number of lines per page. If the information is changed because of the addition, deletion, or

rearrangement of copy, the material will be automatically repaged to maintain the proper page length.

(See also r^Ji page break.)

Palmtop computer. A portable computer smaller than a notebook computer. Also called a handheld

computer.

Papemet. Ordinary mail service. (See also Voicenet.]

Password. A user's secret identification code, required to access stored material. A procedure intend-

ed to prevent information from being accessed by unauthorized persons.

Paste. A command that transfers information from a clipboard and inserts it in another location. (See

Cut and paste.)

Patch. A small program that improves an existing piece of software or corrects an error in it.

PC. See Personal computer

PDA. See Personal digital assistant.

Peripheral. A device that extends the capabilities of a computer (for example, a printer).

Personal computer (PC). A microcomputer for personal and office use.

Personal digital assistant (PDA). A palm-sized, handheld computer.

Personal information manager (PEVQ. A database management system that permits a user to store

and retrieve a wide range of personal information (for example, names, addresses, phone numbers,

appointments, and Usts of people to call and things to do).

Pica. A measurement used for a font; equal to 1/6 inch or 12 points.

Pitch. The number of monospace characters printed in a 1-inch line of text.

Pixel. An acronym derived from picture element. The smallest element (a dot) on a display screen.

Pixels are used to construct imageson the screen.

Plug-and-play. The abihty to plug in a peripheral and have it work without difficulty. The term plug-

and-play is now sometimes used to refer to a new employee who can immediately do the job without any

preliminary training. Because of the problems some users have experienced with items so labeled, they

refer instead to plug-and-pray.

Point. A measurement used to indicate the size of a font; 72 points equals 1 inch. (See also Pica.)

Pop-up menu. A menu that appears in a dialog box.

Port. A socket on a computer into which an external device (such as a printer cable) can be plugged.

Portrait orientation. Positioning paper so that information is printed across the short dimension of

the paper (See also Landscape orientation.)

Posting. An article sent to a Usenet newsgroup.

Print preview. A software feature that reduces the pages of a document so that a full page (or two
facing pages) can be seen on the screen before being printed. This feature permits the user to spot and
correct problems in format and page breaks.

Printers. Output devices of various types that produce copy on paper. (See Dot matrix printer; Ink-jet

printer; Laser printer.)
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Printout. The paper copy of information produced on a printer.

Program. An established sequence of instructions that tells a computer what to do. The term program

means the same as software.

Prompt. An onscreen symbol (for example, a cursor) that indicates where to type a command; a mes-

sage that indicates what action is to be taken.

Proportional font. A typeface in which the width of each character varies (as in this sentence), so

that the letter I takes much less space than the letter M. (See Font.)

Protocol. A set of standards that permits computers to exchange information and communicate with

each other.

Radio button. An onscreen element that allows a user to select one option from a group of items. An
empty circle precedes each option not selected. A dot appears in a circle to signify that the user has

selected that option.

RAM. See Memory, random-access.

Rave. To annoy someone by persistently talking about something. The act of raving is different from

flaming in that flaming is dehberately provocative and even insulting, whereas raving is simply annoy-

ing because it goes on so long.

Read. To transfer information from an external storage medium into internal storage. (See also Storage,

external and internal.)

Record (n.). A collection of all the information pertaining to a particular subject.

Redline. A word processing feature that shows deleted material by displaying it in a shaded panel, by

printing a line through the text, or by using some other method. Redlining allows a user to see what

has been deleted. Any redlined text may be easily removed from a document to produce the final copy.

For ex^ol^^^ortion of text is^^^^^^^^tJhe redline feature.

Response time. The time a computer takes to execute a command.

Retrieve. To call up information from memory so that it can be processed in some way.

ROM. See Memory, read-only.

Row. A horizontal block of cells in a table or spreadsheet. (See also Column.)

RSI. Repetitive strain injury; sometimes referred to as chiplash. (See also Carpal tunnel syndrome; Mouse

elbow.)

Ruler. A bar (displayed on the screen) that shows the width of the page, the margin settings, the para-

graph indentions, and the tab stops.

Save. To store a program or data on a storage device such as a disk.

Scanner. An input device that can copy a printed page into a computer's memory, thus doing away
with the need to type the copy. A scanner can also convert artwork and photographs into a digital for-

mat and store these in memory.

Screen. See Display screen.

Screen dump. A printout of what is displayed on the screen. (For an example, see the illustration in

^1396.)
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Screen saver. A program that changes the screen display while the user is away from the computer.

Without the use of a screen saver, a screen image that remains on display for any length of time can

damage the screen.

ScroU. To move information horizontally or vertically on a display screen so that one can see parts of

a document that is too wide or too deep to fit entirely on one screen.

Scroll bar. An onscreen element that allows a user to scroll by using a mouse.

SCSI. See Small computer system interface.

Search and replace. A command that directs the program to locate a character string or informa-

tion (text, numbers, or symbols) wherever it occurs in a document and replace this material with new
information. (See Global.)

Search engine. A fi-ee program that helps Web users locate data by means of a key word or concept.

Among the most popular search engines are Yahoo!, Excite, WebCrawler, and AltaVista.

Server. A computer that deUvers data to other computers (clients) linked on the same network.

Shareware. Software that usually may be downloaded and used initially without charge; the author

may subsequently ask for some payment. (Compare mth Freeware.)

Shouting. The use of all-capital letters in e-mail. This practice is considered a violation of netiquette

and is actively discouraged.

Shovelware. Mediocre material used to fill up space on a CD-ROM or a Web site.

Sig block. The signature block that automatically appears at the end of every outgoing e-mail mes-

sage. Also referred to as a .sig file.

Small computer system interface (SCSI, pronoimced scuzzy). A type of hardware and software

interface for connecting peripherals such as a disk drive or a CD-ROM.

Smiley. In e-mail messages, a facial expression constructed sideways (for the "lateral-minded") with

standard characters. Also referred to as emoticons (emotional icons) . For example:

:-D
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Soft page break. A line inserted by the program to show where a page will end. If copy is added or

deleted, the original page break will be replaced with a new soft page break at the appropriate place.

(By contrast, a hard page break will remain fixed, no matter what changes are made in the copy.) (See

also Pagination.)

Soft return. A software featiu-e that automatically breaks text between words at the right margin. The

hne ending is considered soft (nonpermanent) because the hne ending will change if the user adds or

deletes text. (See Hard rehim; Word wrap.)

Software. The mstructions that a computer needs to perform various functions. The term software

means the same as program. (See also Hardware.)

Sort. To arrange fields, records, or files in a predetermined sequence.

Spam (n.). The electronic equivalent of junk mail; also called unsolicited commercial e-mail (UCE).

Spam (v.). To send an e-mail message to a great number of recipients without regard for their need to

know. A user who spams sometimes receives a mailbomb in return as a form of retaliation.

Spider. A program that searches the Web for new Web sites.

Split screen. The abihty of some programs to display information in two or more different areas on

the screen at the same time.

Spreadsheet. A program that provides a worksheet with rows and columns to be used for calcula-

tions and the preparation of reports.

Storage. The memory of a computer.

External storage. A magnetic medium such as a disk, diskette, or tape used to store information;

can be removed from the computer.

Internal storage. An integral component of a computer; cannot be removed.

Store. To place information in memory for later use.

Style sheet. A collection of the user's formatting decisions regarding font, type size, margins, justifi-

cation, paragraph indentions, and the like.

Surfing the Net. Browsing through various Web sites on the Internet in search of mteresting things.

SYSOP (pronounced siss-op). An acronym derived from system operator. A person who operates a

bulletin board system.

Tab grid. A series of preset indentions (usually a half inch apart) . If the tabs are reset by the user, the

grid will change to show the new location of the tabs.

TCP/IP. See Transmission Control Protocol/Internet Protocol.

Telecommunications. The process of sending and receiving information by means of telephones, satel-

lites, and other devices.

Telecommuter. An employee who works away from the office (usually at home) and uses a computer

(1) to access needed information on the organization's intranet and the Internet and (2) to communi-

cate with other employees, supphers, and customers or clients.

Teleconferencing. Conducting a conference by using computers, video, and telecommunications to

share soimd and images with others at remote sites.

Telnet. A protocol that allows a computer to connect with a host computer on the Internet. The

use of telnet is diminishing as the Web's hypertext transfer protocol (HTTP) gains in popularity.
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Template. A preestablished fonnat for a document, stored in a computer. The template determines
the margins, the type style and size to be used for the text, placement instructions for various elements
(such as the date line], and design specifications for certain items (such as a letterhead). A user can
simply call up the appropriate template, insert text where needed, and then print a final document. The
user can modify the original template or create a new template to satisfy personal preferences.

Terminal. Any device that can transmit or receive electronic information.

Text. The information displayed on a screen or printed on paper.

Text entry. The initial act of typing that places text in storage. (See Type.)

Hiread. A series of posted messages that represents an ongoing discussion of a specific topic in a bul-

letin board system, a newsgroup, or a Web site.

Tool bar. See Button bar.

Tonchpad. The device on a laptop computer that takes the place of a mouse.

Touchscreen technology. The technology that permits a user to perform a function simply by touch-
ing the screen in an appropriate spot.

Transmission Control Protocol/Internet Protocol. A collection of over 100 protocols that are used
to connect computers and networks.

Tteeware. Anything printed on paper.

Type. To enter characters into the memory of a computer. For a number of years the verb type began
to be replaced by the verb key as a way of emphasizing the difference between a computer and a type-

writer. However, the simpler verb type has made a comeback in computer terminology and is now the
word commonly seen in users' manuals and on display screens.

Typeface. See Font; 11305d for samples.

Typeover. See Overwriting.

Uniform resource locator (URL). The specific Web address for an individual or an organization. (See
World Wide Web; ^1537.)

Upload. To transfer information from a client computer to a host computer. (See World Wide Web; fl537.)

URL (pronounced you-are-el or eri). See Uniform resource locator

Usenet (from Users' Network). A bulletin board S3rstem that hosts thousands of newsgroups.

User-friendly. Describing hardware or software that is easy to use. A related phrase, user-obsequious,

describes hardware or software that is so simphstic in design that it is virtually unusable.

Userid (pronounced user-eye-dee). The name a person must use, along with a password, to gain access
to restricted areas on a network.

Visq>orware. Software that is being widely advertised, even though it is still in the developmental stage
and has serious problems which may doom its eventual release. The prematiu-e marketing of products
Hke these is designed to deter prospective customers fi-om buying competitive products already avail-

able for sale. (See Brochureware.)

Veronica. A tool for searching gopher menus to locate information on a particular topic.

Video display terminal (VDT). See Display saeen.

Virtual reality. See Cyberspace.
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Virus. A piece of computer code designed as a prank or malicious act to spread from one computer to

another by attaching itself to other programs. Some viruses simply cause a humorous message to

appear on the screen, some cause minor glitches, and some cause serious damage to a computer's

memory or disks. [See Antivirus software.)

Voicenet. Ordinary telephone service.

WAIS (pronounced ways). See Wide-area information service.

WAN. See Nehvork, wide area.

Web. See World Wide Web.

Web browser. Software that permits a user—^with a click of a mouse—^to locate, display, and down-

load text, video, audio, and graphics stored in a host computer on the Web. The most common Web
browsers now in use are Hotjava, Netscape Navigator, and Microsoft Explorer.

Webcaster. An application that can be custom-tailored to satisfy an individual user's need for con-

stantly updated information in specific areas. A Webcaster, when appropriately programmed, will auto-

matically dehver the needed information to the user's computer.

Webmaster. The person who maintains a specific Web site and is responsible for what appears there.

Web site. One or more related pages created by an individual or an organization and posted on the

World Wide Web. (See Homepage.)

\^de-area information service. An Internet search system that will locate documents that contain

key words specified by the user.

"VWdow protection. The abihty of a program to avoid printing the last hne of a paragraph as the first

line on a page. When the last line of a paragraph does appear as the first line on a page, it is referred

to as a widow. (See also Orphan protection.)

Windovnag. The abihty of a program to spUt its display screen into two or more segments so that the

user can view several different documents or perform several different functions simultaneously. (See

also Split screen.)

"Vflzaid. A feature of Microsoft Word software that helps a user create a customized document; it asks

the user questions about formatting and content options and uses the answers to create the document.

(In WordPerfect this feature is called an expert.) The term wizard is also used to refer to the person in

an organization who can quickly find and fix everyone else's computer problems.

Word of mouse. Gossip spread by e-mail.

Word processing. The electronic process of creating, formatting, editing, proofreading, and printing

documents. (See Information processing.)

Word wrap. A software feature that detects when a word will extend beyond the right margin and

automatically transfers it to the beginning of the next line.

Workstation. A desktop computer than runs applications and serves as an access point in a local

area network. (See Network.)

World Wide Web. The component of the Internet that combines audio, video, and graphics with text.

Also called the Web or WWW. Because of frequent delays in accessing the Web, some users prefer to

translate WWW as World Wide Wait.

WWW. The World Wide Web. Sometimes pronounced triple-dub (to avoid pronouncing eachW separately).

WYSIWYG (pronounced wizzy-wig). An acronym derived from what you see is what you get. A com-

puter design standard that lets the user see on the screen how a page will look when it is printed.



APPENDIX C
Pronunciation Problems

The following list of terms represents common pronunciation problems that plague even

highly educated people. A good part of the difficulty arises from the fact that the way a word
is pronounced may have httle relationship to the way it is spelled. (See, for example, the

entry for Natchitoches.) Or the accent may fall on a syllable where you would not expect it to.

(See the entry for Willamette.) Further compUcating the problem is the existence of regional

variations in pronunciation. (See the entries ior Louisville audi New Orleans.)

There is no national standard for pronunciation in the United States. Perhaps the nearest

thing we have is the pronunciation used by the anchors of the evening news programs on the

major TV networks. Thus it is not surprising that many dictionary entries show more than one

way to pronounce a given word. In such cases, the first pronunciation shown is considered the

preferred pronunciation, that is, the one most commonly heard or the one least likely to cause

raised eyebrows. The entries in this appendix ordiaarily show only the preferred pronuncia-

tion. A few entries will show two pronunciations when they appear to be equally in use.

The judgments reflected in the following entries may strike some readers as wrongheaded or

totally at odds with local standards of pronunciation. If you feel confident about pronouncing

a word differently from the way it is shown here, go right ahead and say it your way. When
you feel less than confident, however, the foUowing guidelines may be of some help.

A priori. Pronounce the c as in hah or in hay. Say ah-pree-AW-ree or ay-pree-AW-ree.

Abdomen. Put the accent on the first syllable. Say AB-duh-mun (not ab-DOE-mun).

Accessory. Ssy ack-SESS-uh-ree {tsot ass-SESS-uh-ree).

Across. Say uh-KRAWSS {iX(yiuh-KRAWST).

Ad hoc. SayADD-HOCK.

Affluent, affluence. Put the accent on the first syllable, not the second. Say AF-floo-ent and AF-floo-

enss (not af-FLOO-ent and af-FLOO-enss)

.

Albeit. Pronounce this word as three syllables. Say awl-BEE-it.

Alleged. Say uh-LEJD (not uh-LEJ-ed).

Alumnus, alumna. The male singular form alumnus is pronounced uh-LUM-nus. The female singular

form alumna is pronounced uh-LUM-nuh. The male pliual form alumni is pronounced uh-LUM-neye. The
female plural form alumnae is pronounced uh-LUM-nee.

Amicable. Say AM-ick-uh-bul [mvtuh-MICK-uh-but).

Analogy, analogous. The noun analogy is pronounced uh-NAL-luh-jee. The adjective analogous is pro-

noimced uh-NAL-luh-gus.

Angina. Medical professionals typically pronounce this word as ANN-jinn-uh. Others typically say
an-JYE-nuh.

Applicable. Pronounce the first a in applicable as in apple. Say A-plih-kuh-bul (not uh-PLIH-kuh-bul).

i^ricot. Pronounce the a as in apt (not as in ape). Say A-prih-kot.
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Arctic, Antarctic. Do not overlook the c in these words. Say ARK-tick and ant-ARK-tick [hot AR-tick

and ant-AR-tick).

Arkansas, Kansas. There's no sound of Kansas in Arkansas. Kansas is pronoxmced KAN-zus. Arkansas

is pronounced ARR-kin-saw. However, when talking about the residents of these two states—Kansans

and Arkansans—say KAN-zuhnz and arr-KAN-zuhnz.

Asterisk. Pronounce the last syllable exactly as it is spelled

—

risk (not rick or rix).

Athlete. This is a two-syllable word. Say ATH-ket (sorr ATH-uh-ket).

Aunt. Whether you say AA^T (as in can 't) or ONT (as mfont] will depend on where you grew up. Either

pronunciation is acceptable.

Awiy. Say uh-RYE [vorAW-ree).

Bass. Rhyme this word with class when it refers to fish. Rhyme it with case in all its other meanings.

Because. Say bih-KAWZ (not bee-KUHZ or bee-KAWSS).

Beijing. Say bay-JEENG [mmbay-ZHEENG].

Beirut. Say bay-ROOT (not by-ROOT).

Beloit. This city in Wisconsin is pronounced buh-LOYT.

Berlin. The city in Germany is pronounced buhr-LINN. Tlie cities in New Hampshire and ^sconsin are

pronounced BUHR-linn.

Bing^amton. See -ham.

Birmingham. See -ham.

Boise. Residents of Idaho say BOY-see. Others usually say BOY-zee.

Bow. Rhyme bow with how when it refers to the front part of a ship or the act of bending or yielding.

Rhyme bow with hoe in all its other meanings.

Bowdoin. This college in Maine is pronounced BOE-dun.

Breech, breeches. The singular form, breech, is pronounced exactly as it is spelled

—

BREECH. The
plural form, breeches (referring to a pair of pants), is pronounced BRIH-chiz.

Buffet. When referring to a sideboard or table covered with food, say buh-FAY (not boo-FAY). When
using the word in all its other meanings, say BUH-feht.

Butte. This city in Montana is pronounced like beaut in beautiful.

Cairo. In Egypt this city is pronounced KYE-roe. In Illinois it is pronounced KAY-roe.

Calais. In France this city is pronounced kal-LAY. In Maine it is pronounced KAL-lus. The cal in Calais

rhymes with /)a/.

Caribbean. There is no clear preference for kuh-RIB-bee-yan over kar-rib-BEE-yan, so take your pick.

Carmel. In California this city is pronounced car-MEL. In Indiana it's pronounced CAR-mel.

Caste. Rhyme caste with, past (not with ^aste).

Cay, Cayman. The word cay is pronounced KEY and has the same meaning as key [an island or reef).

However, cay is pronounced .K^when referring to the Cayman Islands.
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Celtic. When referring to the people or their language, say KELL-tick. When referring to a Boston

basketball player, say SELL-tick.

Chaise longue. This French term for a long reclining chair is pronounced shayz LAWNG (not shayz

LOWNJ).

Chamois. This French term for a type of leather or fabric has a distinctly un-French pronunciation in

the United States. S>a^ SHAM-mee [hot sham-WAH).

Chaos. Sa.y KAY-ahss [TiOT CHAY-ahss)

.

Chassis. This word has the same spelling in the singular and the plural but not the same pronuncia-

tion. Say CHASS-see for the singular and CHASS-seez for the plural.

Cheyenne. This city in Wyoming is pronounced shy-ENN.

Chimera. Say kye-MEER-uh.

Clapboard. This term for a type of house siding is pronounced KLAB-bird and not as the spelling might

suggest.

CUque. Say KLEEK (not KLICK] .

Coeur d'Alene. This city in Idaho is pronounced CORE-duh-LANE.

Comparable. Pronounce this word as three syllables. Say COM-pruh-bul (not com-PAIR-uh-buI).

Conch. Sa.YKONK[T!f(ytKONCH).

Connecticut. Ignore the c in the second syllable (nect). Say kuh-NET-ih-kut.

Consummate. When used as a verb, consummate is pronounced KON-suh-MAYT. When used as an adjec-

tive, this word is pronounced KON-suh-muht.

Copenhagen. Sa.y KOE-pen-HAY-gun [hot KOE-pen-HOG-gun)

.

Corps. When this word is singular (as m the Marine Corps], both the^ and the s are silent. Say ^WZ?.
When this word is plural, say KAWRZ.

Coupon. Say KOO-pon [isoTKYOO-pon].

Croat. Pronounce this word as two syllables. Secy KROH-aht.

Croatian. TYeat this word as three syllables, and pronounce the first a as in day. Say kroh-AY-shun.

Culinary. Say KUH-lih-ner-ree (hot KYOO-lih-ner-ree).

Cupola. The final letter in this word is a (not o). Say KTOO-puh-luh {not KYOO-puh-loe).

Curasao. This island in the Caribbean is pronounced kyoo-rah-SOE.

Dais. People sit or stand on the DAY-iss (not the DYE-iss).

Data. Pronounce the da in data as in day (not as in dash). SayDAY-tuh.

Defendant. Say dif-FEN-dunt [vondih-FEN-DANT].

Des Moines. This city in Iowa is pronounced dih-MOIN. (The s is silent in both parts of the name.)

Des Plaines. This city in Illinois is pronounced dess-PLAINZ. (Here the s is sounded in both parts of

the name, but it is sounded differently in each case.)
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Detroit. Say dih-TROYT [^mDEE-troyt].

Dishevel. The dis in dishevel is not pronounced like the dis in dishearten or dishonor. Say dih-SHEV-uhl.

Dissociate. Say dis-SOH-see-ate (not dis-uh-SOH-see-ate]

.

Dour. SayD^WR [miDOWR].

Draw, drawer. Do not add an r sound at the end of draw. By the same token, do not omit the r sound

at the end of drawer.

Dttbnque. This cily in Iowa is pronounced duh-BYOOK.

Duquesne. This city and university in Pennsylvania are both pronounced doo-KANE.

Durham. See -ham.

Ban Claire. This city in Wisconsin is pronounced oh-CLAIR.

Edinburgh. This city in Scotland is pronounced EH-din-BURR-uh [vor EH-din-BURG).

Either, neither. These two words cire more commonly pronounced EE-thur and NEE-thur, but EYE-thur

and NYE-thur are also acceptable.

El Cajon. This city in California is pronounced ell-kuh-HONE.

Err. Pronounce err as in berry.

Espresso. There is no jc in espresso. Say ess-PRESS-oh (not ex-PRESS-oh).

Et cetera. There is also no jc in this phrase. Say ett-SET-ter-uh (not ex-SET-ter-uh).

Exquisite. Put the accent on the second syllable. Say ex-KWIZ-zit.

E2rtraordinary. Say ex-STRAW-dih-ner-ree [fivr EX-truh-AWR-dih-ner-ree).

February. Do not ignore the first r in February. Say FEB-roo-err-ree {jxot FEB-yoo-err-ree).

Forbade. The bade in.forbade (the past tense offorbid] should rhyme with glad (not glade) . Sayfur-BAD.

Formidable. Put the accent on the first syllable. Say FOR-muh-duh-bul {jxotfor-MID-duh-bul).

Forte. Whenforte means "strong point" (as in Tact is not hisforte), pronounce it as one syllable

—

FORT.
Wien forte means "loud" (as in a musical direction), pronoimce it as two syllables

—

FOR-tay.

Framingham. See -ham.

Fraternize. Note that the second syllable is spelled ter (not tra). Say FRAT-ter-nize [tsot FRAT-tra-nize).

Gauge. The gau in gauge is pronounced gay (not gaw as in gauze). Say GAYJ.

Genuine. SayfEN-yuh-win [iiOTjEN-yoo-wine).

Gloucester. This city in Massachusetts is pronounced GLOSS-ter.

Gotham. See -ham.

Government. Don't overlook the n in vem. Say GUH-vem-ment (not GUH-ver-ment or GUH-vuh-mint).

Greenwich. This name, whether it refers to the town in Connecticut or the borough in England or the

village in Manhattan, is pronounced GREN-nitch. However, the town in Rhode Island—East

Greenwich—is pronoimced eest-GREEN-witch.
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Grenada. This island in the Caribbean is pronounced gruh-NAY-duh [fiOT gruh-NAH-duh).

Grievous. Do not make this a three-syllable word. Say GREE-vus (not GREE-vee-yus).

Groton. This name, whether it refers to the town in Connecticut or the private school in Mass-
achusetts, is pronounced GROTT-uhn.

Grovel. Say GRAH-vuhl [HKyrGRUH-vuhl).

-ham. The suffix -ham is usually pronounced um in short place names such as Chatham, Dedham,
Durham, Gorham, Hingham, Mendham, and Wareham. In longer place names, such as Birmingham and
Framingham, ham is fully sounded. When ham appears within a long place name, such as Binghamton,
it is typically pronounced um.

Harass, harassment. Some authorities say that putting the accent on the second syllable

—

huh-RASS,
huh-RASS-ment—is more common among U.S. speakers; others say that the practice of putting the

accent on the first syllable is equally common

—

HA-russ, HA-russ-ment (where the ha is pronounced as
in hat] . In short, either set of pronunciations is acceptable.

Haverhill, llus town in Massachusetts is pronounced HAY-vuh-ruhl

Hawaii. Ssy huh-WYE-yee [vorrhuh-VYE-yee).

Height. Although there is an /i at the end of width, there is no h at the end of height, so pronounce this

word HITE (to rhyme with kite) and not as highth.

Heinous. Say HAy-nus.

Helena. The capital of Montana is pronounced with the accent on the first syllable

—

HEH-leh-nuh.

Herb. The h is silent. Say ERB.

Heterogeneous. Say heh-tuh-ruh-JEE-nyuhs.

Hiatus. Say high-ATE-us.

Hilo. This city m Hawaii is pronounced HEE-low.

Hingham. See -ham.

Hiroshima. Both HEER-uh-SHEE-muh and hih-ROE-shih-muh are commonly used by U.S. speakers.

Hors d'oeuvre. This French term (meaning "appetizer") is pronoimced awr-DUHRV. Tlie plural form
hors d'oeuvres is pronounced awr-DUHRVZ.

Houghton MifElin. The first part of this pubUsher's name is pronounced HOE-tun.

Houston. The city m Texas is pronounced HYOO-stun. However, the street m New York City is pro-

nounced HOW-stun.

Ian. The GaeHc form of the nameJohn is pronounced EE-yan.

Illinois. The s is silent. Say ill-Uh-NOY {vorrill-lih-NOYZ).

Implacable. Say im-PLACK-uh-bul {jxorr im-PLAYK-uh-buI).

Imprimatur. Say im-pruh-MAH-tuhr.

Incognito. Say in-kog-NEE-toe [voTin-KOG-nih-toe).

Indefatigable. Put the accent onfat. Say in-dih-FAT-ig-uh-buL
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Indict, indictment. The spelling of these words is misleading. Say in-DITE, in-DITE-ment (not

in-DIKX in-DIKT-menf).

Indigenous. Say in-DIH-jih-nus.

Inexplicable. Say in-ex-PLICK-uh-bul.

Infamous. Put the accent on the first syllable. Say IN-fuh-mus.

Integral. Do not misplace the r when pronouncing this word. Say IN-tih-grul (not IN-ter-gul or IN-trih-

gul). Be sure to accent the first syllable

—

IN-tih-grul (not in-TEH-gruI].

International. Be sure to pronounce the first t in international. Say in-ter-NASH-nul (not in-ner-NASH-nul).

Introduce. Here again, be sure to pronounce the t. Say in-tmh-DOOSS (not in-ner-DOOSS).

Irrelevant. Say ir-REL-leh-vant [vorr ir-REV-veh-lent).

Irreparable. Pronounce this five-syllable word as four syllables. Say ir-REP-ruh-bul (not ir-reh-PAIR-

uh-bul).

Irrevocable. Say ir-REV-vuh-kuh-bul [vorir-reh-VOE-kuh-buI).

Itinerary. Say eye-TIN-nuh-rer-ree {svr eye-TIN-ner-ree).

Jewelry. SayJOO-well-ree {J!«yrJOO-luh-ree).

Jodhpur, jodhpurs. The city in India, Jodhpur, is pronounced/AHD-^un: The plural form, jodhpurs (refer-

ring to riding breeches), is pronounced/AHD-/)urz. (Note that the word is spelled hp, not ph. Those who
fail to recognize the correct spelling may be tempted to pronounce the word incorrectly as JAHD-furz.)

Junta. Pronounce the letter; like h and the letter u hke oo in wood. Say HOON-tiih.

Kansas. See Arkansas.

Kilometer. Most U.S. speakers say kuh-LOM-muh-ter, even though KILL-luh-MEE-ter logically follows

the way in which centimeter and millimeter are accented. Either pronunciation is acceptable.

La JoUa. This commimity is southern California is pronounced luh-HOY-yuh.

Laboratory. Do not pronounce the first o. Say LAB-ruh-taw-ree.

Lafayette. The city in California is pronoimced la-fee-ETT. The county in Arkansas is pronounced

luh-FAY-ett.

Lagnij^>pe. This French word (used in places like Louisiana to signify a small gift or something extra

that is given to a customer who makes a piu-chase) is pronounced lan-YAP.

Laredo. This city in Texas is pronounced luh-RAY-doe.

Leavenworth. The first part of this Kansas city name rhymes with heaven.

Length. Be sure to pronounce the g. Say LENGTH [nviLENTH).

Liaison. Say LEE-uh-zahn [tsot LAY-uh-zahn or lee-YAY-zahn).

Library. Do not overlook the first r. Say LIE-brer-ree [TxarLIE-ber-ree).

Lilac. Say LIE-lock [V(n LIE-lack)

.

Lima. The city in Peru is pronounced LEE-muh. The city in Ohio is pronounced LIE-muh (as in lima bean)

.

Long-lived. Pronounce the / in lived as in life (not as in liver).
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Los Angeles. Pronounce the g in. Angeles as a; and the es as us. Say lawss-ANN-juh-lus (not lawss-ANG-

guh-leez).

Louisiana. Residents of the state say loo-zee-YAN-nuh. Others usually say loo-wee-zee-YAN-nuh.

Louisville. Residents of Kentucky say LOO-uh-vul. Others usually say LOO-wee-vill.

Mackinac. The spelling for this island in Michigan does not reveal the correct pronunciation. Say

MACK-in-naw {sot MACK-in-nack).

Marseilles. The city in France is pronounced mar-SAY. The city in Illinois is pronounced mar-SAILS.

Memento. Note that this word begins with me (not mo). Say meh-MEN-toe (not moe-MEN-toe).

Metairie. This suburb of New Orleans is pronounced MET-uh-ree (not meh-TAIR-ree).

Minuscule. Say MIH-nus-kyool [nKyr MINE-nus-kyooI).

Minute. When referring to a small period of time, say MIN-nit. When referring to something extremely

small, say my-NOOT.

Mischievous. Say MISS-chiv-vus [vormiss-CHEE-vee-yus).

Misled. Do not be misled by the spelling of this word. Say miss-LED [TS((yrMYZ-zuhld).

Mobile. The city in Alabama is pronounced moe-BEEL. The adjective (meaning "movable") is pronounced

MOE-hul. The common noun referring to a type of sculpture that moves is pronounced MOE-beel

Wmotm, The city is Russia is pronounced MAHSS-kow. The city in Idaho is pronounced MAHSS-koe.

Mount Desert. This island in Maine is pronounced mount-deh-ZERT (not mount-DEZ-zert).

Nacogdoches. This city in Texas is pronounced nack-kuh-DOE-chez.

Natchitoches.You might think this city in Louisiana was pronounced much like Nacogdoches, but you'd

be wrong. Ignore the spelling and say NACK-kuh-tish.

Neither. See Either.

Nevada. When residents of Nevada pronounce this name, they lypically sound the first a like the a in

man: neh-VAA-duh. Outsiders typically pronounce this name as neh-VAH-duh. And residents of Nevada

County in Arkansas pronounce this name nuh-VAY-duh.

New Orleans. Residents of Louisiana typically say noo-WAH-linz; some even say noo-wah-LEENZ.

Outsiders typically say noo-ARR-linz.

Newark. The city in New Jersey is pronounced NOO-erk. The city in Delaware is pronounced NOO-ARK

Newfoundland. This Canadian province is pronoimced with the accent on New. Say NOO-finned-lund.

Nuclear. Say NOO-klee-ur [sot NOO-kyoo-lur).

Often. Ignore the t. SayAWF-fen (not^WF-^ct?).

Oregon. Many residents of this state pronounce the name as two sy\[ah\es—AWR-gun. Others (includ-

ing most outsiders) say AWR-ruh-gun. There seems to be substantial agreement that the or in Oregon

should not be pronoimced ahr and that gon should not be pronoimced as in Gone With the Wind.

Paradigm, paradigmatic. The opening syllables para are pronounced as in parachute. The g is silent

in the noun paradigm; say PAR-uh-dime. The g is pronounced in the adiective paradigmatic; say par-uh-

dig-MAT-tick.
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Parliament. Ignore the /. Sa.y PARR-luh-ment.

Patronize. Pronounce the^a as in pay (not as in pat). Say PAY-truh-nyze.

Peabody. This town in Massachusetts is ^vonoxmced PEA-buh-dee [isoiTPEA-bah-dee).

Pecan. Saypih-KAN [kotpih-KAHN). However, pronounce the phia.se pecan pie as PEA-kan PIE.

Pedagogue. Pronoimce the go as in got (not as in goat). Say PEH-duh-gahg.

Pedagogy. Unlike the go in pedagogue (pronounced as in got), the go in pedagogy is pronounced as in

goat. Moreover, the gy is pronounced /eg. Say PEH-duh-goe-jee.

Perspiration. Say PER-spuh-ray-shun {sot PRESS-per-ray-shun).

Phoenix. Pronounce this cily in Arizona FEE-nicks.

Pianist. Pee-ANN-ist is the preferred pronunciation, but PEE-uh-nist is also acceptable.

Picture. Say PIHK-chur [Jiorr PIT-chur).

Pierre. This two-syllable French name (pronounced pee-YAIR) is pronounced as only one syllable

—

PEER—^when it refers to the capital of South Dakota.

Poignant. Do not pronounce the g. Say POY-nyent {moT POYG-nant).

Poinsettia. Ignore the second i. Say poyn-SET-tuh.

Posthumous. The j!)o in posthumous is pronounced as in^of (not as in post). Say POSS-chum-mus.

Potpourri. This French word (meaning "mixture" or "medley") is pTono^mced poe-puh-REE.

Pou^bkeepsie. This city in the state of New York is pronoxmced puh-KIPP-see.

Precedent. Put the accent on the first syllable. Say PRESS-uh-dent [Tiorr pruh-SEE-dent)

.

Prerogative. Note that the first syllable is spelled j!>re [sOTper). Say prih-ROGG-uh-tiv [moTper-ROGG-

uh-tiv).

Preventive. Do not insert an extra syllable in this word. Say prih-VEN-tiv [nor prih-VEN-tuh-tiv).

Primer. When referring to a very basic book, say PRIM-mer. For all other meanings of the word, say

PRYE-mer.

Probably. Pronounce this word as three syllables. Say PRAH-buh-bke [hot PRAH-blee).

Pronunciation. Unlike the ounce sound in the verb pronounce, there is no ounce sound in the noun pro-

nunciation. Say pruh-nun-see-YAY-shun [hot pruh-noun-see-YAY-shun).

Pseudo. The/) is silent. Say SOO-doe.

Puerto Rico. PWAIR-toe-REE-koe is preferred, but POR-toe-REE-koe is also acceptable.

Pulitzer. The name of the prize is pronowiced PULL-uht-suhr [sot PYOOL-uht-suhr).

Puyallup. This city in Washington is pronounced ^|/oo-i4L-u/> [VOT poo-YAL-up).

Quay. Say KEE (not KAY or KWAY)

.

Quincy. The city in Illinois is pronoxmced KWIN-see. The city in Massachusetts is pronounced KWIN-zee.

Re. The Latin preposition re (whether used alone or in the phrase in re) is usually pronounced RAY, but

many lawyers say REE.
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Reading. As an ordinary common noun, reading is pronounced REE-ding. However, as a proper noun

referring to the city in Pennsylvania or the town in Massachusetts, Reading is pronounced RED-ding.

Realtor. This word is commonly mispronounced REE-luh-ter, as if the word were spelled Relator. Either

pronounce the word correctly

—

REE-uhl-ter—or say real estate agent and avoid the problem altogether.

Recognize. Do not overlook the g. Say REH-kug-nyze [Tion REH-kuh-nyze).

Recur. Say ree-KURR (not ree-uh-KURR)

.

Reputable. Accent the first syllable. Say REH-pyuh-tuh-bul.

Respite. Say RESS-pit [mTre-SPITE).

Row. This word rhymes with how when it means "uproar." Row rhymes with hoe in all its other

meanings.

Sacrilege, sacrilegious. Pronounce the sa as in sack. Say SA-kruh-lihj, sa-kruh-LIH-juhs.

Sagacious. Say suh-GAY-shus [ViOT suh-GASH-us) .

Salisbury. When referring to the city in Maryland or North Carolina, say SAWLZ-ber-ree.

San Jacinto. The "proper" pronunciation of this town in California is san-huh-SIN-toe. Nevertheless, the

pronunciation most commonly heard today is san-juh-SIN-tuh.

San Joaquin. "When referring to the river or the coimty in California, say san-wah-KEEN.

San Jose. When referring to the city in California, say san-uh-ZAY or san-hoe-ZAY.

San Juan. The capital of Puerto Rico is pronounced san-WAHN.

San Rafael. This city in California is pronounced san-ruh-FELL.

Sandwich. Don't overlook the d. Say SAND-witch (not SAN-witch or SAM-witch).

Schedule. U.S. speakers say SKED-jyool; Canadian and British speakers say SHED-jyool

Schism. Say SIH-zum [sot SKIH-zum)

.

Sean. The Irish form of the name John is pronounced SHAWN.

Sieve. Say SIV (not SEEV] .

Similar. Say SIH-mill-er (not SIM-yoo-ler or sih-MILL-yer).

Sioux City, Sioux FaUs. Pronounce Sioux as SOO.

Solder, soldier. Pronounce solder as SOD-der and soldier as SOUL-jer

Spokane. This city in Washington is pronounced spoe-KAN (not spoe-KAIN)

.

Spontaneity. Say spon-tuh-NAY-uh-tee (nor spon-tuh-NEE-uh-tee).

St. Augustine. When referring to the city in Florida, i^ronovmce Augustine as AW-guh-steen. When refer-

ring to the saint himself, say uh-GUS-tin.

St. Louis. When referring to the city in Missouri, pronounce Louis as LOO-wiss [fiOTLOO-wee).

Status. The sta in status may be pronounced as in stay or in stack. In the expression status quo, sta is

more commonly pronounced as in stack. Say STA-tuhs KWOE.
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strength. Do not overlook the ^ in this word. Say STRENGTH (not STRENTH).

Suave. Say SWAHV (not SWAYV] .

Subpoena. Say suh-PEE-nuh.

Subtle, subtlety. Say SUT-uhl and SUTuhl-tee.

Superfluous. Put the stress on the second syllable. Say soo-PER-floo-us (not SOO-per-FLOO-us)

.

Tempe. This city in Arizona is pronounced tem-PEE (not TEM-pee).

Temperament, temperature. Ignore the second e in these words. Say TEM-pruh-ment and TEM-pruh-

choor.

Terre Haute. This city in Indiana is pronounced ter-ruh-HOAT. [Haute rhymes with boat.)

Tacson. This city in Arizona is pronounced TOO-sahn.

Tete-a-tete. Pronounce this French phrase TET-uh-TET (not TATE-uh-TATE)

.

Uranus. The planet Uranus is pronounced YUR-uh-nus (not yuh-RAY-nus]

.

Valparaiso. When referring to the city in Chile, say val-puh-RYE-zoe. When referring to the city in

Indiana, say val-puh-RAY-zoe.

Vanilla. Say vuh-NH-luh [txot vuh-NEL-luh).

Vegan, vegetarian. Although a vegan is a vegetarian, the g is pronounced differently in these words.

Say VEE-gun and veh-juh-TAIR-ree-yan.

Versailles. When referring to the palace in France, say ver-SIGH. When referring to the town in Ohio,

say ver-SAILS.

Veterinarian. Say veh-tuh-ruh-NAIR-ree-yun {txot veh-tih-NAIR-ree-yan).

Vichyssoise. Say vih-shee-SWAHZ [nor vih-shee-SWAH]

.

Waco. This city in Texas is pronounced WAY-koe (not WACK-koe).

Wareham. See -ham.

Warwick. This city in Rhode Island is pronounced WAR-rick.

Waukegan. This city in Illinois is pronounced waw-KEE-gun.

Waukesha. This city in Wisconsin is pronounced WAW-kuh-SHAW.

Width. Don't overlook the d. Say WWTH (not WITH].

Wilkes-Barre. This city in Pennsylvania is pronounced WILKS-bar-ruh (not WILKS-bar-ree). Pronounce

the a in Bane as in bat.

"V^^llamette. This river in Oregon is pronounced will-LAM-met (not WILL-luh-met).

Worcester, Worcestershire. The Wor in these words is pronounced woo as in wood. When referring to

the city in Massachusetts, say WOO-ster. When referring to the sauce or the city in England, say

WOO-stuh-shirr.

Ypsilanti. This city in Michigan is pronounced ip-sil-LAN-tee.
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a-an, 501b, 281-282 [see a/so Articles,

552)

a-of, 282

a-per (see per, 301}

Abbreviations, 501-549

academic, 157, 508-509, 519

acceptable forms of, 503

acronyms, 501b, 522, 544, 1216,

1714a

basic rules, 501-514

broadcasting stations, 523

business expressions, 541-542

capitalization of, 508, 514, 520a, 542

chemical expressions, 539

choosing between alternatives,

503-505, 542

cities. 529b, 1340, 1390a

before closing parenthesis, 224c, 225c

in column heads, 1621c

common, 541, 544-546

compass points, 530-531,

1334-1335

computer terms, 544

consistency in usage, 504

contractions vs., 505

days, 502d, 532

degrees, academic (see Degrees, acad-

emic]

diagonal in, 294

division at end of line, 905

editing, 1203c

e-mail, 171 1g

at end of sentence, 512-513

figures in sequence, 460

figures with, 401b, 453

filingrulesfor, 1212, 1216

foreign currencies, 413b

foreign expressions, 545

geographic names, 502d, 508,

526-529, 1334-1337,

1340-1341, 1343

government and international agencies,

524-525

Inc., Ltd., and Ck)., 122f, 159, 520b,

1328, 1329b-c

initialisms, 501 b, 546 (see also a-an,

281-282

Jr., Sr., and Esq., 122f, 156-158, 518,

615d, 639, 1213d, 1324a-b

in letterheads, 1311b

letters that are not abbreviations, 547,

549

mathematical expressions, 540

measurements, 428d, 431-432, 453,

502d, 509, 535-538, 620

Abbreviations (conL)

miscellaneous, 508, 546-549

months, 502d, 532

AM, 1633a

of numbers, 460, 470

numbers with, 401b, 453

in organizational names, S02b-c, 505b

(note), 516, 520-521, 528a,

1328-1329

with personal names, 122f, 502b,

515-519, 615d, 618, 1212,

1321-1324, 1347

plurals, 428d, 503, 619-623

possessives, 638-639

professional designations, 519

provinces (Canada), 527b

punctuation with, 156-159, 181,

506-513, 535a

quoted, 247, 253a, 257-258

radio stations, 523

religious orders, 519, 1324d

in scannable resumes, 1714a

of short words, 502e

spacing with, 102e, 507-513

states (U.S.), 512 (note); list 527,

1341

in street addresses, 530-531,

1332-1337

symbols in place of, 543

in tables, 1621c, 1626b, 1633a,

1636a, 1637c

television stations, 523

time and time zones, 502b, 533-534

titles, 502b, 517, 1322-1323, 1324c

(note), 1347, 1349a,

1364-1366

unfamiliar, 504

of United States, 525

as verbs, 548-549

when to use, 501-505

with or without periods, 503, 506-510

words that are not abbreviations, 510

above, 282

Absolute phrases, 1082e

Abstract noun, 556

Academic abbreviations, 157, 508-509,

519

Academic class years, 354, 412c

Academic degrees (see Degrees, acade-

mic)

Academic reports, 1401a, 1405c, 1411;

///us., 416, 417

Academic style

of bibliographies, 1551c

of notes, 1508b

Accents, 718

accept-except, 182

Acceptance letters, 1721; illus., 537

accidentally, 282

accompanied by, 146, 1007

accordingly, 178

account for, to, 1077

Acronyms, 501b, 522, 544, 1216, 1714a

(see also a-an, 281-282)

Active voice, 561

Acts, titles of governmental, 346a

Acute accent, 718a

A.D.-B.C, 460d, 502b, 508, 282

additionally 138a, 282

Address

direct (see Direct address)

forms of, 1801-1811

Addresses, mailing

all-cap style, 1390, 1396c; illus., 391,

403

alphabetizing by, 1219

apartment numbers, 1317b, 1390g

bar codes, 1389h, 1390b; illus., 388,

391

box numbers, 1338

building names, 1330

capitalization in (see Capitalization]

city names, 1339-1340

commas in, 160-161

compass points in, 530-531,

1334-1335

county or area omitted, 1342

on envelopes, 1388-1390

ail-cap style, 1390

inside-address style, 1389

filing rule for, 1219

highway contract routes, 1317c

in care of, 1326

inside, 1317-1343, 1389, 1395a;

illus., 346, 348, 350

international, 1343; illus., 349

mailstop codes, 1338d

organizational names, 1327-1329

personal names and titles, 316,

1321-1325, 1362-1366

private box number, 1338d

proofreading, 1202c

provinces (Canada), 1343b

return, 1313, 1314f, 1388k; illus, 348

room and suite numbers, 462, 1318b,

1330, 1390g

rural route numbers, 1317c

social-business correspondence,

1394-1395; ///(JS., 401

states (U.S.], abbreviations, list, 1341
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INDEX
Addresses, mailing CcontJ

street names, 331, 530-531, 920b,

1331-1337

ZIPCode, 161,462, 501b,

1311-1313,1317-1318,

1331, 1339, 1341,

1389-1390

Addresses, online, 1532-1533,

1536-1537

e-mail, 1533, 1536-1537, 1539,

1541, 1710

URL, 1532, 1536-1538, 1540

Adjective clause, 553

Adjective phrase, 557

Adjectives, 1065-1073, 552

adverbs vs., 1066-1067

commas with, 123c 125c, 168-171

comparative, 1071, 554

compound [see Compound adjectives)

ending in -ly, 1069

modified by adverbs, 1065

predicate [see Complement 554]

proper, 224b, 225b, 304

series of, 123c, 168-171

superlative, 1071 (see also Comparison,

554)

troublesome, 270-271

with verbs of the senses, 1067

Adverbial clause, 553

Adverbial conjunctive [or connective), 552

Adverbial phrase, 557

Adverbs, 1065-1073, 552

adjectives modified by, 1065

adjectives vs., 1066-1067

capitalization of, 361c, 1070 (note)

comparative, 1071, [see also

Comparison, 554)

In compound adjectives, 825-826

ending in -ly, 1068-1069

introductory, 124b

placement of, 1072

prepositions vs., 361c, 1070

repeating meaning of verb, 1073

in split infinitives, 1046

superiative, 1071 (see a/so Comparison,

554)

troublesome, 270-271

two forms of, 1068

adverse-averse, 1 82, 283

affect-effect 182, 283

African American, 348b, [see also Ethnic

references, 292-293)

after, 132,842, 18

Afterthoughts, 122b, 144, 207

afterward-afterwards, 283

age-aged-at the age of 433, 283

Agendas, 1703

conference programs, illus., 505

formal style, illus., 504

informal (memo) style, illus., 503

Ages, 433-435

agree on, to, witfi, 1077

Agreement

pronoun and antecedent, 1049-1053

Agreement (contj

subject and verb, 1001-1029 [see also

Subjects)

ain't 283

a lot-alot-allot 282

all, 1006a, 1013a

all of 283

all of which, 132

all right 284

almost 1072

almost-all most 183, 284, [see also most

300)

along with, 146, 1007

Alphabetizing, 1206-1221

in bibliographies, 1549

by computer, 1209c, 1210, 1213d,

1218,321

already-all ready, 183, 284

also, 1072

Alternatives, diagonal to express, 295

although, 132, 18

altogether-all together, 183, 284

alumni-alumnae, 161, 582

always-all ways, 183, 284

a.m., 440-442, 502b, 505c 507, 533

among [see between, 287)

amount-number, 284

Ampersand [&), 163, 543a-b, 1216c,

1218i, 1323a, 1328, 1329a,

1336, 1349c 531

and [see also Ampersand; Conjunctions)

beginning sentences with, 126b, 138a

(note), 284

contraction for, 505b (note)

joining subjects, 1002, 1009b, 1011,

1027b, 1049b

in numbers, 411, 420b, 428a, 465a

punctuation with, 123, 125e-f,

126-129, 133, 142b,

162-168, 176-177, 284

in series, 162a, 166, 284

in street addresses, 1336

and etc., 284 [see also efc.)

and not 1006b, 1007

and/or, 295a, 284

and so on, 164

Anglo-Americans, 292

angry at about with, 1077

Anniversaries, 435

another, 1009a, 1053a, 284

Antecedents, 1049-1053, 552

Anticipatory expressions, colon with,

189-191

anxious-eager, 285

any 1006a, 1013a, 1053c 1076a

anymore-any more, 285

anyone, 1076a

anyone-anyone, 1010, 1053, 183

anything, 1076a

anytime-any time, 285

anyway-any way 183, 285

Apartment room, and suite numbers in

street addresses, 1317b,

1318b, 1390g

Apostrophes, 298

with all-cap abbreviations, 298g, 522d

curiy, 298

to form contractions, 298d, 505

to form plurals, 298e, 622-625

to form possessives, 247b, 298f,

627-652

for omissions in dates, 298b, 412, 624a

as single quotation mari^s, 245-246,

247b, 248b, 249d, 298a

slanted, 298

spacing with, 299

straight 298

as symbol for feet 298c 432, 543a

Application letters, 1719; illus., 534

apply for, to, 1077

Appositives, 148-150, 182c 255, 261,

312b, 641,552

appraise-apprise, 183, 285

appreciate, 285

Area codes, 454c

argue about with, 1077

ARMA filing rules, 320-321

Articles [a, an, the), 552

a-an, 501b (note), 281-282, 552

capitalization, 303, 324, 337a,

360-361, 1325a, 1329d-c

1363b

definite and indefinite, 552

in organizational names, 324

the [see the)

in titles and headings, 360a, 361 a-b

Artistic wori<s, titles

capitalization of, 360-362

in italics, 289

in quotation mari«, 242-244

as, 132, 1057, 18

as [for that or whether), 285

as . . . as-not so . . . as, 132, 285

as-as if-like [see like, 299)

as-equally [see equally, 291)

as far as. 286

as follows, 189

as if (as though), 132, 1042-1043 [see

also like, 299)

as soon as, 132

as though, 132, 1042-1043

as well as, 146,1007,286

Asian Americans, 292

assure-ensure-insure (see ensure, 186)

Asterisks, 292-293

in footnotes. 292, 1502f, 1636c

pronunciation, 583

in scannable r6sum6s, 1715a; illus., 531

spacing with, 299

for unprintable words, 293

at about 1078,286

at by for, in, to which, 132

At symbol [@), 543a-b, 1533, 1710

Attachments vs. enclosures, 1373c

Attention lines, 194b, 1344-1345,

1351,13890, 1390h, 348;

illus., 348

Attributions, 212
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Auxiliary verbs [see Verb, 561)

averse-adverse (see adverse, 182, 283)

Awards, 36A

awhile-a while, 183, 286

backward-backwards, 286

bad-badly, 1067, 286

balance, 286

Balancing expressions, commas with,

172d

B.C., 502b, 508 (see also A.D., 282)

B.C.E. (see A.D., 282)

be, 1035e, 1036, 1038a

adjectives with, 1067

pronouns with, 1054b, 1064

because, 18, 132 (see also reason is

because, 303)

because of (see due to, 290)

before, 18, 132

being that, 286

beside-besldes, 183, 287

besides, 138a, 146, 178, 1007, 183

between-among, 287

between you and me, 1 055b

biannual-biennial-semiannual, 287

Bibliographies, 1402c 1403b, 1507b,

1547-1551; /y/ws., 465

BiCaps, 366

Bills, titles of, 346a

biweekly-bimonthly, 287

Blacks (see Ethnic references, 292)

Blind copy notations, 1378

Book parts

capitalization for, 360-361, 363

quotation marks for, 242-243

Book titles

in all capitals, 289b

capitalization of, 360-362

colons in, 195

italics with, 289, 1508a, 1525c

in quotation marks, 242-243

with singular verbs, 1022

underlining of, 289, 1525c

both, 1012

both alike, 288

both... and 1002, 1081b

both-each, 287 (see also each, 290)

Brackets fl ]), 296-297

for insertions, 281-283, 296

inside parentheses, 297

italicizing, 290g

spacing for, 299

Brand names, 355-356

Break in thought, 207-208, 291a

bring-take, 288

Buildings

addresses of, 462

names of, 331, 1330

Bullet feature of word processing pro-

gram, 1357e, 1424g

Bullets in displayed lists, 106, 107, 301 e,

1357e, 1424g

Business documents, 1701-1729

acceptance letters, 1721; illus., 537

Business documents (cont)

agendas, 1703; illus., 503-505

application letters, 1719; illus., 534

colons in, 194

e-mail, 1708-1711; /y/us., 517

employment documents, 1712-1721

fax cover sheets, 1706; illus., 51

1

follow-up letters, 1720; illus., 535

fomiats, 1701-1702, 1728-1729

headings, 1702

itineraries, 1705; illus., 510

letters (see Letters, correspondence)

margins, 1701

memos (see Memos)

minutes, 1704; illus., 506, 508

news releases, 1707; illus., 512

outlines, 106-107, 223, 301 e,

1722-1727; illus., 539, 541

quoting, 266

reports (see Reports, business)

resumes, 1712-1717; illus., 520-531

Business organizations, names of,

1327-1329

abbreviations, 502b-c, 505b (note),

516, 520-521, 528a,

1328-1329

ampersand in, 1328, 1329a

apostrophe in, 640

capitalization with, 309-310,

320-324, 333b

comma with, 122f, 159, 163

in con^espondence, 1318-1320,

1327-1329, 1361

filing mles for, 1214-1219

forms of address for, 1318-1320,

1349-1351, 1803

hyphenated, 363

imaginative, 320b, 333b

Inc and Ltd in, 122f, 159, 163, 1328,

1329b

initials in, 516a, 520a

numbers in, 402 (note)

possessives, 639-640, 643a

series in, 163

short fomis, 309-310, 321

singular or plural as subjects, 1020

{/?ewith, 324, 1329d-e

but, punctuation with, 123, 125e,

126-129, 133, 142b, 147,

176-177

but... however, 288

but what, 288

by which, 132

can-could (see may 299-300)

cannot-can not, 184

cannot help but, 288

Capitalization, 301-366

a and an, 303, 360-361, 1325a,

1329e, 1363b

abbreviations, 508, 514, 520a, 542

academic terms, 352-354

acronyms, 522

acts, 346a

Capitalization (conL)

in addresses, 1325, 1328-1329,

1389b, 1390b

adverbs, 361c, 1070

in advertising material, 357

articles [a, an, the), 303, 324, 337a,

360-361, 1325a, 1329d-e,

1363b (see also a-an; the)

artistic works, titles of, 360-362

astronomical terms, 351

awards and medals, 364

basic rules, 301-310

bible, 350

BiCaps, 366

bills, 346a

book parts, 360-361, 363

book titles, 360-362

in all-capital letters, 289b

building, 331

business titles, 312-313

celestial bodies, 351

centuries, 345

in closing of letters, 13S9a

after colon, 196-199, 302b, 361b

commercial products, 355-356

common nouns, 307-310

originally proper nouns, 306, 309b

commonwealths, 330b, 335c

company departments, 322-323

company names, 310, 320-324

company titles, 312, 313d-^ 1325

compass points, 338-341,

1334-1335

complimentary closings, 301 g, 1359

compound nouns, 303, 309, 363

computer tenns, 365, 366a, 544, 847f,

562-581

concepts, 347

conjunctions, 303, 360-361, 1325a,

1329e, 1363b

course titles, 352

cultural ages, eras, and periods,

344b-c

after a dash, 214, 302a, 361b

days, 342

decades, 345, 439c

for definitions in glossary, 1431

degrees, academic, 353

in direct address, 315

directions, 338-341

elliptical expressions, 301b

for emphasis and formality, 285c 87

in enumerations, 107, 199c 301e;

illus., 372, 373, 397 427 503,

504, 506

family titles, 318-319

federal, 328-329

first words, 301-302

geographic names, 331-337

government names, 310, 313,

325-330, 334-335

short fornis of, 326-327

government officials, 312-317

grade levels, academic, 354
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Capitalization (cont.)

in headings, 360-361, 363

historical events and periods, 344

holidays, 342

humorous laws, 346c

hyphenated words. 363, 847f

imaginative names, 305, 320b,

333-335, 344, 347

intercaps, 366

job titles, 312-313

languages, 348

laws, 346

in legal documents, 321, 358

legislation, 346

in letters. 301g, 316, 1321-1325,

1329e, 1348, 1353c 1359a,

1363b, 1364-1368

in lists, 107, 199c, 301 e; illus., 372. 373,

397, 427, 503, 504, 506

literary works, titles of, 360-362

military titles. 312

in minutes of meeting. 313d, 321, 509;

illus., 506. 508

money, spelled-out amounts, 420c

months, 342

movements. 347

newspaper titles, 360-361

nicknames. 305, 31 1g

nouns preceding numbers or letters,

359

after opening bracket. 296

after opening dash, 214, 361b

after opening parenthesis, 224b, 225b,

226b, 302a

after opening quotation marK 199b,

263, 272-273, 277-278,

301c

organizational names, 309-310,

320-324, 333b, 1329e

outlines, 301 e, 1725d

overuse of, 310, 313d, 87

peoples. 348

personal names, 311

personal titles. 309-310, 312-317,

363

place names. 303, 305, 309-310,

331-337

in plural expressions, 309

in poetry. 301f

political parties. 320a, 347d

prefixed names, 311

prepositions. 303, 360-361, 1325a,

1329e

President (U.S.). 312b, 313b, 314

principles of, 87

programs. 347

proper nouns and adjectives. 303-306,

309, 347b

with questions. 115, 117, 301 d

in quotations, 199b, 263, 272-273,

277-278, 3010

races, 348

religious references. 312, 342,

349-350

Capitalization [cont]

sacred works, 350

salutations, 301 g, 1348

scientific laws, 346d

seasons. 343

sentence, first word in. 301a

sentences within sentences, 115, 117,

196-199,214,224-225,

301 d, 302

short forms, 309-310, 321-322,

326-327, 331-332

"shouting." 285c, 1708h

in signature blocks, 1361-1369

sporting events, 344d

state, 335

state residents, names of, 336

supreme being. 349

in tables, 1620a, 1620c, 1621e,

1626a

the, 303, 324, 337a, 360-361,

1325a, 1329d-e

time [see Time, periods of)

titles with personal names, 312,

316-317, 1322-1325

trademarks, 355-356

treaties, 346a

tribes, 348

turnovers in heading or title, 361 e

union, 330a

Web compounds. 847f

Case, 552-553

C.E. (see A.D., 282]

Cent sign (O], 418c, 419, 543a, 543c

Centuries, 345, 424 (note), 438, 817a

Character sets, 413b, 543, 564

Charts, converting tables to. 1642; illus.,

497. 498

Chemical symbols, 539

Chicanos [see Ethnic references. 292)

Chief Justice of the United States. 313b,

1806f

Children, addressing, 1322d-e

Circumflex. 718c

Cities. 325, 334

aty, capitalization, 334

City-state expressions, 160, 185, 219a

class (see kind, 297)

Classyears. 354, 412c

Clauses. 553

adjective, 813, 553

adverbial, 553

in compound-complex sentences,

133-134

in compound sentences, 126-129

coordinate, 553

dependent 553

comma with, 130-134, 186

essential vs. nonessential. 131

following or interrupting main

clause. 131

introductory, 130, 134

in list 107a

semicolon with. 186

elliptical. 130b, 1082d, 1083, 553

Clauses CcontJ

essential (restrictive), 131-132,553

independent 553

colonwith, 128, 181b, 187,

196-198

comma with, 123a, 126-129, 142,

176-177

dashwith. 128, 203-204

linked by transitional expressions.

178

in list 107a

as parenthetical elements, 214,

224-226

in run-on sentence, 128

semicolon with, 128, 142,

176-181, 187

as interrupting elements, 122a

intervening between subject and verb.

1006-1007

negative, 1075-1076

nonessential (nonrestrictive), 122,

131-132, 553

noun. 553

parallel dependent 186

as subjects. 1026

verb in (see Verbs)

Collective nouns. 1019, 556

Colons. 187-199

with anticipatory expressions, 188-191

in business documents. 194

capitalization following, 196-199,

302b, 361b

dashand. 213, 215c

dash in place of. 205

in dialogue. 270

in enumerations. 188-191

with explanatory expressions. 187-191

in expressions of time and proportions,

192-193, 440g

with independent clauses. 128, 181b,

187, 196-199

after introductory words. 199d

before lists, 189-191, 199c

in literary titles, 195,361b

in numbers. 192-193, 299, 440g, 450

parentheses and, 224a

in place of comma. 148 (note)

in place of dash. 148 (note), 215c

after prepositions. 191c

with quotation marks, 248, 256b-f

in references to publications, 195

after salutations, 194a, 1309a, 1346

semicolon in place of, 187b-c

before a series. 188-191

spacing with, 187a (note), 194, 299,

1433e

with transitional expressions, 182b, 188

after verbs, 191c

come and, 288

come-go, 288

Comma splice, 128

Commands

introductory, comma with, 124a

period at end of, 101, 103
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Commands (cont)

phrased as questions, 113

set off by dashes, 214a

Commas, 122-175, 12

with academic abbreviations, 122^

157

with additional considerations, 1A6

in addresses, 160-161

with adjectives, 123c, 168-171

with adverbs, 124b, 143

with afterthoughts, 122b, 144

with ampersands, 163

with appositives, 148-152, 182c

with as well as and similar phrases, 146

with balancing expressions, 172d

basic rules, 122-125

with business connections, 153

with city-state expressions, 160, 185

for clarity, 123e, 175

with clauses

dependent 130-134, 186

independent 126-129, 142,

176-177

colon in place of, 148 (note)

in complex sentences, 130-132

after complimentary closing, 301 g,

1309a, 1358-1360

in compound-complex sentences,

133-134

with compound predicates, 127b

in compound sentences, 123a,

126-129, 176-177

with contrasting expressions, 147

with coordinating conjunctions, 123,

125e-f, 126-129, 162-167

dash in place of, 148 (note), 201-203,

213,215b

with dates, 122d-e, 135c 152,

154-155,410

with descriptive expressions, 122d,

148-153

with direct address, 145

don'ts concerning, 125

for emphasis, 174

with Esq., 157

with essential expressions, 122,

131-132, 137, 139-142,

149-150

with etc., 164

with exclamations, 120-121

with explanatory expressions, 148-152

with geographic references, 160-161

with identifying expressions, 148-151

with Inc. and Ltd., 122f, 159, 163,

1328, 1329b

with independent comments, 122c,

133-135, 138-143

with interrupting elements, 122a,

127d, 130d, 131c 136b,

137c 144-147

after introductory elements, 124, 127d,

130, 135-136, 139, 142

with Jr., St., II, and ///, 122f, 156, 158,

1324a

Commas [cant]

with measurements, 430

with names

company, 122( 159, 163

with Inc., 122f, 159, 1328, 1329b

inverted personal, 1 58

with personal names, 122f,

156-158, 1324a

and residence or business connec-

tions, 153

with nonessential expressions, 122,

127d, 131-132, 137-153

in numbers, 123d, 461-463

with numbers

adjacent 456

after names, 122f, 156

in sequence, 458

omission indicated by, 123e, 172

with or, 123a-b, 125e-f, 126-129,

133, 142b, 151, 162-167

with parentheses, 224a

parentheses in place of, 148 (note)

with phrases, 135-137

with questions within sentences,

114-117

with quotation marks, 247, 253-256,

259-262

with residence connections, 153

with salutations, 1395b

that separate, 123-125

in series, 123b, 162-167

that set off, 122

in simple sentences, 127

single, when to avoid, 125

spacing with, 299

for special emphasis, 174

with state names, 160-161

with foo, 143

with transitional expressions, 122c
138-143, 178-183

unusual word order indicated by, 173

Commercial products, 355-356

Common-gender antecedents,

1050-1053

Common noun, 556

Company names [see Business organiza-

tions, names of)

Company signature, 1361, 347; illus., 346

(Company titles, capitalization of, 312,

313d-f, 1325, 1363-1364

Comparative degree, 1071, 554

adjectives and adverbs in, 1071

hyphen with, 823b

compare to-compare with, 1077

Comparison, 554

comparative, 1071, 554

positive, 1071, 554

superlative, 1071,554

Compass points [north, etc.)

abbreviations, 530-531, 1334-1335

adjectives derived from, 340-341

capitalization, 338-341

noun fonns derived from, 339

spelled out 530

Compass points [contj

in street addresses, 530-531,

1334-1335

Complement 1029, 554

complement-compliment 1 84, 289

complementary-complimentary, 289

Complete predicate, 558

Complex sentences, 130-132, 18, 560

Complimentary closings, 301g,

1358-1360, 1395e, 347, 350;

illus., 346, 350, 401

compose [see comprise, 289}

Compound adjectives, 813-832, 554

adjective -i- adjective, 827

adjective -i- noun, 816

adjective + noun + ed, 823

adjective + participle, 822

adverb + adjective, 825

adverb + participle, 824

always hyphenated, 820-823

basic njles, 813-815

before the noun, 813-814

elsewhere in sentence, 815

comparative forms, 816a, 822b, 823b,

825b

compound nouns as, 818

division at end of line, 907-908

en dash in place of hyphen, 424

(note), 819b (note), 821b

(note)

letter + noun, 817

noun + adjective, 820

noun -I- letter, 817d

noun + noun, 818b

noun -t- participle, 821

number + noun, 817

participle + adverb, 826

phrases as, 831

phrases compared with, 813-817, 824,

826, 831

proper names as, 819

superlative forms, 816a, 822b, 823b,

825b

suspending hyphen in, 832, 833d-e

verb + adverb, 829

verb -I- noun, 830

verb + verb, 828

Compound-complex sentences,

133-134, 560

Compound computer temis, 847

Compound modifier, 554 [see also

Compound adjectives]

Compound nouns, 801-810, 907-909

as adjectives, 818

capitalization of, 303, 309, 363

division at end of line, 907-908

foreign, 614

guidelines for treating consistently,

801 b-c 805b

hyphenated, 612, 801-808

plurals, 611-614

possessives, 634-635

verb elements in, 612b, 802-804

verb phrases and, 802
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Compound predicates, 125t 127, 558

Compound pronouns, 1010-1011, 1060

Compound sentences, 110b (note),

123a, 126-129, 135d,

176-177, 203, 559

Compound subjects, 560

Compound verbs, 811-812, 1048

Compound words

with about, 803)

with after, 842

with around, 803j

with away, 803i

with back, 803h

with between, 803k

with by, 803j

withco, 835b, 912

with de, 835a

with down, 803b

with fold, 817b

with in, 803c, 843

with less or like, 846

with mid, 844

with odd 817b

with off, 603t, 845

with on, 803e

one word or two, 848

with out 803d

with over, 803g, 912

with plus, 817b

with pre, 835a

with quasi, 841

with re, 835a, 837, 912

with self 836

with through, 803k

with together, 803k

with up, 803a

with Web, 847f

comprise-compose, 289

Computer, editing and proofreading at,

1204,311

Computer abbreviations, 544

Computer terms, 365, 544, 847, 1710,

171 Ig, 562-581

Confidential notations, 1315, 1389m,

1393s, 1395d, 349; illus., 349,

389

Confidentiality statement on fax, 51

1

confonn to, 1077

Conjunctions, 554

adjectives connected by, 123c, 168-171

capitalization in proper nouns, 303

coordinating, 554

commas not used, 125e-i, 129

in compound-complex sentences,

133-134

in compound sentences, 123a,

126-129

semicolon with, 176-177, 179-180

correlative, 1002a, 1003-1005,

1028a, 1049c, 1081b, 554

in series, 123b, 162-167

subordinating, 132, 554

in titles and headings, 360a, 361

Connective, 554

consequently, 178

consists in, of 1077

Consonants, 554

Continuation pages, 1304b, 1382-1387,

1393t

Contractions, 505, 554

abbreviations vs., 505

apostrophe in, 298d, 505

division at end of line, 906

in organizational names, 505b

periods not used with, 109b

possessive pronouns vs., 505d, 636,

10566, 1063

with several meanings, 505e

Contrasting expressions, 147

convenient for, to, 1077

Conversations, quoting, 269-270 (see

also Dialogue]

Coordinate clause, 553

Coordinating conjunctions, 554

commas and, 123a, 125e-f, 126,

127b, 128, 129

(>)py notations, 194b, 1376-1380,

1393r, 1395c 347; illus., 346

Copyright notice, 1437

Correlative conjunctions, 1003-1005,

1081b, 554

correspond to, with, 1077

Correspondence {see Letters; Memos)

could-mlght (see may 299-300)

could not care less, 289

couldn't-hardly (see hardly, 295)

Country names, 160

County names, 160, 325

Couples, forms of address, 1323, 1349,

1802

Course titles, 352

Cross-references, filing, 1212c (note)

Cultural ages, eras, and periods, 344b-c

Dangling constructions, 1082-1085, 555

Dangling gemnd, 1082c, 555

Dangling infinitives, 1082b

Dangling modifier, 555

Dangling participles, 1082a, 557

Dash, 201-217

before attributions, 212

capitalization after, 214, 302a, 361b

colon in place of 215c

in compound adjectives, 424 (note),

819b (note), 82lb (note)

division at end of line, 920h

em, 216, 50

one-em, 201-215, 216a, 50

three-em, 21 6d, 1550, 50

two-em, 216c 50

for emphasis, 183, 201, 210

en dash, 217, 459-460, 819b (note),

821b(note), 1627b, 50

at end of line, 21 6e, 920h

with exclamations, 208, 214b

hyphen in place of 216-217

with independent clauses, 128,

203-204

Dash (cant)

to indicate abrupt break, 207-208,

216a

to indicate afterthought 207-208

in literary titles, 361b

with nonessential elements, 201-202,

206

opening, 213

with other punctuation, 213-215

parentheses in place of 215b-c

in place of other punctuation, 148

(note), 201-206

with questions, 208, 214b

quotation marks and, 250, 261b

with repetitions and restatements, 21 1

to show hesitation, 209

spacing with, 207-208, 216a, 299

before summarizing words, 211b

with transitional expressions, 183

typing, 216-217

data, 1018b, 584

Date insert feature of word processing

program, 1314c

Date line, 1314, 1393d, 347; illus., 346,

396

Dates, 407-412

abbreviation of 412a, 532, 1314a

apostrophe in, 298b, 412, 464

comma in, 122d-e, 135c, 152,

154-155,410

division at end of line, 920a

in first sentence of letter, 409a, 1354b

forms to avoid, 408c

in legal documents, 41 1

month-day-year sequence, 408a-b

ordinal numbers in, 407a, 425a

in parentheses, 118, 221

punctuation with, 410

years abbreviated in, 412, 460

years needed in, 1 52 (note), 409,

1354b

years in sequence or range, 458-460

Days, 342, 502d, 532 (see also Dates)

Decades, 345, 439

referring to 2000-2009, 439b

Decimal points, 105, 415, 461b

Decimals, 105, 428c 443-446, 461b,

462

Declarative sentence, 560

Definitions, 238, 286

Degrees, academic

abbreviations, 508-509, 519

capitalization, 353

commas with, 122f, 157

in letters, 1324c 1364

Degrees, temperature, 429 (note),

535b, 538a, 538c 543a,

543c

Delivery notation, 1375, 1389o, 1395c
347; illus, 346

Dependent clauses (see Clauses)

Diacritical mari<s, 718

Diagonals (/). 294-295

In fractions, 428b
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Diagonals [conL]

in poetry quotations, 268

spacing with, 294, 299

in telephone numbers, 454c

Dialogue, quoting, 269-270

Dictionaries, 176, 226

differ about, from, with, 1077

different-differently, 289

different from-different than, 1077

dilemma, 289

Dimensions, 429, 432, 453, 535b

Diplomats, forms of address, 1807

Direct address, 145, 315, 555

direct-directly, 1068

Direct object 556

Direct question, 559

Direct quotation, 559

Directions, parentheses with, 220

disc-disk, 290

Displayed extracts [see Extracts)

Displayed lists (see Enumerated items]

Doctor, Dr., 517a, 519c, 1213, 1215d,

1322a, 1323b, 1324c, 1347,

1364a, 1802b, 1802d,

1804b

Dollar sign [$]. 413, 416-417, 419, 543a,

543d

done, 290

don't [do not), 290

Double indent feature, 1357a, 1424d-e

doubt that-doubt whether, 290

due to, 290

each, 637, 1002c 1009, 1053a, 1053d

each-either-both, 290

each other-one another, 290

eager-anxious (see anxious, 285}

east (see Compass points)

Editing techniques, 1201, 1203-1205,

311

Editorial we, 1059

Education officials, forms of address, 1805

effect-affect (see affect 182, 283)

e.g., 181, 507, 545 (see also for example)

either, 1009a, 1053, 585

either-each-both (see each, 290)

eitiier. . . or, 1003-1005, 1049c 1076a,

1081b

Ellipsis marks, 291

division at end of line, 920i

in quotations, 274-280

spacing with, 299

Elliptical clauses, 1082d, 1083, 553

Elliptical expressions, 555

as dependent clauses, 130b, 1083, 553

as exclamations, 119-120

as questions, 111, 117

sentence fragments vs., 101c

as statements or commands, 101b

Elliptical sentences, 560

else with pronoun, 637

E-mail, 1392 (note), 1708-1711; ///ox,

517

e-mail, 363, 903b, 224

E-mail addresses

In confirmation notations, 1375b

in delivery notations, 1375

division at end of line, 1539

in letterheads, 1311-1312

in online citations, 1533, 1536-1537,

1541, 1710

in reference notations, 1316e

emeritus-emerita, 290-291

Emphasis

capitalization for, 87

commas to indicate, 174

dash to indicate, 183, 201, 210

figure style with numbers, 407, 425a,

429, 433, 435, 1 1

1

italics for, 282, 285-286

quotation marks for, 235-241

word repeated for, 120

Employment documents. 1712-1721

Enclosure notations, 194b, 1373-1374,

1379, 1393q, 1395c 347;

illus., 346

Endnote feature of word processing pro-

gram, 1502 (note), 1505;

illus., 444

Endnotes, 1501-1502, 1505-1506,

1508-1546, 447; illus., 439,

444, 445

in reports, 1402c 1403b, 1430

ensure, 186,291

enthused over, 291

entitled, 240a, 291

Enumerated items

in agendas, 1703, 503; illus., 503-504

bullets with, 106-107, 1357e, 1424g;

illus., 374, 428

capitalization with, 301 e; illus., 199c
372, 397, 427 503, 504

colon before, 188-191, 199c

division at bottom of page, 1407h

division at end of line, 920g

indention of, 1357c-d, 1424e-g

in letters, 1357c-e, 350; illus., 350,

372-374

in memos, 1393m (note)

numbers or letters with, 106-107,

222-223, 1357d, 1424f, 503

in outlines, 223, 1725c; illus., 539, 541

parallel structure in, 1081

parentheses with, 222-223

periods with, 106-107, 503, 504

punctuation following, 106-107,

222-223

quotation marks with, 284a

in reports, 1407h, 1424e-g; illus., 421,

422, 427

Envelope feature, 1388b, 1389g-h; illus.,

388

Envelopes, 1388-1391

addressing, 1388-1390; illus., 388,

389, 391

inserting letters in, 1391; illus., 392-393

personal titles on, 316

return address on, 1389k-l

Envelopes [cont)

sizes, 1388; chart, 386

window, 13iga, 1345a, 13891, 1391d

equal (see both alike, 288)

equally-as, 291

Equals sign (=), 543a-b

Esquire, Esq., 157, 502b, 518a, 518c
541,639,1324b

Essential (restrictive) elements, 555

clauses, 122, 131-132, 553

phrases, 122, 137, 139-141,

149-150, 557-558

quotations as, 260, 261c

era/., 545, 1524c

efc, 164, 231c 545, 291

Ethnic references, 348, 292-293

euro, 413b

even though, 132

ever, 1072

every, 1002c 1009a-b, 1053a

everyday-everyday 186, 293

everyone-every one, 1010, 1053a, 186

ex-former, 293

except, 1007, 293

Exclamation points, 119-121, 12

comma or period for, 120-121

with dashes, 208, 214b, 215a

to express strong feeling, 119-120

with 0/7 and 0, 121

in parentheses, 119c

with parenthetical expressions, 224d,

225a, 225d, 226c

with quotation marks, 249, 252, 254,

257-259, 261

with single words, 120

spacing with, 299, 1433e

for special effect 126b

Exclamations

dash with, 208, 214b

punctuation of, 119-121

quoted, 256a, 257-258

Exclamatory sentences, 560

Executive documents, 1703-1707; illus.,

503-506, 508, 510-512

Executive titles, 312a

Explanatory expressions

colon with, 187-191

commas with, 122, 148-152

parentheses with, 218-219

possessive forms with, 641

Extracts, displayed, 212, 265a, 268, 271,

1357a, 1407g,1424d, 349;

illus., 349, 426, 446, 448

farther-further, 186, 293

Familytitles, 318-319, 839

Fax (facsimile), 1311a, 1316e, 1375

Fax cover sheets, 1706; illus., 51

1

federal, 328-329

Feet apostrophe as symbol for, 298c
432, 543a

fewer-less, 293-294

Figures (see Numbers)

File name in URL, 1532c
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File name notation, 1316a (note),

1371-1372, 1393p, 347; illus.,

346, 396

Filing rules, 1206-1221

first, 7st 1383,424-425

first-firstly, etc., 294

first-former (see former, 294)

fiscal-financial, 294

flammable-inflammable, 294

followed by, 1007

following, colon with, 189-191

Follow-up employment letters, 1720; illus.,

535

Fonts, common, 1305d [see also font,

569): illus., 442

Footer feature, 1406c, 1420a, 569

Footnote feature of word processing pro-

gram, 1502a (note),

1503-1504, 569; ///us., 444

Footnotes, 1501-1504, 1508-1546 {see

also Notes); illus., 438,

441-443,448

asterisks in, 292, 1502f, 1636c

continuing, 1407j, 1504d

page numbers in, 621

in tables, 1605b, 1606f, 1634-1636,

1638c;/y/us., 471-472, 492

for, 132

for example, 124b, 138-142, 178,

181-183, 188

Foreign addresses (see International

addresses)

Foreign words and expressions

abbreviations, 545

compound adjectives, 831c

diacritical marks with, 718

italicized or underlined, 241, 287

not italicized, list 287 (note)

plurals, 614, 1018

subject-verb agreement 1018

translations of, 241, 287

former-ex (see ex, 293)

former-first, 294

Forms, guidelines for designing,

1728-1729

Forms of address, 1321-1325,

1801-1811

Fractions, 427-428

constructing, 428b-c

converting to decimals, 428c

diagonal in, 295c, 428b

in figures, 427-428

hyphens in, 427-428

in mixed numbers, 428

in percentages, 448

singular or plural as subjects, 1006a

(note), 1025

stand-alone, 427

in words, 427, 428a

Fragment (see Sentences)

from-off, 294

FTP (File Transfer ProtocoD, 1532a, 1544,

569

fulsome, 294

further-farther (seB farther, 186, 293)

furthermore, 178

1^ (fiscal year), 504, 541, 1621c

Gender, 1049a, 1050-1053, 555

gender-sex, 294

Geographic names

abbreviations, 502d, 508, 526-529,

1332, 1334-1337,

1340-1341, 1343

cities, 529b, 1340b-d

international addresses, 1343;

illus., 349

provinces (Canada), 527b, 1343b

statesOJ.S.), 527, 1341

capitalization, 303, 309-310,

331-337

short forms, 310, 332

cities, 529b, 1339-1340

commas with, 160-161

division at end of line, 920b-c

filing rules for, 1217,1219

hyphens with, 819b

imaginative, 305, 333-335

plurals, 617

possessives in, 651

proofreading, 1202c, note

spelled-out numbers in, 465c

subject-verb agreement with, 1021

Gerund phrase, 135a, 1082c 557

Gerunds, 555

compound, 805, 812a (note)

dangling, 1082c, 555

possessives with, 647

pronouns modifying, 1056d

go-come (see come, 288)

good-well, 294

Gopher, 1532a, 1545, 570

Government names

abbreviations, 520, 524-525

capitalization, 310, 325-330, 334-335

filing rules for, 1220-1221

graduated-was graduated, 295

Grammar, 1001-1086 (see also individual

entries for parts of speech)

glossary, 552-561

Grammar checkers, 1203d (note), 1204f

Graphs, converting tables to, 1642; illus.,

498

Grave accent, 718b

grow, 295

had better, 295

half

in compound modifiers, 427a

singular or plural as subjects, 1025

Hard page break, 1407b, 1612, 1639b,

570

Hard space, 919

hardly as a negative, 295

have-of(see o^ 301)

he as generic pronoun, 1051

Header feature (see Word processing

features)

Headings

in business documents, 1702; illus.,

505, 506, 510

capitalization in, 360-361

centered, 1407f, 1425c(l), 1426c;

illus., 431

hyphenated words in, 363

periods with, 108-109

in reports, 1425-1426; illus., 407, 408,

416,430,431

run-in, 1407f, note, 1425c(3),

1426b-c; illus., 407 430, 431

side, 1407f, 1425c(2), 1426; illus.,

430, 431

spacing with, 1426

in table of contents, 1415e; illus., 422

healthy-healthful, ^87, 295

help, 295

Helping (auxiliary) verbs, 561 (see Verbs)

hence, 138a, 139b, 142a (note), 178

here is, here are, 1028

Hesitation, dash to show, 209

him and me, 1055a

Hispanics, 292

historic-historical, 295

Historical events, 344

Holidays, 342, 650

home-hone, 295

Homonyms, list 719

Honorable, the, 517d, 1322a, 1806

hopefully, 295

however, 122c 138-142, 178, 261,

295-296 (see also but... how-

ever, 288)

HTTP (hypertext transfer protocol),

1532a, 571

Hyphenated Americans (see Ethnic refer-

ences, 293; see also 348b)

Hyphenation (see also Word division)

automatic, 226

capitalization with, 363

in compound adjectives, 813-832

in compound nouns, 348b, 612,

801-808, 839

in compound numbers, 404, 465a-b

in compound verbs, 81 1-812

in consecutive lines, 916

dash vs., 216b

in dates spelled out 41 1

in ethnic references, 348b (see also

Ethnic references, 293)

in family terms, 839

in figures, 463

in fractions, 427-428

in measurements, 430 (note)

in number range, 459-460

in numbers spelled out 404, 420b,

427, 465

in place of diagonal, 295b

in place of en dash, 459-460

with prefixes, 833-839, 841-846

proofreaders' mark for, 217c

in serial numbers, 463

spacing with, 299
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Hyphenation [cont)

with suffixes, 706, 833, 836b-c, 839

suspending, 832, 833d-e

in telephone numbers, 454

in time expressions, 442

Hyphenation feature of word processing

program, 226

ibid, 287, 545, 1530, 153Id

ics, nouns ending in, 1017

identical with, to, 1077

Identifying expressions, comma with,

122d, 148-152

i.e., 181-183, 188, 507, 545 (see also

that is]

if, clauses with, 18, 132, 1040-1041

if-whether, 296

Imperative (see /Woocf, 555)

Imperative sentence, 560

imply-infer, 187,296

in addition to, 146, 1007

in care of, 1326

Inc., 122f, 159, 520b, 639, 1328, 1329b

incidentally, 138a, 296

including, 146, 1007

incredible-incredulous, 296

Indentions, 1302b, 1356a, 1357, 1424

Independent clause Csee Clauses, 553]

Independent comments, 122c, 138-142

independent of, 1077

Independent question, 559

Indians [see Ethnic references, 292]

Indicative (see Mood, 555)

indifferent-in different, 187, 296

indirect-in direct, 187 296

Indirect address, 315

Indirect object 556

Indirect question, 104, 115 Cnote), 559

Indirect quotation, 559

individual, 297

Individuals, forms of address, 1317,

1321-1322, 1324-1325,

1349, 1801

infer-imply (see imply, 1 87 296)

Infinitive phrases, 135b, 136-137,

1082b, 557

Infinitives, 1044-1046, 555

of compound verbs, 812a

dangling, 1082b

parallel constructions, 1081

pronouns with, 1055c, 1064

split 1046

inflammable-flammable (see flammable,

294)

-ing words (see Gerunds; Participles)

in-into-in to, 296

Initialisms, 501b, 546 (see also a-an,

281-282)

Initials

as abbreviations

of company names, 502c, 508,

520a

of geographic names, 508,

526-528, 1341, 1343b

Initials as abbreviations (cont)

of government names, 524-525

periods with, 109a, 508, 516

of personal names, 516, 1321

possessives, 638

reference, 1370, 1393o, 1395c; illus.,

346

in order that, 132

in regards to, 296

Inside address, 316, 1317-1343, 1395a,

347; illus., 346

insure-ensure-assure (see ensure, 186, 291)

Intercaps, 366

interested in, 1077

Interjection, 555

Internal punctuation, 559 (see also

Punctuation)

International addresses, 1343, 349; illus.,

349

International agencies, abbreviations of,

524

Internet 365c, 544, 572 (see also

Computer terms)

Interrogative sentence, 560

Interrupting expressions

commas with, 122a, 127d, 130d,

131c, 136b, 137c, 144-147

dashes with, 201-202, 209, 211a

in quoted sentences, 262-263

Intransitive verb (see Verbs, 561)

Introductory elements

colon after, 191c, 199d

comma after, 124, 127d, 130,

135-136, 139, 142

irregardless, 297

is where-is when, 297

it is me, 1054b

Italics, 285-290

with brackets, 290g

for definitions of words, 239, 286

for emphasis, 282, 285-286

foreign expressions in, 241, 287

guidelines for, 290

for letters used as letters, 285

with names of ships, trains, airplanes,

and spacecraft 288

with parentheses, 290f

with titles of literary and artistic works,

289

underlining and, 285-290

word used as words, 285

Itineraries, 1705; illus., 510

/fs-/f's, 636, 1056e, 188

Jewish dignitaries, forms of addresses,

1811

Junior, Jr., 122f, 156, 158, 502b, 518,

615d, 639, 1213d, 1324a

Justified margins, 102f, 1356b, 350, 572;

illus., 102f, 350

Keep-lines-together feature of word pro-

cessing program, 1407c,

1407f, 1610a, 16116, 1639b

key-type (see type, 307)

kind 297

kind of-sort of 297

kind of a, 297

Label feature, 1396; illus., 403

Labels, 1396; illus., 403

Landscape printing, 1641a

Languages, 348, 365a

last-latest, 297

Latin expressions (see Foreign words and

expressions)

Latino (see Ethnic references, 292)

latter-last 298

Laws, titles of, 346

Lawyers, forms of address, 1804a

/ay-tfe, 188, 298

Leader feature of word processing pro-

gram, 1415d, 1632c

Leaders, 1632; illus., 421, 422, 491

learn-teach, 298

leave-let, 298

Legal documents

capitalization in, 321, 358

dates in, 411

money amounts in, 420

periods of time in, 436 (note)

less (as suffix), 846

less-fewer (see fewer, 293-294)

let-leave, (see teai'e, 298)

let's you and me, 1058

Letterheads, for business letters, 1304a,

1305c, 1306c, 1311-1312,

347; illus., 346, 349, 350, 352,

353

Letters (alphabet)

in compound adjectives, 817d

in enumerations, 106-107, 222,

1357d, 1424f

filing rules for, 1207a, 1216

italicized and underiined, 285b

no periods with, 109a, 516, 547

nouns with, 359

plurals, 621-623

possessives, 638

quoted, 247

Letters (correspondence), 1301-1387,

1394-1395

acceptance letters, 1721; illus., 537

address (see Addresses, mailing)

application letters, 1719; illus., 534

attention line, 194b, 1344-1345,

1351,1389n, 1390h, 348;

illus., 348

body, 1352-1357

box numbers, 1311c, 1338

building names, 331, 1330

city names, 325, 334, 1339-1340

closing, 1358-1381

colons in, 194a-b

company signature, 1361, 347; Illus., 346

complimentary closing, 301g,

1358-1360, 13956, 347 350;

illus., 346, 350, 401
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Letters (cont)

confidential notation, 1315, 1389m,

1395d;/y/us., 349

confirmation of faxes, 1375b

continuation pages, 1304b,

1382-1387; ///us., 385-386

copy notation, 194b, 1376-1380,

1395c, 347; /y/us., 346

copying, 266

date line, 1314, 347; illus., 346

date references in, 152, 409

delivery notation, 1375, 1389o, 1395c,

347; illus., 346

displayed extracts, 1357a, 349; illus.,

349

enclosure notation, 194b, 1373-1374,

1379, 1395c, 347; /V/us., 346

enumerated items in, 1357c-e; illus.,

372-374

envelopes (see Envelopes]

file name notation, 1316a (note), 1371-

1372, 1395c, 347; illus., 346

folding and inserting, 1391; illus.,

392-393

follow-up letters, 1720; illus., 535

formats, 1302

in care of. .
.

, 1326

indentions, 1302b, 1356a, 1357; illus.,

348

inside address, 316, 1317-1343,

1395a, 347; illus., 346

international address, 1343, 349; illus.,

349

lettertiead, 1304a, 1305c, 1306c,

1311-1312, 347; rf/us., 346,

349, 350, 352, 353

lists in, 1357c-e; illus., 372-374

long, shortening of, 1308

mailing notations, 1375, 1389o; illus.,

346

mailstop code, 1338d

margins, 1304-1306, 1356, 1383,

1386; chart 344

message, 1354-1357, 347; illus., 346

one-page, 1304a; illus., 348

opening, 1317-1351

organizational names, 1327-1329

page-ending considerations, 1356d,

1385-1387

paragraph indention, 1356a, 348; illus.,

348

parts of, 1301-1302

personal-business, 1313, 1370a; illus,

348

personal names and titles, 311-312,

316, 1321-1325, 1348,

1362-1368

personal notation, 1315, 1389m,

1395d

postscript, 194b, 1381, 348; illus., 348

private mailbox number, 1338d

punctuation patterns, 1309; illus., 351

quotations in, 1357a; illus., 349

quoted, 266

Letters [cont]

reference initials, 194b, 1370, 1395c,

347; illus., 346

reference notations, 194b, 1316,

13536, 1372; ////vs., 348

return address, 1313, 1314f, 348; illus.,

348

room or suite number, 462, 1318b,

1330

rural route number, 1317c

salutation, 194a, 301g, 1346-1351,

1395b, 1395e; ////;&, 346

short, lengthening of, 1307

signatures, 1362-1369

social-business, 1319b, 1346, 1370a,

1394-1395; /y/(ys„ 401

spacing in, 1310, 1355

stationery sizes, 1303

street addresses, 1331-1337

styles

block, 1302c; illus., 349

modified-block-indented, 1302b;

illus., 348

modified-block-standard, 1302a;

illus., 346

simplified, 1302d; illus., 350

subject line, 194b, 1302d, 1316d,

1352-1353;/y//ys., 349, 350

tables in, 1357b

templates, 1301 (note), 1384 (note);

/y//ys., 341-342

writer's name and title, 316,

1362-1369, 347 350; /y//ys.,

346, 350

ZIP Codes, 161,462,501b,

1311-1313,1317-1318,

1331, 1339, 1341c

lie-lay (_see lay, 188,298)

like-as, as if, 299

like [as suffix], 846

Linking verbs (see Verbs, 561]

Lists Csee Enumerated items]

Listserv, 1532a, 1542, 573

literally 299

Literary works, capitalization of titles,

360-362

/occ/t, 545, 1531 d

look forward to, 299

lower, with place name, 337b

Ltd., 159, 520b, 639, 1328, 1329b

-/K ending words, 824a, 1068-1069

Macros, 341,573

Madam, 315, 1349, 1801e-f, 544

Madame, Mme., 517a, 618, 1349

Magazine titles, 289, 360-361

Mailing notation 1375, 1389o, 1395c,

347; illus., 346

majority-plurality, 299

Manuscripts, 1432-1437 [see also

Reports]

articles, 1432-1433

books, 1434-1435

precautions for, 1436-1437

many 1012, 1053b

many a (an), 1002c, 1009b, 1053a

Margins

in articles, 1433a-b

in book manuscripts, 1434-1435

in business documents, 1701

justified, 102f, 1356b, 350, 572; illus.,

102f, 350

in letters, 1304-1306, 1356, 1383,

1386; chart, 344

in memos, 1393a-c

for outlines, 1725a

in reports, 1404-1406, 1409a,

1411a, 1412c

Married women, 1321b, 1801-1802

may-can, 299-300

maybe-maybe, 188,300

Measurements, 429-432

abbreviations of, 428d, 431-432, 453,

502d, 509, 535-538

commas with, 430

in compound adjectives, 817

customary, 535-536, 620a

dimensions, 429, 432, 453, 535b

metric, 461b, 537-538, 620b

plurals, 428d, 620

in possessive expressions, 646

sizes, 429

spelled-out, 453b, 536, 538

as subjects, 1024

symbols for, 453, 543

temperature, 429 [see also

Temperature, degrees]

Medals, capitalization of, 364

media, 1018c, 300

Memos, 194c 1392-1393, 1410, 1413;

illus., 396-397 399, 415, 503, 506

templates, 1392; illus., 394, 395

Men

forms of address, 1322, 1801

salutations for, 1347-1350

signatures of, 1365

titles of, 517, 1322-1324

merely 1072

Mesdames, 517a, 618, 1349

Message On letters], 1354-1357, 347;

illus., 346

Messrs., 517a, 618, 1347, 1349

Metrication, 461b, 537-538, 620b

Mexican American, [see Ethnic references,

292]

Microsoft Word for Windows [see also

Word processing features]

default font, 102d,1305d

default margins, 1304-1305; chart 344

endnote feature, 1502a (note), 1505;

illus., 444

envelope feature, 1388b, 1389g-h;

illus, 388

footer feature, 1406c, 1420a, 569

footnote feature, 1407j, 1502a (note),

1503-1504, 569; /y//ys., 444

header feature, 1384, 1385a, 1393t,

1406b, 1410c, 570
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Microsoft Word for Windows [contj

letter templates, 1301, 1384 (note);

/7/us., 341-342

memo templates, 1392; illus., 394-395

numbered list feature, 1357d, 1424^

1549c (note), 350, 503-504;

illus., 350, 427 503-504

outline feature, 1425b (note), 1724,

1727; illus., 539

report templates, 405; illus., 405-406

table feature, (see Word processing

features)

midnight, 440h

might-could [see may, 299-300]

Military date line, 1314b

Military titles, 312a, 517c-d, 612, 808,

1808

Minutes, 1704

formal style, 509; illus., 508

informal [memo] style, 507; illus., 506

Miss, 315, 517b, 519c, 618, 1213,

1215d, 1322, 1324c (note),

1349, 1366, 1801b, 1801 h-i

Mode (see Mood, 555)

Modifiers, 555

dangling, 1082-1085, 555

misplaced. 1086-1087

squinting, 1087,560

Money, 413-420

amounts in tables, 1629; illus., 488, 490

amounts of, as subjects, 1024

approximate amounts, 413

capitalization of spelled-out amounts,

420c

cents, 418-419

dollars, 413-420

euro, 413b

exact amounts, 413

in figures, 413, 418

in figures and words, 416-420

foreign cun^encies, 413b

fractional amounts, 417

indefinite amounts, 414

isolated references to, 413c

large amounts of, 416-417

in legal documents, 420

in millions or higher, 416-417

in tables, 1629, 1631; illus., 488, 490

in words, 413c, 414, 420 b-c

Months, 154-155, 342, 436-437, 502d,

532

Mood, 555

more, 1006a, 1013a, 300

more important-more importantly, 300

more than-over, 300

moreover, as transitional expression, 178

most, 1006a, 1013a, 300

mouse (computer terni), plural for, 609

Movements, capitalization of, 347

Mr, Mrs., and Ms., 517a, 518b, 519c
618, 1213, 121 5d,

1322-1323, 1347, 1349,

1365, 1366, 1801-1802

much, 1009a

Multiplication sign (x), 543a-b

Musical works, titles of, 244, 289a

namely, 138-142, 178, 181-183, 188

Names

alphabetizing, 1206-1221

of companies (see Business organiza-

tions, names of)

in compound adjectives, 819

imaginative, 305, 320b, 333-335,

337b, 344, 347c

nicknames, 305, 31 Ig, 515, 1212,

1349b

of organizations (see Business organi-

zations, names oO

personal (see Personal names)

of places (see Geographic names)

of products (see Product names)

of ships, trains, airplanes, and space-

craft, 288

of streets, buildings, parks, monuments,

rivers, oceans, and mountains,

331

Native American (see Ethnic references,

292)

nearly, 1072

Negatives, 1074-1076

neither, 1009a, 1053a (see also either,

585)

neither. . . nor, 1003-1005, 1028,

1049C1076, 1081b

Netiquette, 1708-1709, 574 (see also

E-maiQ

never, 1076a

nevertheless, 122c, 178

News releases, 1707, 513; /7/us., 512

Newspaper titles, 289a, 289g, 360-361,

13298

Nicknames (see Names)

no, 101b, 119-120, 138b, 139-142, 227,

233, 256a, 273d, 625a, 1076

no matter what (why how), 132

no one, 1010, 1013b, 1076a-b, 189

No. or #, 359, 455

nobody-no body, 1053a, 189, 301

Nominative case, 552

Nonbreaking space, 919

none, 1006a, 1013, 1053, 1076

none-no one, 1010, 1013, 1076a-b, 189

none of which, 132

none of whom, 132

Nonessential (nonrestrictive) elements, 556

clauses, 122, 131-132, 553

commas with, 122, 127d, 131-132,

137-153

dashes with, 201-202, 206

independent comments, 122c, 138-142

parentheses to set off, 219

phrases, 122, 136b, 137, 201-202, 218-

219, 558 (see also Phrases)

quotations as, 261a-b

transitional expressions (see Transitional

expressions)

noon, 440h

nor (see also neither . . . nor]

as coordinating conjunction, 126

joining independent clauses, 123a

negatives with, 1075-1076

pronouns refemng to nouns joined by,

1049c

punctuation with, 123a, 125e,

126-129, 133, 162,

166-168, 176-177

north [see Compass points)

not, punctuation with, 147 (see also

Negatives, 1074-1076)

Notes, 1501-1546

academic style, 1508b

articles

in magazines, 1518a

in newspapers, 1517

in professional journals, 1518b

in reference works, 1516

asterisk with, 292, 1502f, 1636c

authors cited in, 1524

books, 1508-1515

bulletins, etc., 1520

business style, 1508a

CD-ROMs, 1519

elements of, 1523-1531

endnotes, 1501-1502, 1505-1506;

illus., 439, 444, 445

default format for, 1505; illus., 444

figures with, 1502, 1523

footnote feature of word processing

program, 1502a (note),

1503-1504, 569; ///ws., 442

footnotes, 1501-1504, 1508-1546,

1605b, 1606f, 1634-1636,

1638c; illus., 438, 442, 443,

448,471-472,492

default format for, 1503; illus.,

442

functions of, 1501

models of, 1508-1522, 1540-1546

monographs, 1520

numbering of, 1502, 1523

online sources, 1532-1546

page numbers in, 1529

pamphlets, 1520

placement of, 1501-1507

publication date in, 1528

publication place in, 1527

publisher in, 1526

secondary sources, 1522

selections in book, 1514-1515

subsequent references, 1530-1531

symbols with, 292, 1502f-g, 1621c
1636c

in tables (see Tables)

text references to, 1501c 1502; illus.,

438, 440-443, 448

textnotes, 1501-1503, 1507; illus^

439, 446

title of work in, 1525

unpublished wori<s, 1 521

not only... but also, 127b, 1003-1005,

1081b
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notso. . . as, 132 (see also as . . . as, 285]

nothing, 1076a-b [see also Negatives)

Noun clause, 553

Noun phrase, 557

Nouns, 556

abstract, 556

collective, 1019,556

common, 306, 307-310, 356, 556

compound (see Compound nouns)

in compound adjectives (see Compound

adjectives)

with numbers or letters, 359

plurals, 601-626

possessives, 627-652

predicate (see Complement)

proper, 556

capitalization with, 303-306

capitalization within parentheses,

224b, 225b

in compound adjectives, 819

hyphenation of, 348 (see also

Ethnic references, 292-293)

plural forms, 615-617

with prefixes, 838

singular or plural as subjects,

1014-1022

number (see amount, 284)

the number-a number, 1023

Number On grammar), 556

Numbered list feature (see Word

processing features)

Numbers, 401-470, 111

in abbreviated form, 460, 470

with abbreviations, 401b, 453, 470

in addresses, 1332-1333, 1339,

1341c

adjacent 456-457

in ages and anniversaries, 401b, 401d,

433-435

and in, 41 1, 420, 428a, 465a

approximate, 401a, 404

basic rules, 401-406

at beginning of sentence, 401 d,

421-422, 428a, 446

capitalization of nouns preceding, 359

colon in, 192-193, 299, 440g, 450

commas in, 123d, 458, 461-463

in compound adjectives, 430, 437, 817,

832

in dates (see Dates)

decimals, 105, 428c, 443-446,

461-462

division at end of line, 915

for emphasis, 401, 111

en dash to connect, 217a, 459-460

expressed in figures, 461-464, 624a

expressed in words, 465-467, 624b
figure style, 401-403

filing rules for, 1213d, 1218

foreign currencies, 413b

for formality, 404, 111,113

fractions (see Fractions)

in highway designations, 401b

house or building, 462

Numbers [cont]

hyphen in, 404, 424, 427-428,

459-460, 463, 465

indefinite, 401c, 414, 423

in measurements (see Measurements)

metric quantities, 461b

millions or higher, 403, 406, 413, 416,

470

mixed, 428 (see also Fractions)

in money (see Money)

more than with, 300

negative, 1631e

No. or # with, 359, 455, 543

nouns preceding, 359

ordinal, 424-426, 556

in birthday and anniversary refer-

ences, 435

in century references, 438

indates, 407, 411,425

in figures, 425-426, 1333b

periods after, 109c, 425b

in business names, 402 (note)

in personal names, 426

superscripts for, 425b (note)

in words, 424, 427d, 435, 465,

467

over with (see more than, 300)

page (see Page numbers)

patent, 463

percentages, 401b, 447-449, 453,

1630, 302

periods after, 106

in place names, 465c

plural forms, 464, 467, 624

with plus 416b, 817b

in product names, 402 (note)

proofreading and editing, 1201c,

1202d

ratios and proportions, 193, 299,

401b, 450

referred to as numbers, 401b, 452

related, 402, 403b, 405, 416c 418b,

421

roman (see Roman numerals)

round, 404, 406

scores, 401b, 451

in sequence, 458-460

serial, 463

social security, 463

in statistical material, 401b

in street addresses, 1332-1333

with symbols, 401b, 453, 1218i

in tables, 1627-1631; illus., 487-492,

494

telephone, 454, 462, 1311-1313

thousands, 404, 414, 466, 470

for time periods (see Time)

voting results, 451

word style, 404-406, 465-467,

13956

0-Oh, punctuation with, 121

Object 556 (see also Complement 554)

Objective case, 553

Occupational titles, 312c

o'clocK 4406, 441-442, 505c

ode/, 401a, 817b

of, omission of, 1078-1079

of-a (see a-of, 282)

of-have, 301

off, 1070, 301

off-from (see from-off, 294)

okay, OK, 522d, 548

Omitted words

commas indicating, 123e, 172

ellipsis marks indicating, 274-280

after possessives, 644, 10711

suspending hyphen indicating, 832,

833d-6

on, 1070

on-onto-on to, 301

on-upon-up on, 301

on account of (see due to, 290)

one another (see each other, 290)

one of . .
.

, 1008

Online sources for notes, 1532-1546

on/y, 1072, 301

op. c/t, 287, 545, 1531 d

opposite, 301

or (see also Conjunctions)

with alternatives and appositives, 151

joining clauses in compound sentence,

123a, 126

with negative verb, 1076a

pronouns referring to nouns joined by,

1049c

punctuation with, 123a-b, 1256-f,

126-129, 133, 142b, 151,

162, 166-167, 176-177

in series, 123b, 162a, 166

subjects joined by, 1003-1005

Ordinal number (see Numbers, ordinal)

Organizations (see Business organiza-

tions, names of)

Orphan protection feature of vtford pro-

cessing program, 1356d,

14076,575

Others, 1012

out 1070

Outline feature, 1425b (note), 1724,

1727; illus, 539

Outlines, 1722-1727; illus, 539, 541

capitalization in, 301 e, 1725d

indentions in, 1725e

parentheses in, 223

periods in, 106-107, 223, 1725c

of report headings, 1425b

over-more than (see more than, 300)

Page-ending considerations

in footnotes, 1 504d

in letters, 1356d, 1385-1387

in reports, 1407

in tables, 1638

Page numbering, 575

in footnotes, 621a

in letters, 462, 1384

in reports, 1420, 1427
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Page numbering feature of word process-

ing program, 1405b, 1406,

1409g, 1420, 1427, 575

f^ragraph symbol ffl], 543a, 543d, 622

Paragraphs

indenting first line of, 1302b, 1356a,

1424c 1425c (3), 1433e,

348; illus., 348

omission of, 280

quoting, 265

Parallel structure

of report headings, 1425b(3), 1723

in sentences, 1081

Parentheses, 218-226

with area codes, 454c

brackets within, 297

capitalization with, 224b, 225b, 226b,

302a

dashes in place of, 202, 206

with dates, 221

with directions, 220

with enumerated items, 222-223

exclamation point in, 119c, 224d,

225d, 226c

with explanatory material, 218-219

around figures, 420a

independent clauses in, 218-219,

224-226

italicizing, 290f

with items as separate sentences, 226

with items at end of sentence, 225

with nonessential expressions, 182d,

183,218-219,224-226

in outlines, 223, 1726a

parentheses within, alternative to, 297

in place of commas, 148, 160, 219

in place of dashes, 219, 55

plural endings in, 626

punctuation with, 224-226

question mark in, 118, 224d, 225a,

225d, 226c

quotation mari<s with, 251, 261b

with references, 220

replacing commas in a series, 184

sentences in, 226

within sentences, 224-225

in a series, 184 (note)

spacing with, 299

with state names, 219a

in telephone numbers, 454c

with transitional expressions, 183

Parenthetical (nonessential) elements, 556

Participial phrases, 124, 135-137,

1082a, 558

Participles, 556-557

in compound adjectives, 821-822,

824, 826

dangling, 1082a, 557

past. 1030, 1033, 1036, 556

perfect 556

present 1030, 1034, 556

Parts of speech, 557

party (see individual, 297)

Passive voice, 1036-1037, 561

Pasttense, 1030, 1032

people (see individual, 297)

per-a, 301

percent-percentage, 302

Percent symbol (%), 447 (note), 449,

543a, 543c 1621c 1630

Percentages, 401b, 447-449, 453, 1630

period ended-period ending, 302

Periods, 101-109

in abbreviations, 506-513, 515-518

with brackets, 296

before coordinating conjunctions, 126b

(see also and, 284)

with dashes, 213, 214a, 215a

with decimals, 105, 299

in displayed lists, 106-107

don'ts concerning, 109

as ellipsis mari^s (...), 274-280, 291,

299

with elliptical expressions, 101b

at end of commands, 101, 103

at end of definitions, 1431 (note)

at end of indirect questions, 104

at end of requests, 103

at end of statements, 101, 110b

with headings, 108

in lists, 106-107

in outlines, 106-107, 223, 1725c

with parentheses, 224c, 225a, 225c
226c

in place of semicolons, 142a, 176, 178,

181a

with quotation marks, 247, 252, 253a,

257-259

spacing with, 102, 106, 108c 299,

1433e

person (see individual, 297)

Person Qn grammar), 557

Personal-business letters, 1313, 1370a;

illus., 348

Personal letters, 1317, 1319a, 1370a,

1395e

Personal names, 1321-1325

abbreviations, 122f, 502b, 515-518,

615d, 618, 1321a

capitalization of, 305, 311

commas with, 122f, 156-158, 1324

dates with, 221

in direct address, 145

division at end of line, 919, 920d-e

family titles with, 318-319

filing rules for, 1209-1213, 1215

in inverted order, 1 58

initials, 516, 1321a

nicknames, 305, 31 1g, 515, 1212,

1349c

numerals after, 122f, 156, 426, 51 8d,

61 5d, 1324a

plurals, 615-617

possessives, 629-633, 639

with prefixes, 516c

religious orders with, 157, 519, 1324d

spelling, 311,515-516

titles with, 312-317

Personal notation, 1315, 1389m, 1395d

Personal titles (see Titles, personal)

Phrases, 557-558

absolute, 1082e

adjective, 813, 557

adverbial, 557

compound adjectives and, 813-817,

824, 826, 831

dangling constructions, 1082-1085

essential (restrictive), 122, 137,

139-141,149-150,558

gemnd, 135a, 1082c 557

infinitive, 135b, 136-137, 1082b,

557

as inten^ptions, 122a, 127d, 130d,

131c 136b, 137c 144-147,

201-202,209, 211a

intervening between subjects and verbs,

1006-1007

Introductoty, 124, 127d, 130,

135-136, 139, 142

in lists, 107

nonessential (restrictive), 122, 136b,

137,139-142,201-202,

218-219, 558

noun, 557

participial, 124, 135-137, 1082a, 558

prepositional, 124, 125d, 135-137,

1082c 1084, 558

prepositional-gemnd, 1082c 558

as subjects, 135a-b, 1026

verb, 558

Place names (see Geographic names)

Plays, titles of, 289a

plurality-majority (see majority, 299)

Plurals, 601-626

abbreviations, 503, 619-623

apostrophe forming, 298e

capitalization, 309

compound nouns, 611-613

endings in parentheses, 626

foreign, 614, 1018

geographic names, 617

letters of alphabet 621-623

measurements, 620

nouns

ending in f, fe, or ff, 608

ending in o, 606-607, 614

ending in s, x, ch, sh, or z,

602-603

ending in y, 604-605

with in-egular plurals, 609-610

numbers, 464, 467, 624

other parts of speech, 625

in parentheses, 626

personal names, 615-816

personal titles, 618

pronouns, 1049b, 1053

proper names, 615-617

symbols, 621b

plus, 146, 401a, 416b, 817b, 1007, 302

Plus sign (+) with telephone numbers,

454f, 349; illus., 349

p.m., 440-442, 502b, 505c, 507, 533
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Poetry

capitalization in, 301f

quoting, 267-268, 284b

titles, 242, 289a

Political parties. 320a, 347d

Portrait printing, 1641a

Positive degree, 1071, 554

Possessive case. 553

Possessives, 627-652

abbreviations, 638-639

alone without noun, 644

commas with, 156, 159

company names, 639-640

in comparisons, 1071i

compound nouns, 634-635

description vs. possession, 627-629

explanatory words, 641

filing rule for, 1214b

in holidays, 650

idiomatic, 648

inanimate. 645-646

initials, 638

joint possession. 643

measurements, 646

miscellaneous expressions, 652

modifying other possessives, 849

nouns in apposition, 641

in o/^ phrases, 639,648

organizational names, 639-640

personal names, 629-633, 639

in place names, 651

plural nouns. 632-633

preceding verbal nouns, 647

product names, 640

pronouns, 636-637, 1056, 1063

with Sd/ce, 631b, 646

separate possession, 642

singular nouns, 630-631

time periods, 646

titles of literary works, 640d

with worth, 646

Postscripts, 1381, 348; illus., 348

Predicate, 558

complement (see Complement)

complete, 558

compound, 127, 558

nominative (see Complement)

simple, 558

Predicate adjective, 554

Predicate complement 1029 (see

Complement 554)

Predicate noun, 554

Predicate pronoun, 554

Prefixes, 833-839, 841-845, 1210,

1215b, 558

division at end of line, 909, 911-912

personal names with, 516c

Prepositional-gerund phrase. 10820, 558

Prepositional phrase. 124, 125d,

135-137, 1082c, 1084, 558

Prepositions, 1077-1080, 559

adverbs vs., 361 c-d, 1070

capitalization, 303, 360-361, 1325a,

1329e, 1363b

Prepositions Ccont)

at end of sentences, 1080

ending in -ing, 1082a (note)

necessary, 1079

with pronouns, 1055b

required with certain words, list, 1077

superfluous, 1078

troublesome, 275

Present perfect tense, 561

Present tense. 560

President (U.S.), 312b, 313b, 314, 808b,

1806

Principal parts of verbs, 1030-1035, 559,

560-561

principle-principal, 302

Printing features of word processing pro-

gram, 1641a (note)

Product names, 356, 363 (note), 640,

1022

Professionals, 312a, 519e, 1804

Programming languages, 365a

Programs, 347a-c

Progressive tense, 561

Pronouns, 1049-1064, 559

agreement with antecedents,

1049-1053

avoiding sexism, 1051-1053

case, 1054-1056, 552-553

compound, 1010-1011, 1060

demonstrative, 559

generic, 1050-1053

indefinite, 637, 1009-1013, 1053, 559

with infinitives, 1055c, 1064

intensive, 559

interrogative, 1061-1063, 559

modifying gerunds, 1056d

nominative forms of, 1054, 1058,

1064c, 552-553

objective fornis of, 1055, 1058,

1064a-b, 552-553

personal, 636, 1054-1059, 559

possessive forms of, 636-637, 643b,

1056, 552-553

contractions confused witfi, 505d,

636, 10566, 1063

prepositions and, 1055b

relative, 1061-1063,559

with to be, 1064

troublesome, 266

who, which, that 1013, 1062, 192

who-whom, whoever-whontever, 1061,

192

whose-who's, 1063, 192

Pronunc'ation problems, 582-591

Proofreaders' mari<s, 217c, 1205; illus.,

318-319

Proofreading techniques, 1201-1202,

1204-1205,311

Proper nouns (see Nouns, proper)

Proportions, 193, 299, 450

Protestant dignitaries, forms of address.

1810

Protocols, 1532a, 577

Proverbs, quoting, 234

Pseudonyms, filing mies for, 1212

Punctuation, 559 (see also separate entries,

such as Colons; Commas)

with abbreviations, 156-159, 181,

506-513, 535a

with asterisks. 292

checking. 1203b

with dashes. 213-215

with dates. 410

internal, 559

italicizing, 290b

in letters, 1309

in numbers, 461-463

with parentheses, 224-226

with quotation mari^s, 247-265

spacing with, 299, 1433e

terminal (end), 101-121, 559

quasi-, 841

Question mari<s, 110-118

before coordinating conjunctions, 126b

dashwith, 208, 214b, 215a

elliptical questions. 111

at end of questions, 110

at end of requests, 103, 113

at end of statements, 112

exclamation point in place of 119b

to express doubt 118

to indicate direct address, 110-113

to indicate question within sentence,

114-117

in parentheses, 118

with parenthetical items, 224d, 225a,

225d, 226c

with quotation marks, 249, 252, 254,

257-259, 261

with series of questions, 1 17

spacing with, 110a, 117, 299, 1433e

Questions, 110-118,559

dash with, 208

direct 110-116,229,559

elliptical. Ill

independent 115-116, 117c, 301d,

559

indirect104, 115-116, 559

punctuation of 103, 110-118

requests as, 103, 113

rhetorical, 110

within sentences, 114-117, 214b,

224-226, 301 d

series of, at end of sentence, 1 17

in statement form, 112

Quotation mari<s, 227-284, 59 (see also

Quotations)

aligning, 284

apostrophe as single closing, 245-246,

247b, 248b, 249d, 298a

with colons, 248, 256

with commas, 247, 256

curiy, 432 (note), 59

with dashes. 250

for emphasis, 235-241

with exclamation points, 249, 254

with parentheses, 251
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Quotation marks (contj

with periods, 231 b, 247

punctuation with, 247-265

with question marl<s, 249, 254
with quotations within a sentence,

259-261

with semicolons, 248

single, 59

punctuation with, 245-249, 299

for quotations within quotations,

245-246, 265b

slanted, 432 (note), 543a (note), 59

smart, 59

spacing with, 299

straight 432 (note), 543a (note), 59

styles of, 59

as symbol for feet and inches, 298c,

432 (note), 543a (note)

with titles of literary and artistic works,

242-244

for translated foreign expressions, 241,

287

with words and phrases, 231

with yes and no, 233

Quotations, 559

abbreviations in, 247, 253a, 257-258

at beginning of sentence, 253-255

at bottom of page, 1407g

brackets within, 281-283, 296

capitalization in, 199b, 263, 272-273,

277-278,3010

colloquial expressions, 236c

copied letters, 266

definitions, 238

in dialogue and conversations,

269-270

direct 227-234, 559

displayed extracts, 212, 265a, 268,

271, 1357a, 1407g, 1424d,

349; illus., 349, 426, 446, 448

at end of sentence, 256-258

identifying sources of, 212

imagined dialogue, 230

indicating omissions in, 274-280

indirect 228, 559

insertions in, 281-283

interior thoughts, 230

with interrupting expressions, 262-263

in letters, 1357a

of letters, 266

in lists, 284a

long, 264-265, 266c, 279

omissions in, 274-280

paragraphs in, 265

poetry, 267-268, 284b

punctuation with, 247-265

within quotations, 245-246

in reports, 1424d

within sentence, 259-261

slang expressions, 235b

standing alone, 252

style in, 271

well-known sayings, 234

words in series, 232

Races, capitalization of, 348 [see also

Ethnic references, 292-293)

rack-wrack, 302

Radio stations, 523

raise-rise, 303

rather than, 147,1007

Ratios, 193, 299, 450

re-

division at end of line, 912

as prefix, 833, 835, 837

real-realty, 303

reason is because, 303

Reference initials, 194b, 1370, 1393o,

1395c, 347; illus., 346

Reference notations, 194b, 1316, 1353e,

1372, 1395c, 348; illus., 348

References

parentheses to set off, 220

source (see Notes]

Religious days, capitalization of, 342

Religious dignitaries, forms of address,

1809-1811

Religious orders, 157, 519a, 1324d

Religious references, 342, 349-350

Religious titles, 312a, 517c-d,

1324c-d

reluctant-reticent, 303

Reports, 1401-1431, 405-408

academic, 1401a, 1405c, 1411, 1412;

///us., 416, 417

appendixes, 1402c, 1429; illus., 433

audience for, 1401a

back matter, 1402c, 1406b,

1428-1431

bibliography, 1402c, 1403b,

1547-1551; /y/us., 465

body, 1402b, 1406b, 1421-1424

bound, 1404b

bulleted Items in, 1424g; illus., 428

chapter-opening pages, 1423; illus.,

425

conclusion, 1402b

drafts, 1424b

endnotes (see Endnotes)

enumerated items in, 1424f; illus., i\T]

footnotes (see Footnotes)

foreword, 1402a, 1418

fomial, parts of, 1402

fomiat guidelines for choosing, 1401,

405-408; illus., 407-408

front matter, 1402a, 1406c,

1412-1420

glossary, 1402c, 1431; illus., 434

headings. 108, 1402b, 1407f,

1425-1426; illus., 430-431

indentions in, 1424

informal

academic, 1411; illus., 416

business, 1409-1410; illus.,

407-408,414-415

parts of, 1403

introduction, 1402b, 1421

letter or memo of transmittal, 1402a,

1413; ///us., 419

Reports iconl)

list of tables or illustrations, 1402a,

1416-1417; illus., lai

lists in, 1424e-g; illus., 426-428

long, shortening, 1408

main discussion, 1402b

margins, 1404-1406, 1411a, 1412c,

1428;/y/(ys., 407 408, 414, 416

memo format for, 1410

numbering pages In, 1420, 1427

page-ending considerations, 1407

paragraphs in, 1424c

part-title pages, 1402b, 1422, 1427e;

illus., Wli\

preface, 1402a, 1418

quotations in, 1424d; illus., 426

shortening, 1408

spacing in, 1408, 1411c, 1424, 1426

summary, 1402a, 1419

table of contents, 1402a, 1414-1415;

///us., 421-422

tables in (see Tables)

templates, 405; illus., 405-406

textnotes, 1501, 1507; illus., 439, 446

title page, 1402a, 1412, 1420c; illus.,

417 418

turned table in bound, 1641b

unbound, 1404a

Requests, 103,113,124a

Resumes, 1712-1717

chronological style, 1713; illus.,

520-523

functional style, 1713; illus., 524-525

one-page, 1713, 527; illus., 526

planning, 1712

for recent graduates, 1713, 527; illus.,

526

scannable, 1714-1717; illus., 530-531

reticent (see reluctant 303)

retroactive to, 303

Return address, 1313, 1314f, 348; illus.,

348

Reverend, the, 517d (note), 519c,

1324c-d, 1809-1810

Rhetorical questions, 110b

rise-raise (see raise, 303)

Roman Catholic dignitaries, forms of

address, 1809

Roman numerals, 468-469

filing rules for, 1213, 1218

periods not used with, 109d

with personal names, 122f, 156, 426,

518d, 639, 1324a

Run-on sentences, 128

said, 303

Saint 5186, 526, 529b, 1340d

filing rules for, 1210c, 1213b, 1215b,

121 5d

Salutations

in business letters, 1346-1351,

1801-1811, 347; ;//ws., 346

in memos, 1392, 13931 (note); illus.,

397
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Salutations [conQ

punctuation after, 194a, 1309, 1346,

13931 (note), 1395b; illus.,

397 401

in social-business correspondence,

1395b; ///us., 401

same, 303

scarcely, 1072, 303

Scores, 401b, 451

Seasons, 343

second {2d or 2nd], 122f, 138a, 156,

424-426, 503, 518d, 1213d

Second pages, 1304b, 1382-1387, 1393t

Section symbol (§), 543d, 622

self, 836, 1060

semiannual (see biannual, 287)

Semicolons, 176-186

colon in place of, 187b-c

in compound-complex sentences, 133

dasfi and, 213,215c

dash in place of, 204

with dependent clauses, 186

with for example, 181-183

with independent clauses, 128, 142,

176-177, 181, 187b-C

internal commas and, 177b-c

with namely, 181-183

parentheses and, 224a

quotation marks and, 248

in series, 184-185

spacing with, 187a (note), 299

with rtaf/s, 181-183

with transitional expressions, 178-183

Senior, Sr., 122f, 156, 158, 502b, 518,

615d, 639, 1213d, 1324a

Sentence fragment 560

elliptical expression vs., 101c

Sentences, 559-560

capitalization, 196-199, 301a-d

complex, 130-132, 18, 560 (see also

Complex sentences)

compound, 110b (note), 123a,

126-129, 135d, 176-177,

203, 559 Csee also Compound

sentence)

compound-complex, 133-134, 560

dash at end of, 207-208, 216a

declarative, 560

ellipsis marks at end of, 275-278, 280,

291a

elliptical expressions as, lOlb-c, 111,

117,119-120,560

exclamation point at end of, 119-121

exclamatory, 560

fragments, 101c, 560

imperative, 560

interrogative, 560

inverted, 1027-1028

as parenthetical expressions, 224-226

period at end of, 101-104

question mark at end of, 110-1 17

questions within, 114-117, 214b,

224-226, 301 d

quotations in, 253-261

Sentences [cont)

run-on, 128

set off by dashes, 214

simple, 559

structure of, 1081-1087

Sequence, numbers in, 458-460

Sequence offenses, 1047

Series (see also Enumerated items)

adjectives in, 123c, 168-171

colon before, 188-191

commas in, 123b, 162-167

of dependent clauses, 186

of dollar amounts, 419

of percentages, 449

quoting, 232

semicolons in, 184-185

two-item, 167

serve-service, 303

set-sH 304

several, as plural pronoun, 1012

sex-gender (see gender, 294)

Sexism in language, 809-810, 840,

1050-1053, 1350

shall-will, 304

she, as generic pronoun, 1051

should-would, 305

sic in quoted matter, 283

Signature line

in letters, 1361-1389

in memos, 1392, 1393n

since, 132, 18

Singular (see Subjects; Verbs)

S//;315, 1349d, 1801e-f

sit-set (see set 304)

Slang expressions, in quotation marits,

235b

Slash (see Diagonal)

Smileys, 1709a, 578

so

at beginning of sentence, 139b

at beginning of independent clause,

142 (note), 179

as transitional expression, 178-179

so-so that, 305

so... that 132

so-called, 240b

Social-business correspondence, 1319b,

1370a, 1394-1395; illus., 401

Soft page break, 1407a, 579

some, 1006a (note), 1013a, 1053c

some of whom, 132

someday-some day 305

someone-some one, 1010 (note),

1053a, 191

sometime-sometimes-some time, 191, 305

sort-kind (see kind, 297)

sort of-kind of (see kind of-sort of)

Source reference notes (see Notes)

south (see Compass points)

Spacing

with abbreviations, 507-509, 511-513

after colon, 187a (note), 194b-c, 299

after dash, 207-208, 216a, 299

with decimal point 105, 299

Spacing [cant]

desktop publishing standards, 102b

with diagonal, 294, 299

with en dash or hyphen for numbers in

sequence, 459a (note)

in letters, 1310, 1355-1357

in manuscript 1433c

after period, 102, 106, 108c, 299,

1433e

with personal initials, 516

with punctuation mari^s, 102, 299,

1433e

after question mari<, llOa, 117, 299,

1433e

in reports, 1408, 1411c, 1424, 1426

with symbols, 543

in tables, 1606-1607, 1611c 1821d,

1621h, 1625

speak to, with, 1077

Spell checkers, 833, 1203a (note),

1204f, 176, 312

Spelling, 701-720

able and ibie endings, 713

ant ance, ent, and ence endings, 714

c endings, 717

cede, ceed, and sede endings, 718

checking for errors in, 1203a

of computer terms, 847

e/'and /e words, 712

final consonant doubled, 701-702

final consonant not doubled, 703-706

final e silent 707-709

final y changed to /; 710-711

ize, ise, and yze endings, 715

one word or two, 848, 1101

troublesome words, 720

words with diacritical mari<s, 718

words ending in ie, 709

words that sound alike or look alike,

719

Sporting events, capitalization of, 344d

Squinting modifiers, 1087, 560

state, capitalization of word, 335

Statement 101-102, 214a, 560

Intoned as a question, 112

States (U.S.)

abbreviations, list 527, 1341

capitalization of, 325

commas with, 160-161

filingrulefor, 1219, 1221

following city names, 160, 185, 219a

naming residents of, 336

parentheses with, 219

Stationery

for continuation pages, 1304b, 1382

folding, 1388, 1391

letteriiead, 1304a, 1305c,

1311-1312

plain, 1304b, 1312-1313

return address on, 1313

sizes of, 1303; chart 1305b

Street addresses (see also Addresses,

mailing)

capitalization, 331
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Street addresses (cont)

compass points in, 530-531,

1334-1335

division at end of line. 920b

numbers in, 1332-1333

Subject lines

in letters. 1316d, 1352-1353, 349,

350; illus., 349, 350

in memos, 1393d, 1393k, 507; illus.,

506

Subjects, 1001-1029, 560

agreement with verbs, basic rule, 1001

and joining, 1002, 1027b, 1049b

both . . . and joining, 1002, 1081b

clauses as, 1026

collective nouns, 1019

compound, 560

eiUier. . . oa joining, 1003-1005,

1081b

fractional expressions, 1025

geographic names, 1021

gerund phrases as, 135a (note)

indefinite pronouns, 1009-1013

interrogative pronouns, 1061, 1063

intervening phrases and clauses as,

1006-1007

introductory clauses as, 130c

in inverted sentences, 1027-1028

measurements. 1024

money amounts. 1024

neither . . . nor joining. 1003-1005,

1028, 1074-1076, 1081b

not only . . . but also joining,

1003-1005, 1081b

nouns

ending in ics, 1017

ending in s, 1014-1016

with foreign plurals, 1018

the number, a number, 1023

one of, 1008

orjoining, 1003-1005

organizational names, 1020

phrases and clauses as, 1026

predicate complements and, 1029

product names, 1022

proper names, 1020-1022

quantities, 1024

relative pronouns, 1061-1063

time periods, 1024

titles of publications, 1022

whether. . . or joining, 1081b

words and phrases not affecting.

1006-1007, 1008a

Subjunctive, 1038-1039 [see also Mood,

555)

such as, commas with, 148-149

such as... etc. (see etc., 291)

Suffixes, 833, 839-840, 560

division at end of line, 910-912,

922a-b

feminine, 840

filing rules for, 1213, 1215a

less or like, 846

with //, 706 (note)

Suggestions phrased as questions, 113

Superlative degree, 823b, 1071, 554, 560

Superscripts, 425b (note), 1502, 1503b,

1504b, 1505b, 1506a, 1523b

supposed to, 306

sure and, 306

sure-surely, 306

Syllabication [see Word division)

Syllable, 560

^mbols, 535b, 537-539, 543, 1390g

for cents, 418c, 419, 543a, 543c

for chemicals, 539

in column heads, 1621c

for currency units, 413b

for dollars, 416-417, 419, 543a, 543d

for euro, 413b

for feet and inches, 432 (note), 543a

(note)

filing rule for, 1216, 12181

in footnotes, 292, 1502f-g, 1621c
1636

numbers with, 453

percent 447 (note), 449, 543a, 543c,

1621c, 1630

in tables, 1621c, 1626b, 1636

trademark. 356 (note)

Table feature of word processing program,

1601-1808, 1610b (note),

16116,1616, 1622a, 1625a,

1631e(note), 468;///us.,

469-475

autofit 1603a, 1640a; illus., 470

autoformats, 1608, 474-475

Tables, 1601-1642

abbreviations in, 1621c, 1626b,

1633a, 1636a, 1637c

boxed, 1601, 1624, 1629d; illus.,

468-472,474-476,481,483,

488, 494-495

capitalization in

column heads, 1621e

table text 1626a

centering, 1611a, 1616

column heads, 1602, 1606b, 1606d,

1608b, 161 1c(3), 1621-

1624, 468; illus., 468-477

481-484,487-491,494-495

blocked, 1602, 1622e

braced, 1623; illus., 483

centered, 1606b, 1622c-e, illus.,

472, 482

crossheads, 1624, 484

repeated, 1637e; illus., 494

continuing, 14071, 1638-1639; illus.,

494-495

converting to charts and graphs, 1642;

illus., 497-498

figures in, 1627-1631; illus., 487-492,

494

footnotes in, 1604-1605, 1606f,

1634-1636; illus., 468,

471-472,474-475,484,492

grid, 1601

Tables [cont]

heading. 1604-1606, 1617-1620;

/y/us., 468, 471-475, 477

479-484

landscape printing, 1641a

leaders in, 1632; Illus., 491

in letters, 1357b

locating tables

in appendix or attachment 1613

fitting on page, 1407i

on separate pages, 1612-1615

within text 1609-1611; illus.,

476-477

long, 1637-1639

money amounts in. 1629, 1631c; illus.,

488, 490

numbering, 1605-1606, 1618, 1620b;

;//us., 468, 471-475, 479-480

omitted items, 1633; illus., 483, 492

open (unailed), 1607a, 1611c,

1629d(2); illus., 473

percentages in, 1630; illus., 477, 483,

484, 488, 489, 492

portrait printing, 1641a

reducing size of, 1640

in reports, 14071, 1424h

ruled, 1601-1608, 1629d; illus.,

468-476,481,483,488

shading in, 1606g; illus, 472, 474-475

spacing

above and below, 1611c; illus.,

476-477

with column heads, 1621d, 1621h;

illus., 481

within, 1606-1607, 1625; illus.,

472-473

subtitles, 1605a, 1606c, 1619, 1620c;

/y/us., 471-472, 480-481

symbols in, 1621c, 1626b, 1636

table text 1602-1603, 1622,

1625-1633; illus., 469, 470

text references to, 1615, 1618

titles, 1605a, 1606c, 1611c(4), 1617,

1620a;/y/tys., 471-472, 477

479-480

fofa/ lines in, 1629d; illus., 488-489

turned, 1641

wide, 1640-1641

without heads or title, 161 1c(2); illus.,

477

tack-tact 306

take-bring (see bring, 288)

teach-leam (see learn, 298)

Teenagers, addressing, 1322d-e

Telephone numbers, 454, 462,

1311-1313

access codes, 454d-f

with plus sign (+), 454f; illus, 349

styles for area codes, 454c

Television series, titles of, 289a

Television stations, 523

Telnet1532a, 1546, 579

Temperature, degrees, 429, 453, 535b,

537-538
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Templates, 580

letters, 341; ///us., 341-342

memos, 1392; illus., 394-395

reports, 405; illus., 405-406

resumes, 1713

Tenses of verbs, 560-561 (see also Verbs,

principal parts and tenses of)

Terminal (end) punctuation, 559

Textnotes. 1501, 1507; illus., 439, 446

than, 132, 1057

than-then, 191,306

that

omission of, 172b

as relative pronoun, 132, 1062

as singular or plural subject 1013b

(note), 1062c

as subordinating conjunction, 132,

1047, 306

that is, 138-142, 178, 181-183, 188

that-where (see where, 308)

that-which-who, 1062

the (see also Articles, 552)

at beginning of quotations, 231c

in company names, 324a, 1325a,

1329d-e

in geographic names, 337a

In literary titles, 289, 360-361

with personal titles, 517d, 519c, 618b,

1324c

with place names, 337a

the following \N\\\\ colon, 189, 191

their-they're, 1056e

then, 138a, 139b, 142, 178

then-than (see than, 306)

there is-there are, 1028

therefore, 122, 124b, 138-142, 178

these, colon with, 189

these sort-these kind, 307

third [3d or 3rd), 122f, 156, 425-426,

503, 518d, 1213d

though, 132

thus, 138a, 139b, 142a (note), 178, 189

Time. 533-534

clock, 440-442

a.m. and p.m., 440-442, 502b,

505c, 507, 533

colon in, 192, 299, 440g

in columns, 440c, 1627b; illus.,

505, 510

on the hour, 440c

noon and midnight 440h

with o'clock, 441

spelled out 441-442

in words, 440-442

zeros in, 440c

periods of, 342-345, 436-439

centuries, 345, 438, 817a

decades, 345, 439

in legal documents, 436 (note)

plurals of, 464, 624a

as subjects, 1024

possessive expressions, 646

Time zones, 534

titled 240a (see also entitled, 291)

Titles (see also Titles, personal)

artistic works. 242-244, 289,

360-362

book parts, 242-243, 360-361,

1508-1515

books, 242-243, 289, 360-362,

640d-e, 1022, 1525

capitalization of (see Capitalization)

of electronic publications, 289g

literary works, 242-244, 289,

360-362, 640d-e

magazine articles, 242, 1518

magazines, 289, 1022, 1518

musical compositions, 244, 289a

newspapers, 289, 1517, 1527c

periodicals, 1518

poetry, 242, 289

possessives in, 640d

sacred works, 350

television and radio series, 244, 289a

unpublished works, 243

videos, 289a

Titles, personal (see also Personal names)

abbreviations of. 502b, 517

capitalization. 309-310, 312-317

company officials, 312, 313d-f, 1325

in direct address, commas with, 145

division at end of line, 920e

family names, 318-319

filing rules for, 1213, 1215d

in forms of address, 1801-181

1

government officials, 310, 312-314,

317, 1806

honorable, 517d

hyphenation, 363, 612, 808

in letters, 1322-1325, 1347-1349,

1362-1368

military (see Military titles)

Miss, Mr, Mrs., Ms., etc., 517, 618,

1213, 1215d, 1322-1324,

1347, 1349, 1366,

1801-1802

occupational titles vs., 312c

plurals, 618

to

in titles and headings. 360b

verbs with (see Infinitives)

to, too, two, 192

to which, 132

together (see both alike, 288)

together with, 146, 1007

too, 138, 143, 1072, 192

toward-towards, 307

Trademarks, 355-356

Transitional expressions, 138, 178, 561

at beginning of clause, 142, 178-181

at beginning of sentence, 139

colon with, 181-182

comma with, 122c, 138-143,

178-183

dash with, 183, 204

at end of sentence, 140, 182

lists of, 138a, 178

parentheses with, 183

Transitional expressions (cont.)

semicolons with, 178-182

within sentence, 141, 183

too, 143

Transitive verb (see Verb, 561)

Tribes, capitalization of, 348

try and, 307

type (see kind, 297)

type-key 307, 580

Type sizes and faces, 1305d, 1307c,

1308c 1312, 1408a, 1425a,

1435, 1637f, 580;///us., 344;

(see also font 569)

Underlining (see Italics)

Unfinished sentences, punctuation of,

101c, 207-208, 275, 291a

Uniform resource locator (see URL; URL

addresses)

unique, 1071f, 307

United States, 525, 1021, 1343a (note)

unless, 132, 18

until, 132

up, 361c-d, 1070, 307

upon-up on (see on, 301)

upper with place name, 337b

L//?i, 501b, 580

URL addresses. 1311a, 1312 (note),

1532,1536-1538,1540,

1542-1546, 1551a, 1551c

Usage, 279-308 (Section 11)

used to, 307

Usenet 1532, 1543, 580

Verb phrases, 558

compound nouns vs., 802

Verbal, 561 (see also Gerund; Infinitive;

Participle)

verbal, 307

Verbs, 1030-1048, 561

active, 1037 (see also Voice, active,

561)

adjectives and adverbs following,

1066-1067

agreement with subjects, 1001-1029

(see also Subjects)

auxiliary, 1030c, 1032-1034, 561

in clauses

with as if or as though, 1042-1043

with if, 1040-1041

of necessity, demand, etc., 1038

with that 1047

with wish, 1039

compound, 811-812, 1048

in compound adjectives, 828-830

in compound nouns, 802

gemnds (see Gerunds)

helping (auxiliaiy), 1030c, 1032-1034,

561

infinitives (see Infinitives)

intransitive, 561

linking, 1067, 561

negative, 1076a

participles (see Participles)
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Verbs (cont)

passive forms, 1036-1037

principal parts and tenses of,

1030-1035, 559, 560-561

formation of tenses, illus., 248-249

future, 1031c 560 (see also

shall-will, 304]

future perfect 1033c, 561

future perfect progressive, 1034d,

561

future progressive, 1034c 561

omitting parts, 1048

past, 1030a-b, 1032,

1039-1043,560

past participle, 1030, 1033, 1036,

1040, 556

past perfect 1033b, 1039b, 1040,

561

past perfect progressive, 1034d,

561

past progressive, 1034b, 561

present 1030a-b, 1031, 1035,

1038b, 1041, 1043, 560

present participle, 1030a-b, 1034,

556

present perfect 1033a, 561

present perfect progressive,

1034d, 561

present progressive, 1034a, 561

sequence of tenses, 1047

of the senses, 1067

subjunctive, 1038-1040, 1042

tenses (see above: Verbs, principal parts

and tenses of)

transitive, 561

troublesome, 256

very, 307

wee, hyphenation with, 808c

vicious circle, 308

Voice, 561

Voting results, 451

Vowels, 561

ways, 308

ivefor/, 1059

Web, compounds beginning with, 847f

{see also WWW)
Web sites, 365c 847f (note)

capitalization of, 365c

URL, on letterhead, 1311-1312

Weights, 429-431, 535-538, 620

well, as transitional expression, 124

well-good (see good, 294)

were, subjunctive, 1039a, 1040, 1042

west (see Compass points)

what singular or plural as subject 1026,

1027a

whatever-what ever, 308

wher), 132, 18

where, 132

where-thai 308

whereas, 132

whether-if (see if, 296]

whether... or, 1081b

which-that, 132, 1013b (note), 1062

while, 132, 18

who-which-that, 1062

who-whom, 132, 1013b (note), 1061

whoever-who ever, 192, 308

whoever-whomever, 1061, 308

whose-who's, 132, 1063, 192

Widow protection feature, 1356d, 1407d,

581

will-shall (see shall, 304)

wise, 308

iv/s/7 clauses, 1039

Women (see also Sexism in language)

forms of address, 1321b, 1322, 1801

salutations for, 1347-1350

signatures of, 1366

titles of, 517, 1322-1324

Word division, 901-922

basic ailes, 901-906

compound words, 907-908

hard hyphen, 903b, 226, 570

numbers, 915

in paragraphs, 917

preferred practices in, 907-918

prefixes, 909, 911-912

soft hyphen, 226, 578

suffixes, 910-912, 922a-b

syllabication, 901-904, 921-922

within word groups, 919-920

Word processing features

autofit 1603a, 1640a; illus., 470

autoformats, 1608, 474-475

autotext 1317 (note), 1354a, 1358

(note); 341

bullet 1357e, 1424g

character counts, 1433d (note)

chart or graph, 1642

date insert 1314c

default margins, 1304-1305

double indent 1357a, 1424d-e

endnote, 1502a (note), 1505; illus.,

444

envelope, 1388b, 1389g-h; illus.,

388

footer, 1406c 1420a, 569

footnote, 1407J, 1502a, 1503-1504,

569; illus., 442 (top)

hard page break. 1407b, 1407h, 1612,

1639b, 570

header, 1384, 1385a, 1393t, 1406b,

1410c 570

justification options, 1356b

keep lines together, 1407c, 1407f,

1610a, 161 1e, 1639b

label, 1396; illus., 403

leader, 141 5d, 1632c; illus., 421-422,

491

letter templates, 1301, 1384 (note);

///ws., 341-342

make it fit 1308c

Word processing features (contj

memo templates, 1392; illus., 394-395

numbered list 1357d, 1424f, 1549c

(note), 350, 503-504; illus.,

350, 427 503-504

orphan protection, 1356d, 1407e, 575

outline, 1425b (note), 1724a, 1727;

illus., 539

page numbering, 1405b, 1406,

1409g, 1420, 1427,575

preview, 1407a (note)

printing, 1641a, note (see also

Landscape printing, 572;

Portrait printing, 576)

reference library, 1 547

report templates, 405; illus., 405-406

resume templates, 1713

soft page break, 1407a

table, 1601-1608, 1610b (note),

1611e, 1616, 1622a, 1625a,

1631e (note), 468; /y/us.,

469-475

widow/orphan control, 1356d,

1407d-c 1407g-h, 1407J,

575, 581

Word processing terms, 544, 562-581

Words used as words

italicized or underiined, 285a, 290

plurals, 625

in quotation marks, 239

Worid Wide Web, 544, 847, 1532, 1540,

581 (see a/so URL addresses)

would have, 308

would-should (see should, 305)

wrack-rack (see racK 302)

Writer's identification On letters), 316,

1362-1369, 347 350; illus.,

346, 350

Writing process, 1203-1204, 311

WWW, 153 (see also Worid Wide Web)

a; 549

Years

in abbreviated form, 412, 460

academic, 354, 412c

in dates, 154-155

need for in dates, 152 (note), 409

no commas in, 462

in sequence or range, 458-460

yes, 101b, 119-120, 138b, 1319-142,
.

227, 233, 256a (note), ^
625a

yet, 138a, 139b, 178-179

your-you're, 1056e, 192

Y2K. 544

ZIP Code, 161, 462, 501b, 1311-1313,

1317-1318, 1331, 1338c
1339, 1341c 1390a,

1390c-d

space before, 1339, 1389, 1390
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