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1. Ages and Anniversaries

101

Spell out ages and anniversaries one to tebse figures for ages and anniversaries above ten.

for our fifth anniversary

on my sixth birthday

on my 30th birthday

our 25th anniversary

the company’s 125th anniversary

102
The hyphen, not the en dash, is used betwestasive numbers in referencesuch as
pages, chapters, volumes, ages, grades, hymn stamzgible verses.

grades 10-12 CW 50:1-3 Matthew 4:6-15
but Genesis 3:1-4:5

103

When age is expressed in years, months, and daytdise commas to separate the
elements(G, US)

On January 20, he will be 19 years 4 months andal/g old.
Note: Theandlinking months and days may be omitted.

104
age __ Use a cardinal figure when following this no@@on)
age 3
105
grade __ Use acardinal figure when following this noun(Con)
grade 2
106

____gradeTwo words as a noufCon)

eighth grade



107
____-grade studentHyphenate as an adjectif@&P, Con)

eighth-grade student

108
____graderTwo words.(Con)

fifth grader

109
____-year-oldHyphenate as a noun and as an adjective befavara(®P, Con, CW, E, US)

a five-year-old

four 65-year-olds

There are 12 ten-year-olds.
my five-year-old son

110
____years oldThree words(AP, Con, CW, E, AP)

He is five years old.

111

Beyond age 18everyone is either manor awoman any references to adult males and females
as boys and girls is unacceptalfis)

112
Useyouthor teenageirfor ages 13 to 18Useboyfor a preteen male aryirl for a preteen
female.Young marandyoung womarare also possible term{&P, A)

113
Infantis applicable tahildren through 12 months old. (AP)



2. Abbreviations, Acronyms,
and Addresses

201
Names of states, territories, and possessions otthinited Statesare abbreviated as follows:

Alabama.......coooiiiii AL
Alaska .....ccoovviiii e, AK
AMeErican Samoa .......cccevvvviviieieniinienieennsn AS
YN {0 ] o - VT AZ
ArKanNSaS......ooviiiii e AR
California ......cocooevviiiiii e CA
Colorado......ccovevieiiiii CO
(OF0] o] {11 ({1 U | CT
Delaware ........cccvveiiiiiiiiiiee e DE
District of Columbia..........ccoeevviiiiiniiiem DC
Federated States of Micronesia................. EM
Florida......c.oooiviiiiii e FL

(C1=To] (o ] TSP GA
GUANM. s e GU
Hawali.....o.cooeoiiiiiiiiiie e HI

[0 F=1 o TP ID

HINOIS v IL

INdIANA ..o, IN

JOWA .. e A

KANSaAS... oo e KS
KeNtUCKY ..o KY
LOUISIANA.....cviiiiiiiicecc e LA

MaAINE ..eeieii s ME
Marshall Islands ............cccoeeeiiieiiv e, MH
Maryland...........coooiiiiiiii e MD
Massachusetts..........ccoeeeeiiiiiiiiiieeeee. MA
Michigan ........ccoiiiiiiiiii e Ml

MINNESOtA......ivniiiiiii e e MN
MISSISSIPPI - .evevineeeeiieee et eeeee e MS
MISSOUI vt e e MO
MONtANA ... MT
Nebraska ......coccoveeiiiiiiiiiiieceeees NE
NEevada .......oooveeeiiiiii e NV
New Hampshire..........cccoooveiiiiiiiiiniii e NH
NEW JEISEY ....c.oiiviiiiiiiiiiiiiieee e NJ
NEW MEXICO ....ceviiviiriiiiieiieeee e eenaen NM
NEW YOrIK. ..o e NY
North Carolina.........ccccceeeviiiiiiiiiiinieen, NC

North Dakota.......oouveveeieii e, ND



ONIO i, OH
OKIahoma........coovviiiiic i OK
(O] 1=To (o] o IR OR
Palau ..o e PW
Pennsylvania ..........ccccooooiiiiiiiiniiis PA
PUerto RICO.....cc.oiviiiiiiee e i PR
Rhode Island..........c.cooeiiiiiiiiiiiiii e, RI

South Carolina........cccooeiiiiiiiiii et s SC
South Dakota........cccoeveviiiiiiiiiiiicccemeenes SD
TeNNESSEE ... e TN
T XS vt ———— X
Utah oo uT
VEeIMONt ... VT
Virgin Islands ..........coooeviiiiiinieiicemees Vi

VIFQINIA .coee e e VA
Washington .........coovviiiiiiiiii e e WA
WesSt Virginia ........ooeeeveiieieiiieeeeeie s e WV
WISCONSIN...eiiiiii e eeemeee s WI

WYOMING...ceiiiiiiiieiii e wy

202

In most writing,don’t abbreviate geographical name@, HB) States and provinces
should also be spelled out. A possible exceptidhdse would be charts where space is
limited.

203

For common abbreviations see leicago Manual of Styleurrent edition.
Abbreviations used by NPH and synodusually refer to the following. In writing for lay
readers, synodical abbreviations should be prefagdte full name or avoided.

AC Augsburg Confessiosee alsdNotes 1602

A.D. anno Domini,n the year of [our] Lord; comes before the yéBt.C, G,
US) Set in small capital letterSee alsdreferences to Time.

AFLC Association of Free Lutheran Churches (labelspactfile)

AFP Augsburg-Fortress Press

ALA Arizona Lutheran Academy
ALHS Area Lutheran High School
AP accounts payablg)
Associated Press
Ap Apology of the Augsburg Confessicsee alsdNotes 1602
AR accounts receivabl&)
ARC Advertising Review Committee

AZ-CA  Arizona-California District



BAPT Baptist (account file)

B.C. before Christ; comes after the year. Set in soaglital letters(B, C,
US) See alsdreferences to Time.
BHM Board for Home Missions

BME Board for Ministerial Education
BORAM Book of Reports and Memorials
BOSS  Blanket order subscription system
BWM Board for World Missions

CA Confessio Augustan@.atin)

CAD Commission on Adult Discipleship
CAT NPH catalog list (labels)

CATH Catholic (account file)

CcC Coordinating Council
CCFS Commission on Communication on Financial Support
CCM Committee on Constitutional Matters

CEF WELS Church Extension Fund, Inc.
CELC Confessional Evangelical Lutheran Conference
CFO Chief financial officer

chg. charge(G) or change

CIC Christians in Crisis (book series)

CICR Commission on Inter-Church Relations
CLC Church of the Lutheran Confession
CLR Christian Life Resources

CMC Campus Ministry Committee

CMO Congregation mission offerings

COE Commission on Evangelism

COP Conference of Presidents

COR Committee on Relief

CPH Concordia Publishing House

CPS Commission on Parish Schools

CSC Communication Services Commission
CSM Commission on Special Ministries
CTO Chief technology officer

Cw Christian Worship: A Lutheran Hymnal

CW: Handbook Christian Worship: Handbook
CW: Supplement Christian Worship: Supplement
CWS Christian Worship: Supplement

C/W Commission on Worship

CWnph NPH musicians list (labels)

CWOS Christian Worship: Occasional Services
CYD Commission on Youth Discipleship

DM Dakota-Montana District. Preferred over DK-MT.
DMB District Mission Board



DMLC
DP

ELCA
ELF
ELS

ELST
Em.
EPIS
EXPL

FC

FC Ep
FC RN
FC SD
f., ff.
FIC
FT
FTE
FTR
FY

gen. ed.
HMSC
HS
IMO
INDP
JMC
LATTE
LAY
LC

LCA
LCC

LCCA
LCCN
LCMS

Dr. Martin Luther College, former WELS teacherckachool merged in
1995 with Northwestern College—now Martin Lutherli€ge
district president

Evangelical Lutheran Church in America (accoule fi
Evangelical Lutheran Free Church (Germany). Prefeover ELFK.
ELS pastors (labels)

Evangelical Lutheran Synod (account file)

ELS teachers (labels)

Emeritus

Episcopal (account file)

WELS exploratory (labels)

Formula of Concordsee alsd\otes 1602

Epitome of the Formula of Concorske alsdNotes 1602

Rule and Norm of the Epitome or Solid Declaratsee alsdNotes 1602
Solid Declaration of the Formula of Concoség alsd\otes 1602

And following, do not usen lay reader material

Forward in Christ,formerly Northwestern Lutheran

WELS female teachers (labels)

full-time equivalent

WELS retired female teachers (labels)

fiscal year

general edito(HB)
general education

WELS homeschoolers (labels)
WELS area high schools (labels)

Individual mission offerings
independent Lutherans (account file)
independent pastors (labels)

Joint Mission Council

Latin American traveling theological educators

lay customers (account file)

Large Catechisngee alsd\otes 1602

Library of Congresgus)

Lutheran Church of Australia (labels, account)file

Lutheran Church of Canada (labels, account file)

Lutheran Church of Cameroon (Africa)

Lutheran Church of Central Africa

Library of Congress Catalog Number

Lutheran Church—Missouri Synodot LC—MS (account file)



LES Lutheran elementary school

LPM Large PrintMeditations(labels)

LPS Luther Preparatory School

LUTH Lutheran affiliation unknown (account file)
LWMS  Lutheran Women’s Missionary Society

MAPP  Ministry and Publishing Planning Committee
MC Mission Connectioifdiscontinued publication)
MCG Ministry of Christian Giving

MDHH  Mission to the Deaf and Hard of Hearing
MED Meditations(labels)

METH  Methodist (account file)

MIC Mission Information Center

MIDI musical instrument digital interface
MLC Martin Luther College

MLP Multilanguage Publications

MLS Michigan Lutheran Seminary

MOT Ministry Operations Team

MOV mission-objectives-vision (for synod)
MSCH  Missouri synod churches (labels)

MSSC  Missouri synod elementary schools (labels)

MT WELS male teachers (labels)

MTR WELS retired male teachers (labels)

MVI Mission for the Visually Impaired

NIV New International Version

NL, NWL Northwestern Lutherarstill used in reference to issues before FIC
n.p. no place (of publication), no publishge, HB)

n. pag. no pagination

NPH Northwestern Publishing House

NPS Northwestern Preparatory School

OPA Organizing-Planning-Accountinijlanual

OTHR  other church bodies (account file)
OWLS  Organization of Wisconsin Lutheran Seniors

PA Parish Assistance
PAIM product and advertising information meetings
PARC Preadvertising Review Committee

PB The People’s Bible

PBT People’s Bible Teachings (Bible studies series)
PCC Publication Coordinating Commission

PCL Parents Crosslinkdiscontinued publication)

PRC Publishing Review Committee
PRIN WELS school principals (labels)
PROT  Protestant conference (account file)



PRSB
PSI

Rev.

RTTD

SA

SA, SAT
SAB

SC

SCH
[sic]
SMO
SS
SST
st.
St.

STEP

TCM
TCM I
TCW
TLH
Tr
trans.

US, USA

VBS
VEBA

WELR
WELS

Presbyterian (account file)
Pastoral Studies Institute

The titleReverends an adjective, not a noun, and must therefaveys

be used with a given name or initials when writihg address. The
articlethewhen precedingreverendn a sentence should not be
capitalized. The abbreviatid®ev.should not be used when preceded by
the.

Report to the Twelve Districts

Smalcald Articles

South Atlantic District

Synod Administration Building

Small Catechisngsee alsdNotes 1602

Synodical Council

WELS elementary schools (labels)

thus, sqHB, US); always in brackets arsgic is italic

Synod mission offerings

Sunday school

WELS Sunday school teachers (labels)

stanzgC)

saint, use only with a proper nafiz G)

Saintis often omitted before the names of apostles)gaists, and
church fathers(C) The wordSaintis often abbreviated when used before
the name of a saint or when it is the first elentdrthe name of a city or
institution. (C)

Secondary Teacher Education Program

Training Christians for Ministry

Training Christians for Ministry Il

travel canvass witness

The Lutheran Hymnal

Treatise on the Power and Primacy of the Psge alsdNotes 1602
translated by, translator, translati@, HB)

United States of America; usksin adjective form

vacation Bible school
Voluntary Employees Benefits Association

retired WELS pastors (labels)
Wisconsin Evangelical Lutheran Synod; otilg WELS when WELS
is used as an adjective (account file)

WELS-CLO WELS Church Librarians’ Organization

WELSSA
WIF

WELS Schools Accreditation
WELS Investment Funds



WISCO Wisconsin Lutheran High School

WLC Wisconsin Lutheran College
WLQ Wisconsin Lutheran Quarterifabels)
WLS Wisconsin Lutheran Seminary

204 General Rules

204.1
The trend now isway from the use of periodsvith some abbreviations that have carried
them in the past. If periods are omitted after abiations that spell words, there may be
some confusion in some contexts. In an abbreviatitiminternal periods, there should be
no space after the internal periods. Initials abpaal names, however, are followed by
regular word spacefC)

204.2
In most writingdon’t abbreviate units of measurement; geographical names; names of
days, months, and holidays; names of people; cewfsimstruction; and labels for
divisions of written works(B)

204.3
When using an abbreviation that mayupdamiliar or confusing to a reader, many
publications give the full form first, followed lifre abbreviation in parentheses; in
subsequent references just the abbreviation is (ig&tl)

204.4
When you use an abbreviation or acronym in writthg, article that precedes itdepends
on how the abbreviation is to be reégl)

She was oncan HEW undersecretaryHEW s to be read as three separate
letters, andh is pronounced “aitch.”)

Many Americans opposed a SALT treat$ALTis to be read as one wosalt)

204.5
When initials are used for the namesgéncies and organizationgeriods are usually
not used. This also applies to famous personsregféo by initials only and abbreviations
made up of initial letters of words that constitatphrase or compound word. Also, many
abbreviated terms in biblical scholarship omit pdsi.(CW)

YMCA
JFK
GNP
NT



204.6
Many all-capital abbreviations made up of single initials normally require noipds and no
internal spaceg(G)

204.7
If an abbreviation stands ftwo or more words and consists of more than single initials, insert
a period and a space after each element in thehtion.(G)

Lt. Col.

204.8
Most abbreviations that are pronounced as wordsiather than as a series of letters, are
capitalized. If they have been assimilated intglaage as words in their own right, however,
they are most often lowercas€¢MW)

OPEC
Laser

204.9
A number ofshortened forms of wordsare not abbreviations and should not be followed b
periods.(G)

auto
caps
memo
typo

204.10
Almost allsmall-letter abbreviations made up of single initials require a period aéiach
initial but no space after each internal perigsi)

ie.

204.11
No space should follow aabbreviation at the end of a question or exclamatio. (G)

204.12
Bibliographical abbreviations of important books and periodicals are often usestholarly
reference works. In such cases the abbreviatiensedrwithout periods and in roman type.
(CW)

ANCL-Ante-NiceneChristian Library
KD—-Keil and DelitzschCommentary on the Old Testament
Nestle—Nestle [editorfNovum Testamentum Graece



204.13
An abbreviation designatingcatalog of a particular composer’s workss always
capitalized. When a number, or an opus or catalmgber, is used restrictively—i.e.,
identifies the work—no comma precedeg@)

BWV [Bach-Werke-Verzeichnis] for Bach

204.14
Given a choice between abbreviation and a contraction,choose the abbreviation. It
not only looks better but is easier to ty(@)

cont. not cont’d
dept. not dep'’t

204.15
General abbreviationssuch a®tc., e.g.andi.e. are preferably confined to parenthetical
references and source citations. Purely scholatlyeviations such abid., cf.,ands.v. are
preferably used only in notes and other forms bbsrly apparatugB, C)

205 People

205.1
In most writingdon’t abbreviate namesof people (B)

205.2
Normally, abbreviations should not be useddgmwen namesut a signature should be
transcribed as a person wrotg @)

205.3
Use periodswith abbreviations of first or middle names but with nicknames(G)
Thos. but Tom
Ben;. but Ben
205.4
Initials of personal namesare followed by a regular word spa¢€)
205.5

Two or more initials should be followed by a period for convenience emasistency and
separated by normal word spacing, though they ghaatl be allowed to break over line
endings. If a person’s initials are used as a @ok# then they should be set with no space
between the letteréCW)

R. R. Tolkien not J.R.R. Tolkien
J.

J.
P. J. Hoff but P.J.



205.6
When initials are used for timames of famous persongeriods are usually not usé@., CW)

JFK LBJ

205.7
In the names ahformal companionships,the wordandis spelled out(US)

Gilbert and Sullivan
Currier and lves

205.8
In other than formal usaga,civil, military, or naval title preceding a name is abbreviated if
followed by a Christian or given name or an inibak spelled out with a surname only; Mit,
Mrs., Miss, Ms., M., MM., Messrs., Mlle., MmeandDr. are abbreviated with or without a
Christian or given name or initiglAP, US)

205.9
Mrs., Miss, or Ms.—No courtesy titles are used except in quotationsten requestedAP)

205.10
The titleReverends an adjective, not a noun, and must therefore albayssed with a given
name or initials when writing the address. Theclathe when precedingReverendn a sentence
should not be capitalized. The abbreviatitev.should not be used when precededhay

205.11
The abbreviation Esq. and other titles such adr., Mrs., andDr. should not appear with any
other title or with abbreviations indicating sclsila degreeqC, G, US)

George Gray, MD not  Mr. George Gray, MD
not Dr. George Gray, MD

Do not continue to use the abbreviatiosibsequent referencegAP)

205.12
Spell out Senator, Representative, commodargj commandant{US)

205.13
Sr. and Jr. should not be used without a Christian or givem@ar initials but may be used in
combination with any title(AP, US) When the abbreviationl. or Sr. follow a person’s name,
do not use commas unless you know that the pensguestion prefers to do so.

J. Smith Jr.
Mzr. Smith, Jr. or Mr. Smith Jr. not Smith, Junior



206 Degrees

206.1
Except for a few academic degrees with highly re@aple abbreviations (BA, MS, and
PhD), the names afegrees and professional ratingare spelled out in full when first
mentioned in running text. When a degree or prajessrating follows a person’s name, it
is usually abbreviated and set off by comn{ag, MW)

Sam Jones, PhD

206.2
Do not use thabbreviation Dr. before the names of individuals holding honorasgrees.

206.3
When a name is followed by abbreviations desiggagtigious and fraternal orders and
scholastic and honorary degreegheir sequence is as follows: orders, religiotst;fi
theological degrees; academic degrees earned mse;and honorary degrees in order of
bestowal(US)

206.4
Academic degreestanding alone may be abbreviat@sl. US)

He earned his PhD by hard work.

207 US and Other Countries

207.1
US (for United States) should be usebden preceding the wordGovernmentor the name
of a government organization, except in formal wgf covers, and title pages (unless
abbreviation is requested), and in association matimes of other countrie@s, US)

US Government Printing Office US Geological Survey

207.2
The abbreviatiotdS is used in the adjective position, but spelledwlén used as a nouAP,
G, US)

207.3
The United Statesis often referred to as th¢SAor theUS (B, CW, MW) UK is also a
common abbreviation for tHénited Kingdom. Note that no space is used between the
letters of these abbreviatiof€W) Do not abbreviate the names of any other foreign
countries.



208 Companies

208.1
In company and other formal namesi|f it is not necessary to preserve the full letgj#, the
formsBro., Bros., Co., Corp., Inc., Ltdand& are used. A comma may be used to set off the
word Incorporatedor the abbreviationic., Ltd.,and similar expressions. It is best to punctuate
and abbreviate according to the company’s preferehloe wordf\ssociationand
Manufacturingare not abbreviate@AP, C, US)

208.2
In text, the names abrporations or organizationsshould be given in full, although the
abbreviationsnc. andLtd. are usually droppedC, CW)

208.3
CompanyandCorporationare not abbreviated in namesraderal Government units. (US)

208.4
The names of government agencies, network broadgasimpanies, associations, fraternal and
service organizations, unions, and other groupsfiea abbreviated. Such abbreviations are
usuallyset in full caps with no periods or spaces. (C, CWJIW, US)

AFL-CIO
NAACP
YMCA
GMAC
MIT

209 Addresses

209.1
Use the abbreviations listed below wlagtdressing mail on an envelope or labeBy using the
two-letter state abbreviations, it is possible itee city, state, five-digit ZIP code (or Zip + 4
code) on the last line of address within 28 posgiwhen necessary: 13 positions for city, 1
space between city and state abbreviation, 2 pasitior state, 2 spaces (preferred) between
state and Zip code, and 10 positions for Zip +dec(P.O. [Post Office])

North N
East E
South S
West W

Northeast NE
Southeast SE
Northwest NW
Southwest SW



209.2
When theboldface s is given in parentheses behind the abbreviatiba, Rost Office
requires thes to indicate theplural form.

Alley ALY Estate(s) EST Lake(s) LK(S)
Annex ANX Expressway EXPY Landing LNDG
Apartment APT Extension EXT Lane(s) LN
Arcade ARC Light(s) LGT
Avenue AVE Fall FALL Loaf LF
Falls FLS Lobby LBBY
Basement BSMT Ferry FRY Lock(s) LCKS
Beach BCH Field(s) FLD(S) Lodge LDG
Bend BND Flat(s) FLT Loop(s) LOOP
Bluff(s) BLF Floor FL Lot LOT
Bottom BTM Ford(s) FRD Lower LOWR
Boulevard BLVD Forest(s) FRST
Branch BR Forge(s) FRG Mall MALL
Bridge BRG Fork(s) FRK(S) Manor(s) MNR
Brook(s) BRK Fort FT Meadow(s) MDWS
Building BLDG Freeway FWY Mill(s) ML(S)
Burg BG Front FRNT Mission MSN
Bypass BYP Mount MT
Garden(s) GDNS Mountain MTN
Camp CP Gateway GTWY
Canyon CYN Glen(s) GLN Neck NCK
Cape CPE Green(s) GRN
Causeway CSwWYy Grove(s) GRV Office OFC
Center(s) CTR Orchard ORCH
Circle(s) CIR Hanger HNGR  Oval OVAL
Cliff(s) CLFS Harbor(s) HBR
Club CLB Haven HVN Park(s) PARK
Corner(s) COR(S) Height(s) HTS Parkway PKY
County County  Highway HWY Pass PASS
Course CRSE Hill(s) HL(S) Path(s) PATH
Court CT Hollow(s) HOLW  Penthouse PH
Cove(s) CVv Pier PIER
Creek CRK Inlet INLT Pike(s) PIKE
Crescent CRES Island(s) IS(S) Pine(s) PNES
Crossing XING Isle(s) ISLE Place PL
Plain(s) PLN(S)
Dale DL Junction JCT Plaza PLZ
Dam DM Point(s) PT
Department DEPT Key(s) KY Port(s) PRT
Divide DV Knoll(s) KNLS Prairie PR

Drive(s) DR



Radial RADL Spring(s) SPG(§ Tunnel TUNL

Radiel RADL Spur(s) SPUR Turnpike TPKE

Ranch RNCH Square(s) SQ

Rapid(s) RPDS Station STA Union(s) UN

Rear REAR Stop STOP Unit UNIT

Rest RST Straveneue STRA Upper UPPR

Ridge(s) RDG Stream STRM

River RIV Street(s) ST Valley(s) VLY

Road(s) RD Suite STE Viaduct VIA

Room RM Summit SMT View(s) VW

Row ROW Village VLG

Run RUN Terrace TER Vista VIS
Trace(s) TRCE

Shoal(s) SHL(S) Track(s) TRAK Walk(s) WALK

Shore(s) SHR(S)  Trafficway TRFY Way(s) WAY

Side SIDE Trail(s) TRL Well(s) WLS

Slip SLIP Trailer TRLR

209.3

The wordsstreet, avenue, place, road, square, boulevardiaies, drive, courtandbuilding,
following a name or number, are abbreviated inriotes, side notes, tables, leader work, and
lists. When they are a part of an address, thegapitalized and spelled out in tefltlS)

209.4
Compass pointsare abbreviated when occurring after street naWé&n compass points form
essential internal elements of street names, tleeysually spelled out in fulfMW)

2122 Fourteenth Street NW
1282 North Avenue

209.5
The wordscounty, fort, mount, pointandport are not abbreviated. Saint (St.) and Sainte (Ste.)
should be abbreviated in place nan{€s.G, US)

St. Louis Point Barrow West Chicago
Mount Carmel Port Huron
209.6

Address numbers areritten in Arabic numerals before the name of the street in both British
and American addresses. When a building’s name &ldress, the number is often spelled out.

(©)

5801 Ellis Avenue, Chicago, lllinois 60637
One Park Avenue



209.7
Use figures fohouse and building numbersFor clarity, however, use the wo@he
instead of the figure 1 in a house or building nemiJse ordinal signst, nd, rd,orth. (G)

One Park Avenue 177 2nd Avenue
27 E 22nd Street 144 65th Street

210 Rural Route and Highway Contract Route Addresss

210.1
Omit the wordsural, route, highway contract, number, No., star,the symbol # on mail
pieces. Use RR __ BOX faral routes. Use HC _ BOX fdnighway
contract routes. (P.O.)
RR 2 BOX 152
HC 9 BOX 23A
210.2
Omit theleading zerobefore the route numbgPR.O.)
RR 3 BOX 98Dnot RR03 BOX 98D
HC 68 BOX 98DnotHC068 BOX 98D
210.3
Change the designatioR$D andRD to RR (P.O.)
RR 4 BOX 87Anot RFD ROUTE 4 #87A
210.4
Change the designati@TAR ROUTE toHC. (P.O.)
HC 68 BOX 45n0t STAR ROUTE 68 BOX # 45
210.5

Thedelivery address lineof route addresses should contain only the routebeu and the
box number. If additional information such as &etraddress is used, it should be placed
above the delivery address lirfe.O.)

210.6
State, federal, and interstdtighways are designated by Arabic numerd(s, G)

US Route 41 Interstate 90



211 Post Office Box Addresses

211.1
Use PO BOX fopost office box addresses.
PO BOX 11890
PO BOX G
211.2
The wordsCaller, Lockbox,or Drawer should be changed to PO BOX.
ABC Company not ABC Company
PO BOX L Drawer L

211.3
If a box number is includedin the address, the address must have the apgi@pp + 4 code
representing the range for that box number.

212 Computer Design Terms

There are several sources on the Web for abbrengtind terms related to computers.
Some frequently used ones are given here.

CD-R (CD-Recordable) A writable CD technology using a typeaipact
disc that can be recorded but not erased.

CD-ROM (CompactDisc-ReadOnly Memory) A compact disc format used to
store programs and data files. Uses a differembddifor recording data
than the audio CD.

CD-RW (CD-ReWritable) The only rewritable CD technology.

EPS (EncapsulatedPostScript) A PostScript file format used to transfer a
graphic image between applications and platformigpical usage of
EPS is to save an illustration created in a draynagram as an EPS file
(NPH uses for music) and to import it into a pagelut program.

GIF (Graphicsl nterchangdé-ormat) Pronounced “giff” with a hard “g” by
most Mac userand “jiff” by PC users, GIFs are widely used on the
Web because the format uses its own form of corsfmes

HTML  (HypefTextMarkupLanguage) The authoring language used to create
documents on the Web.

JPEG, JPG (Joint PhotographicExpertsGroup) Pronounced “jay-peg,” the format
is very popular due to its variable compressiomearirile extension is
Jpg. JPEGs are not suitable for graphs, chartseaplanatory
illustrations because the text appears fuzzy, esliheat low resolutions.
Compressing images in the GIF format is much béttesuch material.



PDF (PortableDocument~ormat) Afile format that captures formatting
information, making documents appear on the recifsanonitor or
printer as they were intended. File extensionds. .p

RTF (Rich Text Format) Adocument format from Microsoft for encoding
text and graphics. It is adaptable and supportslANB® PC and
Macintosh character sets. File extension is .rtf.

TIFF, TIF (Tagged mageFile Format) A widely used bitmapped graphics file

format that handles monochrome, gray scale, 8-2drkiit color. File
extension is .tif.

213 Advertising Source Codes

AA Resource CatalogAC LW LCMS PromotioniMC Music
Christmas BrochureB BOSS | CatalogJME Meds AdIML
Subscription OrderBU Bulletin Meds Ad, Large PrintMW
Copy MasterlC ConventionsiCC Music WorkshopJOL Online
E-mail Advertising1CG CatalogIPB People’s BibleISC
Confirmation FlyeriCL VBS PromotionsiISW Adult
Christ-LightJCM  Card Bible StudyJTL Speaking the Truth
Mailingl1CW Christian Worship in Love .. WM  Worship
ResourcesES Curriculum MusicDWW Contact Person
MailingllGS Quarterly Package ProgramlYB Yearbook Ad1ZZ
StufferJ1J Inside JournallLE New Products
Lent/Easter BrochurelL. M
Library Mailingt)LU  FIC
Ad[
214 Common Proofing Marks
~ dele Delete whatever is crossed through, an arc aboddalow indicates
close up
stet Undo (do not do) whatever correction is indicated
A Insert, use with any punctuation, brackets, spages]s, phrases,
etc.
\ Insert, use with apostrophes, quotation marks, etc
il Insert hard return, begin a new paragraph
no No new paragraph
b > Insert soft return, line break, moves text to ried w/o a new
paragraph
O/0 Insert parentheses

[/] Insert brackets, use to add comment within quotaterial



hl #

NBF

Ic

Sp

tr

ital

Ic | bf | #

Insert a space

Insert a hairline space

Decrease space between lines, reduce leading
Increase space between lines, increase leading
Move left

Move right

Center

Align flush right

Align flush left

Insert a hyphen

Insert an en dash — (create by using “option +hleyp)
Insert an em dash — (create by using “shift +@ptt hyphen”)
Capitalize all letters that have a triple undexlin
Make indicated letters (double underlin@)AsL CAPS (also may use
“sc”)

Make underlined boldface

Make indicated letters/words not bold

Make indicated letters lowercase

Spell out circled words

Transpose letters or words

Make indicated letters/wordtslic

Pipe (vertical line) between abbreviations indésamore than one
correction in a line of copy, do corrections in@rdiven




3. Biases
(Inclusive and Exclusive Language)

Language has power. It transmits facts, ideas, iemgtand values. Skillful writers have the
power to affect their readers’ attitudes and infleee their actions. Writers and editors should
strive to become more sensitive to the values tedaa the words they use and to choose words
that communicate fairly and accuratg, C, Con, CW, G, H, NPH)

301 Sexual Bias

301.1
Language should make it clear that botén and womenare involved.
Inclusive — People by the thousands headed west.
Exclusive — Men by the thousands headed west.
301.2
Use women’siames.
Inclusive — Robert and Alice Jones
Exclusive — Smith and his wife
301.3
Find substitutes fovocational or occupational termsthat unnecessarily focus on gender.
Inclusive — firefighter, flight attendant, guardpwforce
Exclusive — fireman, stewardess, watchman, manpower
Inclusive — Caringloctorscommendheir nurseson jobs well done.
Exclusive — The caring doctor commerids nurse whershedoes a good job.
301.4
Find substitutes foproblem words.
Inclusive — ancestors, manufactured, average pelaity) layperson, lay
reader, laypeople
Exclusive — forefathers, man-made, common man, éayrfaywomen

302 Racial Bias

302.1
Racial stereotypingmust be avoided, especially pejorative or jokiefgrences of
a racial nature.



302.2
Mention of a race or nationality should be made only when it is necessary or ingobtb the
sense of the material.

303 Ethnic Bias

303.1
Apply the same test toationality that you apply to race.

303.2
Use the actualame of the nationor a precise reference to the region, e.g., Breaitheast
Asia, Malawi. When possible ugambianor Nigerianrather tharAfrican. Uselnuit or Yupik
rather tharEskimo.

303.3
Be alert to changesn place names, political boundaries, and regions.

303.4
American Indianis an acceptable teriNative Americans not becaus8amoans, Puerto
Ricans,andHawaiiansare now included in that term. Use the specifltatrname when
possible, e.gApache, Navajo, Sioux.

303.5
North AmericanincludesAmerican, CanadiarandMexican.

304 Religious Bias

304.1
Be precise in referring to teachings, practiced, lastory of other faiths.

304.2
The writer must always contend with rapidly chaggisage. Such words egangelical, born-
again, fundamentalism, orthodoxy, sect, takie on various meaningSontent and current
usagemust make it clear what is meant.

305 Physical Bias

305.1
Disability is a general term. The preferred usage is asaiptdge noun. It may not even be
necessary to refer to a person’s disability. Aveabtional descriptions of disabilities such as
unfortunate.



305.2
Handicapused as a synonym fdrsability is becoming less acceptable.

305.3
Blind means a total loss of vision. Most peopleagially sightedor visually impaired.

305.4
Deaf means a total hearing lossearing impairmenor partial hearing losss more
appropriate. Some hearing-impaired people are atdepf speech. They are rafand
dumb.Mute is a better term thashumb.

305.5
A congenital disabilityis one that existed from birth. If a disabilitycurred before adulthood
and inhibits major activities, it is often referrexlas adevelopmental disability.

305.6
Down’s syndromas a specific form of mental retardation. It igtbeto saya person with
epilepsythanan epileptic;apply to other diseases as well.

305.7
Mental disorderis better thamentally deranged, crazgy other inappropriate terms.






4. Books of the Bible

401
Spell outthe names of the books of the Bible for materesdigned for lay readers. In
professional writings, use the following abbreviations for parenthetredérences.

Old Testament New Testament
Genesis Ge Matthew Mt
Exodus Ex Mark Mk
Leviticus Lev Luke Lk
Numbers Nu John Jn
Deuteronomy Dt Acts Ac
Joshua Jos Romans Ro
Judges Jdg 1 Corinthians 1Co
Ruth Ru 2 Corinthians 2 Co
1 Samuel 1Sa Galatians Gal
2 Samuel 2 Sa Ephesians Eph
1 Kings 1 Ki Philippians Php
2 Kings 2 Ki Colossians Col
1 Chronicles 1Ch 1 Thessalonians 1Th
2 Chronicles 2 Ch 2 Thessalonians 2 Th
Ezra Ezr 1 Timothy 1Ti
Nehemiah Ne 2 Timothy 2Ti
Esther Est Titus Tit
Job Job Philemon Phm
Psalms Ps Hebrews Heb
Proverbs Pr James Jas
Ecclesiastes Ecc 1 Peter 1 Pe
Song of Songs SS 2 Peter 2 Pe
Isaiah Isa 1 John 1Jn
Jeremiah Jer 2 John 2Jn
Lamentations La 3 John 3Jn
Ezekiel Eze Jude Jude
Daniel Da Revelation Rev
Hosea Hos
Joel Joel
Amos Am
Obadiah Ob
Jonah Jnh
Micah Mic
Nahum Na
Habakkuk Hab
Zephaniah Zep
Haggai Hag
Zechariah Zec

Malachi Mal






5. Bible Translations

Names of modern version®f Scripture are set in roman type.

King James Version
New International Version

The common abbreviations KJV and NIV may be used.
King James Version KJV
New International Version NIV

501

502

503

When using an abbreviation except KJV and NIV, dhe full form first, followed by the
abbreviation in parentheses; in subsequent refesgast the abbreviation is used.

An American Translation (Beck)

English Standard Version

God’s Word to the Nations (formerly GWN or NET)
King James (Authorized) Version

Living Bible

New American Standard Bible

New English Bible

New Evangelical Translation

New International Version

New King James Version

New Living Translation

New Revised Standard Version

Revised Standard Version

Today's English Version (Good News Bible)
Today’s New International Version

AAT
ESV
GW

KJV (AV)
LB
NASB
NEB
NET
NIV
NKJV
NLT
NRSV
RSV
TEV
TNIV






6. Biblical and
Religious Capitalization

601 Names for God

601.1
Capitalize alnames and epithets for the one supreme Gazhd the persons of the Trinity.
Almighty One Eternal One the One
the Amen God Son of Man
Christ Holy Spirit Son of Righteousness
Crucified One Jehovah Yahweh
El

601.2
Capitalize thenames of deitiedrom other faiths and mythology when they are prop
nouns.

Astarte Diana Shiva
Dagon Pan Zeus

The prophets built an altar for Baal.
The baals did not help the Canaanite people.

601.3
Any noun referring to the Deity is capitalized when used as a vocative (unlessrit
apposition to a capitalized vocative). Occasionallyoun that normally is not capitalized
may be capitalized for the sake of clarity.

O Jesus, rock of my salvation, . . .
O Rock of my salvation . . .

601.4
Lowercasaderivatives from the word Godwhether nouns, adjectives, or adverbs.
Exceptions
godsend God-fearing
godlike Godhead
godly God-pleasing
godspeed Godspeed
601.5

Lowercasehe word god(s)when referring to a false deity.



601.6
Metaphors used to describe Godire generally lowercasefeethe House Form
Dictionary.
Prince of peace
the Daystar
Jesus is our refuge.
but as a title
Jesus is our High Priest, Prophet, and King.
In “of” construction capitalize only the first word.

King of kings but Bread of Life

Always capitalize the following because of usage:

Amen, the Great High Priest Omega

Branch Great Physician Paraclete
Bridegroom High Priest Paschal Lamb
Comforter King Passover Lamb
Counselor Lamb Priest

Creator Lawgiver Prophet
Dayspring Lord Redeemer
Daystar Messiah Savior

First and Last Morning Star Suffering Servant
Good Shepherd Most High

602 Pronouns

602.1
Lowercasepronouns referring to the Deity.

603 Sacred Writings

603.1
Capitalizenames and common epithets for the Bibland other sacred writings; historical
versions and editions of Scripture; and books efBible and the Apocrypha.

the Good Book Song of Songs Word of Truth
King James Version Word of Life



603.2
Lowercasemajor sections or groups of books in Scriptureexcept forPentateuctbecause
of usage andpocryphabecause of usage and because it is a specificdfahcred
writings distinct from canonical Scripture.

Apocrypha gospels Pentateuch

catholic epistles historical books poetical books
epistles major prophets prison epistles, the
four gospels, the minor prophets prophetical books
fourth gospel, the Paul’s epistles synoptic gospels, the
general epistles Pauline epistles wisdom literature

603.3
Always capitalizandividual books of Scripture.

the Psalms (referring to the book of Psalm§ut the psalms written by
David have . ..

the Psalter

the book of Psalms

John

Romans

but

John’s gospel

the gospel of John

the epistle to the Romans
Paul’s epistle to the Romans

603.4
Capitalizespecific parts, chapters, or passages of Scriptutbat are known by commonly
recognized titles.

the Beatitudes the Mosaic Law

the Decalog the Passion History

the First Commandment the Sermon on the Mount
the Golden Rule the Shema

the Great Commission the Shepherd Psalm

the High Priestly Prayer the Ten Commandments
Jesus’ High Priestly Prayer but

the Law of Moses study of the first three

the Lord’s Prayer commandments

the Magnificat



Exceptions

penitential psalms

psalms of ascent

Lowercase the names of tharables of Jesus because they are understood in the
sense of “the parable about the unjust stewartt,; eather than as specific titles.
the parable of the good Samaritan

the parable of the wicked servants

the parable of the sower and the seed

603.5
Adjectives and adverbsderived from the names of sacred books are lowetta

apocryphal
biblical
scriptural

603.6
Lowercasehe word bible when used in a figurative sense.

Webster’'s New International Dictionary the bible of many proofreaders.

604 Creeds, Confessions, Prayers, and Church Docunis

604.1
Capitalizetitles of creeds, confessions, special prayers, cantiatesother important
documents of church history. Lowercase subsequention of the shortened versions of
these itemsSee als®10.3.

the Apostles’ Creed the Augsburg Confession
but The creed states . . . but The confession states . . .
the Lord’s Prayer the Magnificat

the Ninety-five Theses
604.2
Capitalizesubparts of creeds, confessions, special prayers, cantiafesother important
documents of church history.

the First Article the First Petition



605 Religious Bodies

605.1
Capitalizenamesof religions, denominations, organized religiooslies, Christian orders,
sects, cults, major religious movements, their mensiltheir buildings, and adjectives
derived from these names.

Religion Christian Christian

Denomination Roman Catholic Lutheran

Organized Roman Catholic Wisconsin Evangelical

Religious Body | Church Lutheran Synod

Christian Order | Society of Jesus Lutheran Girl Pioneers

Member a Jesuit a Sunbeam

Building St. Ignatius Church| Bethany Lutheran
Church of Manitowoc

Sect Assemblies of God
Cult Unification Church

605.2
Capitalize names dfistoric councils and synodsand official names of similar modern
bodies.

the Council of Trent

the Wisconsin Evangelical Lutheran Synbdt(\WELS notthe WELS
exceptionsthe WELS Commission on Worship, etc.)

the Wisconsin Synod

the Missouri Synod

605.3
Lowercase names gkneral religious movementgtheologies) that are not official
denominations. Lowercase names of general religapilssophies. However, specific
movements that bear the same title may be camthliz

Adoptionists

evangelicalisnbut the Evangelicals
new agisnbut the New Age Movement
dispensation

Dynamic Monarchians

ecumenism

Fundamentalism

Note: Many of these terms are used either specifictit is, to name specific
sects, movements, orders, and their members; erigafty, to refer
generally to the appearance elsewhere of ceribis tharacteristic (or
thought to be characteristic) of specific groups.



Puritan and puritan

Fundamentalist and fundamentalist

Church Growth Movement (methodolodyit church growth (generic)
high church movement

Holiness Movement  but holiness bodies

Liberalism

605.4
Capitalizederivatives referring to the movement.Lowercase derivatives when they are

used descriptively.

Philip Jacob Spener could be considered thePRiedist because he was the founder

of Pietism.
Note: Spener was a member of the 17th-century moveniéstefore, the is
capitalized in the worgietist.

A modern Christian who emphasizes a Christiantifesand emotions could be

considered pietist

Note: This Christian was not a member of the 17th-cgntowvement. Therefore,
thep is lowercased in the woretist

605.5
Capitalizethe word church only when referring to the church universal inrgical
materials, a specific church, or the corporate tfla church. Lowercase in generic

references.

Bethany Lutheran Church of Manitowoc

the Roman Catholic Church

the United Presbyterian Church

Bethany Church

the early church

the Presbyterian churctbut the Episcopal Church
St. John and St. James Churches

606 Satan

606.1
The namesSatan and Beelzebubas proper names, are capitalized. Lowercase ladr ot
names referring to the deuvil.

demon devil evil foe

606.2
Adjectives and adverbsderived from the wor&atanare lowercased.



607 People

607.1
Capitalize common epithets foiblical characters and figures in church history.
Missionary Paul but the great missionary Paul
the Reformer but the apostle Paul
John the Baptist the prophet Isaiah
607.2
Designations foofficesare lowercased.
priest prophet pastor evangelist
607.3

Capitalize mostlerivatives from proper names.

the Pauline epistles

608 Biblical Places

608.1
Geographical namesn Scripture are ordinarily capitalized.
Holy Land—Palestine Holy City—Jerusalem
Promised Land—Canaan
608.2

For spiritual place namessuch ateavemandhell, seethe House Form Dictionary.

609 Biblical and Religious Events

609.1
Most names fobiblical eras are lowercased.
the last days but the Last Day
the time of the judges
609.2

Common names fanajor periods and events in church historyare generally capitalized



unless they are purely descriptive.
Age of Pietism postexilic

609.3
In general, lowercasmajor biblical events. Capitalize the events that follow only when
needed for clarity.

the exodus
Israel's exodus from Egypt
the fall of man
the fall of Adam and Eve
the flood
but
How does the Flood compare to any other flood?

610 Religious Services and Observations

610.1
When referring to the Roman rite, the waddssis capitalized.

610.2

Specific rites,such as those in the hymnal, are capitalized. Géreferences to those rites
are lowercased.

the Order of Vespers
buta vesper service

610.3
Parts of the liturgy are capitalized in liturgical use.

610.4
Names of otherites and servicesare not capitalized in run of text.

610.5

Common names faeligious seasonsholy days, fest days, saints’ days, aglkbious
festivalsandobservancesare capitalized.

611 Other Religious Terms

611.1
Objects and placeof religious use or significance are preferablydocased.

Cross pulpit



611.2
Names forimportant biblical objects are generally lowercased unless they are used to
convey a specific and commonly understood theo#dgignificance.

ark Most Holy Place
Holy of Holies temple

611.3
Religiousdoctrines and conceptof major theological importance are usually loveesexd,
except to avoid ambiguity.

atonement

Christology but christological
doctrine of election

means of grace

real presence

redemption
611.4
Judgment must be exercised in determining whichd&and phrases aepithetsand
therefore capitalized, and which anerely descriptiveand lowercased.
the Twelve but the twelve disciples
God Almighty but the almighty God
the Trinity but the triune God
the Jewish people but the chosen people
611.5
Theological terms referring to tlessence or personhood of Gaale usually lowercased.
deity of Christ
divine being
essence
Godhead
person

611.6
Capitalize all names for tleacraments(Baptism and Holy Communion). Capitalize the
word sacramentvhen it is used with the woiBlaptismor Communion.

Baptism

Baptism and Communion

The Catholic Church has seven sacraments.
Communion

Communion is a sacrament.



Communion is one of the two Christian sacraments.
the Eucharist

the gospel in Word and sacrament

the gospel in Word and sacraments

the gospel in the Word and the sacraments

Holy Baptism

Holy Communion

Jesus’ baptism

John’s baptism

the Lord’s Supper

Lord’s Table

means of grace

the Sacrament of the Altar

the Sacrament of Baptism

the Sacrament of Holy Baptism

the Sacrament of Holy Communion

the sacraments

There are two sacraments.

There are two means of grace: the Word and thaserts.



7. Biblical Quotations

Editors may make exceptiongo any of the following, so always check any splecia
directions and make all quotations consistent fgrgiven work.

701
In text, references tahole books of the Bible or whole chapterare spelled ou{C,
MW) Editors may make exception in professional books.
In Ephesians chapter 2, Paul says . . .
702

Whenever a Bible passage is quoted, a text referenst be included. fext reference
includes the name of the book, which is not itakd, followed by Arabic numerals
representing chapter and verse.

703
Setbrief biblical passagesn quotation marks. Set quotations of more thawbfds in
block style.(Con) If an author places quoted material in italic éonphasis, retain the
guotation marks to indicate Bible text.

704
The fullacknowledgmentfor a translation used customarily appears on #ge pvith the
copyright.(Con)

705
If more than one translationis quoted in a work, the acronym or translatitle should be
given. There is no punctuation between the verseenal and the translatiofCon)

Mark 8:31 NIV

706
Whenmore than one translationis quoted in a work and the majority of the quiotat are
from one translation, the full acknowledgment fog& tommonly used translation
customarily appears on the page with the copyrighis acknowledgment should contain
the phrase “except where noted.” When other trénsksare quoted in the work, the
acronym or translation title should be given.



707
If, when quoting Scripture, the author netmlshange an occasional wordbr clarity’s
sake brackets are usedo indicate the changéCW)

God exalted him [Christ] above all things . . .
or
God exalted [Christ] above all things . . .

Note: In the first example, the wor@hrist was included to explain “him.” In the
second examplgChrist] replaces “him.” Either way is acceptable; however,
be consistent within the work.

708

In most cases, ellipsis points should not be pldeddre or after a biblical quotation even if
the quotation is a portion of a verse. If theted portion is a sentence fragmenand

might confuse the reader, then use ellipsis pointsoductory words such and, Or, For,
Therefore, ButandVerily may be omitted without ellipsis points. “He theihot against us
is on our part” (Mark 9:40 KJV). The original readSor he that is not against us is on our
part.” (CW)

709
Some Bible versions have tiwrds Lord and Godin small caps(LORD, Gob). This style

should be followed(CW)

710

Words that appeatalicized in the King James Versionshould not be italicized when
guoted. The translators of the KJV used italicgthicate supplied words that did not have
exact parallels in the original Greek or HebrewcBithey were not intended for emphasis,
these italicized words may confuse the read@&w)

711

TheNew American StandardBible set0ld Testamentquotes, whequoted in the New
Testament,in capitals and small capitals, and it also folkoie style of setting supplied
words in italics. When quoting from this versioi,capital and small capital quotations and
italicized wordsshould be rendered in regular text type(CW)

712
Pronunciation marks shouldnot be reproduced in quotatio&€Ww)



713
TheKJV sets each verse as a separate paragrapiWhen quoting from this version, the
verses should not be set as separate paragraghacital paragraph breaks are indicated
by the symbol (CW)

714
Thespelling of proper nounsshould follow the spelling of the primary Scripturersion
being used in the work. If no primary version isnigeused, follow the spelling in the NIV.
(Cw)

Jehoshaphat (NIV) but Josaphat (KJV)

715
In biblical citationsseparate the chapter and verse numeralsy a colon. (The example
below shows Mark chapter 8, verse 3B)Con, MLC, NPH, US)

Mark 8:31

716
When only a portion of a Bible passage is quotekl the editor iverse divisionsare
needed for a given workNPH)
“Repent and believe the good news!” (Mark 1:15pr (Mark 1:15c)
717

In biblical citations obnly two consecutive verseshe verse numerals are separated by a
comma without a space. Individual verses are seghley a comma. (The first example
below shows Mark chapter 8, verses 32 and 33. ébensl example shows verses 32 and
35.)(NPH)

Mark 8:32,33
Mark 8:32,35

718
If the parenthetical matter is within a sentenaendt use a period before tbi@sing
parenthesisexcept with an abbreviation. Do not use a questiark or an exclamation
point before the closing parenthesis unless itiapmolely to the parenthetical item and the



sentence endsith a different mark of punctuation. (E, G) SeeSection 20: Period,
Question Mark, and Exclamation Point.

Matthew makes the point clearlygevv. 32,33,35)but
Matthew makes the point clearhsdeverses 32, 33, and 35.)

719

When biblical citations includeore than two consecutive verses hyphen separates the
first verse numeral and the last verse numerak @ample below shows Mark chapter 8,
verse 31 through verse 38gon, NPH)

Mark 8:31-33

720

When biblical citations includeonsecutive verses from two or more consecutive
chapters,an en dash separates the noted chapters. (TheXastple below shows Mark
chapter 8, verse 31 through Mark chapter 9, ver3dn& second example shows Mark
chapters 8 through 10. The third shows all of Mar&pter 8 through chapter 10, verse 2.)
(NPH)

Mark 8:31-9:1
Mark 8-10
Mark 8:1-10:2 not Mark 8-10:2

721

When biblical citations includeonconsecutive verses from two or more chapters tie
same book,a semicolon and space separate the chaptersfi(Jthexample below shows
Mark chapter 8, verse 31 and Mark chapter 9, vensA semicolon and space is also used
to separate multiple book referenc@¢PH)

Mark 8:31; 9:1
Mark 8:31; Luke 2:15; John 3:16

722
For parenthetical biblical citations that referenoenplete chaptersjist only the chapter
numerals. (The example below shows Mark chaptensddd.)(NPH)

Mark 8,9



723
In biblical citations, there iso spacebefore or after the colon, comma, hyphen, or esmda
Single-spaceafter a semicolor(NPH)

Mark 8:31 Mark 8:32,33
Mark 8,9 Mark 8:31-33
Mark 8:31-9:1 Mark 8:31; 9:1

724
When abook with two or more parts is cited, use an Arabic numeral before the name of
the book(C, MW, NPH)

2 Chronicles 2:18

725
If the biblical quotation comeat the end of the sentencehe period at the end of the quote
is omitted. After the closing quotation marks, &xact biblical reference is given in
parentheses. Closing punctuation is placed aftecltising parentheses.

God loves us and sent his son to die for us. “Goldwed the world that . . .
whoever believes in him shall not perish but haeeral life” (John 3:16).

Didn’t the students learn, “God so loved the wahdt . . . have eternal life” (John
3:16)?

726
If the biblical quotation ends withquestion mark or an exclamation pointand the
guotation is at the end of a sentence, the questark or exclamation point usually goes
inside the closing quotes, although it may go oletdi the sentence structure calls for it. If
the question mark or exclamation point is inside ¢losing quotes, a period follows the
reference. As a general rule, colons and semic@omglaced outside the closing quotes.
(CW) SeeQuotation Marks for additional information.

“ ‘Why were you searching for me?’ he asked. ‘Didiwts know | had to be in my
Father’'s house?’ ” (Luke 2:49).

727
Although there is no hard-and-fast rule regardintext citations for Scripture
references,the general practice is to keep the referenceaerdriendly as possible. Thus
the spelling out of the words for the location gfassage may be too cumbersome, slowing
up the reader. Exceptions can be made for an dsithppecial style, but that should be



determined by the editor. Consistency throughagiven manuscript is always the guide.

In his letter to the Romans, Paul speaks about<smlereign control in
chapter 8, verses 20 to 2§Not wrong, but pretty cumbersome.)

In his letter to the Romans, Paul speaks about<smlereign control in
chapter 8, verses 20-28More reader friendly.)

Paul speaks about God’s sovereign contr&emans 8:20-28.
(Most reader friendly.)

728
For a quote that stands apart from the textno quotation marks are needed unless
part of the quotation is dialogue. The dialogupl&ed in double quotes.

Exodus 3:2  There the angel of therD appeared to him in flames of fire
from within a bush. Moses saw that though the hwiah on
fire it did not burn up.

Mark 1:11 A voice came from heaven: “You are my Sohom | love;
with you I am well pleased.”

But when the whole quote is dialoguehe quotation may or may not be placed in
quotes. If an author is inconsistent, ask the eaitach is preferred and make the
use

of quotation marks consistent within the work.

Exodus 20:7 *“You shall not misuse the name of tbh&your God, for
the LorD will not hold anyone guiltless who misuses his
name.”

or

Exodus 20:7 You shall not misuse the name of thed.your God, for the

LorD will not hold anyone guiltless who misuses his aam

For your reference
- hyphen
— en dash (Mac keyboard: option hyphen)
— em dash (Mac keyboard: option, shift, hyphen)



8. Bibliography

801Books

801.1
The following information should biecluded in a bibliography: (B, C, CW)

Name of the author(s), the editor(s), or the insth responsible for the writing
of the book

Full title of the book, including the subtitle,ahy

(Portion of the book)

Full name of editor(s), compiler(s), or translasdrff any (may be located
in the position of the author’s name if no auttwlisted)

Edition, if not the original

Volumes, total number if multivolume work is refedrto as a whole

Volume number of multivolume work, if single volunecited

Title of individual volume, if applicable

Series title, if applicable

City of publication

Publisher’s name (as it appears on the title pageedbook)

Date of publication

(Page number[s], if applicable)

801.2
The punctuation of a bibliography entry for a book is as follows: A comma is placed
between the author’s last and first names, andutheame ends with a period. A colon is
placed between a title and subtitle, and the itldl ends with a period. The city of
publication is followed by a colon, and the namehaf publisher is followed by a comma
and the date of publication. The publication infatimn ends with a period. If page
numbers are given, the year of publication is fe#ld by a comma, the abbreviatipror
pp.,and the page numbers. The entry ends with a period

Valleskey, David JWe Believe—Therefore We Speak: The Theology amti¢&ra
of EvangelismMilwaukee: Northwestern Publishing House, 1995.

801.3
The fulltitle of a book is italicized. All important words in the titleecapitalizedSee also
rules for capitalization in Titles.

801.4
When a chapter or other titled part of a bookis cited, that title is given in quotation
marks and roman type before the title of the basdifi The titles are separated by a



comma, and the title of the book is preceded byubid in. (Page numbers may be given
but are not necessary when a chapter or othed piet is given.)

Zuck, R. B. “Confessional Biblical Interpretatid®ome Basic Principles,” in
Studies in Lutheran Hermeneuti€%hiladelphia: Fortress Press, 1979,
pp. 189-213.

801.5
The particulachapter or part may be specified by number with the term abbrevdat

Leppien, Patsy A., and J. Kincaid Smith. “The Grgtmengths of Lutheranism:
What It Means to Be a Lutheran,” ch. 21Mifhat’'s Going On Among the
Lutherans™ilwaukee: Northwestern Publishing House, 1992.

801.6
Inclusive page numbersor chapters or other titled parts may be indidatedesired, but it
IS not necessary to do so in a bibliography.
Kuske, David. “Pietism, Rationalism, and Existelntia,” in Biblical
Interpretation: The Only Right Walilwaukee: Northwestern Publishing
House, 1995, pp. 157-175.

801.7
The name of theditor, compiler, or translator takes the place of the author when no
author appears on the title page. The wexditior(s), compiler(s)or translator(s)follows
the name(s) and is preceded by a comma and folltwyedperiod. In professional books,
abbreviate the words asl./eds., comp./compsr,trans.

Nonprofessional book:
Black, A. B., and D. S. Dockery, editofdew Testament Criticism and
Interpretation Grand Rapids: Zondervan Publishing Corporati®911

Professional book:
Inch, M. A., and C. H. Bullock, ed3he Literature and Meaning of Scripture.
Grand Rapids: Baker Book House, 1981.

801.8
Theedited, compiled, or translated work of one authoiis normally listed with that
author’'s name appearing first. The editor, compoertranslator is listed after the title. The
name is separated from the title by a period ampddseded by the expressigdited by,
Compiled bypr Translated by.

Luther, Martin.Luther's WorksEdited by Jaroslav Pelikan and Helmut T.
Lehmann. American Edition. 55 vols. St. Louis: Catia Publishing
House; Philadelphia: Fortress Press, 1955-1986.



801.9
If an edition other than the first is used, both the date and number of the editiost e
given.(B, C, HB)

Turabian, Kate LStudent’s Guide for Writing College Pape8sd ed. Chicago:
University of Chicago Press, 1976.

801.10
When amultivolume work is cited as a whole,the abbreviation vols. is used, and the
number of volumes is preceded by a peri&kg alsd701.29)

Luther, Martin.What Luther Says: An Antholaggyompiled by Ewald M. Plass.
3 vols. St. Louis: Concordia Publishing House, 1959

801.11
If the particularvolume cited has no title of its ownit is distinguished by theolume
number only. In a reference to suchvalume as a wholethe volume number follows the
general title and precedes the publication fadieabbreviation Vol. and the volume
information are preceded and followed by periods.

Lange, Lyle, editorOur Great HeritageVol. 2. Milwaukee: Northwestern
Publishing House, 1991.

801.12
If a particular volume is cited, the volume number and often the individual voluitie, if
there is one, are given in addition to the gendtal If the volume title is given, it follows
the general title. It is not necessary when ciarngarticular volume to give the total number
of volumes.

Farmwinkle, William.Survey of American Humovol. 2, Humor of the American
Midwest Boston: Plenum Press, 1983.

801.13
Thetitle of the series,when included, follows the title of the individuadok. The two are
separated by the woud.

Ehlke, Roland CapEcclesiastes, Song of SorajsThe People’s Bible series.
Milwaukee: Northwestern Publishing House, 1988.

801.14
If the title page of the book cited lidiso cities with the publisher's name the city listed
first is the one to use; it is permissible, but netessary, to use botlt)

Chicago and London: University of Chicago Pres§119



801.15
Thepublisher's nameis given in full, as printed on the title pagetioé book. American
publishers’ names and the usual abbreviationshfamtare listed iBooks in Printand
British publishers’ names are listedBnitish Books in PrintAn initial Theas well adnc.,
Ltd., or S.A.following the name are generally omitted, even mvtiee full name is given.
(C) (Copies oBritish Books in PrinandBooks in Printmay be found in the book buyer’s
office.)

Augsburg Publishing House, 1972 Zondervan, 1992

801.16
If the name of the publisher has changedince the book was published, the name on the
title page is the one to use, not the present narge,Henry Holt & Co.not Holt, Rinehart
& Winston.(C)

801.17
When a book ipublished under onepublisher’'s name andistributed under another’s,
use the name on the title page of the book; addigtgbutor’s name only if this fact would
be useful to readergC)

Woods, Shirley E., JThe Squirrels of Canad#®ttawa: National Museums of
Canada, 1980; distributed in US by University ofdalgo Press.

801.18
A reference to a work of sevenadlumes published in different yearsshould give
inclusive dates. When only one of the volumes istibeed, only the year of publication
for the particular volume is give(C)

Tillich, Paul.Systematic Theolog$ vols. Chicago: University of Chicago Press,
1951-1963.

Freeman, Douglas SouthaBeorge Washington/ol. 3, Planter and PatriotNew
York: Charles Scribner’s Sons, 1951.

801.19
References to aancyclopedia, dictionary,or otheralphabetically arranged work give
the item in quotation marks (not the volume or pageber) preceded subors.v.(sub
verbo.“under the word”)(C)

Webster's New International Dictionargnd ed., s.v. “epistrophe.”
801.20

References to plays and poentarrying section and line or stanza numbers maly om
edition and facts of publication. (These shouldb®bmitted, of course, where they are



essential to a discussion of texts.) Include thbatis name if it is not included in the text.

(©)

The Winter's TaleAct 5, sc. 1, lines 13-16.

802 The Lutheran Confessions

802.1

Whenciting an edition of the confessions as a wholase the following form:

Tappert

Triglot

Kolb-Wengert

McCain

The Book of Concordfhe Confessions of the Evangelical
Lutheran ChurchTranslated and edited by Theodore G.
Tappert. Philadelphia: Fortress Press, 1959.

Concordia Triglotta: The Symbolical Books of the Ev
Lutheran ChurchSt. Louis: Concordia Publishing House,
1921.

The Book of Concord: The Confessions of the Evaradel
Lutheran ChurchEdited by Robert Kolb and Timothy J.
Wengert. Minneapolis: Augsburg Fortress Press, 2000

Concordia: The Lutheran Confessioflited by Paul T.

McCain. 2nd ed. St. Louis: Concordia Publishing s®u
2006.

802.2

Whenciting a confession and the editionyse the following form:

Professional books

FC Ep X®he Book of Concord: The Confessions of
the Evangelical Lutheran Churcfiranslated and
edited by Theodore G. Tappert. Philadelphia: Festre
Press, 1959.

AC XXIV:1. Concordia Triglotta: The Symbolical
Books of the Ev. Lutheran Churc®t. Louis:
Concordia Publishing House, 1921.

Nonprofessional books Formula of Concord, EpitoAréicle X:6. The Book

of Concord: The Confessions of the Evangelical



Lutheran ChurchTranslated and edited by Theodore
G. Tappert. Philadelphia: Fortress Press, 1959.

Augsburg Confession, Article XXIV:1IConcordia
Triglotta: The Symbolical Books of the Ev. Lutheran
Church.St. Louis: Concordia Publishing House, 1921.

802.3
Italicize Triglot because it is part of the title of the book; do itadicize Tappert because it
refers to the editor.

802.4
Do not italicize thenames of the individual confessions.

802.5
Article is always capitalized in notes from confessions.

803 Luther’'s Works

803.1
List Luther's Worksof the American Edition as follows:

Luther, Martin.Luther's WorksEdited by Jaroslav Pelikan and Helmut T.
Lehmann. American Edition. 55 vols. St. Louis: Cartia Publishing
House; Philadelphia: Fortress Press, 1955-1986.

803.2
If an individual volume is used, the volume number may be inserted dfeeedlition.

Luther, Martin.Luther's WorksEdited by Jaroslav Pelikan and Helmut T.
Lehmann. American Edition. Vol. 2. St. Louis: Cordia Publishing House;
Philadelphia: Fortress Press, 1955-1986.

803.3
Even though it may be argued thather's Worksis the name of a series and not of an
individual book,Luther's Workss italicized consistently throughout the litenagtu

803.4
Italicize the titles of all ofuther’s individual writings.

Luther'sBondage of the Will
Luther'sFreedom of the Christian



804 Articles

804.1
The following information should bacluded in a bibliography:

Name of the author

Title of the article

Name of the periodical

Issue information: volume, issue number (date nempdeses)
Page reference

For information orarticles quoted from Internet sourcessee Unpublished Material in
Section 16.

804.2
The punctuation of a bibliography entry for an article is as follows: A comma is placed
between the author’s last and first names, andutheame ends with a period. The title of
the article is enclosed in quotation marks, andheitle ends with a period. The name of
the periodical in italics is followed by a commaddhe volume information. If there is an
issue number, it follows the volume informationtiwé comma separating the two items.
The date, or year, of the issue is given in paes#h followed by a comma if a page
reference is given. The entry ends with a period.

Westerhaus, Martin O. “The Confessional Lutherandgeations From Prussia and
Saxony Around 1839 .Wisconsin Lutheran Quarterlyol. 87, No. 3
(Summer 1990), p. 202.

Spong, John Shelby. “Evangelism When Certaintynlflasion.” The Christian
Century(January 6-13, 1982).

804.3
Thetitle of an article is given regular title capitalization and is erseld in quotation
marks.The name of a periodicalis placed in italicsSee alsaules for capitalization in
Titles.

804.4
Thevolume numberis given after the name of the periodical, follogria comma and
introduced by the abbreviatidfol. Arabic numerals are used for volume numbers even
when the periodical itself uses roman numerals.

804.5
If there is arissue number,it may be included after the volume number, follagva
comma and introduced by the abbreviatim Identification of the issue number is
required only when each issue is paginated separbte identification is often helpful,
particularly in the case of recently published éssnot yet bound into volumes.



804.6
In references to daily newspaperdhe day, month, and year are essential; page mgmbe
are usually omitted. If a large city newspaper gsrimore than one edition in a day, it would
be useful to include the edition for articles tlatnot appear in all edition&C)

“Robert Moses, Master Builder, Is Dead at 92ew York Timeg&July 30, 1981),
Midwest edition.

804.7
References toewspapers published in sectiors-as in Sunday papers aNew York
Times—usually include the name or number of the sect(iGi.

Robbins, William. “Big Wheels: The Rotary Club d&.7New York TimegSunday,
February 17, 1980), sec. 3.

Robbins, William. “Big Wheels: The Rotary Club &.7New York Time&~ebruary
17, 1980), Business and Finance section. [Notestwtonis spelled out
when not followed by a number.]

805 Recordings

805.1
Records, tapes, CDsand other forms of recorded sound are generaligdiunder the
name of the composer, writer, or other person@&amrsible for the content. Collections or
anonymous works are listed by title. The title €aord or album is italicized. Titles of
individual pieces on a record or album are listeduotations. If included, the name of the
performer usually follows the title, but in someses—a comparison of the styles of various
performers, for example—the citation may begin wité performer’s name. The recording
company and the number of the recording are ussafficient to identify the recording,
but when desirable, the date of copyright, the kihdecording (stereo, quadraphonic, CD,
mp3), the number of records in the album, and smay be addedC)

805.2
If the fact that the recording issaund recordingis not implicit in the designation, that
information may be added to the citation by suchmgeassound recording, compact disk,
sound cassett®r audiocassetteand so on, since disks, cassettes, and tapesenaseld to
record not only sound but pictures and computegrarmming, including text to be printed.

(©)

Perlman, ltzakltzak Perlman: In My Case MusiBroduced and directed by Tony
DeNonno. 10 min. DeNonno Pix, 1985. Videocassette.

Thomas, Dylan. “Fern Hill,Under Milk WoodPerformed by Dylan Thomas.
Caedmon CDLS-2005. Compact disk.



806 General Rules

806.1
A bibliography listssignificant works related to the topic of the book, to points diseas
in the book, or to works on related topics. Itsgmse is to inform the reader of other
works that might be of interest. In many casespbography does not only include the
titles of works that were only quoted, referreddoimportant in the research of the
volume but may include other works that are aldated to the topic of the bookCW)
See alsd’he Chicago Manual of Stylé5th ed., 8.174 and 17.52 for numbers in titles.

806.2
The list of works cited iarranged alphabetically by author. If you usemore than one
work by the same author,list the works alphabetically by title. Give thetlor’'s name
with the first title, but substitute three em dasfa the name in subsequent entries. A
period follows the dasl{HB)

Reu, J. Michaelln the Interest of Lutheran Unity: Two Lectur€olumbus:
Lutheran Book Concern, 1940.

. Luther and the Scripture€olumbus: The Wartburg Press, 1944.

806.3
A single-author entry comes beforenaltiauthor entry beginning with the same name.

(©)
McGavran, DonaldHow to Grow a ChurchVentura, California: Regal, 1973.

McGavran, Donald, and George Hunt@hurch Growth: Strategies That Work.
Nashville: Abingdon, 1960.

806.4
Each item in a bibliographical list should befush left (with no paragraph indention). In
entries requiring more than one line, run-overdisaould be indented.

Inch, Morris A.The Evangelical Challeng®hiladelphia: Westminster, 1978.

Reu, J. Michaelln the Interest of Lutheran Unity: Two Lectur€olumbus:
Lutheran Book Concern, 1940.

806.5
Authors’ names should be spelled in a bibliography as they appeahe title pages of
their books, except that first names may be ginelli in place of initials. Degrees or
affiliations following names should normally be d¢tad (B, CW) (except MD for an author
of a medical work). References to the same authmuld be consistenfC)



806.6
Names should not be supplied for authors who alwagsonlyinitials. (C)

T. S. Eliot

806.7
When there isnore than one author,the name of the first is reversed and the follagwin
names are not reversed, and the names are seplayatethmas(B, C, CW, G, MW)

McCurley, Foster R., and John Reumann.

806.8
Formore than three authorsuse the name of the first followed eWal. or and others.
(C, MW)

(Zipursky, et al., p. 59.) [reference for a workZipursky, Hull, White, and Israels]

806.9
A multiauthor book is listed by all the authors or by the editorsheesy appear on the title
page. Only the first author’'s name is inverted. Marare separated by commas and end
with
a period(C)

Funk, Robert W., Bernard Brandon Scott, and Jam&uRs.

806.10
If there isno ascertainable author(or editor, compiler, or other), the referenceibsgvith
the title of the work(B) The use oAnonymou®r Anon.should be avoidedC)

Our Church: Its Life and MissiorMilwaukee: Northwestern Publishing
House, 1990.

806.11
For workspublished in earlier centurieswhose publishers cannot be determined, either
place and date or date alone is entirely accep&ataa when mixed in a list containing
modern works accompanied by full facts of publoat{C)

Bunyan, JohnA Few Sighs From Hell, or the Groans of the Dam8edI.1658.
806.12
The name of the city where tpeblisher's main editorial office is located is usually
sufficient.(C)

New York: Macmillan Co., 1980.



806.13
If the place of publication isnot widely known, the state name should follow (C)

Menasha, Wisconsin: Banta Publishing Co., 1965.

806.14
Whenno facts of publicationare to be foundy.p.,n.d. (no place, no date) may be used,
indicating that neither is available or the auttiiol not provide the informatiofiC)

Kretzmann, Paul BRPopular Commentary of the Biblgol. 2. St. Louis: Concordia
Publishing House, n.d.

806.15
For treatment oélectronically published material, se@he Chicago Manual of Style,
15th ed., 1.117-1.137.

807 For Further Reading List

807.1
A less formaltype of bibliography—a “For Further Reading” listray be more
appropriate than a thorough bibliography in somekisoSuch lists should follow the format
of the formal bibliography but might conceivablyntain only author and titl§CW)






9. Capitalization

901 General Rules

901.1
Avoid unnecessary capitalizationRefer toMerriam-Webster’'s Collegiate Dictionary,
11th Ed. for usually capitalized word®&, HB, Con, AP)

901.2
Authors occasionally choose to capitalize certesms that are part ofspecial
vocabulary. Authors should inform the editor of these spegsgges and should in all
cases establish a consistent pattern of capitmiizaEditors in turn should alert the copy
editor of the usagéCW)

901.3
Capitals are sometimes used éonphasis.This should be done sparingly, as excessive
capitalization tends to weaken rather than to esighaShowing emphasis by italicizing is
preferred(E)

901.4
Personificationsof abstract ideas or objects are sometimes cegaita(E, US)

In the name of Reason, will you please considerehalts of such actions?

901.5
Capitalize the vocativ®. Don't capitalizeinterjection oh unless it begins a sentence.
(B, HB, US)

901.6
The first word of thesalutation of a letter and the first word of@mplimentary closeare
capitalized(G, MW)

901.7
For numbered chapters, parts, and so orithe wordschapter, part, appendix, table, figure,
and the like are lowercased and spelled out in(attiough sometimes abbreviated in
parenthetical references). Numbers are in Arabroerals, regardless of how they appear in
the original. If letters are used, they may be uppelowercase and are sometimes put in
parenthesegC)

This matter is discussed in chapters 4 and 5.
The Latin text appears in appendix B.

These connections are illustrated in table A3.
Turn to section 5(a) for further examples.



902 Nouns and Adjectives

902.1
Capitalizeproper nounsthat name a specific person, place, or thigg.W)

George Washington
Newsweek
Milwaukee

Titanic

902.2
Lowercasdlisease, law, principlegtc. when part of a nam@on) Check dictionary for
exceptions.

Murphy’s law
Smith’s principle
Hill's disease

902.3
The purpose of capitalization is to show thapacific thing is being referred tonot a
general thing. The tendency is to avoid capitalatvherever it is not needed for this
purpose(A) Some words derived from proper nouns have devdlspecial meanings;
these words are no longer capitalizé&P, B, C, CW, E, G, HB, MW, US, W)

Roman architecture pasteurized milk
an Americanism manila envelope
Indian but china (when referring to fine dishes)
American roman type
English plaster of paris
902.4

Nouns, adjectives, and vertisrived from personal, national, or geographical nmesare
often lowercased when used with a specialized mgadiertain terms may be capitalized.
Whatever choice is made should be followed constistéhroughout a workSeethe House
Form Dictionary anderriam-Webster's Collegiate Dictionar{1th Ed.

bohemian
roman type but Arabic numerals
venetian blinds (Webster’s dictionary)
papal
902.5

To indicatebroad systems of economic, philosophic, or polititahought, the noun or



adjective should be lowercased. If the word is\@&tifrom a proper name, however, it
should be capitalizedCW)

communism
Stalinism

902.6
Most nouns and adjectives referringgeneral artistic, academic, religious, or
philosophic schools of thoughtre lowercased. When they are derived from propens,
however, they are capitalized. Discretion is reggiirand in any given work, a particular
term must be treated consisten({lg, CW)

Aristotelian
baroque but Baroque Age
naturalism

902.7
Capitalize common nouns and adjectives formingssential part of a proper nameThe
common noun used alone as a substitute for the ndmelace or thing is not capitalized.
(A, AP, Con, US)

the Garden of Eden—the garden
Valparaiso University—the university
Wisconsin Lutheran Seminary—the seminary

902.8
In typewritten work, such as business letters apants, when aoun is followed by a
code reference or by a numberthe word is ordinarily capitalized. When used gathg,
such words are not capitalized. The watomberand its abbreviatioNo. are always
omitted afterfForm. (E)

| refer you to Bulletin CL-50, a new bulletin.
Use Form 1040A, a shortened form.

902.9
Lowercase aoun followed by a number or a letterthat indicates sequend@&P, G)
See als®01.7.

act 1, chapter 2



903 Names

903.1
Capitalizeimaginative names and nicknameshat designate particular persons, places, or
things.(G)

the Gopher State
Bloody Mary

904 Sentences

904.1
Capitalize thdirst word in a sentence (AP, B, W)r sentence fragment. However, when
the sentence fragment is in parentheses, thenosd is lowercased. (There are exceptions
in curriculum and study material§g, HB, MW, US)

What did the man expect? Hugs and kisses?
What was the name for the inner room of the talmefa(the Holy of Holies)

904.2
Capitalize the first word of aexpression used as a sentence. (G)

So much for that.
Really?
No!

904.3
Capitalize the first word of ainternal sentenceif the internal sentence is a motto or rule,
unspoken or imaginary dialogue, sentence refeoesta sentence, or direct question.
(MW)

You know the saying, “A stitch in time saves nine.”
The first rule is, When in doubt, spell it out.

904.4
Capitalize the first word of sentence contained within parentheses or set off lnlashes.
A parenthetical sentence occurring inside anotéetesice is not capitalized unless it is a
complete quoted senten¢g, G, MW)

The discussion was held in the boardroom. (Thelteeate still confidential.)

Although we liked the restaurant (their Italian dowas the best), we could not
afford to eat there often.



The words of Patrick Henry (“Give me liberty or gime death”) indicate the
patriotism at that time.

Why do Christians need to pray for the gift of vastd(see James 1:5)?
Can we laugh at our enemies? Why? (See 1 Corirgli&rb5.)

904.5
Capitalize the firstvords of exclamatory or interrogative sentencessed in a serie¢E)

O Rome! My country! City of the soul!

905 Questions

905.1
Capitalize the first word of question made in direct formbut not quotedAP, E, G)

The story answers the question, Where does trygresgs really lie?
905.2
A series of questiondiaving the same subject and verb may be treatelii@tgcal; that is,
only the first item need include both subject aadov The consecutive questions are
lowercased(HB)

Did you clean the attic? the basement? the whalsé®

Capitalize an interpolated question within a seceefAP) 2053
You told me—Did | hear you correctly?—that you &tdrthe riot.
905.4
Do not capitalize the first word of andirect question or statement. (AP, E)
How foolish it is to ask what caused the riot.
906 Poetry

Thefirst word of a line of poetry is conventionally capitalize(E, G, MW, US) unless the
author has deliberately used lowercase for spetftt. (AP)



907 After a Colon, Exclamation Point, or Question Mrk

907.1
The first wordfollowing a colon, an exclamation point, or a quegin mark is not
capitalized if the matter following is merely a plgmentary remark making the meaning
clearer.(E, G, US)

Revolutions are not made: they come.
Obviously we didn’t stay there! the place stank!

907.2
Capitalize the first word following a colon whenntroduces aindependent passage or
sentenceput do not capitalize a short list of words orgswms following a colon directly.
(AP, E)

He promised this: The company will make good &l ldsses.
There were three considerations: expenses, tingefeasibility.

907.3
Capitalize the first word after a colon ifahnounces a definition or introduces a formal
description. (C, CW)

William Carey will be remembered for this phrasepg&ct great things from God,;
attempt great things for God.

907.4
Capitalize the first word of an independent claafter a colon if irequires special
emphasis or is presented as a formal rul€ln such cases the independent clause
expresses the main thought; the first part of @mesnce usually functions only as an
introduction.)(G)

Here is the key principle: Nonessential elementstrbe set off with commas.

907.5
Capitalize the first word after a colon when thaterial following the colon consists of
two or more sentences (Cwhen the material following the colon starts ameav line, or
when the material preceding the colon is a shombductory word such dsote, Caution,
or Wanted(G)



908 Quotes

908.1
Capitalize the first word of direct quotation. If the quotation is interrupted in mid-
sentence, the second part does not begin withietdpP, E, HB, MW, US)
“We have rejected this report entirely,” the presidsaid, “and we will not
comment on it further.”
908.2

Capitalize the first word of a complete sentenee iha direct quot@N) even if it was
part of a larger sentencen the original (AP, C)

Patrick Henry said, “Give me liberty or give me ttea

908.3
When a quotation, whether a sentence fragmentonmgplete sentence, syntactically
dependent on the sentenc@ which it occurs, the quotation does not begiti\a capital.
(AP, C, MW) SeeChicago,15th Ed. 11.13 regarding syntax.

He said he was “shocked and horrified by the ingide
The governor called the explosion a “medical disaahd a legal quagmire.”

As Franklin advised, “Plough deep while sluggardss.”
(not syntactically dependent on the rest of theéesere)

908.4
The first word of asentence following four ellipsis pointsnay be capitalized even though
it is not the first word of the sentence in thegoral. (C)

The spirit of our American radicalism is destruetiv. . The conservative party . . .

908.5
In legal works anoriginal lowercase letter following the four ellipss points should not
be capitalized. Any such change in capitalizat®mdicated by bracket&C)

... destructive. . . . [T]he conservative party .

908.6
In aquotation from an older work where many words are capitalized, no changes ghoul
be made(C)



908.7
The initial letter of eblock quotation may also be lowercased if the syntax demand€t.

In discussing the reasons for political disturbanéeistotle observes that

revolutions also break out when opposite partigg, e
the rich and the poor people, are equally balareed,
there is little or no middle class; . . .

909 Degrees, Awards, and Honors

909.1
The names adicademic degreesre capitalized when they follow a person’s name.
Abbreviations for academic degreesre always capitalizedC, Con, MW) The names of
specific academic degrees not following a persoaise are lowercased. General terms
referring to degrees are not capitalized, suathogsorate, master’s degreer bachelor’'s
degree(C, E, G, MW)

Clyde Haverstick, Doctor of Law
earned her doctor of law degree
John K. Follett, MD

received her PhD

909.2
Lowercaseacademic subjectand degreegCon)

bachelor of science in education master of artsligion

909.3
Names ofawards, honors, and prizesare capitalized. Descriptive words and phrases tha
are not actually part of the award’s name are loagzd(C, G, MW)

Academy Award Nobel Peace Prize Rhodes scholar
Medal of Honor Nobel Prize in medicine

910 Geographical Terms

910.1
Capitalize all names of tH®odies of the solar systenexcept for earth, moon, stars, and
sun (unless they are personified or used in anm@stnical context)(C, E)

Mother Earth Saturn
the North Star the Southern Cross
the planet Earth



910.2
A generic geographical term(lake, mountain, river, valleytc.) is capitalized if it is part
of a specific proper nam@AP, C, CW, E, MW)

the Arctic Circle theequator
the Mississippi River but
the Atlantic Ocean the eastern ocean of the UrStatks
910.3
When a generic terprecedes more than one name, is usually capitalizedC)
Lakes Michigan and Huron Mounts Rainier and Wadioing
910.4

The names of streets, monuments, parks, landmaegtisknown buildings, and public
placesare capitalized. However, the generic term thatit of these nameayenue,
bridge, tower etc.) is lowercased when it is used descriptieglglone. AP, C, E, G, HB,
MW)

Pennsylvania Avenue / the avenue
the Shops at Grand Avenue / the Grand Avenue mall
(the first is the actual name, the second is detsee)
Lincoln Park Zoo / the zoo in Lincoln Park
The Willis Tower (formerly the Sears Tower) is tladlest tower in the USA.

910.5
Geographical terms that are not used as part pigpneames are lowercased. Also when the
generic term followsand applies to two or more specific names, thegeis lowercased.

the Caribbean islands  butthe Virgin Islands
the Amazon basin
the Missouri and Platte rivers but the Great Lakes

910.6
Capitalize the articléhe,or its equivalent in a foreign language, whes ithieauthorized
part of a geographical name. (E, G, US)

El Salvador The Gambia

Las Cruces The Hague
but

the Congo, the Hague Court



910.7
Popular names of localities are capitalizgeR, C, E, G, MW, US)

the Big Apple
the Hill

the Canal
the Loop

910.8
In general, a word designatingpalitical division of the world (empire, state, county, city,
kingdom, colony, territoryetc.) is capitalized when it follows the name amadrfs an
accepted part of it. It is usually, though not afe;dowercased when it precedes the name
or stands alon€C)

Northwest Territory
the Union of Soviet Socialist Republics
Washington State but the state of Washington

910.9
Compass pointsare capitalized as are derivative nouns and adgsctvhen they refer to
geographical regions of a country or continentisitims of the earth’s surface; distinct
areas, places, or districts. Compass points apecalsitalized when they are part of a street
name. When compass points refer to a simple dinecthey are lowercase@®P, B, CW,
E, G, MW, US, W)

the Middle Eastern situation the Southwest
1024 North State Street the Western Hemisphere

We are going north for the weekeriorth refers to a direction not a region
of the country.)
In the early colonies, slavery was practiced evethé North.

We are going south for Easter vacation.
Slavery was predominant in the South.

910.10
If a common noun or adjectiveforming an essential part of a name becoseparated
from the rest of the nameby an intervening common noun or adjective, th&@ent
expression is no longer a proper noun and is tbhezefot capitalizedUS)

Eastern States but eastern farming states
910.11

Follow the House Form Dictionary dterriam-Webster'SCollegiate Dictionary11th Ed.
for capitalization ofdjectives derived from place names. (CW, G)



brussels sprouts (dictionary) french dressing (US)
french bread (dictionary) vienna bread (US)

910.12
Capitalize the names and synonymsflags of nations. (E)

the National Emblem Old Glory
the Star-Spangled Banner  the Union Jack

911 Organizations

911.1
Capitalize names afroups and organizationsFor military, see Chicagol5th Ed. 8.120.
(E;W)

911.2
Capitalizethe article the, or its equivalent in a foreign language, whes incorporated as
part of the legal name of a company or of an astih. (B, C, E, G, HB, MW)

911.3
Nouns and adjectives designatipgjitical and economic systems of thoughand their
proponents are lowercased, unless derived froroepmoun(AP, C)

Bolshevism
Marxism
socialism
911.4
Names ofolitical organizations are capitalized. Lowercase the waalty. (AP)
Common Market Communist party
Democratic platform Democratic party
911.5

Full names ofegislative, deliberative, executive, and adminisaitive bodiesare
capitalized, as are easily recognizable short fafitbese name¢B, C, CW, MW, US)

United States Congress
the Congress
the House



911.6
Names ofirms, corporations, schools, and organizationsnd terms derived from those
names to designate their members are capitalizethn@n nouns used descriptively or
occurring after the names of two or more orgaroretiare lowercase(B, C, G, HB, MW)

Howard University Federal Express
House Ethics Committee Phi Beta Kappa
Girl Scouts of America Martin Luther and Wisconkitheran
colleges
911.7

Capitalizecollege, university, seminary, school, high schoetc., when used with a proper
name. When such words are used alone, lowercase (B

Wisconsin Lutheran Seminary
Martin Luther College
Lakeside Lutheran High School

911.8
Do not capitalizeshort forms of company namesxcept when special emphasis is
required, and in formal and legal writind&)

On behalf of the Company . . .
This company is very valuable to the community.

911.9
Common organizational termssuch adoard of directorsandadvertising departmerare
lowercased. When the full name is used, capita{(Zg.

the NPH Board of Directors
the board
order services but Order Services in ads is allowed.

912 People

912.1
Capitalize all proper nouns that ar@mes of individuals. (E)See Chicagol5th Ed, 8:21-
8:35 for titles and offices.

912.2
Treat aperson’s name—in terms of capitalization, spelling, punctuatiand spacing—
exactly as the person do¢G)



912.3
When asurname with a lowercase prefixstands alone (without a first name, title, or
initials preceding it), capitalize the prefix toepent a misreadingG)

Anthony de Luca
Mr. de Luca
| hear that De Luca is leaving the company.

912.4
Whennames that contain prefixesare to be typed in all-capital letters, follow sbe
principles: If there is no space after the pretagitalize only the initial letter of the prefix.
If a space follows the prefix, capitalize the enfarefix.(G)

MacDonald / MacDONALD
Mac Donald / MAC DONALD

912.5
Capitalize any title when it is us@d direct address. (C, G)

Please tell me, Doctor, what . . .

912.6
The titleReverends an adjective, not a noun, and must, therefadveays be used with a
given name or initials when writing the addresse &lticlethe when precedingreverendn
a sentence should not be capitalized. The abbienigev.should not be used when
preceded byhe. (Seethe House Form Dictionary.)

912.7
Capitalizeepithetsadded to proper names or applied to pedfleE)

William the Conqueror
the Great Communicator
the Great Emancipator

912.8
Honorific titles and forms of address should be capitalized incamyext.(C)
Her Majesty
His Eminence

912.9
When étitle follows a person’s nameor when it is used in place of the person’s natns,
lowercased(AP, Con, CW, G)See also The Gregg Reference Maniidth Ed. 313b Note
for reference to multiple people with titles.

John F. Kennedy, president of the United States
President Kennedy



912.10
When titles are used aart of a descriptive phraseto identify a person rather than as a
person’s official title, the title is lowercasg®&, G, HB, MW)

Lee lacocca, president of Chrysler Corporation
Professor Perry

912.11
Do not capitalizeoccupational titlespreceding a name. Occupational titles can be
distinguished from official titles in that only adfal titles can be used with a last name
alone. Since one would not address a person ahtAMailer” or “Publisher Johnson,”
these are not official titles and should not beteadiped. (AP, G)

astronaut John Glenn

drama critic Simon Ritchey but Pastor Schmidt

912.12
Do not capitalizdormer, late, ex-or -electwhen used with titlegG)

912.13
Titles are also capitalized wheeferring to more than one name. (C)

Mayors Cermak and Walter

912.14
Names ofmembers and adherents of organized bodiesme capitalized to distinguish them
from the same words used merely in a descriptinees@JS)

a Boy Scout an Elk a Republican

912.15
Capitalize terms likelemocrat, socialisandcommunistvhen they signifyormal
membership in a political party but not when they merely signify belief in a certa
philosophy.(G)

912.16
Words of family relationship preceding or used in place of a person’s name are
capitalized(B, MW) Do not capitalize family titles when they are meéed by possessives.
(AP, C, CW, G) Capitalize words such &atherandMotherwhen used in addreqE)

Cousin Mary

| know when Mother’s birthday is.

| know when my mother’s birthday is.

“Will Cousin Ed lead the singing, Dad?” his sonedk
Yes, Mother, | am going.



We're going to Great-grandma’s house.

912.17
Affectionate terms, such &®ney, dear, sweetheadand so on, are lowercas€é@W)

912.18
Words designatinganguages, nationalities, peoples, races, religiogsoups, and tribes
are capitalized. Designations based on color, sizical usage are usually lowercagdl.
C, G, HB, MW, US)

aborigine highlander
bushman Latin
Caucasians Christians

912.19
Terms designatingcademic yearsare lowercasedC)

freshman junior
sophomore senior






10. Compounds

1001 General Compounds

1001.1
Consult a current edition of Merriam-Webster'sCollegiate Dictionarywhen you are not
sure of the form of compounds, since some are abedevith hyphens, some are written as
open compounds, and others are written as one \(tdBj.

crossbreed eye chart
cross-examine eye-opener
cross fire eyewitness

1001.2
The trend in spelling compound words has for soessg/been away from the use of
hyphens. There is a tendencysfzell compounds solid as soon as acceptance warrant
their being considered permanent compounds andrwige, to spell them opefC)

1001.3
Do not use a hyphen to formte@mporary or made-up compoundif the meaning is clear
and readability is not aide(US)

atomic energy power
land bank loan
social security pension

1001.4
Unless otherwise indicateddarivative of a compoundretains the solid or hyphenated
form of the original compoundqUS)

cold-bloodedness outlawry self-sacrificing
cross-examination railroader

1001.5
Words are usually combined to expredsemal or nonliteral (figurative) unit idea that
would not be as clearly expressed in unconnectecession(US)

afterglow gentleman right-of-way
1001.6
Hyphenate any new creations includingrapositional phrase describing a character.
(B, C)

stick-in-the-mud Alice-sit-by-the-fire



1001.7
In fractions, connect the numerator and denominator with a hypimess either already
contains a hyphertB, C)

two-thirds four and five-sevenths three sixty-fiwsrt

1001.8
Capitalizing hyphenated and opssmpounds in titlesmay be simplified by application of
the following rule: First elements are always calped; subsequent elements are
capitalized unless they are articles, two- andetieéter prepositions, coordinating
conjunctions, or such modifiers #iat, sharp,andnatural following musical key symbols;
second elements attached to prefixes are not tapdainless they are proper nouns or
proper adjectives. If a compound comes at the étigeditle, its final element, whatever
part of speech it may be, is always capitali{€].(See alsd.003.20 and 2206.2 for
compound numerals.)

A Run-In With Authorities In, as used here, is part of a compound noun,
not a preposition)

E-flat Concerto

Investigating Quasi-Corporations

New Do-It-Yourself Landscaping Guide

Trans-Siberian Railway

Churchill's End-of-Day Message

1002 Nouns

1002.1
Hyphenate a compound noun formedeyetitive or conflicting terms and a compound
naming the same thing under two aspgtis)

boogie-woogie murder-suicide

1002.2
In a number of compound nouns, the first elemeatpsoper noun or adjective and the
second element is a common noun. In such czgatalize only the first element,since
the compound as a whole is a common ngGnMW)

English-speaking
1002.3

Treat acompound noun likeproblem solvingas two words unless your dictionary
specifically shows it as solid or hyphenat@d)



1002.4
Some solid and hyphenated compound nouns clossémble verb phrasesBe sure,
however, to treat the elements in a verb phraseparate word$G)

operate arive-in drive into your dealer’s

1002.5
Print solidtwo nouns that form a third when the compound has only one primary accent,
especially when the prefixed noun consists of @mlg syllable or when one of the elements
loses its original accentUs)

airship fishmonger locksmith

1002.6
Print solid anoun consisting of a short verb and an adverlas its second element, except
when the use of the solid form would interfere vattmprehensior(US)

breakdown runoff throwaway

1002.7
Use hyphens in prepositional-phrase compound nourconsisting of three or more
words.(US)

mother-in-law stick-in-the-mud
1002.8

There are mangxceptionsto the rule of compounds made up of nouns andogigpnal
phrases(E, US)

commander in chief lady of the house
editor in chief man of the world
1002.9
Civil and military titles are not hyphenate¢E, G)
attorney at law chief of police
1002.10
Print acompound personal pronounas one wordUS)
herself ourselves yourself
1002.11

Hyphenate @ompound that lacks a noumas one of its elementss)

free-for-all



hand-me-downs but ups and downs
has-been but wear and tear

1002.12
An sis added to the last word of a compoundoton the plural if the words are roughly
equal in importance. If the parts of the compouredret equal—especially when a noun is
combined with other parts of speech—tlsas added to the nou(B)

breakthroughs city-states passersby
bucket seats fathers-in-law
1002.13

Add an apostrophe arsto the last word téorm the possessive casef a compound word
or word group. Add only an apostrophe if the wondsins or ans sound.(B, HB)

My father-in-law’s birthday was yesterday.
The council president’s address was a bore.

1003 Modifiers

1003.1
When atemporary compound is used as an adjectivieefore a noun, it is often
hyphenated to avoid misleading the rea@gy.

a fast sailing-ship a fast-sailing ship

competent shoemaker but wooden-shoe maker

retail shoe dept. running-shoe dept.
1003.2

A number of adjective-noun combinations and nouarmcombinations are actually well-
establishedompound nouns serving as adjective®ecause they are easily grasped as a
unit, they do not require a hyphd)

life insurance agent real estate broker

1003.3
Hyphenate the elements o€ampound adjectivethat occurs before a noun, but when
these expressions occur elsewhere in the sentérogethe hyphen if the individual words
occur in a normal order and in a normal fo(B. G) CheckMerriam-Webster's Collegiate



Dictionary, 11th Ed. for hyphenated adjectives. These reta@rmyphen when used as
predicate adjectives.

Alternate use

an X-ray treatment It can be treated by an X ray.
(object of preposition)
an up-to-date report Please bring the report wate.

(prepositional phrase)

1003.4
A hyphenated compound adjectivgor anof phrase) is used to show possession of
inanimate objects.

an extension of one year

. not one-year’s extension
a one-year extension

1003.5
Printcombination color termsas separate words, but use a hyphen when suahteoies
are unit modifiers(US)

orange red orange-red blanket

1003.6
A color term in which elements are of equal importance is hyaked, but if the first
element modifies the second, it is left op@d. G)

black-and-white print coal black
blue-green algae reddish orange
red-green color blindness  bluish green paint

1003.7
Do not use a hyphen if tleecond elementn a compound predicate adjective or predicate
noun is gpresent or past participle, if the predicate modifier is comparative or sugive
degree, or if the first element of a two-word maatiis comparative or superlativg)S)

The effects were far reaching. (present participle)

The paper is fine grained. (past participle)

The cars are higher priced. (comparative predicatdifier)
better drained soil (comparative two-word modifier)
highest priced apartment (superlative two-word riveqdi

a well-built house but a house that is well built

a ten-year-old son a son who is ten years old



1003.8
Many combinations that are hyphenabsdore a nounare not hyphenateafter a noun.
(AP) CheckMerriam-Webster’s Collegiate Dictionary,lth ed., for hyphenated adjectives.
These may retain the hyphen when used as predidgetivesSee also Greg§15b
examples regarding inverted and altered word order.

She works full time.

She was a full-time worker.

That worker is full-time. (predicate adjective)

His fame, well deserved and worldwide, rests orsbisntific achievements.
R. A. Torrey’s anecdote was well-timed.

Ken's remark was timed well.

1003.9
Hyphenate albbject and present participle combinationsefore the noun. A few
permanent compounds (e.thought-provokingyetain their hyphenation after the no(@)

decision-making board thirst-quenching drink
dust-catching decoration

1003.10
The following kinds otompound adjectivesalmost always need to be hyphenated before
the noun: noun and adjective; noun and particgdgective and participle; adjective, noun,
and-ed.(G)

age-old law-abiding
hard-hitting one-sided
1003.11
Certaindual heritage groupsthat are adjectives are always hyphenateq.
German-American Anglo-Indian
Indo-European African-American
1003.12
Do not hyphenate the elements ipraper name used as an adjective. (G)
a Supreme Court decision the Republican partyqoiatf
1003.13

Hyphenateaepeated or rhyming words used before a noun as well as two adjecthags
express thelual nature of the thing to which they refefG)

an artsy-craftsy boutique a go-go attitude
a true-false test a compound-complex sentence



1003.14
Do not hyphenate anit modifier containing a letter or a numeral as its seconchei.
(US)

article 3 provisions grade A milk

1003.15
When anumber and a nounform a one-thought modifidvreforea noun, make the noun
singular and hyphenate the expression. When thegsion has normal form and a normal
function elsewhere in the sentence, do not hypleeihdG)

a one-way street a street that runs only one way

but

20th-century art art of the 20th century

1003.16
Hyphens are unnecessarycommpound modifiers containing an-ly adverb, even when
these fall before the nou(AP, B, C, HB)

clearly defined terms swiftly moving train
1003.17
Do not use a hyphen with the advedyy. (AP)
a very moving story a very hard-working person
1003.18

Sometimesdverb-adjective combinations and adverb-participlecombinationsare
hyphenated before the noun, and sometimes the catidns are not hyphenated. Use
hyphens when they are necessary for clarity; howdaeeconsistent within a work where
these combinations are repeatz).

ever-fruitful much-loved
long-suffering a rather irritating delay

1003.19
Compound adjectiveisvolving two numbers (as in ratios and scores) are expressed as
follows: (G)

a 50-50 chance but 20/20 vision
a 1000-to-1 possibility a 3-to-1 ratio or 3:1 oati
an 18-7 victory over the Giantsbut aratioof3to 1

1003.20
The second element ocampound numeralis not capitalized in titlegUS)



1003.21

Use a hyphen whesompounding numeralswith other words(E)

20-foot pole

1004 Prefixes and Suffixes

1004.1

Nearly all compounds formed with the prefixes tlodibw are closed, whether they are
nouns, verbs, adjectives, or advel(a)

five-o'clock tea

ante intra over sub
anti macro post super
bi meta pre supra
bio micro pro trans
co mid proto ultra
counter mini pseudo un
extra multi re under
infra neo semi
inter non socio

Exceptions

capitalized words or numerals mid-August, pre-1914

homographs re-create

more than one word
prefix standing alone
repeated vowel

pre—Civil War
over- and underused
anti-inflammatory

1004.2
Print solidcombining forms and prefixes and combining forms ad suffixes, except as
indicated elsewhergUS)

bylaw reenact fourfold
infrared stepfather wavelike
1004.3

The prefixeself- (E, US),all-, ex- (meaning former), andalf- generally use hyphens
unless the word is listed otherwiseMerriam-Webster's Collegiate Dictionarg1th Ed.
(CW)

all-faiths meeting halfway (Webster’s dictionary)
ex-pastor self-sacrifice
half-pint



1004.4
Except after the short prefixes-, de-, pre-, pro-andre-, which are generally printed
solid, a hyphen is used &void doubling a vowel or tripling a consonant. (Up

brass-smith semi-independent ultra-atomic
1004.5
Any temporaryadjectival cross-compoundscan be safely hyphenated.
cross-country
cross-cultural but crossbred
cross-referenced crosstown
1004.6

Hyphenate an adjective plus a noun to whichstiféix -edhas been added when it precedes
the noun(C)

able-bodied coarse-grained wood even-handed
school-aged not school-age

1004.7
With few exceptionshigh- andlow- adjectival compounds are hyphenated in any positio

(©)

high-class highborn
high-level job but lowbred
low-lying
1004.8
Hyphenate allin-laws and great-relatives. (C)
1004.9

Hyphenate amumber and the word odd or plus before or after a noun and hyphenate a
number with a unit of measurementif it precedes a noui(C, G)

20-odd performances 10-foot pole
| now simply give my age as 40-plus.

1004.10
Hyphenate adjectivajuasi-compounds whether they precede or follow the n¢@n.

qguasi-public corporation
The form of government was quasi-legislative.



1004.11
Hyphenate all compounds wittell-, ill-, better-, best-, little-, lesseretc., before the noun
unless the expression carries a modifi€).

ill-favored girl

but He is well known.
well-known man

1004.12
Hyphenateelectcompounds. If arelectcompound contains two or more words, do not
hyphenate(C)

senator-elect but county assessor elect
1004.13

Print solidwords ending in-like, but use a hyphen to avoid tripling a consonant logrw
the first element is a proper nanigs)

bell-like lilylike
lifelike Scotland-like but Christlike
1004.14

There are a few exceptions to the closed-stylefoulerefixes. Hyphenate compounds in
which thesecond element is a capitalized word or a numeratpompounds that must be
distinguished from homonyms, compounds in whichseond element consists of more
than one word, and also a few compounds in whieHast letter of the prefix is the same as
the first letter of the word followindC)

anti-Semitic pre-1914 semi-independent
Co-0p re-cover non-English-speaking people
un-ionized

1004.15

Use a hyphen tavoid ambiguity or an awkward combination of letters or syllables
between a prefix and the root or a suffix and tha.(B, HB)

to re-sign a petition to resign a position
semi-independent but shell-like
1004.16

Theen dashis used in place of the hyphen if one of the eldés an open compound or
when two or more of the elements are hyphenategpoamis(C) See alsdHyphens,
section 20.

pre—Civil War quasi-public—quasi-judicial body
high school-aged



ability
capacity

about
around

accede
exceed

accent
ascent
assent

accept
except

access
assess
excess

adapt
adept
adopt

addition
edition

admission
admittance

adverse
averse

advice
advise

affect
effect

aggravate
irritate

11. Confusing Words
and Phrases

Being able to do something
The amount that can be contained in something

Approximately
Circling

To comply; attain
To surpass

To emphasize or stress
Going up something
To agree

To receive willingly
To leave out; exclude

Right to use; approach
To estimate; determine rate of; to subject to tax
Surplus

Change to suit; conform
Proficient
To choose; to take as one’s own

Something added; an increase
Books printed at same time

Permitted entrance, to which are attached ceriginis and privileges

Physical entry

Opposed; unfavorable
Disinclined

Information; recommendation
To give counsel; to inform

To influence; to alter; to change
To bring about; the result

To make worse
To provoke anger, discomfort, or displeasure



ago
since

agree to
agree with
aid

aide

alimentary
elementary

allot
a lot

allowed
aloud

all ready
already

all right
alright

all together
altogether

allude
elude
refer
allusion
delusion
illusion

altar
alter

alternate

alternative

although
whereas

Gone by; past

Continuously from a time in the past until thegmet

Going along with a plan or suggestion

Going along with a person; one thing going alonidnanother

Assistance
Military assistant

Of or relating to food or nutrition
Fundamental

To distribute
Much or many (no such word akt)

Permitted
Audibly

Prepared
Previously

Use in formal writing
Do not use in formal writing

Collectively
Completely

Mention indirectly
Evade; baffle
To mention directly

Indirect reference; a hint
Mistaken belief that is fixed in the mind
An unreal image; false impression

Platform for sacrifices
To vary; modify

Verb: To change back and forth

Noun: Substitute

Adjective: By turns—first one, then the other
Noun or adjective: Another choice

Expresses concession
Expresses contrast



amateur
novice

amid
among
between

amount
number

angry at
angry with

anticipate
expect

anxious
eager

anyone
any one

appraise
apprise

apprehend
comprehend

apt
liable
likely

as
because

as
like

assure
ensure

insure

at
in

One who does a favored activity as a pastime
A beginner in a field or activity

Use when what is referred to is uncountable
Use when referring to more than two countablegsin
Use with two persons, objects, or ideas

Use with uncountable nouns or when referring tmiéied mass
Use with countable objects

Use with a situation
Use with a person

To foresee and prepare for
To look forward to

When you're worried about something
When you look forward to something with pleasaetihgs

Any person
A specific person in a group

Size up
Inform

Grasp the meaning of something
Understand something fully

Suggests a habitual tendency
Implies exposure to something undesirable or @galet
Emphasizes probability

While
Since

Use when there is a verb following as: We livgpasple DID in the

past.
Use when there is no verb: We work like dogs.

To give a guarantee to someone; assure you
To make safe or certain; ensure that
Speaking about insurance

Use to designate a local point or points alonguwse
Use to mean within



awhile
a while

bad
badly

balance
remainder

because of
due to

beside
besides

biannual
biennial

big
great

large

bimonthly

semimonthly

bloc
block

born
borne

both
each

breach
breech

bridal
bridle

bring
take

Adverb: Use with a verb: REST awhile.
Noun: Use with a preposition: Rest FOR a while

Adjective
Adverb

Use in reference to accounting or money or to ablkut equilibrium

Use to talk about the rest of something

By reason of; on account of
Attributable to (use aftas, was, were, am, will be

Next to; at the side of
Except; in addition to

Twice a year
Every other year

Refers to physical size; use for bulk, weight, snaslume
Implies mental ability and outstanding qualitiese to show that
something is important

Use for dimensions, quantity, capacity, or extent

Every two months or twice a month
Twice a month

A group; combination
To obstruct

Brought forth by birth; came into being
Carried

Two considered together
Considered separately

A breaking
Lower part

Of a wedding
Control; restrain

Movement toward the speaker: You bring somethiigrE.
Movement away from the speaker: You take somethiHERE.



broach
brooch

calendar
calender
colander

callous
callus

can
may

cannon
canon

can not
cannot but

canter
cantor

canvas
canvass

capital
capitol

carat
caret
karat

cement
concrete

censor
censure

center around
center on

ceremonial

ceremonious

To talk about; to introduce; to tap a cask
An ornamental breast pin

Record of time; register
Finishing machine for paper or cloth
Strainer

Insensitive; unfeeling
Hardened place on the skin

Having the ability and power
Implies permission is needed

Large gun
Law or decree

Emphasizesot
Indicates irreversibility

Easy gallop
Church singer

Heavy, coarse fabric
Go through a city or district soliciting votesdawnations

Use when referring to money, a city, or a letter
Use when referring to the building

Unit of weight employed to measure gem stones
Editor’'s mark to indicate where missing matergaia be inserted
Unit of fineness employed when measuring the puritgold

It's dry
It's wet, then dry (a mixture of cement, sand,vgiawater)

Somebody who judges something
What a judge does; to show disapproval

Incorrect (illogical because you can’t be aroumel ¢center)
Correct

Referring to that which is formally suitable focaremony (only
used with things)

Formal; may refer to an elaborately polite perspto someone who
is pompous (used with persons or things)



character
reputation

cite
sight
site

climactic
climatic

coarse
course

compare to
compare with

complement
compliment

compose
comprise

conscious
aware

contemptible
contemptuous

continual
continuous

convince
persuade

corespondent
correspondent
council
counsel

councilor
counselor

What a person is
What others think of a person

To quote
Vision
A location

Deals with a climax
Deals with the weather

Rough to the touch
Path over which something moves; what you talellege

Show resemblance between two things—Ilikenessisalt
(metaphoric)
Actual comparison between two similar things

Something that fills up, completes, or makes érfe
A formal expression of admiration; a flatteringnark

Make up; to form
Contain; include within

What we feel within ourselves
To know or realize something by perception or tigloinformation

Deserving of scorn
Feeling or showing scorn

Continuing with interruptions
Continuing without interruptions (e.g., water fr@anap)

Cause someone to believe
Cause someone to act

One charged as the paramour in a divorce actesp@ndentio-
respondent)
One who exchanges letters with another

An assembly or meeting for consultation; a grolepted or
appointed as an advisory or legislative body

Advice given especially as a result of consultati lawyer engaged
in the trial or management of a case in court

A member of a council
A lawyer or advisor



credible
creditable
credulous

decease
disease

decedent
descendant
dissident

decent
descent
dissent

decimate
annihilate

decree
degree

deduce
deduct

defer
differ

deference
difference

demean
demesne

deprecate
depreciate

desert
deserts
dessert

desperate
disparate

device
devise

Worthy of belief; plausible
Deserving commendation; praiseworthy
Gullible; quick to believe on slight evidence

Death
lliness

One who is dead

One descended from another or from common stock

Disagreement

Suitable; good; respectable
Going down; lineage
Disagreement

Destroy much; kill a large part of (literally kill10)
Destroy completely; wipe out of existence

An edict; a law
A grade; a step

Reach a conclusion by reasoning
Take away a quantity from another; to subtract

To put off until later
To be different

Respect; esteem
A dispute; being unlike

Debase; lower
Estate; land

To put down
To lose value

Arid land
Something deserved; that which is due
Sweet course served at the end of a meal

Extreme urgency; near hopelessness
Altogether unlike; sharply distinguished from

A contrivance
To convey; plan



disburse
disperse

discreet
discrete

discriminate
distinguish

disinterested
uninterested

divers
diverse

dock
pier
wharf

each other
one another

effective
efficient

e.g.
i.e.

electric
electrical

elicit
extract
illicit
elusive
illusive

emigrate
immigrate

empty
vacant

To pay out
To scatter

Prudent and judicious
Separate; unattached; unrelated

Perceive differences, then evaluate them

Recognize qualities or features of something iregte it different

from the others

Impartial; unbiased; having no self-interest
Bored; unconcerned; not interested

Various or sundry
Unlike; of a different kind

The area of water beside or between piers
A platform extending from the shore of the water
A landing place

Use with two persons or things (may be exceptions)
Use with more than two (may be exceptions)

Something that performs its function well
Something that doesn’t waste time, expense, paweanoney

For example
That is (further explanation of what was said)

Anything that produces, carries, or is starte@ legtricity
Anything that pertains to but doesn’t carry eledy

Bring out; draw forth
Implies a sense of force
Unlawful; prohibited

Tending to evade the grasp
Based on or producing illusion

To leave
To enter

Containing nothing
Unoccupied



enormity

enormousness

epigraph
epitaph

especially
specially

eternal
everlasting

everyone
every one

evidence
testimony

expect
suppose

famous
notorious

farther
further

faze
phase

feat
feet

fewer
less

finish
complete

flair
flare

flammable

inflammable
nonflammable

Excessive wickedness or outrageousness
Hugeness; vastness

Inscription on statue, building, or tomb
Inscription on tombstone or monument in memorg dead person

Particularly; more than others
For a specific purpose; for a designated reason

Without beginning or end
Lasting forever; going on without end

Means the same as everybody
Refers to individual members of a group

Information that contributes to the discoveryroth
A type of evidence; statements of witnesses tlzt Ioe true or false

Count upon; look forward to
Guess

Favorably well known
Unfavorably well known

Referring to space; distance (His house is farfttoen town.)
To promote; referring to thought; degree; extent

To daunt; disturb
A state of development; stage

An act of skill
Plural of foot

Use in reference to number
Use in reference to volume

To end or stop
Arrive at a point where there’s nothing more to do

An ability; an artistic style
To flame; to curve outward

Can catch on fire
Easily inflamed
Can't catch on fire



flaunt
flout

forbear
forebear

forceful
forcible

forego
forgo

foreword
forward

formally
formerly

forth
fourth

good
well

grisly
grizzly

guarantee
guaranty

hail
hail from
hale

hanged
hung

healthful
healthy

hear
here

To show off
To be disrespectful to authority

Refrain; abstain
Ancestor

Vigorous and effective
Used with physical force

To precede
To relinquish; abstain

Preface; introduction to a book
Near the front; situated in advance

Ceremoniously
In times past

Away; forward
A number

Adjective
Adverb
Exception: | feel well.

Horrifying; gruesome
Gray; flecked with gray

Verb: To pledge
Noun: Pledge or assurance

To greet; to call out; to name by way of tribute
To come from; referring to birthplace
To compel to go

Refers to a person
Refers to an object

Health-giving
In good health or condition

To listen
In this place



hearsay
heresy

historic
historical

hoard
horde

hole
whole

home
house

human
humane

i.e.

e.g.

if
whether

immature
premature

imply
infer

in behalf of
on behalf of
incite
insight

incomparable
uncomparable

incredible
incredulous
indict

indite

Rumor; gossip
Opposed to established view or doctrines

Use when thing referred to is important, memorattdamous
Concerned with or relating to history

Accumulation; a secret store of something
A swarm or multitude

An opening
Intact; entire

The basis or essence of family life
Dwelling; structure in which people live

Pertaining to people
Benevolent

That is
for example

Conditional
Always means whether or not

Not full-grown
Not ready; too soon

Suggest; express indirectly; hint
Draw a conclusion

In the interest of; for the benefit of
On the part of; as the agent of

Stir up; rouse
Understanding

Something that is peerless, beyond comparison
Can'’t be compared because of no similarities

Too extraordinary to be believed
Not ready or unwilling to believe

To accuse one of crime
To compose and write



inequity
iniquity

ingenious
ingenuous

intend
propose

irregardless
regardless
it's

its

judicial
judicious

junction
juncture

know
realize

later
latter

lay
lie
lead
led

leave
let

lend
loan

linage
lineage

loath
loathe

Unfairness
Sin
Skillful; clever; resourceful

Simple; frank; candid

To have in mind
Suggest; nominate

Incorrect; no such word
Correct

Contraction oft is
Possessive form

Pertaining to the courts of law and to judges
Showing sound judgment; that which is well calteda wise,
prudent

Indicates a meeting or crossroads
A point of time or a critical moment when thingsnte together

To be aware; to recognize; to understand
Apprehend so thoroughly as to grasp possible cuesees

A time after this one
The last in a list

Refers to a thing
Refers to a person

A metal
Guided

Depart
Permit

Let another have or use for a time
What you give when you lend

Preferred spelling for the number of lines; alsedge
Lineal descent from a common ancestor

Adjective: Reluctant
Verb: To detest



loose
lose

luxuriant
luxurious

mail
male

mantel
mantle

marital
martial

marshal
martial

masterful
masterly

material
materiel

may
might

maybe
may be

mean

mien

meantime
meanwhile

medal
meddle

meets
metes

Free or unfastened
To misplace something

Fruitful; teeming; abundant
Characterized by luxury or sumptuousness; costly

Correspondence
Masculine

Shelf
Cloak

Of marriage
Of war; military

Noun: An officer
Verb: To array; to direct
Of the military

Powerful; forceful; domineering
Possessing the skill of a master; highly profitien

Adjective: Important; essential
Noun: Elements or constituents
Materials necessary to an enterprise

Use in the present tense
Use in the past tense

Adverb: Perhaps
Verb: Possible

Adjective: Poor; ignoble; middle

Noun: Middle

Verb: Purpose

Appearance

Noun: Interval between one event and another

Adverb: For intervening time

A badge of honor
To interfere

Encounters
Boundaries



militate
mitigate

miner
minor
nauseated

nauseous

neglect
negligence

not
knot

observance
observation

onto
on to
ordinance

ordnance

other
otherwise

over
more than

packed
pact

pain
pane

parol
parole

probation

Have an adverse effect or influence on
To moderate; to soften; to assuage; to lesseseterity of

Mine worker
Adjective: Lesser
Noun: One who is under age

Driven to point of illness (what you are)
Causing nausea or disgust (giver, not sufferer)

Most often used with reference to a particulatanse
Repeated or habitual neglect

No; a negation
A fastening; a lump

Act of complying with a rule, custom, command ceremony
Paying attention; noticing

Preposition: Implies change of position; moventemtard

Use wheronis part of the verb an is the preposition. (I held on to

the steering wheel.)

Law of local government
Arms; munitions; weapons

Adjective: Different
Adverb: In a different manner

Don’t use when you mean more than
| saw more than 20 eagles.

Arranged compactly
An agreement

Suffering
Window glass

Oral

Release on condition of good behavior of a prisevieose sentence

hasn't yet expired
The suspension of a sentence of a person conwictteabt yet
imprisoned



passed

Past tense of pass; moved along

past Gone by; beyond in degree

people A group of persons

persons Small number or an exact number of individuals
persecute To treat cruelly without cause

prosecute To punish by the law

personal Of, relating to, or affecting a person; private
personnel Employees

perspicacious,
perspicacity
perspicuous,

Having keen mental perception, shrewdness, insight

Clear to the understanding; lucid

perspicuity
practicable Feasible; able to be done; capable of putting m&xtice
practical Useful; sensible; as opposed to theoretical
precipitate Hasty; rash; impulsive
precipitous Steep; perpendicular; sheer
premier Noun: Chief official
Adjective: First in time
premiére Noun: First performance,; first or leading woman
performer
prescribe Order; set down a rule or guide
proscribe Condemn; prohibit; outlaw
presently Soon
at present Now
principal Noun: Chief person; director; initial amount obney invested
Adjective: Foremost; most important
principle Noun: Basic belief or ethic; moral guide
prophecy Noun: A prediction
prophesy Verb: To make a prediction
prostate The gland
prostrate Stretched out on the floor
proved Past tense of prove

proven

Participle; use when describing something



purposefully With purpose and determination

purposely Intentionally

quiet Still; calm; marked by little or no motion or aaty

quite To a considerable degree

raise Refers to an object; takes someone to do it

rise Usually refers to a person; rises by itself

recollect Make an effort to bring to consciousness whatlgs stored in

memory

remember Call back to mind with no conscious effort; recall

regretful, Refers to feelings of regret or sorrow, applietydo people
regretfully

regrettable, Denotes happening or condition that causes regret
regrettably

reign To rule; prevail

rein To restrain; guide

rend To tear something apart

render To boil something down; to give over

residence Home

residents Inhabitants

resister One who or that which resists

resistor An electrical device

respectfully
respectively

reticent
reluctant

riffle
rifle

rob
steal

role
roll

Having respect for somebody
In the order mentioned

Disinclined to speak freely
Averse or unwilling

To leaf rapidly through
To ransack, pillage, plunder

Has as its object either a person or a place
Has as its object the thing taken

A part or character
Membership list; a bun



rout
route

sensual
sensuous

sewage
sewerage

shear
sheer

sit
set

soluble
solvable

sometime
some time

specie
species

spiritual
spirituous

stanch
staunch

stanza

verse

stationary
stationery

stimulus
stimulant

tear
tier

An overwhelming defeat; a crowd of people
A way or course

Pertaining to gratification of the senses (usé& attions)
Affecting the senses (use with things)

Waste material; refuse
The system of sewers through which sewage is rethov

To cut
Thin; steep

Refers to a person
Refers to an object

Able to be dissolved (usually used in substanads selvents)
Able to be solved (use in reference to problems)

Adverb
Adjective and noun

Hard money; coins
A biological classification

That which affects the spirit or the soul
Containing alcohol

To stop the flow of blood
Constant and steadfast in loyalty

Refers to a unit of poetry. In most hymns that widee the set of
words for one cycle of the melody.

A subdivision of a chapter from the Bible.

Used in songs with Refrainto indicate the varying text of a
multiple-stanza hymn. Theefrainis the text that stays the same.
Therefore, a stanza in a refrain hymn includesvamnse and a refrain.

A fixed position
Material for writing or typing

Anything that urges or arouses another personttora
Something that temporarily quickens bodily acttwrmental processes

A drop from the eye
A layer



tenor
tenure

than
then

that
which

their
there
they’re

therefor
therefore

threw
through

to
too
two

tortious
tortuous
torturous

toward
towards

troop
troupe

turbid
turgid

valuable
valued

venal
venial

Wording of document; a high male voice
A holding of property or office

Use to compare things
At that time

Use with a restrictive clause
Use with a nonrestrictive clause

Belonging to them
At the place
Contraction othey are

To that end
For the reason

Past tense dghrow
By means of; because of

Preposition
More than enough; also
Number

Involving a tort
Winding; crooked
Extremely painful

American preference
British preference

Soldiers, collectively; to move or gather in cresvd
Company of actors

Not clear; cloudy; muddy
Bloated; swollen

Of great value; great monetary value
Esteemed; held in high regard

Corrupt; capable of being bribed
Trivial, excusable; something that could be eafsilgiven



verse

stanza

wade
weighed

waist
waste

waive
waiver

wave
waver

ware

wear

who'’s
whose

your
you're

A subdivision of a chapter from the Bible.

Used in songs with a Refrain to indicate the varying text of
a multiple-stanza hymn. The Refrain is the text that stays
the same. Therefore, a stanza in a refrain hymn includes
one verse and a refrain.

Refers to a unit of poetry. In most hymns that widee the set of
words for one cycle of the melody.

To walk through water
Determined heaviness of

Part of the body
Use or spend unprofitably; squander or gradual los

Verb: To relinquish; to forgo

Noun: Relinquishment of a right

Verb: Signal; swing or flutter

Noun: Undulation of water, a hand motion
To flutter; to vacillate; to totter

Article of merchandise
Noun: Clothing worn for a special occasion
Verb:  To have on

Contraction ofwvho is
Possessive afho

Possessive gfou
Contraction ofyou are






12. Indexes

1201
Two principal types of indexes are common to religious publishing: ghbject—proper-
name index and the Scripture indégW)

1202
Indexes are most commonly setiouble columnsto conserve spacéCW)

1203
All indexes are set iflush-and-hang style.The first line is set flush and the rest of the
entry is indented. In run-in style, the subentf@@®w one another with no breaks between.
In indented style each subentry begins a new Intkisiindented: Subentry runovers are
further indented. If the main heading runs oveshibuld also be indente(C, CW)

Run-in Style Indented Style
Iraq, the (lower Tigris-Euphrates Iraq, the (lower Tigris-Euphrates
Valley), 48,125,138,2455ee also Valley), 48,125,138,24%ee
Sawad; under Abbasids, 275,487; alsoSawad

agricultural invest-ment by under Abbasids, 275,487
Sasanians in, 144,201-203; Arab agricultural investment by
conquest of, 301-307 Sasanians in, 144,201-203

Arab conquest of, 301-307

1204
Scripture indexesinform the reader of all the Scripture quotatiosed in a book. Usually
they only contain references to verses actuallyepidut may include verses merely
referred to(CW)

1205
A Scripture index is usually sein double columnsand is arranged in the same order as
the books of the Bible. Within each book, entrieslsted numerically by chapter and



verse. A chapter-only reference precedes any chaptkverse references for that same
chapter(CW)

Genesis Exodus
1 71 6 27
1-3 113-115 6:14-25 28
1:1 7,12,117 15:21 33
2 47 16-18 112
3:15 122,143 16:4 133

1206
Namesin indexes are listed last name fir&E)

1207
Academic titleslike ProfessorandDoctor, used before a name, are not retained in
indexing, nor are abbreviations of degrees follapanname, liké>h.D., M.D.,or LL.D. (C)

1208

Index listings can balphabetized either letter-by-letter or word-by-word. The letter-by-
letter mode follows each letter in the entry, igngrword breaks, up to the first mark of
punctuation. The word-by-word mode follows eackeleuntil there is a word break and
only uses the second and subsequent words wheartmore headings begin with the same
word(s).Letter-by-letter is thepreferred form of alphabetizing. Both styles alphabetize as
though words with hyphens or apostrophes wereodiet §C, CW)

1209

Acronyms, arbitrary combinations of letters, and most abbreviations, when used as
headings, are alphabetized letter-by-letter. ExoaptareSt.for “Saint” andM or Mc for
“Mac.” (C)

1210
Numeralswhen isolated entries are alphabetized as thougjtedpout.(C) In catalogs, ads,
etc., list numbered titles firsBee alsaChicago 15th 18.63 and 18.64.

nine-days war
911
North Sea



1211
In alphabetizing subheadingstroductory articles are disregardedC)

1212

Occasionally, subheadings aeanged chronologically, numerically, or in some other
manner than alphabetical{C, CW)

Dynasties, Egyptian: First, 10; Second, 12,141rd;5; Fourth, 47-49
Holmes, Oliver Wendell (1841-1935): childhood andith, 20-26,40,
125,126; Civil War years, 70-84,92; at Harvard,-10%,246

1213
An inverted phrasefor the title of the main entry is punctuated watkomma to show the
inversion.(C)

Balance of payments Payments, balance of

1214
If the title is followed immediately by page refaces, &commashould appedsetween
the title and the first numeral and between subsequent numer@s3.

Payments, balance of, 16,19

1215
If the title is followed immediately bgubentries, a colon precedethe firstsubheading.
All subsequent complete subentrieare followed bysemicolons.These rules apply only
to therun-in style. (C)

Payments, balance of: definition of, 16
Payments, balance of: definition of, 16; importaatel9

1216
Note that there ino punctuation at the endof any complete entry. Discussion of a single
point may begin, be interrupted, and then contmisubsequent pages. These facts must
be indicated by appropriate punctuation within bogin entries and subentri€€.)

Education, higher, 16,36-38,64-67,119,120; at Caigkt 37,38,119; at Harvard,
16,64,65



1217
Cross-referencesshould never be employed unless they actladigl to additional
information, not just the same information indexed under ohigadings(C)

1218

Note the differences betwesaeandsee alsaeferencesSeereferences are used when the
information the reader is looking forlisted under another heading.See alsaeferences
take the reader toralated topic which may be useful for additional informatidg., CW)

Roman Catholic ChurclseeCatholicism

Iroquois IndiansSeelndian tribes: Iroquois

Twain, Mark.SeeSamuel Clemens

Elizabethan Settlement, 11-15,17,43; and Hookef,4L$ee alsdCatholicism;
Church of England; Protestantism

1219

Whenmore than one principal headingis cited, these should be separated by semicolons;
if reference is to a subheading, its principal lregdhould be given first, followed by a

colon or a comma and the subheading. Multiple erefe&sences are arranged in
alphabetical orde(C)

See als®American Indian Tribes; Iroquois Confederation: Mk

1220
A Seeor See als@ross-reference at the end of an entgyréceded by a periodand two or
more references are separated by semico{@)s.

SeeThe Chicago Manual of Styléor additional information on the formation of
indexes.



13. In-Text References

1301
Parenthetical formats have the advantage of providing essential anduusgbrmation
within the text, without providing so much infornaat that reading the text is impeded.
(MW)

1302
Parenthetical references are placathediately after the quotationor piece of
information whose source they refer (8, MW) If incorporated into the sentence no end
punctuation is needed. If reference, specificallylflock quotes, comester the closing
punctuation, a period is included within the parentheses.

1303
Thecontent and styleof a parenthetical reference are determined byithle@graphical
information that is included in the text around W)

1304
If anauthor's name and the titleof the source are givemithin the text, a parenthetical
reference containsnly the page numberof the work cited. Otherwise, a parenthetical
reference contains the name of the author, tleedftthe source, and the page num(®y.
G)

1305
If an entire volume of a multivolume work is being referred to, théedviationVol. is
used to make it clear that the number is a voluomber and not a page numb@, C,
MW)

(Garcia, Vol. 2.)

1306
For works ofmultiple authorship use names for two or three auth¢B.MW) “Author”
here refers to the name under which the work isaddptized in the works cited. It may refer
to an editor, compiler, or organization as welhasauthor or group of autho(£)

(Wynken, Blynkin, and Nodd, p. 10.)



1307
Formore than three authors use the name of the first followedebwl. or and others(C,

MW)

(Zipursky et al., p. 59.) [reference for a work&ipursky, Hull, White, and Israels]

1308
Another option is to lisall the last namesof the authors or editors as they appear on the
source’s title pageB)

(Lopez, Blum, Cameron, and Barnes, p. 362.)

1309

If possible, a reference should be placed lpgfbre a mark of punctuation. (MW) If this

is impractical, the reference should be inserteallagical place in the sentence. When all
or part of the citation is incorporated into thatsace, it is not enclosed in parenthe¢€s.

Before proceeding with a more detailed discussiaruo methods of analysis, we
will describe the system of scaling quantitativerss (Guilford, p. 52).

Various investigators (Jones and Carter, p. 119 heported findings at variance
with the foregoing.

1310

If your list of works cited includes two or monerks by the same authorthen your
reference must tell the reader which of the autheorks you are citing. Use the
appropriate title or a shortened version of itha parenthetical referend®&, G)

(GardnerArts, pp. 144,145.)

1311
If you use a parenthetical reference to pi@e than a single work,separate the citations
by a semicolon(B)

(Richards, p. 162; Gough and Hall, p. 201.)

1312
In a report or manuscript wittnly a few bibliographic referencesand no bibliography at
the end, it is acceptable to insert the data ieqaieses within the main text. If some of the



data, such as the author’s name, is already pravidéhe main text, there is no need to
repeat it in the textnotéG)

... seven plans most commonly used and themtatteely select in advance the
plan that seems best suited to their needs. (Arfdoldahn,Family Security
Through Estate Plannin@nd ed., New York: McGraw Hill, 1983, pp. 62,63.)

1313 Luther’'s Works

1313.1
Cite Luther’'s Worksof the American Edition as follows:

Luther, Martin.Luther's WorksEdited by Jaroslav Pelikan and Helmut T.
Lehmann. American Edition. 55 vols. St. Louis: Cartia Publishing
House; Philadelphia: Fortress Press, 1955-1986.

1313.2
If anindividual volume is used, the volume number may be inserted dfeeedlition.

Luther, Martin.Luther's WorksEdited by Jaroslav Pelikan and Helmut T.
Lehmann. American Edition. Vol. 2. St. Louis: Cordia Publishing House;
Philadelphia: Fortress Press, 1955-1986.

1313.3
Even though it may be argued thather's Worksis the name of a series and not of an
individual book,Luther's Workss italicized consistently throughout the litenatu

1313.4
Italicize the titles of all of Luther’s individua¥ritings.

Luther'sBondage of the Will
Luther'sFreedom of the Christian

See alsoNotes, Footnotes, and Endnotes; Numbers: 1701.28hapter and volume
designations; Capitalization: 901.7, chapter, partfigure, etc.






14. Italic

1401
A word or phrase may be set in italic tyjoe emphasisif the emphasisnight otherwise be
lost. Seldom should as much as a sentence be is&tida for emphasis, and never a whole
passage. Overuse of italics for emphasis defeatsnn purposgC, CW, HB, US)

Let us dwell for a moment upon the ideacohsciougarticipation.
How do we learn to think in terms wholes?

1402
Key terms in a discussion, terms with special meaning, argeneral, terms to which the
reader’s attention is directed such as terms @clrtical explanation, are often italicized on
first use and set in roman thereafi€, CW, HB) SeeNPH music style for musical terms.

As will appear in the following pagesbstructionismanddelaying tactics
have been the chief weapons of this group.
Tabular matteris copy, usually consisting of figures, that isisecolumns.

1403
In a formaldefinition, the word to be defined is usually italicized ahd tefinition quoted.
In this way the two elements may be easily distisiged.(G)

The verbprevaricate(a polite way of saying “to lie”) comes from thatin word
praevaricari,which means “to go zigzag, to walk crookedly.”
The gap is narrow betweamead“a beverage” anthead‘a meadow.”

1404
References twords as wordsandletters as lettersare commonly italicizedC, HB, G)
When a word is quoted from a specific context, gtioh marks, not italics, should be used.
(CW) See Chicagd5th 7.64 and 7.67 for academic achievement aapesh

The termgothic means different things to typographers and pabguwrs.

The normal sign of the plural in English is a terais or es.

The wordworld has various meanings in Scripture; in John 3:d6inistance, the
evangelist writes “world” to denote the inhabitaot®ur planet, not the broader
COSMOS.



1405

When specific words within run-in or blocjuotations are italicized for emphasis, the
reader should be notified. An ascription, suckta&s mineor emphasis addedhould be
placed in parentheses immediately after the qutaiC W)

Note the contrast in David’s parallelism: “Whewe were overwhelmed by
sins,youforgave our transgressions” (Psalm 65:3, italiasen

1406

Isolated words and phrases ifoaeign languagemay be set in italic for emphasis if they
are likely to be unfamiliar to readers. Use quotatnarks to set off translations of foreign
expressiongC, CW, HB, G)

It's true, n’est-ce pas?Meaning “isn’t that so?”)

1407

In studies of other cultures and societigsrds drawn from other languagesonly need to
be italicized in the first occurrence, when thertés defined. In a kinship study, for
example, once it is made clear that a woman’s meathiaw’s sister is heaiku and her
father-in-law’s sister is haiku-esuthe terms in subsequent uses appear in roman(type.

1408

When aquestionconsists of @ingle word,such asvho, when, howgr why, within a
sentence, neither question mark nor capital letted be used and the word is often
italicized. (C)

The question was no longeow but when.

1409

Lowercase letter symbolsused in legends to illustrations, drawings, etcin text as
references to such material, are set in italic euttperiods and are capitalized if so shown
in copy.(US)

Figurea

1410
All lowercase letters used as symbodse italicized(HB) Chemical symbols (even in



italic matter) and certain other standardized sylmace set in romauUsS)

The lettergqu replaceccw in words such agueen, quothandquick.
H.O H.SOy
nth degree x dollars

1411
Thename of a letter,as distinct from the letter itself, is usually setoman type(C)
from alpha to omega
daleth, the fourth letter of the Hebrew alphabet
1412

Thescientific namesof genera, subgenera, species, and subspeciialiareed; the names
of groups of higher rank than genera (phyla, clesselers, families, tribes, etc.) are printed
in roman.(US) After the first use, the genus may be abbreviqteyl.

Tsuga cadensis the gener®uercusandLiriodendron
Measurements of specimens@fanoderma erythroptera neocara

The “quaking” of the aspe®opulus tremuloidess due to the construction of the
petiole. An analogous phenomenon noted in the eotod,P. deltoidesjs
similarly effected.

1413
Thenames of aircraft, vessels, and spacecradre italicized unless otherwise indicated.
(But not such abbreviations 8sor HMS preceding them.) In lists set in columns and in
stubs and reading columns of tables consistingedntof such names, they will be set in
roman.Missiles and rocketswill be caps and will not be italicizefC, CW, G, HB, US)

USSWisconsin Air Force One
F-15Eagle but Mig-21
Freedom 7AUS spaceship) PT-109
Scud missile

1414
Such phrases a8 be continuecandContinued from . . .may be placed within brackets or
parentheses and set in italics and in reduced {heJS)



1415
Use roman type fascholarly Latin words and abbreviationssuch asbid. andet al., but
because of its peculiar use in quoted matter,réics forsic. (C, CW)

They are furnished “seperdc] but equal facilities.”

1416
A person’s thoughts and unspoken prayersiyhen expressed in tliest person, may be
set in italics, unlike spoken discourse, whicheisis quotation markgCW)

| will lay my weapons upon the altar of Chrigtpught Ignatius as he rode toward
Montserrat.

1417
An em dash precedeseedit line which is set in italicsS{US)

Still achieving, still pursuing,
Learn to labor and to wait.
—Longfellow

1418
Lowercase, spaced italic letters are used to itelibgme patterns. (C)

The Italian sonnet consists of an octave and asesb b aa b
ba cdcdcd.

1419

If names of newspapers, titles of books, foreigmaspor other italicized names are used
the plural form, the inflectional ending preferably is set in rontgpe. The same is true of
possessive ending&C, G)

He had twoTribunes and thredimess left.
FitzGerald actually wrote thredeubaiyas.

1420
Parentheses and bracketenclosing italic material should also be setaias. If only one



end of the enclosed material is italic, howeveg, parentheses and brackets should be set in
roman type(C)

[Continued]
(see 1D)
(inappropriatewas used fooutrageous)

1421
All punctuation marks should appear in the same font—roman or italic—hasmain or
surrounding textexcepta question mark or exclamation pdiolowing an italicized title.
Use roman type for such unless it is part of ttke. {{C)

Are you saying the wound waslf-inflicted?
We heard his cries 6Help!”

Have you reading Lear?

They named their son after YodaStar War$

1422
Titles ofgamesandelectronic (digital) products that are independently packaged and
distributed to the public should be italic. Inclgdich items as video games and board
games.

Mortal Kombat Trivial Pursuit
Rock Band Monopoly
The Sims Candyland

1423
Avoid the use of underliningr underscoringext to emphasize words or phrases in
manuscripts. Italic is preferred.

See alsoritles.






15. Lists, Enumerations,
and Outlines

See theNew York Public Library Writer's Guide to Style addage.

1501

For an enumeration in which items are subdividenipge elaborate form @iutline style is
called for. The following example illustrates tloerh favored(B, C, CW, MLC)

[. Historical introduction
[I. Dentition in various groups of vertebrates
A. Reptilia
1. Histology and development of reptile teeth
2. Survey of forms
B. Mammalia
1. Histology and development of mammalian teeth
2. Survey of forms
a) Primates
(1) Lemuroidea
(2) Anthropoidea
(a) Platyrrhini
(b) Catarrhini
i) Circopithecidae
i) Pongidae

1502
In addition to the roman numeral, letter, Arabienaural outline, alecimal systemis also
commonly used(HB)

Thesis
1. Major idea
1.1 Supporting idea
1.2 Supporting idea
2. Major idea
2.1 Supporting idea
2.2 Supporting idea

1503
Capitalize the first word of each itemdisplayed in an outlindg, G, MW)



1504

Forlong enumerationsit is preferable to begin each item on a linetbglf. The numerals
are aligned on the periods that follow them, ardedther set flush with the text or
indented. In either case runover lines are beghedl with the first word following the
numeral.(C, CW, MW)

The inadequacy of the methods proposed for theisnlof both histological and

mounting problems . . . into the following groups:

1. Slightly modified classical histological tecaes with fluid fixation, wax
embedding, and

2. Sandwich technique with separate processitiggife and photographic film
after exposure

1505

A formal outline is usually either written iphrases—a topic outline—or in sentences—a
sentenceoutline. The headings in a topic outline are expressedamgatically parallel
phrases, and those in a sentence outline are ipletarbut not necessarily parallel
sentencegyB, G, HB)

Poor This article will discuss:
1. How to deal with corporate politics.
2. Coping with stressful situations.
3. What the role of the manager should be oeititid
community.
Better This article will discuss:
1. Ways to deal with corporate politics.
2. Techniques of coping with stressful situagion
3. The role of the manager in the outside conityun
Or This article will tell managers how to:
1. Deal with corporate politics.
2. Cope with stressful situations.
3. Function in the outside community.

1506

Each level of an outline must haakleast two points.In popular books where outlining is
minimal, less formal, or not carried beyond thedhevel, it is acceptable to begin the
outline withA. or 1., rather than the roman numer@, CW)

1507
A period follows roman and Arabic numerals and also letters whey éhe used without
parentheses in outlines and vertical enumerat{dmgé/)



1508
Letters are used to enumerate items within a seatehen the sentence itself is part of a
numbered sequence. (G)

3. Please include these items on your expenseiatga) the cost of your hotel
room; (b) the cost of meals, including tips; af@ the amount spent on
transportation.

1509
In run-in enumerations, each item is preceded by a number (or an itaticiaeiercase
letter) enclosed in parentheses. The items initharde separated by commas if the items
are brief and have no internal punctuation; ifiteens are complex, they are separated by
semicolons. The entire run-in enumeration is inticEdi by a colon if it is preceded by a full
clause (G, MW)

The vendor of your system should (1) instruct yothe care and maintenance of
your system; (2) offer regularly scheduled mainteeeato ensure that the system is
clean, with lubrication and replacement of parteexessary; and (3) respond
promptly to service calls.

We need the following information to complete oecard of

Ms. Pavlick’s experiencda) the number of years she worked for your compébny,
a description of her duties, afr) the number of promotions she received.

1510
There isno terminal punctuation following the items in a vertical enumeration gt
least one of the items is a complete sentencehichicase a period follows each ite(,
MW)

1511
The first words of run-in enumerations or vertilistls that formcomplete sentenceare
capitalized Phrasal run-in enumerations, however, are lowercased (excepignallowed
in advertising piecesPhrasal vertical lists may be capitalized or lowercased, but should
be treated consistently within the documélt\)

Wilson had some The three areas of TolkienClimbers should bring the
concerns: studies are following supplies:
1. All members were 1. works of fantasy 1. Campons.
not present. 2. literary criticism 2. Rope.
2. There was no press 3. personal writings 3. Helmet.
release.

3. Of those present,
only some had an
agenda.



1512
Do not capitalize ahort list of words or phrasesdirectly following a colon in a run-in list.

(E)

There are three steps of a century of educatiomaldpment in
America: industrialism, urbanization, mass schaplin

1513
Capitalize the first word of Bormally introduced series of items or phrasegollowing a
comma or colon. (US)

Here is the key principle: Nonessential elementstrba set off by commas;
essential elements should not.

1514
Do not use a colon with a vertical list or a rurigt following a preposition or a verb.

Exception:Seerule 1515(B, C)

We are going around the woods, the bridge, anthitee

The family ate the turkey, the potatoes, and alldtuffing.

The questions that need to be asked are (1) Waibeisding? (2) What are we
serving? and (3) Do we need other equipment?

1515
A colon may act as substitute for such words athat is, namely, for instancendfor
example(CW)

This is what faith is: God perceived intuitively the heart, not
by reason—Pascal
This is what we ate: turkey, stuffing, potatoes] earrots.

1516
A colon is used like a dash tatroduce a summary statementfollowing a series(HB,

MW)

Physics, biology, sociology, anthropology: he desas them all.



1517
A colon is used tantroduce a series.The introductory statement often includes a phrase
such aghe followingor as follows(B, C, G, HB, MW)

1518
Place a colon before such expression®asexample, namelyor that is, for lists or series

that consist of longer phrases or clauses. Whenitieduce words, use a comma rather
than a colon. (C, G)

The company provides a number of benefits not contynoffered in
this area: for example, free dental insurance, doat-term insurance,
and personal financial counseling services.

Binghamton'’s study included the three most critar@as, namely, McBurney Point,
Rockland, and Effingham.






16. Notes, Footnotes,
and Endnotes

1601 Books

1601.1
The following information should biecluded in full reference for a book:

Name of the author(s), the editor(s), or the intin responsible for the
writing of the book

Full title of the book, including the subtitle,ahy

(Portion of the book)

Full name of editor(s), compiler(s), or translasdrff any (may be located
in the position of the author’s name if no auttwlisted)

Edition, if not the original

Volumes, total number if multivolume work is refedrto as a whole

Volume number of multivolume work, if single volunecited

Title of individual volume, if applicable

Series title, if applicable

City of publication

Publisher’'s name (as it appears on the title pagleeobook)

Date of publication

Page number(s) of the particular citation

1601.2
The punctuation of a note entryis as follows:
A comma separates the author’s name (not inveaed Xhe title of the book.
A colon is placed between a title and subtitle.
Commas separate any items between the title anouthleation information, but no
comma precedes the opening parenthesis for théspudg information.
The city of publication is followed by a colon atiee name of the publisher, followed by a
comma and the date of publication.
All of the publication information is enclosed ianentheses.
If pages numbers are given, a comma follows thdigation information.
The entry ends with a period.

'David J. ValleskeyWe Believe—Therefore We Speak: The Theology amtid&ra
of Evangelisn{Milwaukee: Northwestern Publishing House, 199f), 49-54.

1601.3
Thefull title of a book is italicized. All important words in the title@rcapitalizedSee
rules for capitalization in Titles section 2201.



1601.4
When achapter or other titled part of a book is cited,that title is given in quotation
marks and roman type before the title of the bdsdifi The two titles are separated by a
comma and the woria or of.

’R. B. Zuck, “Confessional Biblical InterpretatidBome Basic Principles,” in
Studies in Lutheran Hermeneutig2hiladelphia: Fortress Press, 1979), pp. 189-
213.

1601.5
The particulachapter or part may be specified by number with the term abbrevdat

“*Patsy A. Leppien and J. Kincaid Smith, “The Gree&ths of Lutheranism: What
It Means to Be a Lutheran,” ch. 23What’s Going On Among the Lutherans?
(Milwaukee: Northwestern Publishing House, 1992).

1601.6
Inclusive page numberdfor chapters or other titled parts may be indidatedesired.

3David Kuske, “Pietism, Rationalism, and Existerisial,” in Biblical
Interpretation: The Only Right Wailwaukee: Northwestern Publishing House,
1995), pp. 157-175.

1601.7
The name of theditor, compiler, or translator takes the place of the author when no
author appears on the title page. The waxditior(s), compiler(s)or translator(s)follows
the name(s) and is preceded and followed by a conmmofessional books abbreviate the
words ased./eds., comp./compsrtrans.

Professional books ®M. A. Inch and C. H. Bullock, edsThe Literature
and Meaning of ScripturéGrand Rapids: Baker Book
House, 1981), p. 42.

Nonprofessional books °A. B. Black and D. S. Dockery, editofsew
Testament Criticism and Interpretati¢Grand
Rapids: Zondervan Publishing Corporation, 1991), p.
15.

1601.8
Theedited, compiled, or translated work of one authoiis normally listed with that
author’'s name appearing first. The editor, compoertranslator is listed after the title. The
name is separated from the title by a comma apdeiseded by the expressiedited by,
compiled byprtranslated by.

"Martin Luther,Luther's Worksedited by Jaroslav Pelikan and Helmut T. Lehmann,
American Edition, Vol. 2 (St. Louis: Concordia Pishing House; Philadelphia:
Fortress Press, 1955-1986), pp. 10-14.



1601.9
If an edition other than the first is used, both the date and number of the editiost ive
given.(B, C, HB)

3kate L. TurabianStudent’s Guide for Writing College PapeBsd ed. (Chicago:
University of Chicago Press, 1976).

1601.10
When amultivolume work is cited as a wholetheabbreviation vols.is used, and the
number of volumes is preceded by a com8ee alsd.701.29.

*Martin Luther,What Luther Says: An Anthologygmpiled by Ewald M. Plass, 3
vols. (St. Louis: Concordia Publishing House, 1959)

1601.11
If the particular volume cited has no title of its own,it is distinguished by theolume
number only. In a reference to such a volume as a whole, thew®lnumber follows the
general title and thabbreviation Vol. and precedes the publication facts.

" yle Lange, editorQur Great HeritageVol. 2 (Milwaukee: Northwestern
Publishing House, 1991), p. 15.

1601.12
If a particular volume is cited, the volume number and often the indigideolume title, if
there is one, are given in addition to the gendtal If the volume title is given, it follows
the general title. The page reference follows tiiglipation facts. It is not necessary when
citing a particular volume to give the total numbérolumes.

William Farmwinkle,Survey of American Humovpl. 2, Humor of the American
Midwest(Boston: Plenum Press, 1983), p. 132.

Carl E. Braaten and Robert W. Jenson, edi@hsistian Dogmaticsyol. 1
(Philadelphia: Fortress Press, 1984), pp. 567,568.

1601.13
Thetitle of the series,when included, follows the title of the individuadok. The two are
separated by a comma and the woftd

"Roland Cap EhlkeEcclesiastes, Song of SongsThe People’s Bible series
(Milwaukee: Northwestern Publishing House, 198814

1601.14
If the title page of the book cited lidiso cities with the publisher's name the city listed



first is the one to use; it is permissible, but netessary, to use botlt)
(Chicago and London: University of Chicago Pre&81)

1601.15
Thepublisher's nameis given in full, as printed on the title pagetioé book. American
publishers’ names and the usual abbreviationdhfamtare listed iBooks in Printand
British publishers’ names are listedBnitish Books in PrintAn initial Theas well adnc.,
Ltd., or S.A.following the name are generally omitted, even mvtie full name is given.
(C) (Copies oBritish Books in PrinandBooks in Printmay be found in the book buyer’s
office.)

Augsburg Publishing House, 1972 Zondervan, 1992

1601.16
If the name of the publisher has changedince the book was published, the name on the
title page is the one to use, not the present narge,Henry Holt & Co.not Holt, Rinehart
& Winston.(C)

1601.17
When a book ipublished under onepublisher’'s name andistributed under another’s,
use the name on the title page of the book; addigtgbutor’s name only if this fact would
be useful to readergC)

“Shirley E. Woods JrThe Squirrels of Canad@ttawa: National Museums of
Canada, 1980), distributed in the US by UniversittZhicago Press.

1601.18
A reference to a work of severablumes published in different yearsshould give
inclusive dates. When only one of the volumes isittoeed, only the year of publication
for the particular volume is give(C)

8paul Tillich, Systematic Theolog, vols. (Chicago: University of Chicago Press,
1951-1963).

’Douglas Southall FreemaGgeorge Washingtor/ol. 3, Planter and Patrio{New
York: Charles Scribner’s Sons, 1951).

1601.19
Subsequent referenceto a book that has been cited in full should idel@nly the
author’'s name and the page number.

1601.20
If two sources are by the same authogive a shortened form of the appropriate title so
there can be no confusion about which work yowcaneg. Theshort title contains the key
word or words from the main title of the work (bookarticle). The order of the words in
the title should not be changed. If the short tiley cause confusion, a note “Hereatfter



cited as .7 may be included in parenthedes tfe full reference. Be consistent
throughout the tex(B, C, G)

“*John P. Rochélhe Quest for the Dream: The Development of Cigh® and
Human Relations in Modern Ameri¢dew York: Macmillan Co., 1963), pp. 204-
206.

8Roche,Quest for the Dreanp. 175.

®Joachim Jeremiasfant Baptism in the First Four CenturiéBhiladelphia:
Westminster Press, 1962), p. 47. (Hereatfter cisddfant.)
%3eremiaslnfant, pp. 47,48.

1601.21
References to aancyclopedia, dictionary,or otheralphabetically arranged work give
the item in quotation marks (not the volume or pagmber) preceded spbors.v.(sub
verbo,“under the word”)(C)

®Webster’'s New International Dictionargnd ed., s.v. “epistrophe.”

1601.22
References to plays and poentarrying section and line or stanza numbers maly om
edition and facts of publication. (These shouldb®bmitted, of course, where they are
essential to a discussion of texts.) Include thbatis name if it is not included in the text.

(©)

>The Winter's TaleAct 5, sc. 1, lines 13-16.

1602 The Lutheran Confessions

1602.1

Use the followingabbreviations when citing the confessions in professional books.

AC Augsburg Confession

Ap Apology of the Augsburg Confession

CA Confessio Augustan@.atin)

SA Smalcald Articles

Tr Treatise on the Power and Primacy of the Pope

SC Small Catechism

LC Large Catechism

FC Formula of Concord

FC Ep Epitome of the Formula of Concord
FC SD  Solid Declaration of the Formula of Concord
FC RN Rule and Norm of the Epitome or Solid Declaration



1602.2
When citing aredition of the confessions as a wholease the following form:

Tappert *The Book of Concord: The Confessions of the Evaragel
Lutheran Churchtranslated and edited by Theodore G.
Tappert (Philadelphia: Fortress Press, 1959).

Triglot °Concordia Triglotta: The Symbolical Books of the Ev
Lutheran ChurcHSt. Louis: Concordia Publishing House,
1921).

Kolb-Wengert *The Book of Concord: The Confessions of the Evarael

Lutheran Churchedited by Robert Kolb and Timothy J.
Wengert (Minneapolis: Augsburg Fortress Press, 000

McCain ®Concordia: The Lutheran Confessioeslited by Paul T.
McCain, 2nd ed. (St. Louis: Concordia Publishingusie,
2006).
1602.3

Whenciting only the confessionalways include the reference to the confessiditlar
and paragraph number. The page number of Tapp#redriglot may be included.

Professional books FC SD X:15.
Nonprofessional books Formula of Concord, Solid¢|Betion, Article X:15.
1602.4

Whenciting a confession and the editionyse the long form for the first citation.

Professional books FC Ep X®he Book of Concord: The Confessions of
the Evangelical Lutheran Churctranslated and
edited by Theodore G. Tappert (Philadelphia: Festre
Press, 1959), p. 493.

AC XXIV:1, Concordia Triglotta: The Symbolical
Books of the Ev. Lutheran Chur¢t. Louis:
Concordia Publishing House, 1921), p. 65.

Nonprofessional books Formula of Concord, EpitoAréicle X:6, The Book
of Concord: The Confessions of the Evangelical
Lutheran Churchedited by Robert Kolb and Timothy
J. Wengert (Minneapolis: Augsburg Fortress Press,
2000), p. 493.

Augsburg Confession, Article XXIV:XConcordia
Triglotta: The Symbolical Books of the Ev. Lutheran



Church(St. Louis: Concordia Publishing House,

1921), p. 65.
1602.5
In subsequent referencesyse the shortened form.
Professional books FC Ep X:6, Tappert, p. 493.
AC XXIV:1, Triglot, p. 65.
Nonprofessional books Formula of Concord, EpitoAréicle X:6, Kolb-

Wengert, p. 493.
Augsburg Confession, Article XXIV:Ifriglot, p. 65.

1602.6
Italicize Triglot because it is part of the title of the book; do itadicize Tappert or
Kolb-Wengert because those refer to the editors.

1602.7
Do not italicize thenames of the individual confessions.

1602.8

Article is always capitalized in notes from confessions.

1603 Luther’'s Works

1603.1
List Luther’'s Worksof the American Edition as follows:

"Martin Luther,Luther's Worksedited by Jaroslav Pelikan and Helmut T. Lehmann,
American Edition, 55 vols. (St. Louis: Concordigbikshing House; Philadelphia:
Fortress Press, 1955-1986).

1603.2
If anindividual volume is used, the volume number may be inserted dfeeedlition
information

"Martin Luther,Luther's Worksedited by Jaroslav Pelikan and Helmut T.
Lehmann, American Edition, Vol. 2 (St. Louis: Comndia Publishing House;
Philadelphia: Fortress Press, 1955-1986).

1603.3
In subsequent referencesyse the shortened form.

Professional books LW 53:115-118.
Nonprofessional books Luther's WorksVol. 53, pp. 115-118.



1603.4
Use the following abbreviations when citing edigsafLuther's Worksin professional
books.

LW  Martin Luther,Luther's Worksedited by Jaroslav Pelikan and Helmut T.
Lehmann, American Edition, 55 vols. (St. Louis: Cordia Publishing
House; Philadelphia: Fortress Press, 1955-1986).

WA D. Martin Luthers Werke, Kritische Gesamtausgah¥eimar: Hermann
Bohlau und Nachfolger, 1883-1948).

St. L. D. Martin Luthers Sammtliche Schrifteigd. Johann Georg Walch (St.
Louis: Concordia Publishing House, 1890).

WLS What Luther Says: An Anthologggmpiled by Ewald M. Plass, 3 vols. (St.
Louis: Concordia Publishing House, 1959).

1603.5
Do not italicize thdetter abbreviations.

1603.6
Even though it may be argued thather’'s Worksis the name of a series and not of an
individual book,Luther's Workss italicized consistentlythroughout the literature.

1603.7
Italicize the titles of all ofuther’s individual writings.
Luther'sBondage of the Will
Luther'sFreedom of the Christian

1604 Articles

1604.1
The following information should bacluded in a full referencefor an article:

Name of the author

Title of the article

Name of the periodical

Issue information (volume, issue number, date)
Page reference

1604.2
The punctuation of a note entry for an articleis as follows:

A comma separates the author’'s name and the titleearticle, which is enclosed
in quotation marks and followed by a comma.

The name of the periodical in italics is followey & comma and the volume
information.



If there is an issue number, it follows the voluim@rmation with a comma
separating
the two items.

The date, or year, of the issue is given in paes#h followed by a comma if a page
reference is given.

The entry ends with a period.

"Martin O. Westerhaus, “The Confessional Lutherarigeations From Prussia and
Saxony Around 1839 ,Wisconsin Lutheran Quarterlyol. 87, No. 3 (Summer
1990), p. 202.

2John Shelby Spong, “Evangelism When Certainty I8lasion,” The Christian
Century(January 6-13, 1982).

1604.3
Thetitle of an article is given regular title capitalization and is ersed in quotation
marks. Thename of a periodicalis placed in italicsSeerules for capitalization in Titles.

1604.4
Thevolume numberis given after the name of the periodical, follogZa comma and may
be introduced by the abbreviatidol. Arabic numerals are used for volume numbers even
when the periodical itself uses roman numerals.

1604.5
If there is arissue number,it may be included after the volume number, follagva
comma and may be introduced by the abbrevidtioridentification of the issue number is
required only when each issue is paginated separbte identification is often helpful,
particularly in the case of recently published éssnot yet bound into volumes.

1604.6
In references to daily newspaperdhe day, month, and year are essential; page mgmbe
are usually omitted. If a large city newspaper gsrimore than one edition in a day, it would
be useful to include the edition for articles tlatnot appear in all edition&C)

“Robert Moses, Master Builder, Is Dead at 92¢w York Timeg&July 30, 1981),
Midwest edition.

1604.7
References tpapers published in sections-as in Sunday papers aNeéw York Times-
usually include the name or number of the sec(iGi.

William Robbins, “Big Wheels: The Rotary Club at,75lew York TimeéSunday,
February 17, 1980), sec. 3.

or
William Robbins, “Big Wheels: The Rotary Club at,78lew York Timeé~ebruary
17, 1980), Business and Finance sectiblot¢: The wordsectionis spelled out
when not followed by a numeral.]



1604.8
A shortened reference to an article in a periodimalides only the last name of the author
and the short title of the article, in quotationrksa and the page number of the reference. If
the short title may cause confusion, a note “Heeeafited as " may be included in
parentheses after the full reference. Be consistentighout the tex{C, CW, MW)

18 ouise Glueck, “The Quiet Poetic Urgency in Rich&atd’s ‘Empire,”” Aeolian
StudiesVol. 1 (Summer 1989), pp. 44-47.
YGlueck, “Ford’s ‘Empire,” p. 45.

1605 Unpublished Material

1605.1
The followinginformation should be includedin a full reference for unpublished material:

Author’s name

Title of the work
Nature of the material
Date

Folio or ID number
Geographical location

1605.2
In general, when citinglectronic sourcegblogs, journals, magazines, Web site content)
note the title and publication, if available, andlude the complete URL and date the
material was accesse&de also The Chicago Manual of Stylgth ed., chapter 17.)

1605.3
If a URL becomes invalidbefore publication, include only the main entraribeme page”
URL (e.g., http://www.nytimes.com/). Note the ergllvack slash.

1605.4
Notation ofpersonal communicationgletters, e-mail) should include the name and date
but need not include specific address.

Gerald D. Smith (e-mail, September 14, 2006).

1605.5
For online sourcesther than news media or magazinesnclude as much of the following
as possible: author of content, title of the paitje,or owner of the site, URL.

Office of Public Relations, “What Does Your ChuiSlgn REALLY Say?” General

Council of the Assemblies of God, http://ag.org/&dput/history.cfm (accessed
April 1, 2008).



1605.6
If a site ceases to exidiefore publication, include that information at¢ #nd of the
citation, separated from the access date by a sémic

Horace Main’s photos and blog, http://www.horacempai.com/mylife_bio.html
(August 14, 2002; site now discontinued).

1605.7
If a URL has to be brokenat the end of a line, ldyphen should never be addetb denote
the line break, nor should a hyphen that is pathefURL appear at the end of a line. A
break should be madsdter a double slash (/) or a single slashl§éforea tilde (~), a
period, a comma, a hyphen, an underline (), atiueshark, a number sign, or a percent
symbol; orbeforeor after an equals sign or an ampersafde alsd’he Chicago Manual of
Style,15th ed., 6.17, 7.44, 17.9, 17.10.

1606 Recordings

1606.1
Records, tapes, CDsand other forms of recorded sound are generaligdiunder the
name of the composer, writer, or other person@&amrsible for the content. Collections or
anonymous works are listed by title. The title €aord or album is italicized. Titles of
individual pieces on a record or album are listeduotations. If included, the name of the
performer usually follows the title, but in someses—a comparison of the styles of various
performers, for example—the citation may begin wité performer’s name. The recording
company and the number of the recording are ussafficient to identify the recording,
but when desirable, the date of copyright, the kihdecording (stereo, quadraphonic, CD,
mp3), the number of records in the album, and smay be addedC)

1606.2
If the fact that the recording issaund recording is not implicitin the designation, that
information may be added to the citation by suchmgeassound recording, compact disc,
sound cassett®r audiocassetteand so on, since discs, cassettes, and tapesemaset to
record not only sound but pictures and computegrarmming, including text to be printed.

(©)

litzak Perlmanitzak Perlman: In My Case Musiproduced and directed by Tony
DeNonno, 10 min., DeNonno Pix, 1985, videocassette.

Dylan Thomas, “Fern Hill,Under Milk Wood performed by Dylan Thomas,
Caedmon CDLS-2005, compact disc.

*Herman Melville,Moby Dick,selected readings, Spoken Arts 850, audiocassette.



1607 Notes

1607.1
Narrative notes are used for any comments that could not be apiatefy incorporated
into the text itselfNotessupplied by an editor, translator, or compilerin a work
including original notes by the author must beeati#htiated from the original notes. There
are two ways to do this. Either pdl. or Trans.following the period ending the note, or
enclose the entire note, except for the note numbérackets(C)

1607.2
Source(bibliographical)notesinform the reader of the sources of quotationsather
borrowed information; they can also refer the readavorks that might be of related
interest.(B, CW)

1607.3
Notes commonlhappear in one of three places{1) as footnotes at the bottom of the text
pages, (2) as chapter endnotes at the end of éaglec, or (3) as endnotes at the end of the
book. Either 1 or 3 is preferre(CW)

1607.4
The chiefdifferences between a bibliography entry and a notare that in a note the
author’s name is not reversed as it is in an alptieddly arranged bibliography, and
punctuation between the author’'s name, title oftbek, and facts of publication consists
of commas and parentheses rather than periBd£)

1607.5
Authors’ names should be spelled in notes as they appear orntkh@ages of their books,
except that first names may be given in full inggl@f initials. Degrees or affiliations
following names should normally be omittégl CW) (exceptMD for an author of a
medical work). References to the same author shmeiltbnsisten{C)

1607.6
If a work hasmore than two authors,use commas to separate their nar(téB)

1607.7
Whereasnore than three authorsmay be given in a bibliography, usually only tirstf
one, followed byet al.,is used in a note reference to a work by more theee authorqC,
G)

Jaroslav Pelikan, et aReligion and the Universityyork University Invitation
Lecture Series (Toronto: University of Toronto Rrek964), p. 109.

1607.8
When arauthor's name appears in the titleof the work cited, such as a collection of
letters, an autobiography, or an edition of the plete works, a note begins with the title



(or the editor’'s name), whereas a bibliographyyemsually begins with the author’'s name
even if it is also in the titlgC)

The Letters of George Meredithd. C. L. Cline, Vol. 1 (Oxford: Clarendon
Press, 1970), p. 125.

1607.9
Theabbreviation p. or pp. should be used with page numbers in source qistiB, HB)

Derrida,Positions,pp. 75-81.

1607.10
A source should bgiven a full reference the first timeit is cited in a book or article,
unless it appears in an alphabetical bibliograghh@end of the workB, C, CW, G, HB,
MW)

1607.11
Notes regardingopyright permission for music or Christ-Light material should appear
at the end of the music. The acknowledgement shoaldde information on the text, tune,
and setting where appropriate. The phrase “Alltaglserved” should follow the name of
the copyright holder. The notation should end Wilked with permission” (naby), except
for pieces indicated as © NPH.

Text, Tune, Setting: Fro@ongs Kids Love to Sir@ 1987 Concordia Publishing
House. All rights reserved. Used with permission.

Text, Tune, Setting: © Linda Moeller. All rightsserved. Used with permission.
Setting by Carl Nolte. Text, Tune, Setting: © 199&thwestern Publishing House.
All rights reserved. [The names of the author amthmoser may not appear in the
copyright line if they already appear at the tophaf page.]

1608 Endnotes

1608.1
Endnotes shouldppear on a fresh pagevith Endnotesentered on the first line of text.

1608.2
When endnotes amaranged by chapterin the note section, the chapter number or title o
both must be given.

Chapter 3. Correspondence and Finances
David BettelsonThe Lazy SoutfNew York: Oxford University Press, 1967), p. 90.
For an excellent account . . .



1609 Footnotes

1609.1
Complicated tabular material, lists, and other entiiesthat are not part of the text should
be putin an appendixat the back of the book, not included in footno(€$

1609.2
Footnotes have tHest line indented and subsequent lines flush l€fW)

1609.3
If an entire footnote does not fiton the same page as the superscript numeralasypaich
of the footnote as will fit on the page. Try to eaida point that is obviously incomplete so
that the reader will realize the footnote continaeghe next page. Continue typing on the
next page, but plan to end the text at a pointldaates enough space to finish the footnote
carried over from the preceding page and insertnamy footnotes called for in the text
above.(G)

1609.4
Theasterisk may be usedo refer the reader to a footnote placed at thi®boof a page or
a table (G)

1609.5
Footnotes and endnotesiight both be used in the same book. In such c#sedootnotes
should be cited in the text by symbol referencekséasterisk, dagger, etc.) because
numbers may cause confusig¢@, CW, US)

1609.6
If only a few footnotesare needed, one can use an asterisk for thenditet a double
asterisk for the second, and so on. In most casegver, use an asterisk for the first note,
a dagger for the second, and so on, with a diftesgmbol for each notéMW)

1609.7
In the footnote itself, leave no space after therek. (G)

1610 Latin Abbreviations

1610.1
For both book and periodical referencisid.” (not in italics) takes the place of the
author’s name, the title, and page number wheaof @hatinformation is identical to the
information in the immediately preceding note hié tauthor and the title are the same but
the page reference has changed, then “Ibid.” mayskd with the new page reference. For
general or popular reading, authors are encourageske the short title form, and “lbid.”
should only be used in professional books thatatora large number of citation€W, G)



1610.2
Avoid usingloc. cit. andop. cit. Use the abbreviated or shortened form of the sourc

1611 Note Numbers

1611.1
Thetext of the noteitself is introduced with the applicable Arabicrmeral or reference
symbol. The numeral is a superscript numeral anchpginctuated. (But see 1611.9 for
getting Word documents ready for Design Services.)

"Ibid., p. 223.

1611.2
Numberingmay be consecutivehroughout a work or, as in the case of book-lengtrks,
it may begin again with each new chap{&, MW)

1611.3
Note numbers in the text follow any punctuation ksgHB) (except an em das((p,
MW), and are placed outside a closing parenth@SjsCW)

“This,” George Templeton Strong wrote approvinglg,what our tailors can do-”
(In an earlier book he had said quite the opposite.

This was obvious in the Shotwell sefiesand it must be remembered that Shotwell
was a student of Robinson.

1611.4
Whenever possible, a note number should caintbe end of a sentenceyr at least at the
end of a claus€CW, MW) Numbers set between subject and verb or betwéwen ctlated
words in a sentence are distracting to the re¢GelG)

1611.5
Preferably, the note numbfelows a quotation,whether the quotation is short and run into
the text or long and set off from the tef®, C)

1611.6
Superscript numerals should be placed atti®of a block quotation,not with the
statement that introduces the block quotat{@wV)

1611.7
There isno spacebetween the superscript numeral and the preceding. (G)



1611.8
When a paragraph calls for two or méwetnotes or endnotestry to combine all the

necessary information within one note if this cadione without any risk of confusing the
reader(G)

1611.9
Whenpreparing note numbers in a Word documentfor Design Services, the copy editor
needs to put actual numbers before each note nuimgewas done using the “notes
function.” This is because the numbers do not feainghen the document is converted to
Quark. This is best done after all copyediting demhave been made in case some notes
are added or deleted. The complete listing of nsiesild be cut and pasted either at the end
of the document or in a separate document. Afagrithdone, the notes field can be deleted.

1611.10
Highlight the numbers on the hard copy for Design Services.



17. Numbers

1701 General

1701.1
Spell outwhole numbers 1 to 10use figures foll and above(AP, US)This rule applies
to both exact and approximate numbers and shosidle followed in a series of numbers,
(G) as well as for numbers 10 and below followedbwdred, thousand, milliomtc., and
also ordinal number@irst-tenth)and round numberéMW)

The woman has three sons and two daughters.
He has a fleet of 12 station wagons and 15 buses.

1701.2
State, federal, and interstdtighways are designated by Arabic numerd(s, G)
US Route 41 Interstate 90
1701.3
Spell outcasual expressions. (AP)
A thousand times no!
He walked a quarter of a mile.
1701.4
Spell outindefinite numbers and amounts. (E, G, US)
several hundred investors a multimillion-dollaresal
butthe early 1870s
1701.5

The use of such words aearly, about, around, approximatelgtc., do not constitute
indefinite expressions.

The bass weighed about six pounds. She was ndaslgd's old.

1701.6
Numbers are spelled out when they appegrastsof proper names or titlesor are
mentioned in connection with serious and digniBetjects such as formal documents,
executive orders, or legal proclamatiof\dS) For numerals in indexes, see 1210.

the Ninety-five Theses the Fourteenth Amendment
millions for defense but the Ten Commandments
not one cent for tribute



1701.7
At the beginning of a sentenceany number that would ordinarily be set in figuies
spelled out, regardless of any inconsistency tlag aause. If this is impractical or
cumbersome, the sentence should be recast so tlwegs not begin with a numbé¢AP, B,
C, E, G, MW, US) The one exception to this rule is a numeral tthantifies a calendar
year.(AP)

Fourteen years ago, the book . . .
1976 was a very good year.

1701.8
A spelled-out number should not be repeated inréiguexcept in legal documen{slS)

five (5) dollars five dollars (5)

not
ten dollars ($10) ten ($10) dollars

1701.9
Political divisions, military subdivisions, dynasties, governments, goderning bodies in
a succession are usually designated by an ordimabar (spelled out if ten or less)
preceding the nourfC)

14th Precinct Second Infantry Division

18th Dynasty 97th Congress

323rd Fighter Wing the 107th Congress
1701.10

Numerals designatingraligious organization or house of worshipare generally spelled
out in ordinal form before the namg€)

Seventh-day Adventists First Baptist Church

1701.11
Use figures to expresiefinite amountsandlarger numbers. (E)

The hotel received the record number of 3,138 r&iguer reservations this year.

1701.12
In most figures of one thousand or maremmas should be used betwearoups of
three digits, counting from the righttMW) Exceptionsto the rule are addresses, numbers
of chapters of fraternal organizations and the, ldeximal fractions of less than one, and
year numbers of four digits, as well as telephamalvers and heat units, which are written
in figures without commagC, G)

3,500 $2,000 page 1,246
1986 1500°C Room 1804



1701.13
Numerals designatinigcal branchesof labor unions and of fraternal lodges are uguall
expressed in Arabic figurefC)

Typographical Union No. 16
American Legion, Department of lllinois, Crispustétks Post No. 1268

1701.14
Always use figures to expressmbers referred to as numbers. (G)
Pick a number from 1 to 10. but We’re number one!
Divide by 16. Keep God number one
Give me a 3-count. in your life.
1701.15

Except for the preliminary pages of a book, whioh still set in lowercase roman numerals,
all parts of books, periodicals, or manuscripts—chapters and othasidns, pages, plates,
etc.—are invariably set as figurgg.,, MW)

Plate 7 and figures 23 to 29 appear in chapter 6.

1701.16
Use figures to expreseores and voting results(E, G)
a score of 85 on the test New York 8, Chicago 6
avoteof 17to 6 a 17-6 vote
1701.17
Figures are used faerial numbers. (US)
Bulletin 725 the year 1931 lines 5 and 6 stanzas 1-
1701.18

Quantities consisting of botkhole numbers and fractionsare often cumbersome to write
out and should then be expressed in figui€s.

All manuscripts are to be typed otv8x 11-inch paper.

1701.19
A colon preceding figuresdoes not affect their us@JS)

The committee was made up of the following: thraeepts, three singles, two
teachers.

1701.20
The preferred figure form of the ordinalscondandthird is with nd andrd. (C)



1701.21
Uselst, 2nd, 3rd, 4thetc., when the sequence has been assigned imfipmames. The
principal examples argeographic, military, and political designations(AP)

4th parallel 7th Fleet 1st Sqt. 1st Ward

1701.22

Spell outfirst throughtenthwhen they indicatsequence in time or locationStarting with
11th, use figuredAP, US)

first base the First Amendment He was first in.line

1701.23
Plurals of written-out numbers are formed by the addition efor es.The plurals of
figures are formed by addirsggy(MW) See alssection 21, references to Time.

Back in the thirties (or '30s) the roads were urgzhv
This ghost town was booming back in the 1840s.
linen manufacture in France in the 1700s

1701.24
Within a sentence use the same style to exprnasbers in the same category above and
below 10.(If any of the numbers are above 10, put thenndlgures.) The style of the
largest number usually determines the style obther numberqE, G, US)

We now have two dogs, one cat, and one rabbit.

We now have 5 dogs, 11 cats, and 1 rabbit.

We sent out 300 invitations and have already receih25 acceptances.

They employed 12 women for three weeks at $200ekWE)

Note: In this sentence 12, three, and $200 are noeirsdme category.

Seven swans and seventy ducks were swimming ipdhd.

Note: Both sevenandseventyare spelled out becausevenis the first
word in the sentence.

There were 7 swans and 70 ducks swimming in the.pon

1701.25
Whentwo numbers come togethein a sentence and both are in figures or botlnare

words, separate them with a comma. No comma isssacgwhen one number is in figures
and the other is in wordgs)

In 1984, 78 percent of our field representativeseexrled their sales goals.
On May 9 seven customers called to complain.



1701.26
An adjective or adverb made frormameral plus the suffix-fold contains a hyphen, while
a similar term made from a written-out number ydest solid.(MW)

increased 20-fold a fourfold increase

1701.27
When adecimal stands alongwithout a whole number preceding the decimal poinsert
a zero before the decimal point. This keeps thdereiom overlooking the decimal point.

(G)
0.55 inch 0.08 gram but a Colt .45; a .38 caliber handgun

1701.28
Roman numeralsare used chiefly for the important divisions ¢édary and legislative
material, for main topics on outlines, and in dategublic buildings. Lowercase roman
numerals are used for preliminary pages of a b{®k.

1701.29
UseArabic numerals for volume and chapter designationgven when roman numerals
are used in the originaBut continue to use roman numerals when referrin@pecatticles of
the Lutheran Confessions.

1701.30
Sovereigns, emperors, and popes withsmae namesre differentiated by numerals,
traditionally roman. Sometimes the same is trugachts, racing automobiles, and early
spacecraft(C, MW) Arabic or roman numerals can be used for ordinaterals that
follow a name(G)

America IV Bluebird IlI Pope John XXIII
Apollo 13 Elizabeth II Pioneer I
1701.31
Use words or numerals according tocaganization’s practice. (AP)
20th Century Fox Big Ten
1701.32

Wheretwo or more hyphenated compound$iave a common basic element and this
element is omitted in all but the last term, theligns are retaine@UsS)

8-, 10-, and 16-foot boards



1701.33
Use commas to separate numbers dloaiot represent a continuous sequence. (G)

on pages 18, 20, and 28
data for the years 1982, 1986, and 1988

1701.34
When they must bspelled out,put a hyphen between teeements of compound
numbers from twenty-one to ninety-nine and in adjective gomunds with a numerical first
element. (MW, U)

ten-minute delay one hundred twenty-one
three-and-twenty but
twenty-one foursome

16-foot board

1702 Inclusive Numbers

1702.1
The en dash is used between continuingpclusive dates or times.
January—June 1982-1984 10801.—5:00P.M.

1702.2

Thehyphen, not the en dashis used between inclusive numbers in referencels as
pages, chapters, volumes, ages, grades, hymn stamzgible verses.

grades 10-12 CW 50:1-3 Matthew 4:6-15
but Genesis 3:1-4:5

1702.3
Consistency should be usedith inclusive numbers, as with numbers in a serfigures
should be paired with figures, spelled-out wordghwither spelled-out words. Similarly,
approximate numbers are usually not paired witltemambers(MW)

from 8 to 18 absences
300,000 to 305,000 not 300 thousand to 305,000
5 to 20 guests



1703 Money

1703.1
Use figures to expregxact or approximate amounts of money. (G)

$13.50 nearly $5,000

1703.2
Spell outindefinite amounts of money,as well as isolated, nonemphatic references to
money.(G)

a few million dollars half a million dollars

1703.3
Money in a round amountof a million or more may be expressed partiallyords, but
only when the amount consists of a whole numben natthing more than a simple fraction
or decimal following(E, G)

$12 million or 12 million dollars but $10,235,000
$12.5 million or 12/2 million dollars

1703.4
Repeat the wordsmillion, billion, etc., with each figure to avoid misunderstand{i&).

$5 million to $10 million not $5 to $10 million

1703.5
In most writing use all figures—even for numberthbugh 10—in expressions détes,
money, clock time, proportions, and ratiosHowever, in formal writing (e.g., wedding
invitations) numbers may be spelled out. This siylalso used with abbreviations and
symbols and with numbers referred to as numi§&psSeealso Chicago15th Ed. 9.19 for
percent.

May 3 $6 4p.M. a 10-to-1 shot
12 cm 8°F $10 bill a 3 percent increase

1703.6
A unit of measurement, time, or moneywhich is always expressed in figures, does not
affect the use of figures for other numerical egpr@ns within a sentenc@gJS)

Each of the five girls earned 75 cents an hour.
Each of the 15 girls earned 75 cents an hour.

1703.7
Foramounts under a dollar,ordinarily use figures and the woednts.Do not use the style
$ .75in sentences except when related amounts reqdiodia sign. The cent sigi¢) may



be used in technical and statistical maiter.G)

This machine can be fixed with 80 cents’ worth aftp.
It will cost you $4.84 a copy to do the company o&n$ .86 for the paper, $1.54
for the printing, and $2.44 for the special binder.

1703.8
When using thelollar sign or thecent signwith a price range or a series of amounts, use
the sign with each amount. If the term dollars eents is to be spelled out, use it only with
the final amount(G)

$5,000 to $10,000 10¢ to 20¢
10 to 20 cents 10 million to 20 million dollars

1704 Fractions

1704.1
Ordinarily spell out draction that stands alone(without a whole number preceding it) or
is expressed in a single compou(t, US) Use figures, however, if the spelled-out form is
long and awkward, or if the fraction is used ireaehinical measurement or some type of
computation(G)

half a mile a quarter of an ounce one-third interes
1704.2
Fractions should bexpressed in words or as decimalshere possiblgE)
20.5 miles not 20 and a half miles or 2@ miles
1704.3

Fractional expressions t#rge amounts of moneyshould be either completely spelled out
or converted to an all-figure stylgs)

one-quarter of a million dollars not 1/4 of a million dollars
$250,000 4 million
1704.4

Written-out fractions used as adjectives or nouns must be hyphenategdethe
numerator and denominator, unless either elementtics a hyphen alread§e, G, MW)

one-half inch twenty-seven sixty-fourths
one-sixth of the estate two-fifths of the field
one twenty-fourth of the field two-thirds vote



1704.5
Distinguish between largepelled-out fractions(which are hyphenated) and large spelled-
out ordinals (which are not)G)

The difference is less thame-tenthof a percent.
This year the company will be celebrating teiethanniversary of its founding.

1704.6
If a sentence requires the use obaphrasefollowing the fraction, spell out the fraction.
(E, G, US)

three-quarters of an hour not 3/4 of an hour

1704.7
When afraction is the subjectof a sentence, the verb agrees with the nourein th
prepositional phras¢k)

Two-thirds of his income is from real estate.
Two-thirds of their incomes are from real estate.

1704.8
With one as the subjecfollowed by a fraction, the verb is singuléE)
One and five-sixth yards is enough.
One and a half teaspoonfuls was the usual dosage.
1704.9

Fractions written in figures are used iarat modifier. (US)

1/2-inch pipe not one-half-inch pipe
1/2-inch-wide ribbon
ribbon @/2-inch wide)






18. Measurements

inch, inches in. or" meter m
foot, feet ft. or' deci d
yard, yards yd. liter L
mile, miles mi. milliliter mL
pint, pints pt. deka da
gallon, gallons gal. hecto h
ounce, ounces 0z. kilo k
pound, pounds Ib. decimeter dm
revolutions-per-minute  rpm centimeter cm
miles-per-gallon mpg kilometer km
miles-per-hour mph dekameter dam
second sec. centi C
minute min. milli m
hour hr. gram g
day day centigram  cg
month mo. microgram  mcg
year yr.
Fahrenheit F (See alsaVI-W metric
Celsius C system table.)

1801

In most writing do not abbreviate units of measwratmB, HB)
1802

In most writing use all figures—even for numberthbugh 10—in expressions détes,

money, clock time, proportions, and ratiosHowever, in formal writing (e.g., wedding
invitations) numbers may be spelled out. This siylalso used with abbreviations and

symbols and with numbers referred to as numif&.

May 3 $6 4p.M. a 10-to-1 shot
12 cm 8°F a number from 1 to 10

1803
A unit of measurement,time, or money, which is always expressed in figudoes not
affect the use of figures for other numerical egpr@ns within a sentenc@gJS)

Cut three dowels 7 inches long.
She bought six 2-liter bottles of cola.



1804
Enumerations of measureshould be expressed by figurés)

10 gallons 6 Ib. 3 oz.

1805

With temperatures, use figures followed by the degree sign and theeakationF for
Fahrenheit o for Celsius.(E) If the abbreviation§ andC are not used, spell out the word
degrees.

70°F 70 degrees

1806
Dimensions, sizes, and actual temperaturege always expressed in figurés)

4- by 6-foot rug also 8" x 10" portrait

The temperature has been in the low 30s all week.

Note: An indefinite reference to the temperature magmled out or expressed as
figures.

1807

When measurements consistsef/eral elementsgo not use commas to separate the
elements. The measurement is considered a singldJse hyphens if the measurement is
used as a modifie(G)

He is 6 feet 7 inches tall.
a 6-foot-7-inch man

1808

Dimensions,used with consistency, may be expressed as falf®)s
a room 15 by 30 feet 15 feet 6 inches by 30 faatBes
a 15- by 30-foot room 15'6" x 30' 9"
a room 15 x 30 ft. 151ft. 6in. x 30 ft. 9 in.

a 15- x 30-ft. room
aroom 15' x 30'
a15'x 30' room



1809
If a symbol is usedwith a range of measurements or a series of nuspene symbol
should be repeated with each numeral. If a fulldv@r abbreviation is used, it should be
used with only the last numeréC, G, MW)

30%-40% 30 to 40 percent
$50-$60 but 50 to 60 dollars
discounts of 30%, 40%, and 50% 30, 40, and 50eper

1810
If the numeral is spelled out, then the unit shdaddwritten out and not abbreviat€M\W)

1811
If an abbreviation or symbolis used for the unit of measure, the quantity &ghalways be
expressed as a figuree)

1812
Compounds that are units of measurement are hypdesi\W)

12 kilowatt-hours 55 miles-per-hour

1813
Numbers that form the first part otampound modifier expressing measuremerdre
followed by a hyphen. But when the second parhefrhodifier is the wor@ercent,the
number is not followed by a hyphgiMW)

a 5-foot board

an 8-pound baby
a 75 percent reduction

1814
Write in figures alimeasures of distancexcept a fraction of a mil¢E)

16 miles, 12 yards, 3 feet but one-half mile or half a mile

1815
Enumeration of weight should be expressed in figurés)

2 tons 40 pounds 10 ounces



1816

In mathematical, statistical, technical, or scientifidext, physical quantities (distances,
lengths, areas, volumes, pressures, and so oexaressed in figures, whether whole
numbers or fractions. But in ordinary text, thesargities should be treated according to
the rules governing the spelling out of numbégs.G, US)

45 pounds 10 picas 6 meters

The city saw a .5 percent loss in revenue.

1/3 cup of liquid

The temperature dropped 20 degrees in less thhowan
but

More than two-thirds of the class finished thestsesarly.



19. Photo Captions,
Legends, and Headings

1901
In connection with most illustrative matter usedibook or a journal article,aedit line
is either necessary or approprigdte)

1902
Identify all major figures in a photographlUSNWR)

1903
Thetense of a captiorcustomarily is the present, even if an event lpasf is pictured.

(USNWR)

1904
Suchwords astop, bottom, left, right, above, below, left tohigclockwise from lefand
the like, are frequently used in legendsdentify individual subjects in an illustration or
parts of a composite. These words are set ingtaliparentheses and precede the phrase
identifying the object or perso(C, USNWR) If more than one is identified, separate with
a semicolon.

(Left to right) Carolyn Wehmeyer, Karen Bauer, Beverly O’'Connell
(Above left)Sunday school class in Tokyeight) Missionary Glen Hieb

1905
With photo captionsand other descriptive copy attached to chartsaplgc illustrations, a
period is used only when such copy forms a com@eieence(CW)

1906
Omit the period after display lines, running heads, centered aasllside heads set on
separate lines, column heads in tables, and oeddgends(C)

1907
In most formal writingcapitalize the first and last words,as well as all nouns, pronouns,
adjectives, adverbs, verbs, and subordinate cotiqunscin captions, display lines,
subheadings, chapter and part headings, and hesadirie titles of these parts are also



placed in quotation marks.) Treat these types aflimgs consistently throughout a work.
(E, US)

1908
In two-line center headsword breaks should be avoid€d.S)

1909
Nouns used with numbers or letters to designar reference headingsare capitalized.
Nouns designatingiinor reference headingsare typically lowercasedMW)

Book 2 page 101

Figure 1 but line 8

Table 3 note 10
guestion 21

Note: Minor references in Christ-Light materials mayhaedled differently.

1910
In continued linesan em dash is used between the head and theGemtthued No period
is carried after the continued line.

The Good Samaritan The Good Samaritan—Continued



20. Punctuation

2001 Apostrophe’

2001.1
To form the possessivef most singular nouns, add an apostrophesamd form the
possessive of plural nouns, add an apostrophe pitiral ends in agor ans sound,
otherwise add an apostrophe an(B, C, E, HB, MW) See alsd’he Gregg Reference
Manual, 10th ed., 627-652 arithe Chicago Manual of Styl&5th ed., chapter 7 for
references to possessives.

(one) boy’s hat boys’ projects the children’s coats
a teacher’s college a leader’s guide the studéemttor
the students’ text

2001.2
To form thepossessive of singular nouns ending 8wor z, add an apostrophe.
Xerxes' army Rameses’ tomb
the hostess’ invitation Boaz’ fields
Moses’ mother concealed him in the bulrushes.
2001.3

Add an apostrophe and anly to the last word to form th@ssessivease otompound
words or word groups. (B, E, HB, US)

father-in-law’s
council president’s

2001.4
When two or more words show individual possessiomdd an apostrophe aado them
all. If they show joint possession, add an apos$teagnds only to the last word AP, B, C,
E, US)

Harry's and Gerry’s dentists both use hypnotisnar(id and Gerry have different
dentists.)

The living room is an example of John and Martlmsd taste. (John and Martha are
jointly responsible for the living room.)

2001.5
Do not use the apostrophe wgharsonal pronounsor with plural pronouns in the
possessive cas@-B)

A friend of theirs knows a cousin of yours.
Their sisters design clothes for babies.



2001.6
To form the possessive singular of expressions asedmpound nouns,add an
apostrophe and s to the last word of an expres@on.

Charles the First’s failure John the Baptist’s joay
Peter Miller Jr.’s education

2001.7
When a noun or pronoun modifies a gerundtheing form of a verb used as a noun), the
noun or pronoun is usually in the possessive daasing the possessive makes the
sentence awkward, recast the sente(@g.

| enjoyed John'’s singing at the part8ingingis the object oénjoyed.)
Awkward: We wanted to be sure of Ron’s children’s beingegia ride home.
Better: We wanted to be sure Ron’s children would be gaveidle home.

But not every noun or pronoun should be in the @ssige case. Substituting a pronoun may
indicate which is meant.

Our salvation depends on Jesus dying on the crmbssing from the dead.

Our salvation depends on Jesus’ dying on the @odsising from the dead.
(Both may be right, depending on emphasis.)

The account of Jesus’ dying on the cross may larthieg to youngsters.

2201.8
To form thepossessive in expressions usietse,such aso one elsandsomeone else,
add an apostrophe ardo else.(E)

no one else’s someone else’s
2001.9

Thepossessive of inanimate objects and acronyrsbould be expressed by affphrase
instead of the possessive form whenever posgidie. E)

the routine of the office not the office’s routine

but  the office routine (attributive)

the policy of WELS not WELS'’ policy
2001.10

Certainidiomatic expressions referring particularly to time are written with the
apostrophe ansl. (C, E)

a day’s work
a stone’s throw



2001.11
Frequently, daayphenated version of a phraseés clearer than one containing an apostrophe.
(AP)

a two-week vacation rather than two weeks’ vacation

2001.12
If years are abbreviated to two numeralsthey should be preceded by an apostrophe.
(AP, B, E, MW) See alsesection 21, references to Time.

class of '87 the '30s

2001.13
Figures, signs, symbols, letters, numbergtc. are usually made plural by addingsan
However, add an apostrophe andsavhen there is a possibility of mistaking the meagni
(W)

I's (speaking about the letter

2001.14
Do not use an apostrophe to denote the omissiametter or letters in an abbreviation.

(E)

Agcy.
dept. not dep'’t

2001.15
An apostrophe is often useddn addeder endingto an abbreviation, especially if some
confusion might result from its absence. If no csidn is likely, the apostrophe is usually
omitted. It is preferable to avoid this construntiMW)

4-H'er
CBer

2001.16
Contractions should be reserved for dialogue and informal wgitim which it is important
to preserve a speaker’s or author’s colloquial t@t@erwise contractions should be used
sparingly in formal writing(AP, CW)

2001.17
Three kinds of wordsare especially likely to attraanneeded apostrophesplural nouns,



third-person singular verbs, and the possessivpsmgbnal pronoungB)

The Joneses and BassastJones’ and Bass’) are feuding.
The subway break#¢t break’s) down less often now.

The company worried about itsdtit’s) venture capital.
Yours is better than hers.

2201.18
Do not use the apostrophe when malphgals.

haves and have-nots pros and cons ins and outs
Give me an agreement without a lot of ifs, ands, lauts.

2002 Asterisk*

2002.1
Asterisks must be used in pairslf an asterisk is used in the text, an asterisgkukhappear
before the note at the bottom of the pgif¥)

2002.2
When theasterisk and some other mark of punctuation occurdgetherwithin a
sentence, the asterisk follows the punctuation maitk no intervening spac¢€G)

The word that follows comes from the Old Englisard therefore should be
initially set in italics.

2002.3
Asterisks are used teplace wordsthat are considered unprintab(&)

2002.4
Any omission of a word or phraseljine or paragraph, from within a quoted passagstmu
be indicated bgllipsis points(dots), also called suspension points, never tgriaks
(stars).(C)

2002.5
The asterisk may be usedrader the reader to a footnoteplaced at the bottom of a page
or a table(G)

2002.6
Footnotes and endnotesight both be usenh the same bookln such cases, the footnotes
should be cited in the text by symbol referencekséasterisk, dagger, etc.) because
numbers may cause confusig¢@, CW, US)



2002.7
If only a few footnotesare needed, one can use an asterisk for thenditet a double
asterisk for the second, and so on. In most casegver, use an asterisk for the first note,
a dagger for the second, and so on, with a diftesgmbol for each notéMW)

2002.8
In the footnote itself, leave no space after the aster{&k.

2003 Brackets] ]

2003.1
If the entire sentencas in brackets, thpunctuation should be within bracketdMW, US)

2003.2
No punctuationis used with brackets unless required by the mhteecketed and the sense
of the rest of the sentend&)

2003.3
No spaceis left between brackets and the material theyoseoor between brackets and
any mark of punctuation immediately followin@4W)

2003.4
When matter in brackets make®re than one paragraph,start each paragraph with a
bracket and place the closing bracket at the eleolast paragrapfUsS)

2003.5
Brackets are used mathematicsto show that all the matter within is treated am.
(MW, US)

2003.6
Brackets may be used to enclosepghenetic transcript of a word.(C, MW)

[t] in British duty

2003.7
Such phrases a8 be continuecandContinued from . . .may be placed within brackets or
parentheses and set in italics and in reduced {@)e.

2003.8
Use brackets to encloparenthetical statementswithin parenthese¢C, Con, CW, G,
MW)

2003.9
Notessupplied by an editor, translator, or compileaiwork including original notes by the
author must be differentiated from the originala®tThere are two ways to do this. Either



put Ed. or Trans.following the period ending the note, or encldse éntire note, except for
the note number, in bracket£)

2003.10
Use bracketso add your thoughts, comments, or explanation® material you are
qguoting.(B, C, CW, E, G, US)Do not use parentheses as a substi{iMeC) Exception
for dialogue: author’'s own additions can remaipamentheses.

2003.11
Use bracket$o enclosesic following an error in spelling or usage in copredterial.(B, E)
The word is always italic, but the brackets usuatly not(G)

According to the newspaper report, “The car slamthedl [sic] the railing and into
oncoming traffic.”

2003.12
In quotations, other than biblical quotations, bssckets if you need talter the
capitalization of the quotation so that it will fit into your semce.(B, MW)

“[O]ne of the busiest in the nation” is how a compapokesperson described the
station.

2003.13
Brackets set off insertions that supptissing letters.(MW)

“If you can’t persuade D[israeli], I'm sure no oc&n.”

2003.14
Brackets enclosmsertions that take the place of words or phrases that wsed in the
original version(MW)

“The loving portraits and revealing accounts ofgtieport] are not intended to
constitute a complete history of the decade Rather [they] impact the flavor of
the events. . . .”

2003.15
Brackets enclose insertions that sliglalier the form of a word used in an original text.
(MW)

The magazine reported that thousands of the cdaminyldren were “go[ing] to bed
hungry every night.”



2004 Colon:

2004.1
A colon introduces a clause or phrasthat explains, illustrates, amplifies, or restatbsit
has gone befor¢B, C, Con, CW, E, HB, MLC, MW, US)

Time was running out: a decision had to be made.

2004.2
Use the colomnly at the end of a main clauseThe colon separates a main clause from a
following explanation or summary, not necessarigoaplete main clauséB)

2004.3
Use a colorbetween two independent clauseshen the second clause explains or
illustrates the first clause and there is no cowating conjunction or transitional expression
linking the two clausegG)

| have a special fondness for the Maine Coasénitinds me of the many happy
summers we spent there when our children werdarssithool.

2004.4
Do not capitalizethe first word of anndependent clause after a colon ithe clause
illustrates, explains, or amplifies the thoughtregsed in the first part of the sentence,
unless it is a proper noun, proper adjective, emttonour. (E, G)

Essential and nonessential elements require aliegdtfferent punctuation: the
latter should be set off by commas; the former &haat.

2004.5
When a colon introduces a formal statement or &naetx or follows a brief heading or
introductory termgapitalize the first word after a coloronly if it is a proper noun, proper
adjective, or the start of a complete sente(&eEP, G)

He promised this: The company will make good &l ldsses.

Two courses are required: English and algebra.

The rule may be stated thus: Always . . .

We quote from the address: “It now seems apprapriat”

NOTE: The library will be closed on the 17th whigpairs are being made to the
heating system.

1977: New developments in microchip technology leakss-expensive
manufacturing.

2004.6
A colon directs attention to appositive. An em dash is also acceptal{ie, MLC, MW)

He had only one pleasure: eating.



2004.7
For a stronger buéss formalbreak, use aeam dash in place of a coloto introduce
explanatory words, phrases, or claug€sv, G, MW)

My arrangement with Gina is a simple one—she hansides and promotion, and |
take care of production.

2004.8
A colon is used like an em dash to introduseimmary statement following a series.
(HB, MW)

Physics, biology, sociology, anthropology: he desas them all.

2004.9
A colon shouldhot be usedto introduce a list that is a complement or ob@an element
in the introductory statemen(C) Exceptions may be acceptable in advertising.

The metals excluded were
molybdenum,
mercury,
manganese,
magnesium.
Dr. Brandeis had requested wine, books, bricks,randar.

2004.10
A colon is used tantroduce a series.The introductory statement often includes a phrase
such aghe followingor as follows(B, C, G, HB, MW)

2004.11
A colon may act aa substitutefor such words athat is, namely, for instancandfor
example(CW)

This is what faith is: God perceived intuitively the heart, not by reason.—Pascal
This is what we ate: turkey, stuffing, potatoes] earrots.

2004.12
Place a coloefore such expressionasfor example, namelandthat is,for lists or series
that consist of longer phrases or clauses. Whenitieduce words, use a comma rather
than a colon(G)

The company provides a number of benefits not contyrmffered in this area: for
example, free dental insurance, low-cost term gsce, and personal financial
counseling services.

Binghamton'’s study included the three most critar@as, namely, McBurney Point,
Rockland, and Effingham.



2004.13
Be especially careful not to use @mnecessary colorbetween a verb and its complement
or object, between a preposition and its objecgfi@rsuch as(HB)

incorrect The winners were: Pat, Lydia, and Jack.
incorrect Many vegetarians do not eat dairy products, suchuwtser, cheese,
yogurt, or ice cream.

2004.14
In transcriptions of dialogue, a colon follows the speaker’s nangaP, C, MW)

2004.15
A colon follows thesalutation in formal correspondencé, G, E, MW, US) A colon should
follow a speaker’s introductory remark addressethéochairman or the audien¢€)

Dear Sir: Mr. Chairman, Ladies, and Gentlemen:

2004.16
Colons gooutside quotation marksunless they are part of the quotation it9éiP) The
same applies to parenthesggWw)

| quote from the first edition dpringtime in Savannafpublished in 1952):
There’s only one thing wrong with “Harold’s Indigtion”: it’s not funny.

but
“The most important thing to remember is this:"daad, “never use a double
negative.”

2004.17
A colon introduce¢engthy quoted materialthat is set off from the rest of a text by
indentation but not by quotation markiw, CW)

He took the title for his biography of Thoreau franpassage iWalden:
| long ago lost a hound, a bay horse, and a tddiee, and am still on their
trail. . . . 1 have met one or two. . ..

2004.18
A colonmay be used before a quotation in running textespecially when the quotation is
lengthy, the quotation is a formal statement drelimg given special emphasis, or the
guotation is an appositivéAP, B, E, MLC, MW)

In response, he had this to say: “No one knowsb#tan | do that changes will
have to be made soon.”



2004.19
Use colons imeferences in bibliographic citationsto separate the city of publication from
the publisher's naméHB, MLC)

New York: Morrow, 1980

2004.20
A colonseparates elements bibliographical and biblicatitations, and fixed formulas
used to expresstios andtime. (AP, B, CW, G, HB, MLC, MW, US)

John 4:10
8:30A.M.

2004.21
A colon separates titles and subtitles in referetiodooks and publication®, E, G, HB,
MLC, MW)

The Tragic Dynasty: A History of the Romanovs

2004.22
A colon is not necessary dook coversor title pages, except as an element of design.

2004.23
In ads no colon is needed if title and subtitleuwamn separate lines.

See als®ection 15Lists, Enumerations, and Outlines.

2005 Comma,

2005.1
Use a comma to indicate tbenission of a word,usually a word that has been used before
in the sentence. If the meaning is clear withgutotwever, a comma is not needéd.
CW, E, G, MW, USNWR, US)

Common stocks are preferred by some investors;dydnydothers; and mortgages,
by still others.

2005.2
A comma ofterreplacesthe conjunctiorthat. (G, MW)

The problem is, we don’t know how to fix it.



2005.3
Use a comma or commasdet off parenthetical expressionsyes, ndAP), tag questions,
mild interjectiong B, Con, CW, MW), transitional adverbs, and similar elements that
effect a distinct breakin the continuity of thought{C, E)

The only option, besides locking him up, was teask him to his parents’ custody.
Jones should be allowed to vote, should he not?

Well, you will never know who did it.

Oh, a change would be nice, but | can’t afford eat®n just now.

2005.4
Use a comma teeparate two figures or words indicating figuresn order to make their
meaning clear(E, US) Rewriting is often the best way to deal with sitoias such as these.
(CW)

In August of 1670, 450 people heard William Peneagh in front of his padlocked
church.

In August of 1670, William Penn preached to 450gdedn front of his padlocked
church. (rewritten)

2005.5
Use a comma teeparate similar or identical words standing nextd each other,even
when the sense or continuity does not seem tonedqu(AP, C, E) A comma should also
separate two unrelated proper nanf€sV, MW)

Whatever is, is right.
Whenever you go, go quickly.
For Walton, Donne was the premier poet of his day.

2005.6
A comma is usuallysed after such expressionasthat is, namely, for example, for
instance, as, i.egnde.g.The punctuation preceding such expressions shmmuttetermined
by the magnitude of the break in continuity. If hreak is minor, a comma should be used.
Otherwise use a colon, a semicolon, an em dagtarenthese¢C)

Our November holiday, that is, Thanksgiving, wdseav England institution.
Our November holiday—that is, Thanksgiving—was avNEngland institution.

2005.7
A comma or em dash, or a pair of commas or em dasfftensets offparenthetical or
amplifying material, which may be introduceddych phrases asor example, namely,
that is, e.g.and i.e. Parentheses should be used when the parenthetti@rns not as
essential to the argument of the sente(cg/, MW)

Miss Ann Bradstreet—a woman and a Puritan no lesay-me regarded as
the first major American poet.



Miss Ann Bradstreet, a woman and a Puritan no heay, be regarded as the
first major American poet.

The committee—that is, several of its more infliegnhembers—seemed
disposed to reject the Brower Plan.

The committee, that is, several of its more inflildrmembers, seemed
disposed to reject the Brower Plan.

2005.8
When the context calls for a comma at the end a@énad in parentheses or brackets, the
comma should bplaced outside the parentheses or brackets. (C)

2005.9
Commas set otiransitional words and phrasessuch adinally, meanwhileandafter all.
(MW)

2005.10
A comma does not usually separate elements thaoateasted through the use of a pair of
correlative conjunctions. (MW)

Neither my brother nor | noticed the mistake.

2005.11
The comma is omitted before quotations thatverg short exclamationsor
representations of soundsWw)

He jumped up suddenly and cried “Yow!”

2005.12
Use a comma between ttite of a personand thename of the organizationin the
absence of the words or of the.(US)

president, Yale University

2005.13
A person’sresidence or workplaceis not ordinarily set off by comma@JSNWR)

Gary Kendall of the Van Houten Corporation will\deiting us next week.
2005.14
Use commas teet off the individual elementsn names ofeographical placesor
political divisions and addresse$ut not before ZIP code numbe(€)

Four years ago | was transferred from Bartlesvillklahoma, to Kinshasa, Zaire.
Mr. Alexander VanderPoll, 5 Cliff Way, LarchmontYNLO538



2005.15
Use a comma to set offdarase denoting position. (C, E, G, MW)

Gary Kendall, president of the Van Houten Corporatwill be visiting us next

week.
2005.16
A comma follows the surname in averted name. (G, MW)
Sagan, Deborah J.
2005.17

Abbreviations that stand facademic degrees (E), religious orders (G), hononaiand
military titles, as well asJunior, andSenior,when they are spelled out, are set off by
commas when they follow a person’s naiMW) When the abbreviatiorns., Sr., or
roman or Arabic numerals follow a person’s name, do not use commas unleskgow
that the person in question prefers to do so.

Robert Menard, MA, PhD
Douglas Fairbanks, Senior
Douglas Fairbanks Sr.

2005.18
A comma may be used to set off the wordorporatedor the abbreviationsinc., Ltd.,
and similar expressions. It is best to punctuateming to the company’s preference.
(MW)

2005.19
When abusiness letteris referred to by date, any related phrases oisekthat follow are
usually nonessentialG)

Thank you for your letter of February 27, in whigdu questioned the balance
on your account.

2005.20
The commdollows the salutationin informal correspondence atite closein all
correspondencéMW)

2005.21
A comma often follows direct object, predicate nominative, or predicate djective
when it precedes the subject and the verb in theesee. If the meaning of the sentence is
clear without this comma, it is often omitt¢i\W)

That we would soon have to raise prices, no onautksl.



2005.22
Use a comma to set offords in direct address. (AP, B, C, Con, E, MW, US)

The answer, my friends, lies within us.
Congratulations, Grandma and Grandpa!

2005.23
Use a comma to set offords in appositionunless there is an unusually close connection
between the appositive and the word it modifies tire appositive has become part of a
proper name(C, Con, CW, E, MW, USNWR, US)
Chuck and his wife, Sue, have been married 25 years

Chuck’s son Todd plays the tuba, and his son $tayt the trombone.
Eric the Red

2005.24
Do not separateompound personal pronoundrom the words they emphasiZ&)

Bruce himself sent the telegram.

2005.25
Do not use commas whemard or phrase is in italicsor enclosed in quotation markg)

The wordcapriceis derived from the Latin wordaper.

PHRASES AND CLAUSES

2005.26
Use a comma teet off words, phrases, and clausebhat would beotherwise unclear.
(AP, B, C, G, HB)

When | was about to begin, the speech ended.
She recognized the man who entered the room, aspkda

2005.27
Use em dashes insteaof commas to set off @onessential elementhat requires special
emphasis.(G) See alsd@’he Gregg Reference ManuaDth ed., 201, 202, 206.
At this year’s annual banquet, the speakers—antbthct—were superb.

2005.28
A comma ordinarily precedescaordinating conjunction that links main clauseswhere



the subjects are expressly stataé, B, HB, MW, US) unless the clauses are brigon,
G, USNWR)

The minutes would pass, and then suddenly Eingteurid
stop pacing as his face relaxed into a gentle smile

2005.29
Do not use a comma betweéno independent clauseshat are not joined by a
coordinating conjunction. Use a semicolon, a cotorgan em dash (whichever is
appropriate), or start a new sentence. This prevemton sentence&s)
incorrect: Please review the payroll worksheets quicklyeeah
them back tomorrow.
correct: Please review the payroll worksheets quicklyeéa
them back tomorrow.
2005.30

Nonrestrictive clauses or phraseand nonrestrictive appositives aet off by commas.
Such a clause is one that is not needed to makae¢haing clear. Nonrestrictive clauses or
phrases that require special emphasis may befdgy efn dashes. Restrictive elements are
not set off.(B, Con, CW, E, G, HB, MW)

restrictive: My son Michael was the first to reply.
Jesus Christ our Lord, who . . .
Our Lord Jesus Christ . . .
.. ..our Savior Jesus Christ . . .
Jesus Christ our Savior . . .
Our Lord and Savior Jesus Christ . . .
nonrestrictive: My mother, who listened to his excuses, smiled
knowingly.
... through your Son, Jesus Christ, who . . .
Our only Lord and Savior, Jesus Christ, . . .

2005.31
When thedependent clause follows the main clausthe comma is usuallymitted except
when it adds a reason or concession introducdeebguse, since, ast though.(E)

He was always at hand when there was difficult wor&o.
Loyalty is one of the cardinal virtues of a seangthecause of the confidential
nature of the position.

2005.32
A compound-complex sentencgypically consists of two independent clausesngdiby
and, but, orornor) and one or more dependent clauses. To punctisgetance of this
kind, first place a separating comma before thgurmtion that joins the two main parts.



Then consider each half of the sentence alone ande additional punctuation as
necessaryG)

Margaret, who had already decided that she wolddresquestion at the
first opportunity, tried to catch the director’'seattion as he passed through
the anteroom, but the noisy group of people accowipg the director
prevented him from noticing her.

2005.33
If the coordinate clauseghemselves contain commas, a semicolon may betassparate
them.(C, CW)

Jeff Adler, the CEO of Marshfield & Duxbury, is eadgo discuss a joint
venture with my boss, who is off on a six-week taghe Far East; but the
earliest date | see open for such a meeting is \@&xthy, October 20.

2005.34
Use a comma between the parts shart compound sentencevhen punctuation is needed
for clearness or to give an additional idea, butwizen the clauses are short and closely
related.(C, CW, E, MW)

We have been planning this expansion for years] andglad the time has
come to make a start.
Fill in the enclosed blank and mail it today.

2005.35
Distinguish between eompound sentencend a simple sentence witlt@ampound
predicate. Do not use a comma between the verbs of a componaaticate (C, Con, CW,
E, G, MW)

He joined the firm as an accountant and in timeabecmanager.

2005.36
In a compound sentence composed sdiges of short independent clausethe last two of
which are joined by a conjunction, commas shoulglaeed between the clauses and
before the conjunctiorfC, MW)

Harris presented the proposal to the governorgtiwvernor discussed it with the
senator, and the senator made an appointmenthetpresident.

2005.37
Long comparing clausesare separated by commas; short comparing phresemt(G,
MW)

The more | heard about this new project, the greaés my desire to volunteer.
“The sooner the better,” | said.



2005.38
Whentwo or more complementary or contrasting phrasesnodify a single word, the
phrases should be separated from one another@mdhe following word by commagC,
E, US)See alsd’he Gregg Reference ManuaDth ed., 147.

Saving, not spending, is the way of security.
The most provocative, if not the most importantf pathe statement was
saved until last.

2005.39
Clauses or phrasexpressing contrastshould be separated by a com(i.C, G, HB)

The higher Fisher climbed, the dizzier he felt.
This essay needs less wit, more pith.

2005.40
Use a comma aftentroductory participial, infinitive, prepositional , and absolute
phrasesand subordinate clausesThe comma may be omitted after a short preposition
phrase if the phrase does not contain a verb,tia tr@nsitional expression or independent
comment, or if its omission does not create confugiG)

To get to work safely, we drove slowly.

After falling off the toboggan, we got up and bredioff the snow.
Besides having to buy a car, he needed a placeeto |

Their work finished, the men quit for the day.

Generally speaking, his successes go unnoticed.

2005.41
When adependent adverbial clause precedes a main clausegcomma is generally used.
(Con, CW, MW) In cases where the subject of the adverbial and atause is the same,
there probably won’t be any confusion as to wheeenhain clause begins, and a comma
may not be needed. A comma should not be used {flthase immediately precedes the
verb it modifies(C, E)

While the general trend has been upward, decréasles tax rates are not
unknown.

Before | began to write novels | had forgotten dédlarned at school and college.
After reading the note, Henrietta turned pale.

On Tuesday he tried to see the mayor.

In the doorway stood a man with a summons.

2005.42
An adverbial phrase or clausdocated between the subject and the verb shouldllyse



set off by commagqC, Con, MW)
Wolinski, after receiving his instructions, left inediately for Algiers.

2005.43
Use commas teet off words, phrases, or clauses that interrupthe flow of a sentence or
that are loosely added at the end as an aftertho{g@hh

The exhibit contained only modern art, if | rememberrectly.

Our lighting equipment, you must admit, is mosdieguate.
but

| can leave the office at 2:00 if | get my work éon

2005.44
A comma is frequently necessarystet off a questionfrom the clause that introduces(it,
us)

Suddenly he asked himself, why shouldn’t I?

2005.45
Whenor introduces a word or a phrasethat identifies or explains the preceding word, se
off the explanatory expression with comms)

Determine whether the clauses are coordinate, equél rank.

M ODIFIERS

2005.46
Commas enclosmodifying phrasesthat do not immediately precede the word or phrase
they modify.(MW)

Hungry and tired, the soldiers marched back to camp

2005.47
Use commas to set adescriptive phrasesfollowing the noun they modify(Con, E,
USNWR)

The child, pale with fatigue, waited for her mother
2005.48

A comma is used to separ&® or more adjectives, adverbs, or phrasethat modify the
same word or phrasAP, C, Con, E, MW, US)A comma is not used between the final



adjective in a series and the following no(f®)

She spoke in a calm, reflective manner.
| put in a long, hard, demanding day on Monday.

2005.49
A comma isnot usedbetween two adjectives when tiwst modifies the combination of
the second adjective plus the word or phrase itifesd (AP, G, MW)

a little brown jug
a modern concrete-and-glass building

2005.50
A comma isnot usedto separate aadverb from the adjective or adverbit modifies.
(MW)

a truly distinctive manner

2005.51
Commas ar@ot neededto set off theadverb too regardless of its position or meaning in
the sentence.

They are after a bigger share of the market too.
You too could be in the Caribbean right now.
The news is almost too good to be believed.

2005.52
Adjectives and adverbs thatodify the same word or phraseand that argined by but or
some other coordinating conjunction aw separatedby a comma(MW)

a bicycle with a light but sturdy frame
2005.53
When two or mor@hrases modify a single following wordthen commas are used to

separate those phras@Son)

The road leads away from, rather than toward, gastination.

SERIES

2005.54
Use commas betweeavords, phrases, or clauses forming a seriesd between coordinate
adjectives not linked by conjunction(®, CW, E, HB, MW)



2005.55
A comma isnot usedto separate items in a series thatjameed with conjunctions. (MW)

2005.56
When the elements in a series largg and complexor involve internal punctuation, they
should be separated by semicoldi&. MW)

The membership of the international commission agafllows: France, 4;
Germany, 5; Great Britain, 1; Italy, 3; the Unitethtes, 12.

2005.57
In a series consisting tiree or more elementsthe elements are separated by commas.
When a conjunction joins the last two elements se@es, a comma is used before the
conjunction,(C, Con, CW, G, US)

2005.58
Put a commaefore the concluding conjunctionin a series if an integral element of the
series requires a conjunction and also beforedheleding conjunction in a complex series
of phrases(AP)

| had orange juice, toast, and ham and eggs fakbast.

The main points to consider are whether the athiate skillful enough to compete,
whether they have the stamina to endure the tigimind whether they have the
proper mental attitude.

2005.59
Although the use oétc.in running text is discouraged, when used it should be set off by
commas(C, G)

We will start our sale of suits, coats, hats, étanorrow morning.

QUOTATIONS

2005.60
If the quotation is used as thabject or the predicate nominativeof the sentence, or if it
is arestrictive appositive, it should not be set off by commdg€)

“Under no circumstances” was the reply he leaseebad.
Morgenstern’s favorite evasion was “If only | hdud time!”

2005.61
Use a comma to set affformal direct quotations. (AP, E)

The doctor remarked, “I haven’t seen many casesyldurs as yet this season.”



2005.62
A direct quotation, maxim, or similar expressionshould ordinarily be set off from the
rest of the sentence by commgs, CW)

2005.63
A comma does not set offauotation that is tightly incorporated into a sentencéMW)

“| forgive you” is a primary assertion of Christiéife.
Just because he said he was “about to leave thigt@iidoesn’t mean
he actually left.

2005.64
A comma is not used to set arflirect discourseor indirect questions introduced by a
conjunction (such athat or whai). (E)

The supervisor told us that chronic absenteeisnidvoat be tolerated.

2005.65
Place commas that follow quotatiowghin quotation marks. (AP, B, C, US)

2005.66
Use a comma after the first part ofj@otation interrupted by explanatory words. Follow
the explanatory words with the punctuation requibgdhe quotation(B)

“That part of my life was over,” she wrote; “his vds had sealed it shut.”
2005.67
Ordinarily, use a comma separate introductory and concluding explanatory weds
from quotations(AP, B, MW, US)

General Sherman said, “War is hell.”
“Knowledge is power,” wrote Francis Bacon.

2005.68
Do not use a comma at the start ofradirect or partial quotation. (AP)
He said his victory put him “firmly on the roadadirst-ballot nomination.”
2006 Ellipsis . . .
2006.1

Treat an ellipsis as a three-letter word, wWhtree periods and two spacesé . .).(AP, B, E,
HB, MW, USNWR)



2006.2
Use an ellipsis tindicate the deletionof one or more words in condensing quotes, texts,
and documentgB, C, CW, G, HB, MW) Be especially careful to avoid deletions that
would distort the meaningAP)

2006.3
If the words that precede an ellipsis constituggaanmatically complete sentencegither
in the original or in the condensation, place aqeeor other mark of punctuation at the end
of the last word, plus a space, and then the &lipsP, B, CW, E, HB) Punctuation used
in the original that falls on either side of thépslis points is often omitted. However, if the
original sentence ends with punctuation other eh@aeriod, the end punctuation often
follows the ellipsis points, especially if it helpkrify the quotation(C, MW, USNWR)

“It was another Nicaragua, another Cambodia, amdtlenam. . . . All that was
being said was that something was happening iRkllgpines.”

According to the book, “When ellipsis points aredisn this way . . . , the omission
is sometimes thought of as being marked by fouiogder’

He always ends his harangues with some variaticth@iquestion, “What could you
have been thinking whenyou ... ?”

2006.4
Four ellipsis points—a period, followed by three spaced dots—indicheedmission of (1)
the last part of the quoted sentence, (2) the gast of the next sentence, (3) a whole
sentence or more, or (4) a whole paragré@h.

2006.5
Every succession of words preceding or followifmur ellipsis points should be
functionally a sentencéC)

The spirit of our American radicalism is destruetand aimless: it is not loving, it
has no ulterior and divine ends; but is destruatimy out of hatred and selfishness.
On the other side, the conservative party, compo$éte most moderate, able, and
cultivated part of the population, is timid, andrelg defensive of property. It
vindicates no right, it aspires to no real goodbr#&nds no crime, it proposes no
generous policy, it does not build, nor write, oberish the arts, nor foster religion,
nor establish schools, nor encourage science,man@pate the slave, nor befriend
the poor, or the Indian, or the immigrant. Frontimei party, when in power, has the
world any benefit to expect in science, art, or haity, at all commensurate with
the resources of the nation. (complete paragraph)

The spirit of our American radicalism is destruetand aimless. . . . The
conservative party . . . is timid, and merely defea of property. It vindicates no
right, it aspires to no real good. . . . From neitparty . . . has the world any benefit
to expect in science, art, or humanity, at all censurate with the resources of the
nation. (condensed version)



2006.6
Ellipsis points are used to indicate that a quettence has beeartentionally left
unfinished. In this situation, the ending period is not inclddgC, G, MW)

Please look at the example beginning “The spirdwf American radicalism . . .”
and tell me how you would shorten it.

2006.7
An ellipsis may be used todicate a pause, hesitation, or incomplete thoughdn the part
of the speaker. Three ellipsis points are uggR, C, HB, MW) An em dash can also be
used for the same purpogB)

“Well, that's true . . . but even so . . . | thinke can do better.”

“l wish . . .” His voice trailed off. (Three elligspoints are indicated with no other
punctuation.)

“I was worried you might think | had stayed awag&ese | was influenced by—"
He stopped and lowered his eyes.

2006.8
When material is deleted at tead of one paragraphand at the beginningof the one that
follows, place an ellipsis at both locatio(&P)

2006.9
The omission of ontull line or several consecutive lines of versis indicated by one line of
em-spaced dots approximately the length of thedlm@ve it (or of the missing line, if that is
determinable)(C) To create em space, go to format > font > charagacing > expanded > 3

pt.
| will arise and go now, and go to Innisfree,
And live alone in the bee-loud glade.
(W. B. Yeats, “The Lake Isle of Innisfree”)
2006.10
Do not use an ellipsis at theginning and end of oral direct quotesuch as in an article

of an interview(AP) This also applies to biblical quotes, unless thgssion is being
emphasized.

“It has become evident to me that | no longer hagé&rong political base,” Nixon
said.

not
“. .. it has become evident to me that | no lorfugare a strong political base . . . ,”
Nixon said.
“God so loved the world that he gave his one arg $an” (John 3:16).

not
“. .. God so loved the world that he gave his ané only Son, . . .” John 3:16).



2006.11
Ellipsis points are sometimes used as a styligtigog to catch and hold a reader’s
attention. (MW)

2007 Em Dash —

2007.1
Note the difference in size between Hyphen (-),theen dash (-),and theem dash (—).

2007.2
Do not spaceon either side of the em dagMLC)

2007.3
Type anem dash at the end of a lineather than at the start of a new li{®)

2007.4
If several works by the same authorauthors, or institutional or corporate authors are
listed in a bibliography or reference list3@m dashis used in place of the author’'s name
for each item following the first. If a period fols the author’s name in the first item, a
period follows the dash as welC, E, US)

Reu, J. Michaeln the Interest of Lutheran Unity: Two Lectur€lumbus:
Lutheran Book Concern, 1940.
. Luther and the Scripture€olumbus: The Wartburg Press, 1944.

2007.5
A 3-em dash indicates that an entirerd is missing.In this case it should have a space on
each side(CW)

A certain pastor in the village of ——was known to have cooperated with the
Nazis.

2007.6
The em dash is used to markwadden breakor abruptchange in thought. (AP, C, Con,
CW, E, G, HB, MW, US)

“Will he—can he—obtain the necessary signaturesisidaid pointedly.
2007.7
A 2-em dash is used to indicatessing letters.No space appears between the dash and the
existing part of the word, but where the dash regmés the end of a word, the normal word
space follows it(C, CW)

We ha——a copy in the library.



2007.8
Use an em dash or dashe®tophasize nonrestrictive elementslhis is especially useful
when these elements are internally punctuateduBets use a pair of dashes when the
element interrupts a main clau¢B, C, E, G)

He had spent several hours carefully explainingoferation—an operation that
would, he hoped, put an end to the resistance.

There are many differences—aside from the physicat—between men and
women.

2007.9
Use em dashes instead of commas to set off a remtedlement that requirepecial
emphasis. (G)

At this year’s annual banquet, the speakers—antbtict—were superb.

2007.10
Use em dashes to set off and emphasizels that repeat or restatea previous thought.

(G)
Don’t miss the opportunity—the opportunity of setiime!

2007.11
For a stronger but less formal break, use an eimidgslace of a colon tmtroduce
explanatory words, phrases, or clauses. (CW, G, MW)

My arrangement with Gina is a simple one—she hansides and promotion, and |
take care of production.

2007.12
Use an em dash set off a single wordthat requires special emphagis)

Jogging—that’s what he lives for.

2007.13
If a closing em dash occursat a point where the sentence requiresraicolon, a colon, or
a closing parenthesisdrop the closing em dash and use the requiredrssnfminctuation.

You need a volunteer (for example, someone likeid Morales—he’s always
cooperative) to play the part of the customer.

2007.14
If a comma is requiredat a point where thelosing em dash occurghen omit the comma



and retain the closing em dash unless the em daslediately concludes a quotatid@.,
CW, G, MW)

The situation has become critical—indeed dangerdug-ro one seems to care.

2007.15
When aquestion or exclamationis set off by em dashes within a sentence, useestign
mark or an exclamation point before the closingdash. (C, G)

The representative of the Hitchcock Company—do kmmaw her?—has called
again for an appointment.
The new sketches—I can’t wait to show them to yosieuld be ready by Monday.

2007.16
Do not precede aopening em daslwith a comma, a semicolon, a colon, or a period
(except a period following an abbreviation). Do neé a period beforecdosing emdash.

(G)

2007.17
An em dash may be used to ingeatenthetical matter that carries special emphasis,
importance to the main thrust of the sentencd, ibwill make the meaning more cledE,
G, HB, US)Parentheses should be used when the parenthetti#r is not as essential to
the argument of the senten¢€W, MW)

Miss Ann Bradstreet—a woman and a Puritan no lesay-me regarded as the first
major American poet.

2007.18
An em dash or a pair of em dashes often sets océhplaetic or amplifying material
introduced by such phrases &sr example, namely, that is, e.candi.e. (C, MW)

The committee—that is, several of its more inflilnmhembers—seemed disposed
to reject the Brower Plan.

2007.19
In sentences havingeveral elements as referentsf a pronoun that is the subject of a
final, summarizing clause, thimal clause should be preceded by an em d4€)).

Winograd, Burton, Kravitz, Johnson—all were astathfy the chairman’s
resignation.

2007.20
Em dashes are used to set off or introcilesfning or enumerating phrases. (MW)

The essay dealt with our problems with waste—caotiles,
discarded tires, and other trash.



2007.21
An em dash is used before a final clause that suiresaaseries of ideas. (CW, G, HB,
MW, US)

Freedom of speech, freedom of worship, freedom fn@mnt, freedom from fear—
these are the fundamentals of moral world order.

2007.22
An em dash is used after mxtroductory phrase reading into the following lines and
indicating repetition of such phras€gS) See als&Colon 2004.

| recommend—
That we accept the rules;
That we also publish them; and
That we submit them for review.

2007.23
An em dastprecedes a credit linewhich is set in italicstAP, CW, MW)
Still achieving, still pursuing,
Learn to labor and to wait.
—Longfellow
2007.24

Use an em dash with a preceding question miardieu of a colon. (US)

How can you explain this?—“Fee paid $5.”

2008 En Dash—

2008.1
Note the difference in size between Hyphen (-),theen dash (-),and theem dash (—).

2008.2
Do not spaceon either side of the en dash.

2008.3
The en dash is used between continuinopcusive dates or time.

January—June 1982-1984 10801.—5:00P.M.
2008.4

The hyphen, not the en dash, is used betwestnsive numbers in referencesuch as



hymn numbers and stanzas, Bible verses, pagesethayolumes, ages, and grades.
grades 10-12 CW 50:1-3

2008.5
The en dash isot usedfor the wordto when the wordrom precedes the first of two
related figures or expressiornslS)

From January 1 to June 30, 1951
not from January 1-June 30, 1951

2008.6
The en dash isot usedfor the wordand when the wordetweenprecedes the first of two
related figures or expressions. (US)

Between 1923 and 1929
not between 1923-1929

2008.7
The en dash igsed in acombination of (1) figures, (2) capital letters, or (3) figgrand
capital letters(US)

exhibit 6-A

|-95

CBS-TV network

but ACF-Brill Motors Co.
loran-C

Mig-21

2008.8
Use a hyphen, not an en dashawwid ambiguity or an awkward combination of letters or
syllables between a prefix and the root or a su#fig the root. (B, HB)

to re-sign a petition to resign a position
semi-independent but shell-like
2008.9

The en dash rather than the em dash is uskithlical quotations to indicateinclusive
chapters.

Ezekiel 1-6 John 1:10-2:3

See als®ection 21, references Tame and Compounds.

2009 Exclamation Point!



2009.1
An exclamation point is used to mark @utcry or an emphatic or ironical comment
(surprise, disbelief, etc.). In order not to detfemm its effectiveness, however, the author
should use it sparingly. Use ordye exclamation point at a time. (AP, B, C, E, HB)S)

2009.2
An exclamation point is used aftesttong command. (B)
Come here immediately!
“Stop!” he yelled.
2009.3

An exclamation point replaces the question markndm@ronic or emphatic toneis more
important than the actual questigi) Occasionally the exclamation point is used with a
guestion mark to indicate a vefigrceful question. (MW)

Aren’t you finished yet!

How much did you say?!

You did what!?

Note: Whether to place the question mark or exclamatmnt first would seem to be
decided by the tone of the sentence. If the tom@isc or emphatic, then the
exclamation point should be placed before the duresnark. If the actual
guestion is more important, the question mark shbelplaced first.

2009.4
A single word may be followed by an exclamationnpdd expresitense feeling.The
sentence that follows it is punctuated as ug@l.

Congratulations! Your summation at the trial wageso.

2009.5
Thevocative O is used without an exclamation point, but if sgdeeling is expressed, an
exclamation point is placed at the end of the se@€G, US)

O Lord, save your people!

2009.6
Theexclamationoh may be followed by either an exclamation poina@omma(G)

Oh!'I didn’t expect that!
Oh, what'’s the use?



2009.7
Exclamatory phrasesthat occur within a sentence are set off by enhelssr parentheses.
(MW)

And now our competition—get thisl—wants to stararshg secrets.
The board accepted most of the recommendationgurat(alas!) was not even
considered.

2009.8
In research writing, use exclamation points only in direct quotatiqivMLC)

2009.9
The exclamation point should always be placed entheé quotation marks, parentheses, or
brackets when it ipart of the quoted matter; otherwise, it should be placed outsi(le,
MW, USNWR)

The women cried, “Those men are beating that child!
Her husband replied—calmly—*It is no concern of gfin

2009.10
An exclamation point should ordinarihot be usedafter sic; the insertion osic alone is
enough to call attention to the error in the soufCg

2010 Hyphen -

2010.1
Note the difference in size between Hyphen (-),theen dash (-),and theem dash (—).

2010.2
Do not spaceon either side of the hyphen.

Note: Use spaces on either side of dupials sign (=) double hyphen, when used as a
verb in a sentence and in equations.

An ounce of prevention = a pound of cure.
5+5=10

2010.3
The hyphen, not the en dash, is used betwestnsive numbers in referencesuch as
hymn numbers and stanzas, Bible verses, pagesethayolumes, ages, and grades.

grades 10-12 CW 50:1-3

2010.4
A hyphen is used to divide words into syllablgs) See als®ection 24, Word Division.



2010.5
A hyphen divides letters or syllables to give tffeat of stuttering, sobbing, or halting
speech. (MW)

“| s-see. B-but why?”

2010.6
Hyphens indicate word spelled outletter by letter(MW)
“Is Niebuhr spelled N-I-E or N-E-1?”
2010.7
A hyphen indicates thatvaord elementis a prefix, suffix, or medial elemerfMW)
2010.8

Use the hyphen to form compound adjectives, frasticompound numbers, acdined
compounds;to attach somprefixes and suffixes;and to avoid confusiofAP, B, CW, E,
HB, MLC, MW, US, USNWR) See alssection 10, Compounds.

well-known three-fourths come-and-get-me
un-American president-elect de-emphasize
re-creation

R. A. Torrey’'s well-timed anecdote was effective.

2010.9
Hyphenatédwo nounswhen they signify that one person or one thingthasfunctions.

(G)
actor-director clerk-typist dinner-dance

2010.10
Whentwo nouns of equal importanceare temporarily yoked, they should be hyphenated.
It should be emphasized that the use of a solislask) is incorrec{(CW, G)

poet-priest Milwaukee-Chicago-Houston flight
parent-guardian German-American cuisine
pastor-father

2010.11
Surnameswritten with a hyphen are in most cases considasegine name. (E)

Harley Granville-Barker Sheila Kaye-Smith



2010.12
An adverb ending in-ly never takesa hyphen when combined with an adjecti@&WV, US)

a badly needed reform
a highly effective testimony
eagerly awaited moment

2010.13
Hyphenation frequently depends upon siiatactical useof aphrase or expression.
Consult Webster’s dictionar¢CWw)

| received an X-ray treatmerfadjective)
This condition can be treated by X réyoun)

2010.14
Foreign phrasesused as adjectives should not be hyphenéied)S)

a priori reasoning ex cathedrgronouncement
noblesse obligattitude

2010.15
Do not ordinarily use the hyphen betweenpaefix and the stemwhen the added word is
not a proper nour(E, HB)

antisocial coauthor retroactive
2010.16

The prefixeself- (E, US),all-, ex- (meaning former), andalf- generally use hyphens
unless the word is listed otherwise in Webstertsiainary.(CW)

all-faiths meeting halfway (Webster’s dictionary)
ex-pastor self-sacrifice
half-pint

2010.17

These prefixes and suffixes generatenpoundsthat arenearly always closedwhether
they are nouns, verbs, adjectives, or advefDs.

ante- infra- mini- pre- sub-
anti- inter- multi- pro- super-
bi- intra- neo- proto- supra-
bio- -like non- pseudo- trans-
co- macro- out- re- ultra-
counter- meta- over- semi- un-
extra- micro- post- socio- under-

-fold mid- (“after”)



EXCEPTIONS

2010.18
Most compounds in which treecond elements acapitalized word or numeral are
hyphenated.

anti-Semitic mid-1944 mid-August
pre-1914 neo-Darwinian post-Kantian
but transatlantic
2010.19
Use the hyphen to distinguistords spelled alikebut differing in meaning{CW, E, US)
re-cover, to cover again re-count, to count again
recover, to regain recount, to relate in detail

2010.20
Use a hyphen tavoid ambiguity or an awkward combination of letters or syllables
between a prefix and the root or a suffix and tha.r(B, HB)

to re-sign a petition to resign a position

semi-independent but shell-like

2010.21
Whenalternative prefixes are offered for one word, the prefix standing altakes a
hyphen.

over- and underused macro- and microeconomics

2010.22
Some compounds in which thest letter of the prefix and the first letter of the root
word (especially when a vowel) are the same are hypbdna avoid confusion unless the
word already appears in Webster’s dictionary wititba hyphen.

anti-inflammatory anti-intellectual
co-opt co-op
semi-independent semi-indirect
2010.23
Compounds that might burisleading or difficult to read are hyphenated.
anti-utopian co-edition
pro-choice pro-democracy

pro-life pro-regent



See alssection 24Word Division, andsection 10Compounds.

2011 Parentheses ()

2011.1
The temptation to use parentheses is a clue thatance is becoming contorted. Try to
write it another waylf parenthetical elements are neede@dnd retain a close logical
relationship to the rest of the sentenegs commasilf the logical relationship ismore
remote (E),em dashes or parentheses should be (8etllS) Em dashes convey more a
sense of energy, urgency, interruption, or immediéCW, G, HB)

Sales are down in our Middletown (Connecticut)asfi
better than
Sales are down in our Middletown, Connecticut,osffi

2011.2
A combination of parentheses and dashes may betoghstinguishitwo overlapping
parenthetical elementsgeach of which represents a decided break in seateomtinuity.

(®)
He meant—I take this to be the (somewhat obscemryesof the speech—that . . .

2011.3
Parentheses (or em dashes) are clearer than cowimeaghenonessential elemenalready
contains commagG)

In three of our factories (Gary, Detroit, and Milkae) output is up.

2011.4
Em dashes may be used to insert parenthetical nila#ttecarries special emphasis,
importance to the main thrust of the sentenced, iowill make the meaning more clear.
Commas may be used if the parenthetical matter noteiseed special emphagg, G,
HB, US) Parentheses should be used wherp#renthetical matter is not as essentiab
the argument of the senten¢€W, MW)

Miss Ann Bradstreet (a woman and a Puritan no lesg) be regarded as the first
major American poet.

2011.5
Whenfor example, namely, i.e., e.gor that isintroduces words, phrases, or clauses within
a sentence, treat the entire construction as nengakand set it off with commas, em
dashes, or parentheses. Em dashes will give enspioatie interrupting construction;
parentheses will make the construction appearinagsrtant than the rest of the words in
the sentencG)



2011.6
If an item in parentheses fallgthin a sentencemake sure angunctuation that comes
after the itenfalls outsidethe closing parenthesis. Also do not capitaliz=fitst word of
the item in parentheses (except for proper nouaggn adjectives, the pronolirand the
first word of a quoted sentence), even if the itera complete sentendé&, G)

For Jane there is only one goal right now (and kmaw it): getting the M.B.A.
Plan to stay with us (we're only 15 minutes frora #irport) whenever you come to
New Orleans.

2011.7
If the parenthetical matter vgithin a sentence, do not usa period before the closing
parenthesis except with an abbreviation. Do notaugeestion mark or an exclamation
point before the closing parenthesis unless itiapmolely to the parenthetical item and the
sentence ends withdafferent mark of punctuation. (E, G) See alsd’eriod, Question
Mark, and Exclamation Point.

At the coming meeting (will you be able to makerntthe 19th?), let’s plan to
discuss next year’s budget.
May | still get a ticket to the show (and may Ingria friend), or is it too late?

2011.8
If an item in parentheses islbe treated as a separate sentenctie preceding sentence
should close with its own punctuation mark; thenite parentheses should begin with a
capital letter; a period, question mark, or exctaompoint should be placed before the
closing parenthesis; and no other punctuation relackild follow the closing parenthesis.
(AP, E, G)

Then Steven Pelletier stood up and made a motioepiace the existing board of
directors. (He does this at every stockholders imggtHowever, this year . . .

2011.9
Before a closing parenthesisjrop commas, semicolons, colons, and em dasheseTh
forms of punctuation should also not be ubetbre an opening parenthesisinless the
parenthesis is marking divisions or enumeratiortbentext.(C)

2011.10
Use parentheses set off parenthetical, supplementary, or illustratve matter and to
enclose figures or letters when used for enumaraity G, HB)

They call this illness Seasonal Affective Disor(feAD).
Bernard Shaw once demonstrated that, by followlegrtiles (up to a point!), we
could spelfish this way:ghoti.



2011.11
Use parentheses to set tdferences and directions (Gas well as explanationg)

When | last wrote (see my letter of July 8 attaghednclosed photocopies of
checks.

The figure of a knight in armor (see plate 4) shtlwesstyle worn by King Richard I.
The Oyster Festival (a recently established evaad)become a popular celebration
in Norwalk.

2011.12
Use parentheses émclose dateshat accompany a person’s name or an eYént.

He claims that he can trace his family back to @maagne (742—-814).

2011.13
Parentheses may be used to enclose figures asletgeking thealivisions of a subject.
(E) Seealsosection 15, Lists, Enumerations, and Outlines.

This article will tell managers how to:
(1) Deal with corporate politics.

(2) Cope with stressful situations.

(3) Function in the outside community.

2011.14
In legal documents or whenever double form is neqgljiuse parenthesesdnclose a
figure inserted to confirm a statement given in wo(és.HB, US)

thirty (30)

twenty dollars ($20) not twenty ($20) dollars

sixty dollars ($60) sixty ($60) dollars
2011.15

The exclamation point or question mark, enclosquarentheses, is sometimes used to
express irony or sarcasm. (E)

The effect of his oration (?) was to induce sleaepis audience rather than to arouse
us to action.

2011.16
Place asemicolon afterthe parentheses when the parenthetical matteaiaggomething
that precedegE)

What we are actually discussing here is the PlaturedDevelopment (PUD as
it is called within the development profession);iethis a large assemblage
ofland . ..



2011.17
Do not use @omma, semicolon, or colonn front of an opening parenthesis, but it can be
used after the closing parenthesis only if it wonddneeded if there were no parentheses.

(E)

Interviews will be held next Tuesday for freshm8rX0A.M.), sophomores
(10A.M.—=12PM.), juniors (2—4P.M.), and seniors (4—48M.).
He lives in Minot (ND) and attends college in Clgoa
not
He lives in Minot, (ND) and attends college in Gigo.

2011.18
Whenlists are run into the text, parentheses may be used around numbers or |€Bers.
CW, HB, US)

The historian was careful to distinguish between\acarius Magnes,
(2) Macarius of Alexandria, and (3) Macarius of gy
[notl), 2), 3)]

2011.19
When matter in parentheses makese than one paragraph,start each paragraph with an
opening parenthesis and place the closing parastaethe end of the last paragra@hS)

2012 Period .

2012.1
Use a period to mark the end of a sentence thatsnadtatement or expresses a
command. (B, C, Con, CW, E, G, HB, USIf greater emphasis is desired in a command,
an exclamation point is use@®P)

2012.2
Requests, suggestions, and commandee often phrased as questions out of politeness.
Reword the sentence so that it is clearly a questionsiament; then punctuate
accordingly.(G)

Will you please handle the production reports ferwhile I'm away?
I would appreciate your handling the production reports for me while I'm
away.

2012.3
Use a period at the end of emlirect question. (AP, B, E, G, US)

The only question she asked was when the reportahae on your desk.



2012.4
Use a period to mark the end ofahptical (condensed) expressiothat represents a
complete statement or command. These ellipticalessgions often occur as answers to
guestions or as transitional phrases. (G)

Yes. No. By all means.

2012.5
Conjunctive adverbs,such axzonsequently, themndtherefore,frequently relate main clauses,
and then the clauses must be separated by a @iodng two sentences) or by a semicolon.

Most Americans refuse to give up unhealthful halitsnsequently, our medical
costs are higher than those of many other countries

2012.6
Use a period after min-in heading (one that begins a paragraph and is immediately
followed by text matter on the same line) unlesesother mark of punctuation, such as a
guestion mark, is require@CW, G)

Nontaxable IncomeOf the various types of nontaxable income . . .

2012.7
Omit the period if thdneading is free-standing(displayed on a line by itself). However,
retain a question mark or an exclamation point &ifree-standing head if the wording
requires it(G)

Tax Elimination or Reduction
What Comes Next?

2012.8
Don'’t use periods afteoman numerals (other than those used in an outline), ditders
to designate persons or thinggexcept when the letter is the initial of a persdast
name), aftecontractions, or afterordinals expressed in figure¢E, G, US)

Brand X 1st Henry Ford Il
Class B gov't 3rd
cont'd

Mr. X but Mr. A. for Mr. Adams

2012.9
When aquoted sentencestands alone put the appropriate mark of terminal punctuation
inside the closing quotation mark. When a quotatestent occurs at the beginning of a
sentence, omit the period before the closing qioatahark.(G)

“I think we should switch suppliers at once.”
“I think we should switch suppliers at once,” h&lsa



2012.10
When aquoted sentence falls at the endf a larger sentence, do not use double
punctuation—that is, one mark to end the questimhamother to end the sentence. Choose
the stronger mark, an exclamation point being gieohan a question mark and a period,
and a question mark being stronger than a pef@y.

Did you say, “I'll help out”? ot .”?)

Mrs. Fahey asked, “How long have you been away@t ?7".)

How could you forget to follow up when you were gifieally told, “Give this order
special attention”!rfot .")

Mr. Auden shouted, “We can’t operate a businesswiaiy!” (not!”.)

2012.11
Place a periothside quotation marks. (AP, B, E, G, HB, US)
| am going to read Tomlinson’s “Gifts of Fortune.”
The gap is narrow betweamead“a beverage” anthead‘a meadow.”
2012.12

When thdast word of a sentence is abbreviatediyne period will suffice. Retain the period
after an abbreviation directly before a semicolmut, delete it directly before a coloft)

We plan to meet at A.m.

These instructions came from Cox & Box Ltd: Nevee ghemicals on the
lens. ..

The gardens are open May-September, fraonvOto 6 pP.M.; October—April, 10
A.M.t0 5P.M.

2012.13
Place theperiod inside the parentheses when they enclose a separatacerndace the
periodoutsidethe parentheses when the enclosed matter is vateentencgB, C, E, HB)

The firm was incorporated a few years ago. (I atnsnoe just when.)
Orders were placed for F-14 and F-15 aircraft (tédhin development).
The snow (I caught a glimpse of it as | passedmMihdows) was now falling
heavily.

2012.14
If one item in a list is a complete sentenctit,is followed by a period and the other items
are also followed by periods whether they are cetepdentences or ndg) See also
section 15, Lists, Enumerations, and Outlines.



2012.15
Omit the periodafter a signature and after a titlefollowing a signature in a lette(E)

Yours very truly,
Martha Alexander
Personnel Director

2012.16
Two or more initials should be followed by a period for convenience emasistency and
separated bgormal word spacing,though they should not be allowed to break over li
endings. If a person’s initials are used as a @ok# then they should be set with no space
between the letteréCW)
J. R. R. Tolkien not J.R.R. Tolkien
P. J. Hoff but P.J.

2012.17
When initials are used for tlmames of famous persongeriods are usually not us€@.,
CW)

JFK LBJ

2012.18
With photo descriptionsand other descriptive copy attached to chartgaplgc
illustrations, a period is used only when such cfopgns a complete senten¢€W)

2013 Question Mark ?

2013.1
The question mark indicategjaery (AP, E, G) or uncertainty about a date. When dates
are enclosed within parentheses, question marksbeayserted as necessary to indicate
doubt.(B, C, Con, HB, US)

Who will represent the poor?

The subject of the final essay was Montezuma 18(24-1520).
Will you be able to meet with us afterm.?

The explorer Verrazano (1485?7-15287)

2013.2
The exclamation point or question mark, enclosquarentheses, is sometimes used to
express irony or sarcasm. (E)

The effect of his oration (?) was to induce slaepis audience rather than to arouse
us to action.



2013.3
Use a question mark at the end okdliptical (condensed) questionthat is, a word or
phrase that represents a complete quedi@n.

Marion tells me you are coming to the Bay Area. Whe
Note: The complete question is, When are you coming?

2013.4
Use a question mark with amerpolated question. (AP)

You told me—Did | hear you correctly?—that you stdrthe riot?

2013.5
When the verb precedes the subjectginestion is direct. When the verb follows the
subject, the question isdirect. (G)

How can weachieve these goals? is the next question.
How we canachieve these goals is the next question.

2013.6
Indirect questions should not be followed by a question mgi, C, Con, HB)

Plimpton was thoughtful enough to ask whether wedwaten.

2013.7
When ashort direct question falls within a sentenceset the question off with commas
and put a question mark at the end of a senterm@eter, when a short direct question
falls at the end of a sentence, use a comma bitfane a question mark aft€ts)

| can alter the terms of my wiltan’t I, whenever | wish?
We aren't obligated to attend the meetiagg we?

2013.8
When adirect question comes at thend of a longer sentencet starts with a capital letter
and is preceded by a comma or a colon. The questask that ends the question also
serves to mark the end of the sente(Gg.

The key question is, Whom shall we nominate fort iyexar’s election?
This is the key question: Whom shall we nominatentext year’s election?

2013.9
When adirect question comes at thbeginning of a longer sentenceat should be
followed by a question mark (for emphasis) or syrocomma. (G)

How can we achieve these goals? is the next questio
How can we achieve these goals, is the next questio



2013.10
When the question consists ofiagle word, such asvho, when, how, wherer why,
within a sentence, neither question mark nor chleiteer need be used. In this case the
word is often italicized(C)

The question was no longeow but when.

2013.11
A series of brief questionsat the end of a sentence may be separated by coom(for
emphasis) by question marks. Do not capitalizarttividual questions(G)

Who will be responsible for drafting the proposditaining comments from all the
interested parties, and preparing the final renst

Who will be responsible for drafting the proposali?aining comments from all the
interested parties? preparing the final version?

(These questions are all related to a common susjetpredicate. Do not confuse
these with a series of independent questions.)

2013.12
Each question in series of independent questionsiust start with a capital letter and end
with a question markG)

Before you accept the job offer, think about théofeing: Will this job give you
experience relevant to your career goal? Will inpieyou to keep abreast of the
latest technology? Will it pay you what you need?

2013.13
Independent questioms a series are often elliptical Each question begins with a capital
letter and ends with a question mai®)

Has Walter’s loan been approved? When? By whom?hat amount?

2013.14
Place the question mankside thequotation marks when itbelongs tothe quoted matter,
but place the question maokitsidethe quotation marks when itn®t a part of the quoted
matter.(AP, B, C, E, HB)

The treasurer asked, “What will be the departmdmnidbet for travel next year?”
Who said, “It ain’t over till it’s over”?
2013.15
The question markupersedes the commeghat normally is used when supplying attribution
for a quotation(AP)

“Who is there?” she asked.



2013.16
Use a question mark to indicate #mad of a parenthetical question. (E)

They wanted to know (would you believe it?) if ghlane went nonstop from San
Francisco to Honolulu.

2013.17
When a parenthetical element, set offdoy dashesitself requires a question mark or an
exclamation point, such punctuation may be retabeddre the second em daé@)

All at once Cartwright—could he have been out afhind?—shook his
fist in the ambassador’s face.

2013.18
A sentence essentialtieclarative or imperative in structure may become interrogative by
the substitution of a question mark for the per{@).

This is your reply? Wait here?

2013.19
Use a question mark at the end of a sentencesthhtased like a statemenbut spoken
with the rising intonation of a questiai@)

You expect me to believe this story?

2013.20
Requests, suggestions, and commandee often phrased as questions out of politeness.
Use a period to end this kind of sentence if yopeek your reader teespond by acting
rather than by giving you a yes or no ansWéi.

Will you please call us at once if we can be oftar help.
If you can't attend the meeting, could you pleamsdssomeone in your place.

2014 Quotation Marks *’ “”
(Single and Double)

2014.1
Quotation marks have three main functions: to aiche use cfomeone else’s wordgp
set off words and phrases fpecial emphasisand to display thétles of some literary
and artistic works(G)

2014.2
Use quotation marks to enclose a direct quotatlmegexact wordsof a speaker or writer
(AP, B, CW, E, G, US),including spelling, capitalization, and internalngtuation of the
original. (C, HB)



2014.3
When only a word or phrase is quoted from anotbarce, be sure to place the quotation
marks around only theords extracted from the original sourceand not around any
rearrangement of those wordaP) In particulardo not include such words aa and the at
the beginning of the quotati@r etc. at the end unless these words are actually paiieof
original material(G)

Tanya said she would need “more help” in ordeirtisth your report by this Friday.
(Tanya’s exact words were, “How can he expect nfenish his report by this
Friday without more help?”)

Ben thought you did a “super” job on the packagagte (Ben’s exact words were,
“Tell Bonnie | thought the job she did on the paypkg design was super.”)

2014.4
Whenquoting a seriesof words or phrases in tlexact sequencén which they originally
appeared, use quotation marks before and aftextmplete series. However, if the series
of quoted words or phrases did not appear in gasisnce in the original, use quotation
marks around each word or phrag)

According to Selma, the latest issue of the magalnioked “fresh, crisp, and

appealing.”

(Selma’s actual words: “I think the new issue lo&ksh, crisp, and appealing.”)
but  Selma thinks the magazine looks “fresh” and “crisp.”

2014.5
Do not use quotation marks for galirect quotation, that is, a restatement or
rearrangement of a person’s exact wo(Bs.C, CW, E, G, US)

2014.6
In some cases a person’s exact wondy be treated as either a direct or an indirect
guotation, depending on the kind of emphasis desi(€q.

The chairman himself said, “The staff should be &l once that the relocation
rumors have no foundation.” (Emphasizes that these¢he chairman’s exact
words.)

The chairman himself said the staff should be &bldnce that the relocation rumors
have no foundation. (Emphasizes the message itsakies no difference who gave

it.)

2014.7
Do not use quotation marks to set offieect question at the end of a sentence unless it is



also a direct quotation of someone’s exact wqi@sUS)

The question is, Who will pay for the restoratidrilee landmark?

Mrs. Burchall then asked, “Who will pay for the t@stion of the landmark?”

Mrs. Burchall then replied, “The question is, Whl pay for the restoration of the
landmark?”

2014.8
Do not quote thevords yesor no unless you wish to emphasize that these werexde e
words spoken(C, CW, G, HB, US)

Please answer the question yes or no.

Once the firm’s board of directors says yes, wedraft the contract.

When asked if he would accept a reassignment, thicght for a moment; then,
without any trace of emotion, he said, “Yes.”

(When quotingyesandno, capitalize them if they represent a complete seetd

2014.9
Do not use quotation marks with well-knowroverbs and sayingsThey are not direct
guotations(G)

Sidney really believes that an apple a day keepsldictor away.

2014.10
Do not encloselichésin quotation marks. It is best &wvoid clichés. (HB)
A good debater does not beat about the bush.
better: A good debater comes directly to the point.
2014.11

Use single quotation marks for a quotation witmotaer quotation. But when only the
interior quote is excerpted, the single quotation marks are drd@s long as the context is
clear.(CW)

Revelation 22:20 reads, “He who testifies to thesgays says, ‘Yes, | am
coming soon.”

Remember what the Spirit of Christ said to JohRévelation 22:20:
“Yes, | am coming soon.”

2014.12
When quotinglialogues and conversationsstart the remarks of each speaker as a new
paragraph, no matter how bri¢AP, B, C, G, HB)

“Waiter, what was in that glass?”
“Arsenic, sir.”
“Arsenic. | asked you to bring me absinthe.”



2014.13
In plays and court testimony,where the name of the speaker is indicated, qootatarks
arenot needed. (C, G)The same applies to the recordings of questioreasder sessions.
(AP)

CECILY: Uncle Jack is sending you to Australia.
ALGER: Australia! I'd sooner die.

2014.14
If a displayed quotationstarts in the middle of a sentence, use thrgesalpoints at the
beginning of the quotation. If the fragment cand®d as a complete sentence, capitalize
the
first word of the fragment and omit the ellipsiams. (G) See als®2014.49 and exceptions
in section 7, Biblical Quotations.

According to Robertson’s report, there has been
. .. a change in buying habits, particularly witspect to food. . . . How
far this pattern of change will extend cannot bevesed.

According to Robertson’s report:
Starting in the late 1950s we have been witnessiclgange in buying
habits, particularly with respect to food.

2014.15
Quotation marks aneot used with display quotations or before a disphinitial letter
beginning a chapter or sectiq@, CW)

It is a truth universally acknowledged, that a EBngan in possession of a good
fortune must be in want of a wife.
—Jane Austen, Pride and Prejudice

Of the making of books there is no end,” declare@reient Hebrew sage. . . .

2014.16
Often it is better to apply standard technical termin a nonstandard way than to invent a
new term. In such instances, the term is oftencsecl in quotation mark&C)

In offsetting printing, “proofs” of illustrationsoane from the darkroom, not the
proof press.

2014.17
In nontechnical material, technical or trade terms should be enclosed itagiom marks
when they are first introduce’)

Don't be alarmed if your editor tells you your basK'on the skids.” It simply
means that books are now stacked on pallets (skmsyeady for distribution.



2014.18
Use quotation marks around anfamiliar word for the first use onlyAP, E)

A “bight” is formed by turning the rope end so tkta¢ end and the standing part
(the rest of the rope) lie alongside each othesqéare knot consists of two
interwoven bights.

2014.19
Occasionally, quotation marks may be used to eachasdsused in a special sense. (B)

Pardon my pun, but | find that lawyer “appealing.”

2014.20
In a formaldefinition, the word to be defined is usually italicized ahd tefinition quoted.
In this way the two elements may be easily distisiged.(G)

The verbprevaricate(a polite way of saying “to lie”) comes from thatin
word praevaricari, which means “to go zigzag, to walk crookedly.”
The gap is narrow betweeamead“a beverage” anthead‘a meadow.”

2014.21
Terms havingspecial philosophical or theological meaningnay be enclosed in single
guotation marks(C)

‘being’ ‘nonbeing’ ‘the divine’

2014.22
Wordsused humorously or ironically may be enclosed in quotation mari&P, C, E,
HB) However, unless you are convinced your readero#hiérwise miss the humor or the
irony, omit the quotation marke@CW, G)

Everyone in the dormitory “borrowed” my soap uiitivas all used up.
The “debate” turned into a free-for-all.
We were totally underwhelmed by his ideas on retizgag the department.

2014.23
A slang expressionthe use opoor grammar, or adeliberate misspellingis enclosed in
guotation marks to indicate that such usage ipadtof the writer’'s normal way of
speaking or writing(CW, G) The same applies taisnomers, coined wordspr ordinary
words used in an arbitrary way. (US)

Bob has stopped boasting about his close-knit “lanttamily.
It was a “gentleman’s agreement.”
His report was “bunk.”



2014.24
Quotation marks are best used vatang words or colloquial expressionsvhen a strong
emphasis is desiredgven then they should be used with discernmentestdaint(CW)

He resented the church’s demand for a “freewilféahg.

2014.25
Quotation marks aneot neededfor colloquial expressions. (G)f slang is appropriate, use
it without quotation markgB)

He cares less about the salary than he does dl@mpetks—you know, chauffer-
driven limousine, stock options, and all the rdst.o
Note: Perkgs short forperquisitesmeaning “special privileges.”

2014.26
When anickname is insertedinto the identification of an individual, use gabbn marks.
Commonly used nicknames for sports figures mayubstguted for a first name without
the use of quotation mark&P, CW)

Sen. Henry M. “Scoop” Jackson Paul “Bear” Bryant
Magic Johnson Bear Bryant
2014.27

Use quotation marks to encloserds and phraseghat have been made ptay an
abnormal role in a sentence—for example, verb phrases madenttidun as adjectives
(G)—or for any quoted or emphasized word or short (i)

We were all impressed with her “can do” attitude.

2014.28
Words and phrasestroduced by such expressions asarked, labeled, signe&nd
entitled are enclosed in quotation markis, G) Quotation marks aneot usedto enclose
expressions following the terrkaown as, called, so-calledic., unless such expressions
are misnomers or slan@JS)

The carton was marked “Fragile.”

He received a message signed “A Friend.”

The article entitled “Write Your Senator” was irathssue.
She used her so-called clout to get the motiongolass

2014.29
When use of thepoken word is implied,quotation marks sometimes serve better than
italics. (C)

In Elizabethan dialogue a change from “you” to tihoften implies a studied
insult.



2014.30
Often an author wishde single out a word or phrasenot quoting it from a specific
document but referring it to a general backgrounad will be recognized by the reader.
Quotation marks are appropriate in a situation tiiks. (C)

Myths of “paradise lost” are common in folklore.

2014.31
Do not usequotation marks to encloghrases taken from other parts of speechnd
are nowwell established as nounsior examplehaves and have-nots, pros and cons, ins
and outs(G)

My predecessor left me a helpful list of dos and’'tho
Give me an agreement without a lot of ifs, and$uds.

2014.32
Do not usea comma before or after a quotation whenwasen into the flow of the
sentence. (G)

Don't say “l can’t do it” without trying.
The audience shouted “Bravo!” and “Encore!” at¢imel of the concerto.

2014.33
Do not set off a quotation that occurs within a senteaxaressential expressiorhut set
off a quotation that is aonessential expression. (G)

The chapter entitled “Locating Sources of Ventuapi@l” will give you specific
leads you can pursuguote is essential.)

His parting words, “I hardly know how to thank ydbwere sufficient.

(Quote is nonessential.)

2014.34
Ordinarily, capitalize the first word of every complete sentence in quotation mai&s$.

| overheard Ellis mutter, “Only a fool would makeéck a claim.”

2014.35
When quoting a word or a phrasep not capitalize the first word unlesst meets one of
these conditionga) it is a proper noun, proper adjective, or the prori; (b) it was
capitalized in its original us€¢) the quoted word or phrase occurs at the beginiirag
sentencefd) it represents a complete senter{C.

No one is terribly impressed by his “Irish temper.”
| watched her scrawl “Approved” and sign her narnha bottom of the proposal.



“Outrageous” was the general reaction of the publi®axon’s attempt to duck the
guestions of the reporters.
The Crawleys said “Perhaps”; the Calnans said “Mg.Ww

2014.36
When a quotation isot syntactically dependenton the rest of the sentence, the initial
letter is capitalized(C)

As Franklin advised, “Plough deep while sluggardss.”

2014.37
In atyped list, opening quotation marks should align with thet fiester of the other items.

(G)

2014.38
Quotation markshould be omittedwith such statements as the followirig)

| am writing to say thank you for all you have done
We wish you all the best in the days ahead.

2014.39
Avoid unnecessary fragmentsDo not use quotation marks to report a few orginesrds
that a speaker or writer has usgalP)

The senator said he would go home to Michigan iblsethe election.
not The senator said he would “go home to Michigartigflost the election.

OMISSIONS

2014.40
If one or morewnords are omitted within a quoted sentenceayse ellipsis points to indicate
the omission. Omit any marks of internal punctua(@ comma, a semicolon, a colon, or an
em dash) on either side of the ellipsis points ssmt@ey are required for the sake of clarity.

(G)

“During the past twenty-five years . . . we haverm&itnessing a change in buying
habits, particularly with respect to food.”

internal punctuation:The objectives of the proposed bill are admirablsill
cheerfully concede; the tactics being used to gapport of the bill are not.”

“The objectives of the proposed bill are admirahle ; the tactics being used to gain
support for the bill are not.”

2014.41
If only afragment of a sentences quoted within another sentence, it is not nemgsto



signify the omission of words before or after treginent(C, G)

According to Robertson’s report, there has beechange in buying habits,
particularly with respect to food.”
Benjamin Franklin admonishes us to “plough deepdengiuggards sleep.”

2014.42
If one or moresentences are omittedbetween other sentenceghin a long quotation, use
three ellipsis points after the terminal punctuatid the preceding senten¢&)

“We have been witnessing a change in buying hapétgjcularly with respect
to food. . . . How far this pattern of change wedtend cannot be estimated.”

2014.43
If one or morewvords are omitted at the endof a quoted sentence, use three ellipsis points
followed by the necessary terminal punctuationgothan a period) for the sentence as a
whole. If the sentence is intended to trail offehellipsis points are usg@)
“Can anyone explain why . .. ?"
His reaction was, “If | had only known . . .”

L ONG QUOTATIONS

2014.44
The preferred style for presenting quotesnofe than four typewritten lines is to use a
single-spaced extract. Indent the extract from esgabd of the margin, and leave one blank
line above and below the extract. (Spacing betviees may be adjusted by the designer
but should be done consistently throughout a pid2e.not enclose the quoted matter in
guotation marks; the indention replaces the qué@a/, E, G)

2014.45
Thesource of a set-off, or block, quotations usually given in parentheses (not brackets)
at the end of the quotation and in the same type #iis best puafter the final
punctuation mark so that it will not be read as part of the quotatif the reference begins
with a word or abbreviation, the first letter isuafly capitalized: (Vol. 3). No punctuation is
used following the sourcéC) For line placement of the reference at the eral ldbck
guote, se@ he Chicago Manual of Styl#5th ed., 11.81-84.

2014.46
When youquote two or more paragraphs,the first line of each paragraph may have a
further indent. (The designer may choose to useased leading rather than indents.) If the
first line of the quote does not begin the firstgoraph, do not further indent the line. Use
guotation marks only if they appear in the origir{BiB)



2014.47
When the quotation isot set in blockand the quoted matter consistswb or more
paragraphs, place a quotation mark at the start of each papgand at the end of the last
paragraph only(E, HB, US) Always remember to change double quotation marismw
guoted matter to single quotation marks and vigsat€AP, C, G)

2014.48
If a paragraph does not start with quotation matksends with guotation that is
continued in the next paragraph,do not use close-quote marks at the end of the
introductory paragraph if the quoted material ciunss a full sentence. Use close-quote
marks, however, if the quoted material does nosistute a full sentenc€AP)

He said, “I am shocked and horrified by the inciden

“I am so shocked and horrified, in fact, that Ihak for the death penalty.”
but

He said he was “shocked and horrified by the ingide

“I am so shocked and horrified, in fact, that lhak for the death penalty.”

2014.49
When along quotation starts with a complete sentence and ends withmplete sentence,
do not use three spaced periods at the beginnititeand of the quotation unless you need
to emphasize that the quotation has been extrécteda larger body of materidlG)

ADJUSTING QUOTES

2014.50
Original notereference marksin a short quotation from a scholarly work shousdially be
omitted. Authors may also insert note referenceb@f own within quotationgC)

2014.51
In a passage from a modern book, journal, or nepespanobvious typographical error
may be silently corrected. Passages from older svarki manuscripts should preserve their
original spelling and punctuation. When the ori¢jimarding contains anisspelling, a
grammatical error, or a confusing expression of thaght, insert the itemgic] (meaning
“so” or “this is the way it was”) in brackets todicate that the error existed in the original
material.(G) If the author wants to modernize spelling and pugitton for sake of clarity,
the reader should be informed of any such altarat{€)

As he wrote in his letter, “I would sooner go td jaen [sic| have to pay your bill.”
Note: The wordsicis not underscored in typed material.

2014.52
For clarity, it is sometimes necessary to insgglanatory words or phraseswithin



guoted matter. Enclose such insertions in brack@fs.

Mrs. Rawlings added, “At the time of the first lavits1976], there was clear-cut
evidence of an intent to defraud.”

2014.53
For special emphasisyou may wish to italicize words that were not sated in the
original. In such cases insert a phrase déikgphasis addedr italics mineor italics addedn
brackets at the end of the quotation or immediadétlyr the italicized word¢G)

Upon cross-examination, she replied, “I never metNbrman in my lifeto the

best of my recollectiofEmphasis added.]”

Upon cross-examination, she repliedn8ver[emphasis added] met Mr. Norman in
my life, to the best of my recollection.”

2014.54
Insertions may be made into quoted materia{l) to clarify an ambiguity, (2) to provide a
missing word or letters, (3) to give the originatdign word or phrase where an English
translation does not convey the exact sense. Acly sitierpolations are enclosed in
brackets. When an interpolated word takes the méeewnord in the original, ellipsis points
are omitted(C)

James “preferred to subvert the religion and lafdspeople” rather than to
“follow the character and reasons of his sfatdolis rationesque sui Regni].

2015 Semicolon;

2015.1
Because the semicolon is a strong punctuation mbgn used between main clauses, the
words placed immediatelyefore and after a semicolon tend to receive emphas(HB)

2015.2
Use a semicolon to separate groups of words, whptirases or clauses, dependent on a
general term or statement. (E)

He declared that physical exercise has many benéfiétrengthens the muscles of
the legs; it increases the flow of blood throughhetbody; it improves the appetite;
and it helps to prevent osteoporosis.

2015.3
When a coordinating conjunctig¢and, but, orpr nor) is omitted betweetwo



independent clausesyse a semicolon—not a comma—to separate the slqéég B, C,
CW, E, G, HB)

Most of the stockholders favored the sale; the mament and the
employees did not.

2015.4
If two independent clauses aret closely relatedtreat them as separate senten@si,
G)

Thank you for your letter of September(8ot a semicolonYour question has
already been passed on to the manager of mail-sedes, and you should be
hearing from Mrs. Livonia within three days.

2015.5
Use a semicolon to separate statements that astosely relatedin meaning to be written
as separated sentences and stiatements of contrast. (US)

It is true in peace; it is true in war.

2015.6
When independent clauses are linked by transitiexyailessions, use a semicolon between
the clauses. (Some transitional expressionshar® hence, indeed, then, however, besides,
andtherefore) (B, C, CW, HB) If the second sentence is long or requires speoighasis,
treat it as a separate senterf@. Follow the transitional words with commas whenythe
themselves should be emphasizés.

Our costs have started to level off; our sales,emeer, have continued to grow.
Let's give them another month; then we can pin tlemn on their progress.

2015.7
When usingor example, namelyor that is, and other related expressions, if the first part
of the sentence expresses the complete thoughharekplanation seems to be added on as
an afterthought, use a semicolon before the tianaik expression(C, E, G, HB, US)The
use of scholarly abbreviations such.asande.g.is now generally discouraged in
nonacademic writingi{CW)

Always use figures with abbreviations; for exam@e, 9 sq. in., #.M.
These hymnals, for exampl€he Sacred Harjand its imitators, flourished
throughout the South.

2015.8
A semicolon is not used where&eamma will suffice. (US)



2015.9
Use a semicolon to achieves@monger break between independent clauskan a comma
provides.(AP, G, HB)

Many people are convinced that they could persgsallve the problem if given the
authority to do so; but no one will come forwardhwa clear-cut plan that we can
evaluate in advance.

2015.10
Use a semicolon when one or both clauses are Iohgweinternal commasand a
misreading might occur if a comma were also useskparate the claus€sP, B, C, E, G)

| sent you an order for bond letterheads, onionpkiper, carbons, and
envelopes; and shipping tags, cardboard cartaasestwire, and binding
tape were sent to me instead.

The membership of the international commission agafllows: France, 4;
Germany, 5; Great Britain, 1; Italy, 3; the Unitethtes, 12.

Regional offices are located in New York, New Yo@jicago, lllinois; and
Dallas, Texas.

2015.11
An independentlause introduced byso (in the sense of “thereforety yetmay be
preceded by a comma or a semicolon. Use a comtha ifvo clauses are closely related
and there is a smooth flow from the first clauséhtosecond. Use a semicolon if the clauses
are long and complicated or if the transition betwelauses calls for a long pause or a
strong break(G)

Sales have been good, yet profits are low.

This report explains why production has slowed doyet it does not indicate how
to avoid future delays.

These sale-priced toasters are going fast, so defdly if you want one.

We have been getting an excessive number of complduring the last few months
about our service; so | would like each of youdwiew the operations in your
department and indicate what corrective measureshiok ought to be taken.

2015.12
If both acoordinating conjunction and a transitional expresgn occur at the start of the
second clause, use a comma before the conjun¢@on.

The site has a number of disadvantages, and fantdrerthe asking price is quite
high.

2015.13
Avoid starting a sentence with series punctuated with semicolonsIry to recast the



sentence so that the series comes at theg(@nd.

awkward:New offices in Framingham, Massachusetts; Rocheslianesota;
Metairie, Louisiana; and Eugene, Oregon, will opgrihe middle of next year.

improved:By the middle of next year we will open new ofda Framingham,
Massachusetts; Rochester, Minnesota; Metairie,diani; and Eugene, Oregon.

2015.14
Use a semicolon to separdagthy statements following a colon. (Con, E)

Amos Rappoport itHouse Form and Cultursupports this view when he carefully
lists three categories of architecture: (1) primeit-built with few modifications by
all people on a common model; (2) vernacular—digidgo . . .

2015.15
Place a semicolooutside quotation marks. (AP, C, Con, E, HB)

She spoke of “the protagonists”; yet | remembenag one.

2016 Slant or Solidus/

2016.1
The solidus occurs (without space before or aftecertainabbreviations and expressions
of time. (G)

km/h c/o the fiscal year 1985/86

2016.2
Periods or seasongxtending over parts of two successive calendarsyeay be indicated
by the use of a solidus or an en ddsl),although the en dash is preferrédWw)

winter 1970/71 fiscal year 1958-1959

2016.3
The solidus is used to expredternatives. (B, G, HB)

an either/or proposition
meet on Monday and/or Tuesday

2016.4
Avoid using the solidus to indicate thaparson or thing has two functionsUse the
hyphen in such expressiori&)

the owner-manager planning to hold a dinner-dance



2016.5
The solidus is also used in writifigictions and in some code and serial numbgg,.

4/5 25/394756

2016.6
A short extract from a poemis sometimes woven right into a sentence or agoap. In

such cases use quotation marks at the beginningrathdf the extract, andsalidus may
be used to indicatewhere each line would break in the original areangnt of the poem.
(B, CW, G, HB) It is permissible to omit the solidus where eant begins with a capital
and there are no other capitals in the quota(icop.

As Alexander Pope put it, “A little learning is aryerous thing; / Drink deep, or
taste not the Pierian spring. . .Note: One space precedes and follows the solidus.

2016.7
Avoid he/she.Usehe or she.






21. References to Time

2101
The expressionsme periodand period of timeare redundant since a period is an interval
of time. (B)

a long time not a long time period
a three-week periodnot a three-week period of time

2102 Days
2102.1
Sunday Sun. Su
Monday Mon. M
Tuesday Tues. Tu
Wednesday Wed. w
Thursday Thurs. Th
Friday Fri. F
Saturday Sat. Sa
2102.2
Useone- or two-letter abbreviationsonly when space is extremely tigi€, G)
2102.3
In most writing don’'t abbreviateames of days and holidays. (All sources)
2102.4
Capitalize the names of tidays of the week. (All sources)
2102.5
Capitalize the names odligious holidays. (All sources)
Good Friday
Christmas Eve
2102.6

Capitalizesecular holidaysand specially designed holidays. Lowercase ddsczipames.
(All sources)

Arbor Day

National Book Week
election day
inauguration day



2103 Months and Seasons

2103.1
January Jan. Ja
February Feb. F
March Mar. Mr
April Apr. Ap
May May My
June June Je
July July Ji
August Aug. Au
September Sept. S
October Oct. (@]
November Nov. N
December Dec. D

2103.2

Useone- or two-letter abbreviationsonly when space is extremely tigi€, G)

2103.3
In most writing don’'t abbreviateames of months. (B, C, CW, HB, MW)Names of
months are written out in footnotes and bibliogiaphin narrow columns in tables, the
names of months may be abbreviated even if staradorge.(US)

2103.4
Capitalize the names of tineonths. (All sources)

2103.5
Capitalize the names of religious seas@Al.sources)

Lent

2103.6

Lowercase theeasons of the yealCapitalize the seasons only when they are peisdnif
(All sources)

fall
winter
Then Spring, with her warm showers, arrived.



2104 Dates

2104.1
Use commago set off the year when the day is also usetlemtonth-day-year sequence.
Also use commas to set off the month-day sequehesthe day of the week is given. No
commas are needed when only the month and yeaisack

April 14, 1992

April 1992

the August 6, 1984, issue but the August 1984 issue
On Sunday, August 2, 1992, our church . ..

2104.2
After an exact dateis used, a reference to another date in the saonéhns spelled out if
the reference is to the tenth or earl{&, MW)

On November 5 the election took place. By the mgmf the sixth, the
ballots had been tallied.

2104.3
Write theday of the monthas a cardinal number. (AP, C, CW, E)

April 14 not April 14th

2104.4
When theday precedeghe month use ordinal figures for dates after the tenth; arsinal
words for the tenth or earlier.

August 23 not August 23rd
the 23rd of August

2104.5
Always use ordinal figures or words when the wibrelprecedes a day-month sequence
or theday alone.(C, E, MW)

the 23rd of September
the fourth of September

2104.6
When using ordinal figures, use the endirgis-nd, -rd,and -th without periods(C, MW)
1st
2nd
3rd

4th



2104.7
Use of all figureswhen writing dates is acceptable on business f@amdsin informal letters
and memos. However, if the reader could misintergeedate, avoid this style. The all-
figure style is unacceptable in formal writif@, E, G, MW)

6/8/63 or 6-8-63
Note: This date may be interpreted as June 8, 1963ugu#t 6, 1963.

2105 Years, Decades, and Centuries

2105.1
Capitalize scientific names of theorld’s eras, common names for historical epochs,
periods in the history of literature or languaga] @opular names and nicknames for most
cultural orhistorical moments or events. (B, C, CWE, G, HB, MW, US, W)

the Neolithic Age

the Wars of the Roses
the Crusades
California Gold Rush
Depression

2105.2
Thefull names of warsare capitalized; however, words suchwas, revolution, battleand
campaignare capitalized only when they are part of a proene. Descriptive terms such
asassault, siegeandengagemenare usually lowercased even when used in conjmcti
with the name of the place where the action ocduf@, MW)

the French and Indian War

the Battle of the Coral Sea

the second battle of the Manassas
the assault on Iwo Jima

2105.3
Most period designationsare lowercased except for proper nouns and adge;{C) those
derived from proper nouns, and those that have d¢orbe capitalized by traditio(CW,
G)

Age of Reason baroque period
Christian Era Victorian era
Middle Ages

space age

Stone Age

the Roaring Twentiebut the twenties

2105.4



Lowercasenames of academic yearsr terms(B)

freshman year
summer term
winter quarter

2105.5

Spell out the decade or century if it is thiet word in the sentencéAP, C, MW)

2105.6

Well-known yearsin history may be abbreviated. (C, CW, MW)

the winter of '85

2105.7

Use figures if decades are identified with the agntNo apostrophe is used before shie
decades(C, CW) Use either figures or words fatentifying decades and centurieshut
be consistent throughout the publicati¢@, HB, MW)

the 1880s and 1890s not
the 1950s and 1960s not
the 1930s and 1940s not
'50s and '60s not
the mid-sixties

the mid-1960s

the mid-'60s

the 1900s

the nineteen hundreds

1880s and '90s
1950s and '60s
1930s and forties
'50’s and '60’s

2105.8

An en dash (not a hyphen) may be used fgpan of timeas a substitute for the wota
however, words must be used in phrases introdugédeowordsrom or betweenor if
followed by the wordnclusive.(C, CW, E, G, HB, US)

during the years 1980-1990

from 1980 to 1990
between 1980 and 1990

from 1980-1990
between 1980-1990

the amount submitted in tax returns for 1996 to9l@elusive

June 6 to July 4, 1992

or June 6-July 4, 1992
notJune 6, 1992 to July 4, 1992



2105.9
Periods or seasongxtending over parts of two successive calendarsyamay be expressed
by using a solidus (slant line) or an en dash. (C)

winter 1984/1985 winter 1984-1985

2105.10
When expressingeriods extending over two or more successive caligr years, repeat
all digits. (C)

43-428B.C.
1900-1902
1914-1918

2105.11
Wheninclusive datesoccur in titles, repeat all the digi(€)

An English Mission to Muscovy, 1589-1591

2105.12
Theabbreviations A.D. (anno Domini,Latin for “in the year of our Lord"and B.c. (before
Christ) are usually set in small caps with peridtffien using these abbreviations, year
numbers should be set in figures and centuriesldtmuexpressed in word&C)

the second centuwy.D.
in the fourth centurg.c.
in 55B.c. andA.D. 1066

Note: The abbreviatios.c. comes after the year and the abbreviatian comes
directly before the year. The abbreviatop. follows a reference to an entire
century. Use.c. andA.D. notB.C.E. andC.E.

2106 Time and Time Zones

2106.1
When spelled outjesignations of time and time zoneare lowercase. Abbreviations are
capitalized, unpunctuated, and unspa¢€jl.

2106.2
The abbreviations for thétandard time zonesare as follows(G)

eastern standard timeST mountain standard timdST
central standard timeCST Pacific standard time PST



During daylight saving time:

DST (daylight saving time) or EDT (eastern daylight time)
CDT (central daylight time)
MDT (mountain daylight time)
PDT (Pacific daylight time)

2106.3
Lowercasewvords except those that are proper nouns like Pa¢MiaV, US)

2106.4
Use a colon, without spaces before or aftesgimarate hours from minuteswhen using
figures.(AP, B, C, CW, E, G, HB, MW, US)

2106.5
In moreformal expressions,use thavord o’clock rather than the abbreviations1. and
P.M. (G) When needed for clarity, us@onandmidnightrather thari2:00A.M. and12:00
P.M.

His shift was from noon to midnight.
between 12 midnight andA22wm.

2106.6
Theabbreviations A.M. and P.M. are usually set in small caps with periods. Alwags
figures with the abbreviatiorssM. andp.M. Avoid using these abbreviations with
expressions conveying the same meaning or witkvtdre o’clock. (AP, CW, E, G)

10:30A.M. not ten-thirtya.m.

this morning not thisa.m.

10:30A.M. not 10:30A.M. 0’clock

this morning at 9:30 not this morning at 9:3@.Mm.

this morning at 9 o’clock  not this morning at @.m.

Note: The wordo’clock may be used with such phrasesnathe morning, in the
afternoonandat night.

2106.7
Zeros may be omittedfor time “on the hour” unless another time usinigutes is in the

same sentence. In tables where some entries & igihours and minutes, add a colon and

zeros to exact hours to maintain uniform appeargi&e

6 AM. or 6:00A.M.
between 9 and 18.M.
between 9:00 and 10:320Mm.



2106.8

Spell out the timeor use the all-figure style when expressing tinidewt the wordo’clock
or the abbreviations.M. andp.M. In most cases, the all-figure style is prefer(&z).

arrive at eight or arrive at 8:00 not

a quarter past ten or
five after six or
nine-thirty or
nine forty-two or

arrive at 8
10:15

6:05

9:30

9:42

Note: Place a hyphen between the hour and the minutgsuien the minutes are

not hyphenated.

2106.9

Expressnoon and midnight as words alone. However, when other times arengive

figures, usel2 noonand12 midnight(G, MW)

Dinner is served until midnight.

Dinner is served from &.M. until 12 midnight.

2106.10

An en dash (not a hyphen) may be used fgpan of timeas a substitute for the wota
however, words must be used in phrases introdugédeowordsrom or between(C, CW,

E, G, HB, US)

Store hours: 10:38.M.—5:30P.M.

Call Order Services from 8:30M. to 4:00P.M.



22. Titles

2201 General Rules

2201.1
Regardless of how the title appears on a literaopK) or artistic work (music), capitalize
the first and last words of the title, all nounspmouns, adjectives, verbs, adverbs, and
subordinate conjunctions (if, that, after, befoeey well as any othevords with four or
more letters regardless of their classification.

Note: Be sure to capitalize short verb forms llkeandBe and short pronouns likde and
My. However, do not capitalize when it is part of an infinitive: “The Boy Who Lgad to
Be a Dog.”

The following are usuallypot capitalized:

Articles: a, an, the

Short conjunctionsand, as, but, or, nor

Short prepositionsat, by, to, for, of(The worddn, off, on, out, u@re capitalized when
used as adverbs.)

(Seesections 2202—-2205 for exceptions.)

2201.2
If a normally lowercased short wordis usedn juxtaposition with a capitalized word of
like significance, it should also be capitaliz@dS)

Buildings In and Near Minneapolis

2201.3
Capitalizeformal titles of acts, laws, bills, and treatiesbut do not capitalize common-
noun elements that stand alone in place of thenarte (G)

the Treaty of Versailles
the treaty

2201.4
Many publications choose one waystyling newspaper titlesregardless of their official
titles. The most common styling is to italicize theeme but not to capitalize or italicize the
initial article. (MW)

theNew York Times
theWall Street Journal



2201.5
When apoem is referred to by its first linerather than its title, capitalization should
follow the poem, not the rules for capitalizinded. (C)

2201.6
Descriptive references fmending legislationare lowercasedC)

A gun control law is being considered.

2201.7
Theabbreviations op. (opus; pl.opp.or operg and no. (number; plnos) are usually
lowercased, but both are sometimes capitalizekeestyle is acceptable if consistency is
observed(C)

2201.8
An abbreviation designatingcatalog of a particular composer’s workss always
capitalized (e.g., BWV [Bach-Werke-Verzeichnis] ®ach). When a number, or an opus or
catalog number, is used restrictively—i.e., ideesithe work—no comma precedeq@)

2201.9
In bibliographies and other referencespo#n is used between title and subtitle-even
when no punctuation appears on the original titllgegy since publishers commonly drop the
colon before subtitles on such pages. When a dasted instead of a colon, retain the dash
in any referencgCW)

2202 Articles

2202.1
An initial article that is part of a title is often omitted if it would be awkward in context
(CW, MW)

2202.2
It is not necessary to italicizbe even if it is part of the titlgB)

2202.3
Lowercase articles(a, an, thelunless they are the first or last words of tHe b subtitle.
(AP, B, C, CW, E, G, HB, MW, US, W)

2202.4
Capitalize the article if it is thigrst word after a dash or colonin the title.(CW, G)



2203 Prepositions

2203.1
An adverb in a titleshould always be capitalizedeven though the same word might not
be capitalized when used as a preposifiGiy, G)

The Dog That Came In to Die but The Dog in the Manger
What's Going On Among the Lutherans?

2203.2
Capitalize the preposition if it is tHest word after a colon or dashin the title.(CW, G)

2204 Conjunctions

2204.1
Lowercasecoordinate conjunctions(and, or, nor, for)unless they are the first or last
words of the title or subtitl€C, E, HB, MLC, MW)

2204.2
Capitalize the conjunction if it is tHast word after a colon or dashin the title.(CW, G)

2205 Infinitives

Theto of infinitives is lowercased(C, HB, MW)

Controls to Be Applied

2206 Compounds

2206.1
Capitalizing hyphenated and opssmpounds in titlesmay be simplified by application of
thefollowing rule: First elementsare always capitalizedubsequent elements are
capitalized unlessthey are articles, short prepositions, coordimmatianjunctions, or such
modifiers adlat, sharp,andnatural following musical key symbols; second elements
attached to prefixes are not capitalized unlesg éine proper nouns or proper adjectives. If



a compound (other than one with a hyphenated prefimes at the end of the title, its final
element, whatever part of speech it may be, isydwapitalized(C)

The Hide-and-Seek Principle

E-flat Concerto but  Concerto in E-Flat
Investigating Quasi-Corporations

New Do-It-Yourself Landscaping Guide
Trans-Siberian Railway

Self-Help for Weight Loss

2206.2
The second element ocampound numeralis not capitalized(US)

United States. Four Hundred Twenty-two Casks of Wine

2207 Computer

2207.1
Names of hardware (machines) assigned by the netouéas are often given in full
capitals as acronyms.

DOS MAC

2207.2
Software (languages, programs, systems, packages, roustmeiyutines, statements,
commands) terms indicating specific units arersdali capitals or lowercased based on the
manufacturer’s preference.

2208 ltalicized Titles

2208.1
The followingcategories of titlesare italicized{AP, C, CW, G)

artwork

ballets

books

catalogs, company specific (tA€Penney Spring-Summer Catglbgt a JCPenney
catalog)

drawings (cartoons, comics)

electronic versions of books, games, magazinesicmus

games, commercially producétenga, Apples to AppleBut not generic: checkers,
dominoesSeea dictionary for special treatment, such as hilg-seek.

legal cases



magazines Lowercaseagazinaunless it is part of the actual title. In someesathe
publishing company is the same name as that giubkcation; use italic only when
referring to the publication. Do not capitalizeitaficize the initial article.

motets

motion pictures

musical compositions, collections of shorter

musical compositions, long

musicals

newspapers (Do not capitalize or italicize theiah#rticle.)

novellas that are separately published

operas

oratorios

orchestral works

paintings

paintings, formal groupings of

pamphlets

periodicals $eemagazines.)

plays

poems, collections of

poems, long

radio series, programs

record albums (CDs)

sculptures

sculptures, formal groupings of

statues

symphonies

television series

tone poems

works of art

works of art, formal groupings of

2208.2
As with other such arbitrary distinctions (e.g.epts: short v. long), where matitles of
musical compositionsare mentioned in a critical study, all may beigiaéd regardless of
individual length(C)

2208.3
Theuse of all capitalsinstead of italics is acceptable in business spwadence where
titles occur frequently (as in the corresponderice mublishing house) and in advertising
and sales copy where the use of all capitals enthed to have an eye-catching efféEs.
G)



2209 Titles in Roman Type and Quotation Marks

The followingcategories of titlesare set in roman type and enclosed in quotatiafksna
(AP, C, CW, G, US)

addresses (speeches)
articles in periodicals
captions

chapter headings

display lines

dissertations

editorials

essays

headings

headlines

hymns

lectures

machine copies
manuscripts in collections
manuscripts, unpublished
musical compositions, short
papers read at meetings
part headings

poems, short

radio episodes of programs
reports

sermons

short stories

songs

speeches

studies

subdivisions of books (actual titles: “Meet the Bart’ but foreword)Seesection 901.7.
subheadings

subjects

television episodes of programs
themes

theses

typescripts

unpublished works (only if complete)

2210 Capitalized Titles in Roman Type Without Quotéion Marks

The following categories of titles are set in rontgme and not enclosed in quotation ma(ky:

acts and programs resulting from them



archives
Bible (Names of modern versions of Scripture: Neteinational Version, bu@oncordia
Study Bible)
book editions
book series
inscriptions
laws and programs resulting from them
mottoes
musical compositions Those which are identifiedhi®y musical form in which they are
written plus a number or a key or bof@., G, MW) However, if a descriptive phrase
accompanies this type of title, it is italicizedhie work is long, quoted if it is short.
Chopin’s Etude No. 12 (the “Revolutionary” Etude)
Tchaikovsky’s Symphony No. 6 in B Flat Minor (tRathetiqué
notices or short signs Specific wording run in tektmatter should be capitalized like titles
but neither italicized nor quoted.

He has a No Smoking sign in his car.
The door was marked Authorized Personnel Only.

pacts and programs resulting from them

plans and programs resulting from them

policies and programs resulting from them

short signsSeenotices.

treaties and programs resulting from them

Web site names, search engines (Google, YdhateeBay)

2211 The Lutheran Confessions

2211.1
Use the followingabbreviations when citing the confessions in professional books.
AC  Augsburg Confession
Ap  Apology of the Augsburg Confession
SA  Smalcald Articles
Tr Treatise on the Power and Primacy of the Pope
SC  Small Catechism
LC  Large Catechism
FC  Formula of Concord
FC Ep  Epitome of the Formula of Concord
FC SD  Solid Declaration of the Formula of Concord
FC RN  Rule and Norm of the Epitome or Solid Declaration



2211.2

EDITIONS
Tappert The Book of Concord: The Confessions of the Evarajel
Lutheran ChurchTranslated and edited by Theodore G.
Tappert. Philadelphia: Fortress Press, 1959.
Triglot Concordia Triglotta: The Symbolical Books of the Ev.
Lutheran Church. St. Louis: Concordia Publishing
House, 1921.

Kolb and Wengert The Book of Concord, edited by Robert Kolb and
Timothy Wengert, © 2000 Augsburg Fortress.

2211.3
Italicize Triglot because it is part of the title of the book; doitadicize the name Tappert
because it refers to the editor.

2211.4
Do not italicize the names of tiedividual confessions.

2211.5
Capitalize thd_utheran Confessionsbut lowercase subsequent references to the
confessions.

What do the Lutheran Confessions teach about . . .
but

The confessions teach that . . .

the confessions of the Lutheran church

the Lutheran church’s confessions

2211.6
Italicize The Book of Concord.

The Book of Concordf 1580 contains the official confessions of theHeran
church.
What does'he Book of Concorttach about faith?

2212 Luther’s Works

2212.1
Use the followingabbreviations when citing editions ofuther's Worksn professional
books.

LW Martin Luther,Luther's Worksgdited by Jaroslav Pelikan and
Helmut T. Lehmann, American Edition, 55 vols. (Siuis:



Concordia Publishing House; Philadelphia: Fortraess,

1955-1986).
WA Weimar Edition oLuther's Works
St. L. St. Louis Edition of.uther's Works
WLS What Luther Says: An Anthologygmpiled by Ewald M.
Plass,
3 vols. (St. Louis: Concordia Publishing House, 959
KW
Kolb-Wengert

Kolb and Wengert The Book of Concord, edited by Robert Kolb and
Timothy Wengert, © 2000 Augsburg Fortress.

2212.2
Do not italicize thdetter abbreviations.

2213 Individual Writings of Luther

2213.1
Italicize the titles of all ofuther’s individual writings.
Luther'sBondage of the Will
Luther'sFreedom of the Christian
2213.2

Even though it may be argued thather's Worksis the name of a series and not of an
individual book,Luther's Workss italicized consistently throughout the litenagtu

2214 Volume and Chapter Designations
In most manuscripts, uggabic numerals for volume and chapter designations, even when

roman numerals are used in the origilBalt continue to useoman numerals when
referring to the articles of the Lutheran Confessio






23. Trademarks

2301
Capitalize trademarks, service marks, collectiveksigbrand names, proprietary names,
names of commercial products, and market gradespéxicose that have become clearly
established as common nouns. A common noun follgwhe product should not be
capitalized Check current dictionary. (G)

Coca-Cola Planned Parenthood Rollerblades
Coke but cola

2302
Capitalize thérade namesof manufactured products, but the words followanfyade name
that are not part of the name are lowercadeq.

Goodyear All-Season Radialbut Goodyear radial tires

2303
Usegeneric termswhenever possibléAP, Con)
in-line skates not Rollerblades
tissue not Kleenex
2304

Many domestic breeds and varietiebave been given special, sometimes fanciful, names
that must be respected. This is particularly trileosticultural varieties of plants that may
be patented or may possess names registered esade (C)

Golden Bantam Corn Hale Haven Peach Peace rose

2305
Generic names of drugshould be used so far as possible and given l@serreatment.
Proprietary names (trade names or brands), if asel, should be capitalized and enclosed
within parentheses after the first use of the gerterm.(C)

To prevent blood clots, the patient was prescribadarin (Coumadin).

2306 Use of Symbols

2306.1

The ™ and® symbols are used mainly in advertising and labelRepeated uses of the
words after the first use do not carry the tradénoaregistered symbol.



2306.2

An explanatory footnoteis used for each appearance of the symbols. @dtadte is
according to the trademark owner’s preference. Where are multiple symbols for
different companies, a generic footnote is used.)

Teachers can order Christ-Li§hnaterials online.
footnote:Christ-Light is a registered trademark of Northtees Publishing House.

2306.3

It is not required to use the symbols in running.telowever, capitalize trademark or
registered names and when possible use a desonjplofirst use.

Use Velcro to hold pieces together.

He gave his daughter the Rollerblade in-line skeB&s quickly put on
the Rollerblades and took off.



24. \Word Division

2401
Our firstauthority on word division is the bookl&/ord Division: Supplement to United
States Government Printing Office Style ManQ@alr second authority iglerriam-
Webster’s Collegiate Dictionary,1th Ed.

2402
Hyphens are used for word divisions at the endhetl(HB, MW) Most words should be
divided according to pronunciation,not according to derivatiofC, G)

chil-dren ot child-ren) prod-uctr{ot pro-duct)
knowl-edge (ot know-ledge)  ser-vicenft serv-ice)

2403
Not every division between syllables anappropriate place for dividing a word at the
end of a line(HB)

2404
Words that have a misleading appearance when digtdeuld be left unbroken if at all
possible(C)

media often water
noisy prayer women

2405
Be alert to line breaks of words that hal#erent pronunciations and meanings
depending upon how they are hyphena(€d.USNWR)

re-cord (verb) rec-ord (noun)
pro-ject (verb) proj-ect (noun)

2406
Avoid divisions like the following, whichcan confusethe reader. In some instances two-
letter divisions are better so the reader is nafused.(B, G, HB)

Confusing Better
ambi-tious am-bitious
circum-ference cir-cumference
extra-neous ex-traneous
hyper-bole hy-perbole
inter-rogate in-terrogate

super-lative su-perlative



2407
Word division should be made after a vowel unlégsresulting break is not according to
pronunciation(C)

criti-cism (better thancrit-icism)
liga-ture father thanlig-ature)

2408
Whentwo separately soundedrowels come together in a wordlyide betweenthem, but
do not divide between two vowels when they are tiggdther to represent one souftdl)

recre-ation  experi-ence  situ-ated
esteemed patience announce

2409
One-letter divisionsare not permissible. Such words as the followingsthmot be divided.
(C, G, HB)

acre enough item

again even lucky

amen event oboe

among idol unite
2410

Try to avoid two-letter divisionsat the end of a line. Two-letter word endings dthaot
be carried over to the next lingC, HB)

en-chant as-phalt but notloss-es

2411
When aone-letter syllableoccurs within the root of a word, dividdter it rather than
before it.(C, G)

apolo-gize nega-tive reme-dies
impera-tive  pene-trate simi-lar

2412
Final syllablesin which the liquid is the only audible vowel should not be carriedrov
onto the next ling(C)

dis-ciples disci-ples

not
ex-ample exam-ple

2413



Divide a wordafter a prefix, rather than within a prefix or root wor)

ambi-dextrous intro-duce
circum-stances super-sonic
inter-national

2414
Divide a wordbefore a suffix, rather than within the suffix or root wor)
appli-cable not applica-ble
comprehen-sible comprehensi-ble
2415

When a word haboth a prefix and a suffix, choose the division point that groups the
syllables more intelligibly. This also applies tavard with a suffix added on to a suffix.

(G)

replace-ment re-placement

not
helpless-ness help-lessness

2416
Hyphenated compoundsshould not be broken except at the hyphen ifpoissible (B, C,
G)

cross-reference father-in-law  self-confidence

2417
Words that were originally compounds of other wdsds now are spelled solid should be
divided at the natural breaks whenever possibleision after a prefix is also preferable.
(B, C, G)
school-master not  schoolmas-ter

2418
Try to keep together certain kinds of word groupghat need to be read together; for
example, page and number, month and day, montgeardtitle and surname, surname and
abbreviation (or number), number and abbreviattwmumber and unit of measuf&)

page 203 September 1989 Paula Schein, J. D.
Mrs. Connolly Adam Hagerty Jr. 10:30m.

2419
Personal namesught not to be divided if there is any way toidvi (C)



2420
A name with a numerical suffixis not divided between the name and the numg@viw)

Elizabeth I

2421
Do not dividecontractions or abbreviations.(G, HB, MW)

2422
Ordinarily, long numbersshould not be divided.

2423
A very short word should not occur by itself on the last line ofaggraph(MW)

2424
Try to avoid dividing words imeadings.

2425
A divisional mark, such aga) or (1), even when it occurs in the middle of a sentence,
preferably should not be separated from what fadlaw(G)



House Form Dictionary

A

Aaronic blessingMay be capitalized in
liturgical use. 610.3, 611.3

Abrahamic covenant(CW) 611.3

absolution (of sins) Lowercase in
general. Capitalize only when used as
a title of part of a service. 610.3, 611.3

abyss, the608.2

a cappellaTwo words, not italicized.

accuserReferring to Satan. 606.1

adiaphora

Adonai 601.1

adult Baptism

Advent Capitalize only when referring to
the religious season: advent of our
Lord, Advent season. 610.5

advocate601.6

African-American Preferred oveblack
as a racial designation.

agnosticism611.3

“Agnus Dei” Titled “O Christ, Lamb of
God” in Christian Worship: A
Lutheran Hymnal610.3

Allah 601.2

Almighty, the 601.1

almighty God 611.4

Alpha and OmegalLowercase in general.
Capitalize when used as a synonym
for God. (usage) 601.6

altar guild Lowercase in general.
Capitalize when the reference is
specific: Trinity Altar Guild.

amillenarian 605.3

amillennial, -ism, -ist 605.3

ancient Near East608.1

Ancient of Days, theReferring to God.
601.1

angelLowercase in general. Capitalize
when referring to the preincarnate Son
of God.

angel Gabriel, the

angel of death606.1

angel of the Lord Lowercase in general.
Capitalize when referring to the
preincarnate Son of God. 601.1

annunciation Lowercase in general.
Capitalize when referring to the
festival on March 25. 609.3, 610.5

Anointed, the Synonym for Jesus. 601.1

Anointed, the Lord’s Capitalize when
referring to Christ. 601.1

Anointed One, theReferring to Christ.
601.1



ante-Christian Before the Christian era.

ante-Nicene fathers

antichrist Lowercase when referring to
the general spirit. Capitalize when
referring to the person.

anti-Christian 605.4

antichurch

anti-God 605.4

antilegomena603.2

anti-Semitism 605.4

anti-Trinitarian 605.4

Apocalypse, theCapitalize when
referring to the Revelation of John;
otherwise lowercase. 603.4

apocalyptic 603.5

Apocrypha 603.2

apocryphal 603.5

apostle607.1

apostle Peter(et al.) 607.1

apostles, the607.1

Apostles’ Creed604.1

apostle to the Gentiles, th&07.1

Apostolic Age609.2

apostolic blessingViay be capitalized in
liturgical use. 610.3

apostolic councilActs 15. 609.3

apostolic faith

apostolic fathers

Arabic numeral

archaeology

archangel

archbishop Lowercase in general.
Capitalize when used before a
personal name. (C)

ark, the Noah's ark. 611.2

ark of the covenant611.2

ark of the Testimony 611.2

Arminian, -ism 605.3

article Lowercase in general. Capitalize
when referring to individual articles of
the creed: the Second Article. 604.2

ascension, theCapitalize when referring
to Christ’s ascension. 609.3

Ascension DayUse the full expression
Ascension Dayhen referring to the
Thursday 40 days after Easter. 610.5

assemblyLowercase in general.
Capitalize only when part of the
official name of a local religious
meeting place.

Athanasian Creed604.1

atheism, -ist611.3

atonement611.3

Atonement, Day 0f610.5

audiocassette

audiovisual

Augsburg Confession604.1

Authorized Version

B

Baal A Canaanite god. Plural form is
baals 601.2



babe in the manger, the501.6

baby Jesus, the611.4

Babylonian captivity (of the Jews) 609.3

backstory One word.

Baptism Capitalize when referring to the
sacrament. Lowercase in general:
daily baptism, Jesus’ baptism, your
child’s baptism. 611.6

Baptism, adult

Baptism, infant

Baptist, a605.1

Baptist, the Referring to John. 607.1

Baptist church, the 605.5

beast, theSynonym for Antichrist. 606.1

Beatitudes, the603.4

BeelzebubCapitalize when referring to
Satan. 606.1

beginning, the609.3

being Lowercase when referring to God’s
essence. 611.5

benediction Lowercase in general.
Capitalize only when referring to a
specific portion of a church service.
610.3

Bible Usually capitalized, but lowercase
as a nonreligious term: My dictionary
is my bible.

Bible Belt, the 910.9

Bible class

Bible school

Bible study Noun or an adjective.

Bible times 609.1

biblical

bimonthly

bishop Lowercase in general. Capitalize
when used before a personal name.
(€)

black As racial designation, lowercase
both as an adjective and a noun unless
it is part of a phrase that would require
capitalization: a black gospel chdiut
the Black MuslimsAfrican-American
is preferred.

blackboard Usechalkboard.

blanket subscription Provided by the
church but mailed to individual
addresses.

blood of Christ 611.3

board Lowercase in general and in
subsequent references to a specific
board. Capitalize only when used as
part of a proper noun: the Board of
Trustees, our board.

body of Christ 611.3

book Lowercase when referring to a book
of the Bible: the book of Jeremiah, the
book of Acts. Capitalize when used as
a synonym for the Bible (except when
modified, e.g., God’s book). A better
way to treat this issue—and one
preferred by many editors—dispenses
with the phraséhe book ofsimply



use Jeremiah, Acts, etc., whenever
possible. 603.1, 603.2

Book, the Referring to Bible. 603.1

book club Two words.

Book of booksUnless this phrase is the
actual title of the book, such as the
book in The People’s Bible Series:
Book of Books603.1

book of life, book of judgment(NIV)
603.2

Book of the Covenant

Book of the LawTorah.

bookshelfOne word.

books of the Bible603.3

bookstore One word.

born-again Hyphenate as an adjective.
611.3

BOSSBIlanket order subscription system.

boyfriend One word.

boy Jesus, theé611.4

Boy ScoutCapitalize when a member of
the organization is meant.

braille

Branch Referring to Christ. (usage) 601.6

brazen altar

bread Referring to Christ.

Bread of Life Synonym for the Bible or
Christ. 601.6, 603.1

Bridegroom Synonym for Christ. (usage)
601.6

bride of Christ Referring to the church.

bride-price

Buddha,-ism, -ist605.1

Bulk/bundle subscription Two or more
copies of a periodical sent to one
address for a designated time.

bulletin board

bulletin insert subscription A
congregation may subscribe to receive
the Scripture readings for each
Sunday throughout the year.

bulletin subscription A congregation
may subscribe to receive Sunday
bulletins throughout the year.

burnt offering

C

Calvary Not Mount Calvary.608.1

Calvinist, -ic, -ism 605.1, 605.4

Canon, theReferring to Scripture. 603.1

Canon Law 604.1

canon of Scripture, the603.2

canticlesCapitalize the names of
canticles: “Nunc Dimittis,”
“Magnificat.” Also capitalized when
used as a name for Song of Songs.
610.3

captivity, the (of the Jews) (CW) 609.3

cardinal Lowercase in general. Capitalize
when used before a personal name.
(€)

caregiver One word.



catalog

catechismCapitalize when part of a title
of a book: theRoman Catholic
CatechismCapitalize when used with
the wordSmallor Large Otherwise
lowercase: catechism class.

catechumen

cathedral Lowercase in general.
Capitalize when part of the official
name of a local religious meeting
place.

catholic Meaning “universal.”

Catholic Church Referring to the Roman
Catholic Church. 605.5

catholic epistlesJames, et al. (CW) 603.2

Catholicism, -ics605.1

CD Compact disk; small plastic disk in
which music or other digital data is
stored.

CD-ROM Referring specifically to disk
with digital data.

celestial cityReference to heaven. 608.2

cf. Means “compare,” no comma after.

chalkboard One word.

chapelLowercase in general. Capitalize
when part of the official name of a
local religious meeting place. 611.1

chapter Lowercase and spell out in the
text. May be abbreviated in
parenthetical references in

professional writings.

charismatic 605.3

charismatic church 605.5

charismatic movement605.3

checklist One word.

cherub, -im

chief priest

child The child in the manger. 611.4

child care Two words as a noun.

child Jesus611.4

children of Israel Prefer people of Israel
or Israelites.

chosen peopldreferring to the Jews.
611.4

chrismon

Christ 601.1

Christ Child (Con) 601.1

Christ crucified 601.1, 601.6

christen, -ing611.3

Christendom 605.1

Christian Capitalize the noun and
adjective form.

Christian church Capitalize both words
when referring to the universal church
in liturgical materials. 605.5

Christian day schoolUselLutheran
elementary school.

Christian era 609.2

Christian funeral Lowercase in general.
Capitalize when referring to the
service inChristian Worship: A
Lutheran Hymnal610.2



Christianity 605.1

Christianize, -ization

Christianlike

Christian marriage Lowercase in
general. Capitalize when referring to
the service irChristian Worship: A
Lutheran Hymnal610.2

Christian Science605.1

Christian Scientist, aMember of the
Church of Christ, Scientist. 605.1

Christian Worship: A Lutheran Hymnal
Used by most WELS churches.
Abbreviated in references as CW. The
abbreviation is not italicized.

Christian Worship: Supplement
Abbreviate CWSSupplemenéalso
italic when alone.

Christlike

Christmas Day 610.5

Christmas Eve610.5

Christmastime

christocentric

christological

Christology

church Lowercase in general. Capitalize
when referring to a specific church:
Roman Catholic Church, St. James
Lutheran Church, Atonement Church,
Bethany and Immanuel Churches; or
to the corporate title of a church: the
United Presbyterian Church, The

Lutheran Church—Missouri Synod;
but lowercase in generic references:
the Lutheran church, the Presbyterian
church. Also capitalize when referring
to the universal church in liturgical
materials. 605.5

church and state611.3

church catholic, the611.3

church council Lowercase in general.
Capitalize only when referring to a
specific council: St. John’s Church
Council.

church fathers

church history

churchgoer

church growth Capitalize when referring
to the specific movement. 605.3

Church Growth Movement 605.3

church in America

church in the East, . . . WesReferring
to Eastern Orthodox and Catholic
Churches

church invisible Seerules 605.3, 611.3.

church militant Seerules 605.3, 611.3.

Church of England

Church of Rome

church triumphant Seerules 605.3,
611.3.

church universal Seerules 605.3, 611.3.

church visible Seerules 605.3, 611.3.

churchwide



church year611.3

circuit Lowercase in general: the circuit
pastor. Capitalize only when used as
part of a proper noun: the Lakeshore
Circuit.

City of David Referring to Jerusalem or
Bethlehem. 608.1

cleanup One word as a noun.

clean upTwo words as a verb.

clergy

close(d) Communion611.6

collect Liturgical term. 610.3

Collect for the Day, theTitled “Prayer of
the Day” inChristian Worship: A
Lutheran Hymnal610.3

collegeLowercase in general: The college
is on a hill. Capitalize when part of a
proper noun: Wisconsin Lutheran
College.

Comforter, the Referring to Jesus and
the Holy Spirit. (usage) 601.6

commandment, a603.4

commandments, theLowercase in
general: We find God’s
commandments in the Bible. We

studied the first three commandments.

Capitalize only when referring
specifically to the Ten
Commandments or one of the Ten
Commandments. 603.4
Commandment, the First(et al.) 603.4

Commandments, the First and Second
(et al.) 603.4

Commandments, the Tern603.4

commissionLowercase in general.
Capitalize only when used as part of a
proper noun: Commission on Youth
Discipleship.

Commission, the GreatMatthew 28:19;
Mark 16:15. (A, Con, CW) 603.4

Common Doxology610.3

Common Service, ThePage 15 in
Christian Worship: A Lutheran
Hymnal.610.2

Communion Referring to the Sacrament.
(A, Con, CW) 611.6

Communion, close611.6

Communion hymns611.6

Communion liturgy 611.6

Communion, open611.6

Communion ware

communismLowercase in general. 911.3

Communist Capitalize when referring to
the political movement. 911.4

communist Lowercase when used as an
adjective. 911.3

Communist party (Con) 911.4

compact disk Two words.

conferenceLowercase in general: The
conference voted. Capitalize only
when used as part of a proper noun:



the Dodge-Washington Conference,
the Conference of Presidents.

confessionCapitalize names of particular
confessions. (Con) 604.1, 610.3

Confession, theCapitalize when referring
to the Augsburg Confession. (usage)

Confession of SinCapitalize when
referring to the liturgical title. 610.3

confessions, thé_.owercase when used
generically: the confessions teach.

Confessions, the Lutheran

confirmation Capitalize only when used
as part of the liturgy. (A, C, Con, CW)
611.3

congregationCapitalize when part of the
official name of a local religious
meeting place. Lowercase as a
common noun. (C, CW)

conqueror Refers to Christ. (H) 601.6

copyedit One word.

copyediting One word.

copy editor Two words.

copy masterTwo words; capitalize only
when referring to specific copy
master: Copy Master 3.

cornerstoneReferring to Jesus. 601.6

council Lowercase in general and when
referring to the Sanhedrin. Capitalize
only when used in reference to a
specific council.

council at Jerusalem

Council of Nicaea(C) 609.2

Council of the Areopagus

Counselor, theReferring to Jesus and the
Holy Spirit. (usage) (CW, H) 601.6

covenant, the(CW) Capitalize when used
as a synonym for the Old or New
Testament. Lowercase when used as a
theological concept. (A, Con) 603.4,
611.3

covenant of grace(CW) 611.3

covenant of works(CW) 611.3

coworker Not hyphenated.

creation, the Referring to the act. (CW)
609.3

creation, the Referring to the result. (A,
CW) 611.3

Creator, the (usage) (A, Con, CW, H)
601.6

Creator-God

creedLowercase when referring to a
generic creed. Capitalize names of
particular creeds. Capitalize in
liturgical matter when referring to a
specific creed. (A, Con) 604.1

crossReferring to the wooden object. (A,
Con, CW) 611.1

cross, theReferring to the event. (CW)
611.3

crown (CW, H) 601.6, 611.3

crucified, the Synonym for Jesus. (H)
601.6



crucifixion, the (AP, CW) 609.3
crucifixion of Christ (CW) 609.3
Crusades, the(CW) 609.2
curse, the(CW) 611.3

D

Day, Lord’s (Con, CW) 610.5

Day of AtonementYom Kippur. (CW)
610.5

day of judgment (Con, CW) 609.3

Day of Pentecos{CW) 610.5

Day of the Lord Capitalize when
referring to Sunday; otherwise
lowercase. (CW) 610.5

Dayspring Synonym for Christ. (usage)
(H) 601.6

Daystar (usage) (H) 601.6

Dead Sea ScrollgA, C, Con, CW) 604.1

Decalog(A, C, CW) 603.4

defender(H) 601.6

Deism, Deist, -idA) 605.3

deity Lowercase in the general sense. (A)
611.5

Deity, the (Con, CW, US) 601.1

deity of Christ (CW) 611.5

deliverer (H) 601.6

deluge, theAnother name for the flood.
(CW) 609.3

demon, -ic(CW) 606.1, 606.2

Depression, theThe Great Depression of
the 1930s. (CW) 609.2

descendantReferring to Jesus. 601.6

desire The desire of nations. (H) 601.6

desktop Referring to computer, compare
to laptop.

devil Referring to Satan. (A, Con) 606.1

devil, a (AP, CW, US) 606.1

devils, the(US) 606.1

devil's advocate(US)

dialogue (A)

Diaspora, theCapitalize only when
referring to the dispersion of the Jews
after the Babylonian exile. (A, CW)
609.2

dinnertime (Con)

disciples(A, CW)

disk Computer disk. Preferred oveisc.
(CW)

dispensation, -alism, -alisfCW) 605.3

dispensation of the lam(CW)

Dispersion, theCapitalize only when
used as a synonym for Diaspora.
(CW) 609.2

Distribution, The A title for part of the
worship service. 610.3

district Capitalize only when used as part
of a proper noun: Minnesota District.
(NPH)

divided kingdom The period of history.
(CW) 609.1, 609.3

divine (A, Con, CW) 611.4

divine Father (CW, US) 611.4



divine guidance(CW, US)

Divine ProvidenceReferring to God.
(CW, E) 601.1

divine providence (US)

Divinity, the Referring to God. (CW)
601.1

divinity of Christ, the (CW) 611.5

doctrine (Con, US) 611.3

door, the Referring to Christ. (CW) 601.6

DOS Disk Operating System.

dos and don’ts(A, Con)

doxology Capitalize when in a title or
used in liturgical sense; lowercase
when referring to a song of praise:
The last three lines are a doxology.
(A) 610.3

dragon, the Synonym for Satan. (CW)
606.1

E

early church (A, CW) 605.5

Easter Day(Con) 610.5

Eastern church (CW) 605.5

Eastern Orthodoxy (A) 605.1

Eastern religions(CW) 605.3

Eastern rites (CW) 610.2

Easter Sunday(CW) 610.5

Easter Vigil (Con) 610.5

ecumenism, ecumenical movement,
ecumenical(CW) 605.3, 605.4

Eden, Garden ofLowercase subsequent
references to the garden. (Con) 608.1

e.g.Meaning “for example,” a comma
follows.

Eleven, the(Con, CW) 607.1

Elohim (CW) 601.1

ELS Evangelical Lutheran Synod. 605.2

El Shaddai (CW) 601.1

e-mail

EmmanuelUselmmanuel (Con) 601.1

Emmaus road (CW) 608.1

end-time Hyphenate as an adjective.
(Con) 609.1

end times, the(A, CW) 609.1

enemy, theSynonym for Satan. (CW)
606.1

Epiphany Capitalize only when referring
to the religious season. (CW) 610.5

Episcopal Church (US) 605.1

Episcopalian, an(US) 605.1

epistle A generic term that specifies a
form of written document. Lowercase
except when referring to the Lection
(the wordletter is often preferred): the
Epistle for Easter Sunday; Paul's
epistles (letters), Paul's epistle to the
Romans, the epistles of the apostles,
the epistle, Paul's letters (epistles) to
the Corinthians, and the captivity

(pastoral, general) epistles. 603.2



epistles, theReferring to the New
Testament apostolic letters. (C, CW)
603.2

eschatology, -icalA, CW)

Essene, -¢D) 605.3

Eternal City Synonym for Rome. (CW)
Lowercase when used as synonym for
heaven. 608.1, 608.2

eternal God, the(CW) 611.4

eternal life (CW) 611.3

eternity (CW) 611.3

Eucharist, -ic (A, CW, G, NPH) 611.6

EvangelicalCapitalize when referring to
the movement or specific individuals
in that movement. Lowercase when
referring to gospel-oriented church or
when used as an adjective. James
Dobson is an Evangelical. 605.3,
605.5

evangelicals, -ism(CW) Seerules 605.3,
605.5.

EvangelistMay be capitalized in
liturgical contexts. (A)

evangelistSomeone who evangelizes.
(CW)

Evening DevotionA devotion in
Christian Worship: A Lutheran
Hymnal.610.2

Evening Prayer A service inChristian
Worship: A Lutheran HymnaTitled

“Vespers” inThe Lutheran Hymnal
610.2

evening prayer, a service oCapitalize
only when referring to the specific
service. (C) 610.2

evil one, theReferring to Satan. (CW, E)
606.1

ex cordeTwo words. Italicize because it
is a foreign term. (Con)

exile, theUse the full expressiate exile
of the Jews(CW) 609.3

exodus, the(A, CW) 609.3

extrabiblical (CW)

extreme unctionA Catholic sacrament
now referred to aanointing of the
sick. (CW)

F

face-to-faceHyphenated as an adjective
and as an adverb.

Fahrenheit Spell out when used with the
word degreesuse the abbreviation
(F) only when used with the degree
sign and only when needed to
conserve space. (Con)

faith healer Two words.

faith healing Two words as a noun. (CW)

faith life (et al.) Two words.

fall, the (A, CW) 609.3

fall of man The fall into sin. (Con, CW,
H) 609.3



false christs(CW)

false prophet, -s(CW)

Father Referring to God. (A, AP, C, CW,
E) 601.1

fatherhood Referring to God’s
fatherhood. (C, CW, E, US) 611.5

father of lies, theReferring to Satan.
(CW, E, US) 606.1

Father's house608.2

fathers, the (of the church) Also use
lowercase irchurch fathers(C, CW)

feastCapitalize when part of a proper
name: Feast of Firstfruits, Feast of
Tabernacles, Feast of the Dedication,
Feast of the Lights, Feast of the
Passover, Feast of Unleavened Bread.
Lowercase subsequent references: the
feast. (Con, CW) 610.5

fellowship Capitalize when part of the
official name of a local religious
meeting place. Otherwise, as a
common noun it is lowercased. (CW)

field-test Hyphenate as a verb. (Con)

field test Two words as a noun. (Con)

final judgment (A, Con)

finger-paint Hyphenate as a verb. (Con)

finger paint, -ing Two words as a noun.
(Con)

finger play Two words as a noun.

first Adam (CW)

first advent (CW) 609.3

First and the Last (usage) 601.6

firstborn Referring to Jesus. (H) 601.6

First Cause, theCapitalize when used as
a name for God. (C, CW, E) 601.6

firstfruits One word. (Con)

first person of the Trinity (CW) 611.4,
611.5

First Table of the Law

flannel board Part of a flannelgraph.
(Con)

flannelgraph The whole kit. (Con)

flip chart (Con)

flood, the (CW) 609.3

foe Synonym for the devil. (H) 606.1

forever One word, bufor ever and ever.

four gospels, the(CW) 603.2

four horsemen of the Apocalypse

fourth gospel, the(CW) 603.2

Franciscans(MW) 605.3

free will (CW) 611.3

full-time Hyphenate when used as an
adjective and adverb. (CW)

Fundamentalism605.3

fundamentalist, -ism (A, CW) 605.3.

fundamentals of the faith(CW)

G

Galilean, the Referring to Christ. (Con,
CW) 601.6

game board(Con)



gamesTitles of games that are relatively
universal and not trademarks should
not be capitalized. (Con)

Garden of EdenLowercase subsequent
references: the garden. (A, Con, CW)
608.1

Garden of Gethsemand.owercase
subsequent references: the garden.
(Con, CW) 608.1

gateReferring to Christ. 601.6

gehennalLowercase as a common noun.
(CW)

General DevotionA devotion in
Christian Worship: A Lutheran
Hymnal.610.2

general epistleCW) 603.2

Gentile Capitalize as a noun; lowercase
as an adjective. (A)

gentile laws(C, CW)

Gentiles’ Christmas (usage) Referring to
Epiphany.

girlfriend One word. (Con, US)

Girl Scout Capitalize when a member of
the organization is meant. (Con, US)

“Gloria in Excelsis” Titled “Glory Be to
God” in Christian Worship: A
Lutheran Hymnal610.3

“Gloria Patri” Titled “Glory Be to the
Father” in the hymn section in
Christian Worship: A Lutheran
Hymnal.(C, CW) 610.3

glory, Lord of (H) 601.6

gnostic (A, CW) 605.3

Gnostic, aCapitalize when referring to a
member of the specific historical
movement of the early Christian
church. (A, C) 605.3

Gnostic, -ismSpecific sect. (A, C, CW)
605.3

Gnostic heresy, thg(C) 605.3

God (AP, C, CW, G) 601.1

god Referring to a pagan god. (CW)
601.5

God Almighty (MW) 601.1

god-awful (AP) 601.4

God-fearing Two words when used after
a noun. 601.4

godforsaken601.4

GodheadCapitalize when used as a
epithet for God; otherwise lowercase.
(Cw, H) 601.1, 611.5

God Incarnate 601.1

godless(CW) 601.4

godlike (AP, C, CW) 601.4

godliness(AP) 601.4

godly (A, C, Con, CW) 601.4

God-man (Con, CW, NPH) 601.1

God-pleasing(Con) 601.4

godsend(AP, CW) 601.4

godship(CW) 601.4

God’s house(CW) 608.2



godspeed CW) 601.4 but M-W
Godspeed

God’s will (Con)

God’s Word Capitalize when referring to
the whole revelation of God to his
people or when used as a synonym for
the Bible. (Con) 603.1

God the Father almighty

godward (CW) 601.4

golden candlesticks, thdCW) 611.1

Golden RuleLuke 6:31. (Con, CW, US)
603.4

Good Book, the(CW) 603.1

good-byeHyphenated. (Con, CW)

goodness of GodCon)

good newsCapitalize when referring to
the gospel when needed for clarity.
(Con, CW) 611.3

good SamaritanLowercasegoodwhen
referring to character in the parable.
(A)

Good Shepherd, theSynonym for Jesus.
(usage) (Con, CW, H) 601.6

good shepherd, the parable othe (CW)
603.4

gospelCapitalize when referring to the
Lection: the Gospel for Easter
Sunday; otherwise lowercase: Mark’s
gospel, the gospel of John, the fourth
gospel, the gospel accounts, the
synoptic gospels, preach both law and

gospel, preach the gospel to every
creature. 603.2, 610.3

gospel, Matthew's(CW) 603.2

gospel of Matthew(CW) 603.2

gospels, thg AP, C, CW) 603.2

gospel truth (CW)

Gothic A style or type of art. Capitalize
whether used as noun or adjective.
(CW)

gradesUseA+ rather tharA plus.

Gradual Liturgical term. (Con) 610.3

grain offering (CW)

gray Preferred ovegrey. (CW)

gray-scaleReferring to printing.

Great Awakening, the(CW) 609.2

Great CommandmentMatthew 22:36-
38. (A, Con, CW) 603.4

Great CommissionMatthew 28:19;
Mark 16:15. (A, Con, CW) 603.4

Great High Priest, the (usage) (CW)
601.6

Great Physician(usage) (Con, CW)
601.6

great tribulation, the (CW) 611.3

great white throne, the(CW)

Greek Orthodox Church, the (C) 605.1

Ground of Being Capitalize when used
as a synonym for God. (CW) 601.1

grown-up, -sHyphenate as a noun or
adjective. (Con, CW)



H

hades(CW) 608.2, Greek mythology
Hades
hall Capitalize when part of the official

name of a local religious meeting

place. Lowercase as a common noun.

(CW)
Hanukkah Feast of the Dedication. (A,
CW) 610.5
hardcover One word.
head, theReferring to Christ. (CW) 601.6
head of the church(H) 601.6
heaven608.2
heavenly Father(Con, CW) 611.4
Heidelberg Catechism(CW)
hell (A, AP, CW, E) 608.2
Herodian (CW)
Herod’s temple (CW) 608.2
high church (A, CW)
high church movement605.3
High Mass (Con)
High Priest Capitalize only if used as a

title for Jesus. (usage) (Con, H) 601.6

High Priestly Prayer John 17. (A, Con,
CW) 603.4

high school, -er(Con)

Hindu Follower of Hinduism. (B) 605.1

Hinduism (B) 605.1

historical books, the(CW) 603.2

holiness bodies

Holiness Movement, thg CW) 605.3

holism Preferred ovewholism (Con)
605.3

holistic Preferred ovewholistic (Con)
605.3

Holocaust609.2

Holy Baptism (A, Con, H) 611.6

Holy Bible (A) 603.1

Holy Book The Bible. (CW) 603.1

holy Christian church 605.5

Holy City Referring to Jerusalem. (A,
Con, CW) 608.1

Holy Communion (A, AP, C, Con, NPH)
611.6

Holy Eucharist (A, AP) 611.6

Holy Ghost UseHoly Spirit. (C, E) 601.1

Holy GospelCapitalize when used as a
title for the Lection. 610.3

“Holy, Holy, Holy” Titled “Sanctus” in
The Lutheran Hymnab10.2

Holy Land Palestine. (Con, CW) 608.1

Holy of Holies (A, Con, CW) 608.1

Holy One Synonym for God. (C, CW, H)
601.1

Holy Place(Con, CW) 608.1

Holy Scriptures (A, AP, Con, H, NPH,
US) 603.1

Holy Spirit Preferred oveHoly Ghost.
(A, AP, C, Con, CW, E, G, MW)
601.1

Holy Supper (H) 611.6

Holy Trinity (Con, CW, E) 601.1



Holy Week (A, Con, CW) 610.5

Holy Word 603.1

Holy Writ The Bible. (CW) 603.1

homeschool, -ing

homologoumenaBooks of the Bible
accepted by all churches. 603.2

house of God(A, Con) 608.2

house of the Lord(Con, CW) 608.2

hymnal (Con) 611.1

hymnbook

Hymn of the Day (Con) 610.3

hymn 22 (Con) 611.1

hymn writer (Con)

| AM Name of God in Exodus 3; but “l am
the resurrection and the life” (John
11:25). (Con) 601.1

i.e. Means “that is,” followed by comma.

Immanuel Preferred oveEmmanuel
“God with us.” (A, Con, CW) 601.1

important Notimportantly

incarnate Capitalize when used in a title
for God; otherwise lowercase. (Con)
601.1

incarnate Son(Con) 611.4

incarnate Word Referring to Christ. (H)
611.4

incarnate Word of God (Con, CW)
611.4

incarnation Lowercase as a biblical
event. (A, Con, CW) 609.3

infant Referring to Jesus, the infant in the
manger. (H) 601.6

infant Baptism

inner veil (CW)

Inquisition (A, D) 609.2

insofar as Avoid using this phrase.

intercessor, theReferring to Christ.
(CW) 601.6

inter-Lutheran (Con)

Internet

intertestamental (A, CW) 609.1

Intertestamental Period (Con) 609.2

Introit (Con) 610.3

Iron Age (Con) 609.2

Islam Preferred oveMohammedanism
(A, B, C, Con) 605.1

Islamic (C, MW) 605.1

“It” The player in a game who tries to
catch others. Cap and quotation marks

for first use; cap only subsequent uses.

J

JehovahAvoid, unless author is speaking
specifically. (Con) 601.1

Jehovah’s Witnesg(C) 605.1

Jesuit, aMember of the Society of Jesus.
(C) 605.1

Jesus Christ(AP) 601.1

Jesus’ sonshipUS) 611.5



Jewish New YearRosh Hashanah. (CW)
610.5

Jew, Orthodox (B) 605.1

John the Baptist(Con, G) 607.1

John the Evangelist(CW) 607.1

Jordan River (CW) 608.1

JPEG Used in text.

Jpg File extension.

Jubilee Year of Emancipation. (CW)
610.5

Judaism (B, C, CW, MW) 605.1

Judean (CW)

Judeo-Christian (CW)

judge Referring to Christ. 601.6

Judge of nations(E) 601.6

judgment No e in judgment. (H)

judgment day Also day of judgment or
day of the Lord. (Con, H) 609.3

judgment seat of Christ(CW)

K

kerygma (A, CW)

keys(H) 611.3

keys, office ofLowercase when standing
alone as keys or when referring to the
office of the keys: the keys, the power
of the keys, ministry of the keys and
confession, etc. Capitalize only when
used as a title of one of the six chief
parts. (Con) 611.3

King Capitalize when referring to God or
Jesus. (usage) (CW) 601.6

kingdom Capitalize when it forms part of
a geographical place name: Northern
Kingdom. Lowercase as a common
noun: God’s kingdom; and iof
constructions: kingdom of God,
kingdom of glory, kingdom of Judah.
(A, Con, CW) 608.1, 608.2

King James Version(CW)

King of creation (NPH) 601.6

King of glory (H) 601.6

King of grace (H) 601.6

King of kings (A, Con) 601.6

king of terrors Death. Lowercased
though personified. (Con)

King of the Jews(E) 601.6

kingship (C)

kinsman-redeemerRuth 3:9. (CW)

Kiwanis Club (Con)

KleenexTrademark. Uséacial tissue
when possible. (Con)

Koran (C, MW, US)

“Kyrie” Titled “Lord Have Mercy” in
Christian Worship: A Lutheran
Hymnal.(Con) 610.3

L

ladies’ aid Capitalize when referring to a
specific group: St. Paul's Ladies’ Aid.



ladies’ guild Capitalize when referring to
a specific group: St. Paul's Ladies’
Guild.

laity (Con)

Lamb Capitalize when referring to Christ.

(usage) (CW) 601.6

Lamb of God Synonym for Jesus.
(usage) (C, H) 601.6

land of Canaan(CW) 608.1

land of promise Capitalize only when
referring to Canaan. (CW) 608.1

Large Print MeditationsNPH devotional
periodical published quarterly. Also
available in regular print. Abbreviated
LPM.

Last Day, the(CW) 609.3

last days(CW) 609.1

last judgment (CW) 609.3

Last Supper, the(AP, Con) 610.3, 610.5

Latter Day Saints In Missouri. (C) 605.1

Latter-day Saints In Utah. (C, US) 605.1

law Usually lowercase. Capitalize when
referring to the first five books of the
Bible or the Ten Commandments. (A,
CW, H, NPH) 603.2

law and gospelNPH)

Law and the ProphetsSynonym for the
Bible. (NPH) 603.1

Lawgiver, the (usage) (C, MW) 601.6,
607.1

Law of Moses(H) 603.4

layman One word. Avoid unless needs to
be gender specific. (A, Con, D)

lay member

laypeopleOne word. Usdaity when
possible. (A, Con, CW, D)

layperson One word. (CW, D)

lay reader Two words. (Con, D)

laywoman One word. (Con, D)

lay worker Two words.

LCMS Not LC-MS.Lutheran Church—
Missouri Synod. (Con) 605.2

Lection 610.2, 610.3

lectionary One-year lectionary, three-
year lectionary. 611.1

led Past tense déad, meaning “took in a
direction by going beforé

Lent (A, Con, CW, US) 610.5

Lenten seasorn(A, Con) 610.5

Lesser FestivalsReferring to the days in
the liturgical calendar. (Con) 610.5

“Let My Prayer Rise Before You”
Liturgical song inChristian Worship
A Lutheran Hymnal610.3

letter Generic term that specifies a form
of written document.

Levitical Capitalize because of usage and
a derivative of a proper noun. (CW)

liberal, -ism (CW) 605.3

life, the 601.6

lifestyle One word. (Con)



light Referring to the truth or Christ.
(CW) 601.6

Light of the world Capitalize when
referring to Christ. (CW) 601.6

list subscription Copies of a periodical
are sent to every home in the
congregation. The congregation
provides NPH with a list of its
members and their addresses.

litany (A, Con) 610.2, 610.3

liturgical terms Capitalize such terms
when they refer to a part of a service
of worship: Gradual, Collect, Old
Testament Reading, Introit, Gloria
Patri, etc. (Con) 610.3

living God (A, Con, CW) 611.4

living Lord (A, Con) 611.4

living water Synonym for Jesus. 601.6,
611.4

living Word Synonym for Jesus. (A, Con,
CW) 601.6, 611.4

Logos, theCapitalize when referring to
Christ. (A, CW, D) 601.6

LorD Only use small caps when quoting

a Bible passage that uses small caps,

or when the word is being discussed.
(H) 601.1

Lord (C, US) 601.1

Lord of glory (H) 601.6

Lord of hosts (Con) 601.6

Lord of life (H) 601.6

Lord of lords (Con, NPH) 601.6

Lord’s Anointed Referring to Christ.
(Cw) 601.1

Lord’s Day (Con, CW) 610.5

lordship of Christ (CW) 611.5

lordship of God (Con) 611.5

Lord’s Prayer Matthew 6; Luke 11. (A,
C, Con, CW, MW) 603.4, 604.1,
610.3

Lord’s Supper (A, AP, Con, CW, E, H,
NPH) 610.3, 611.6

Lord’s Table (A, Con, CW) 610.3, 611.6

lost tribes of Israel Preferred ovethe ten
tribes. (CW)

love chapter, thel Corinthians 13. (CW)
603.2

loving-kindness(A)

low church (CW)

lowercaseOne word.

Low Mass

Lutheran church 605.5

Lutheran Educator, TheA periodical
formerly published quarterly by
Martin Luther College.

Lutheran elementary schoolPreferred
over Christian day school.

Lutheran Hymnal, The(TLH) (Con)
611.1

Lutheran Worship(LW) (Con) 611.1

Luther's Ninety-five ThesesTitle of a
specific writing. (C)



LWMS Lutheran Women’s Missionary
Society.

M

Magi (A, Con, CW, H)

“Magnificat” Titled “Song of Mary” in
Christian Worship: A Lutheran
Hymnal.Use quotes in a liturgical
sense. (Con, CW) 610.3

major prophets A division of the Old
Testament. (CW) 603.2

Maker (usage) (H) 601.6

mammon (CW)

man of sorrows, a(usage) (A) 601.6

Man of sorrows, theChrist going to the
cross. (usage) (CW) 601.6

Mariolatry

mariological

Masoretic text (usage) (CW)

MassHigh Mass, Low Mass. (AP, Con,
CW, G) 610.1

master Synonym for Jesus. (usage) (H)
601.6

Matins Not Matin ServiceTitled
“Morning Praise” inChristian
Worship: A Lutheran Hymna{A,
Con) 610.2

matins and vesperqC) 610.2

matrimony (CW) 611.3

Meals on Wheel§ Registered name of

seniors’ food program. (Con)

means of gracgA, Con, H) 611.3
mediator Referring to Christ. (CW) 601.6
medieval (CW)

MeditationsNPH devotional periodical
published quarterly. Also available in
large print. Abbreviated MED.

meeting Capitalize when part of the
official name of a local religious
meeting place. Lowercase as a
common noun. (C, CW)

mercy of God (Con)

mercy seatTwo words. (A, Con, CW)

messiah, ausage) (A, US) 601.6

Messiah, theTitle for Jesus. (usage) (C,
Con, CW, G, US) 601.6

messiahship(Con, E, US) 611.5

messianic(A, E, US)

messianic hopgC)

Methodism (C) 605.3

Methodist (C, G) 605.1

Methodist church, the (C) 605.5

middle-agedHyphenate when used as an
adjective, including predicate
adjective. (CW)

Middle Ages Approximately 1100 to
1453. 609.2

Midwest Region of the US. (CW, US)
910.9

midwestern (CW) 910.9

Midwestern StatesCapitalize when
referring to a region of the United



States; otherwise lowercase. (US)
910.9

millennial, -ism (Con) 605.3

millennium (A, Con) 611.3

millennium, the (CW) 611.3

mind and will of God (Con)

ministry Capitalize when part of the
official name of a local religious
meeting place. Lowercase as a
common noun. (CW)

ministry of the keys611.3

minor prophets A division of the Old
Testament. (Con, CW) 603.2

Mishnah First part of the Talmud, oral
tradition of Jewish law. (A, C, Con,
CW)

mission Capitalize when part of the
official name of a local religious
meeting place. Lowercase as a
common noun. (CW)

missionary-at-large (Con)

Mission ConnectionPeriodical published
quarterly.

mite box Collection boxes used by
LWMS.

modernism (CW) 605.3

Mohammedan (US) PrefeMuslim.
605.1

monologue

Mormon (C) 605.1

Mormon church, the (C) 605.5

Mormonism (C) 605.3

Morning Devotion A devotion in
Christian Worship: A Lutheran
Hymnal.610.2

Morning Praise A service inChristian
Worship: A Lutheran Hymna610.2

morning prayer, a (C) 610.2

Morning Star (usage) (H) 601.6

Mosaic Law The Pentateuch or the Ten
Commandments. (CW) 603.4

Moses, the Prophets, and the Writings
Capitalize when used as a synonym
for the Old Testament. 603.4

Moslem UseMuslim.(AP) 605.1

mosqueCapitalize only when part of an
official name. (C) 611.1

Most High (usage) (C, CW) 601.6

Most Holy Place, the608.1

mother of God (C)

Mount of Olives (CW) 608.1

Mount of Transfiguration (Con, CW)
608.1

Mount Sinai (CW) 608.1

movementCapitalize only if the adjective
that precedes it is capitalizefee
rules 605.1, 605.3.

Muhammad Preferred oveMohammed.
(A, Con, CW) 605.1

Muslim Follower of Islam. Preferred over
Moslem.(B) 605.1



N

name of God(Con, CW, H) 611.5

name tagTwo words. (Con)

nativity Capitalize in liturgical contexts:
Nativity season. (A, Con) 609.3, 610.5

nativity, the (CW) 609.3

Near East(CW) 608.1

Neo-Babylonian Empire (CW) 608.1

neoorthodox(CW) 605.3

neoorthodoxy (A) 605.3

Neo-Platonic(A, CW) 605.3

Net The Internet.

new Adam (A) 611.3

New Age(Con) 605.3, 605.4

New Age Movement605.3

new birth (CW) 611.3

New CovenantSynonym for New
Testament. (A, Con) 603.4, 611.3

new heaven and new earttfCW) 611.3

new Israel (Con) 611.3

new JerusalemName for heaven. (CW)
608.2

new man(NPH) 611.3

New Testament, theE) 603.4

New Testament church(CW)

Nicaea(Con) 608.1

Nicene Creed(A, C, Con, CW, E) 604.1

Ninety-five ThesesTitle of a specific
writing. (Con, CW)

nonbiblical (Con)

non-Catholic (Con)

non-Christian (A, Con, CW)

nonscriptural (Con)

Northern Kingdom (A, Con) 608.1

Northwestern LutheranPrevious synod
monthly periodical, nowrorward in
Christ.

“Nunc Dimittis” Titled “Song of
Simeon” inChristian Worship: A
Lutheran Hymnal(C, CW) 610.3

O

“O Christ, Lamb of God” Titled “Agnus
Dei” in The Lutheran Hymnab10.3

offering (A, Con) 610.3

offertory (A, Con) 610.3

“Oh, Come, Let Us Sing to the Lord”
Titled “Venite” in The Lutheran
Hymnal.610.3

“Oh, Taste and See”A liturgical song in
Christian Worship: A Lutheran
Hymnal.610.3

okay Preferred ove©OK. (Con, CW)

old Adam (A, NPH) 611.3

Old City Part of modern Jerusalem. (CW)
608.1

Old Covenant Capitalize when used as a
synonym for the Old Testament.
603.4, 611.3

old man (NPH) 611.3

Old Testament, the(A, C, Con, MW)
603.4



Olivet discourse(CW)

“O Lord, Our Lord”
Christian Worship: A Lutheran
Hymnal.610.3

Omega, the(usage) (CW) 601.6

omnipotence(C) 611.3

A liturgical song in

oneCapitalize if used as part of a name
for God: Almighty One, Holy One,
Crucified One, the Living One,
Ominipotent One, etc. (Con) 601.1

one, theLowercase when used as a
pronoun: Jesus is the one who died on
the cross for our sins. (H) 601.1

One, theCapitalize as a name for God.
(Cw) 601.1

oneself, one’s selfCon)

one true God(CW) 611.4

online

only begotten of the Father{CW) 611.4

only begotten Son of GodCW) 611.4

open Communion

open housd_owercase general references
to congregational activities. (Con)

order form Two words.

order of creation (Con)

Order of Matins, the Page 32 iThe
Lutheran HymnalTitled “Morning
Praise” inChristian Worship: A
Lutheran Hymnal610.2

Order of Morning Service, the Page 5 in
The Lutheran Hymnab10.2

Order of the Confessional Service, the
Page 46 imhe Lutheran Hymnal.
610.2

Order of the Holy Communion, the
Page 15 imMhe Lutheran Hymnal
610.2

Order of Vespers, thePage 41 iThe
Lutheran HymnalTitled “Evening
Prayer” inChristian Worship: A
Lutheran Hymnal610.2

original sin (Con) 611.3

orthodox Capitalize when referring to
Eastern church; otherwise lowercase.
(A, Con) 605.1, 605.3

Orthodox church, the (C) 605.5

Orthodoxy (C) 605.1

Our Father, the (MW) 604.1, 610.3

outer court Part of the temple. (CW)
608.1

P

Palestinian covenan{CW) 611.3

Palm Sunday(CW) 610.5

papacy (CW)

papal (A, US)

paper coverTwo words, preferred over
softcover.

parable Lowercase as a descriptive term,
as are any descriptive words that
accompany it. (A) Words describing

specific parables should be capitalized



only when they are proper nouns. In
works that focus heavily and
repeatedly on specific parables, the
word parableand its accompanying
words may be capitalized as formal
titles. (CW) 603.4

parable of the unjust steward(et al.) (C,
Con, CW) 603.4

Paraclete, theReferring to the Holy
Spirit. (usage) (A, CW) 601.6

ParadiseCapitalize when used as a
synonym for the Garden of Eden.
(Con, CW) 608.1

paradise Lowercase as a common noun
or when meaning “heaven.” (CW)
608.2

part-time Hyphenate when used as an
adjective or adverb. (CW)

party Names of political organizations
are capitalized. Byparty is not. (CW)

paschal candle(Con)

Paschal LambSynonym for Jesus.
(usage) (A, Con, CW) 601.6

passion(A, Con) 611.3

Passion History603.4

Passion SundayFifth Sunday in Lent.
(CW) 610.5

Passion WeekA, CW) 610.5

Passover(A, Con) 610.5

Passover FeasfA, CW) 610.5

Passover LambReferring to Jesus.
(usage) (CW) 601.6

pastoral epistles(A, CW) 603.2

pastoral letters (CW) 603.2

patriarch, a (CW)

Pauline epistlegA, CW) 603.2

Paul’s epistles(CW) 603.2

Paul’s letters (CW) 603.2

Paul the apostle(CW) 607.1

peace(H)

peace offering(CW)

Pelagian, -ism

penance(CW, NPH)

penitential psalms

PentateuchCapitalize only when used
for the first five books of the Bible,
Jewish name is Torah. (A, C, Con,
CW, MW) 603.2

pentateuchal

Pentecost(Con, CW) 610.5

Pentecostal, -ism(CW) 605.3

people of IsraelPreferred ovechildren
of Israel.

percent Spell out in text. (Con)

person of God, person of Chris{CW,
H) 611.5

persons of the Trinity (A, Con, CW)
611.5

PesachPassover. (CW) 610.5



petition Capitalize references to
individual petitions of the Lord’s
Prayer: First Petition. (Con)

Petrine Referring to St. Peter or to the
pope, papal authority. (CW)

Pharaoh Capitalize only when it is used
as a proper name, which, in most
cases, is when it is used without an
article: Moses was raised in Pharaoh’s
household. (Con) 607.1

pharaoh When an article precedes it,
lowercase as a common noun: At first
he was afraid to address the pharaoh.
(A, CW)

Pharisaic Capitalize in references to
Pharisees. (A, CW) 605.3

pharisaic Referring to an attitude. (Con,
CW) 605.3

Pharisees(A, Con, CW) 605.3

Pietism The 17th-century Lutheran
movement. Lowercase when referring
to general religious devotion. (A,
Con) 605.3, 605.4.

Pilgrims, the (CW)

pillar of cloud (Con, CW) 611.3

pillar of fire (Con, CW) 611.3

pleasure(H)

Pledge of AllegiancqUS)

poetic books, the(CW) 603.2

pontiff (US)

pope Capitalize when used with a name
as a title: Pope John Paul I; otherwise
lowercase: the pope. (A, Con, CW)

popes, the(E)

postbiblical (CW) 609.2

post-Christian (CW) 609.2

poster board Two words. (Con)

postexilic (CW) 609.2

Post-It ® NotesRegistered trademark for
self-adhesive notepaper. Ustecky
notesor self-sticknotes.

postmillennial, -ism (CW) 605.3

post-Nicene fatherg(CW) 609.2

prayer Capitalize the names of specific
prayers: the Gloria Patri, the Lord’s
Prayer, but doxology. (Con) 604.1

Prayer for Grace A prayer inChristian
Worship: A Lutheran Hymna610.3

Prayer, High Priestly John 17. (Con)
603.4

Prayer of the Church A prayer in
Christian Worship: A Lutheran
Hymnal.610.3

Prayer of the DayA prayer inChristian
Worship: A Lutheran Hymnalitled
“Collect” in The Lutheran Hymnal.
610.3

pre-Christian (CW) 609.2

precious bloodReferring to Christ’s
blood in Holy Communion. (C) 611.3

predestination (CW) 611.3



preexistent (A, Con) 611.3

prekindergarten In Christ-Light
materials grade level abbreviated
PreK.

preschool(Con)

presence(H)

preserver (H)

presession(Con)

presiding minister (A)

Priest Referring to Jesus. (usage) (H)
601.6

priest, a (AP) 607.2

priesthood of all believers(A, Con, CW)

priesthood of Christ (CW) 611.5

prince of darknessReferring to Satan.
(CW) 606.1

Prince of life (usage) (H) 601.6

Prince of peacg(usage) (Con) 601.6

Prince of PeaceRelating to Isaiah 9:6.

prison epistles(CW) 603.2

prison letters (CW) 603.2

private Communion

Private ConfessionA section in
Christian Worship: A Lutheran
Hymnal.Lowercase when used
generically. 610.3

prodigal son, the(CW) 603.4

Promised Land Capitalize when used
with or withoutof Canaan(Con,
CW) 608.1

Promised OneSynonym for Jesus. (Con,
CW) 601.1

Professor Emeritus Delmar Brick (et
al.) Do not abbreviatemeritus,
except in therearbook.

prologue

proofreader (CW)

proper, -s May be capitalized in liturgical
materials. (A, Con)

prophet Lowercase unless used as part of
a common epithet that has come to
have the force of a proper name: the
prophet Jeremiah, but the Weeping
Prophet. (CW)

Prophet Referring to Jesus. (usage) (G,
H, MW) 601.6

prophet, a607.2

prophets, the(C) 603.2

pros and cons(A, Con)

Protestant, -ismCapitalize when
referring either to denominations
formed as a result of the break from
the Roman Catholic Church in the
16th century or to the members of
these denominations. (A, AP, B, C,
Con, CW, US) 605.1

provider, the 601.6

psalm A generic term that specifies a
form of written document: the 23rd

psalm, a psalm of David. Capitalize



when referring to a specific psalm:
Psalm 23. (A, CW) 603.3

Psalm 119(et al.) (CW) 603.3

psalmist, the(A, Con, CW)

Psalm of the Day610.3

Psalms, theCapitalize when referring to
the book of the Bible or a specific

psalm: Psalms 22 and 28. Otherwise

lowercase: 23rd psalm; used psalms in

their worship. (Con) 603.3

psalm writer Two words. (Con)

Psalter, theThe Psalms. (A, CW) 603.3

PseudepigraphaCapitalize when used as
a noun; lowercase when used as an
adjective. (A)

purgatory (CW) 608.2

Purim Feast of Esther. (CW) 610.5

Q
Qumran Region of the western shore of
the Dead Sea. (CW)
Quran Variant ofKoran. (A, Con)

R

rabbi Capitalize when used as part of a
title: Rabbi Schuller; or as a form of
address: | heard you, Rabbi. (Con,
CWwW)

rabbinical (Con, E)

rational, -ism, -ist (Con) 605.3

real presence(CW) 611.3

Redeemer(usage) 601.6

redemption (A) 611.3

Reformation, the (A, Con, CW, US)
609.2

Reformed church, the(A, C, CW) 605.5

Reformed Church in America, the(C)
605.1, 605.5

Reformed theology(CW) 605.3

Reformer, the Capitalize when used as a
synonym for Martin Luther. (Con)
607.1

reformers (Con)

refuge (H)

Religious Right 605.3

Responsive PrayelCapitalize as part of
the liturgy; lowercase if used
generically. (Con) 610.3

resurrection, the (CW) 609.3

Resurrection and the LifeReferring to
Jesus. (usage) 601.6

resurrection of Christ (A, Con, CW)
609.3

Revelation Sacred writing; not
Revelations(C)

Reverend, Rev.The titleReverends an
adjective, not a noun and must,
therefore, always be used with a given
name or initials when writing the
address. The artickthe when
precedingReverendn a sentence
should not be capitalized. The



abbreviatiorRev.should not be used
when preceded kije.

righteous, the

righteousnesgH) 611.3

rite Lowercase in general; capitalize
when used with the name of a specific
liturgy or part of a liturgy: Roman rite,
Eastern rite, Rite of Confirmation.
610.2, 610.4

rock, the Referring to Christ (CW) 601.6

Rock of ageqH) 601.6

role play Two words as a noun. (D)

role-play Hyphenate as a verb. (D)

Roman Catholic, a(C) 605.1

Roman Catholic Church, the(A, CW,
E) 605.1, 605.5

Roman Catholicism(C) 605.1

Rosh HashanahJewish New Year. (CW)
610.5

S

Sabbath, Sabbath DaySeventh day of
the Hebrew week. (A, Con, CW, H,
US) 610.5

sabbatical Lowercase as a noun or
adjective. (CW)

sacramentCapitalize when used as a
synonym for Baptism or Holy
Communion: Sacrament of Holy
Communion. Lowercase in reference

to Word and sacrament; Communion

is a sacrament; the Lutheran church
has two sacraments. (A, Con) 611.6

Sacrament, theCapitalize when used
specifically for Baptism or
Communion. (C) 611.6

sacramental(A, Con) 611.6

Sacrament of Baptism(Con) 611.6

Sacrament of Holy Baptism(Con) 611.6

Sacrament of Holy Communion(Con)
611.6

Sacrament of the Altar (A, Con) 611.6

SadduceegA, Con, CW) 605.3

Saint Mark the evangelist(C)

Saint Peter(G)

salvation (H) 611.3

Sanctifier (usage) 601.6

sanctuary The area immediately
surrounding the altar. (C, Con) 611.1

“Sanctus” Titled “Holy, Holy, Holy” in
Christian Worship: A Lutheran
Hymnal.(A, Con) 610.3

Sanhedrin (CW)

Satan(A, AP, Con, CW, US) 606.1

satanic (AP, CW) 606.2

satanism(CW) 605.3

Savior Capitalize when referring to Jesus.
Use this spelling rather th&aviour.
(A) 601.6

Savior-God

Savior-King



schoolCapitalize if part of a proper name.
(US)

scribesCalledsopherimin Jewish
literature. (A, Con, CW)

scriptural (AP, C, CW, E, NPH, Con, A)
603.5

Scripture, -s Capitalize when used as a
synonym for the Bible: The Scriptures
are God's revelation to man.
Lowercase when used as a general
term for religious writings: Buddhist
scriptures. (A, Con, CW, US) 603.1

Sea of bronze

seat of judgment(A, Con)

secondNot secondly(Con)

second AdamReferring to Christ. (usage)
(Con, CW) 601.6

second advent, th€ CW) 609.3

second book of SamuelNPH) 603.3

second comingCon, CW) 609.3

second coming of Christ(A, CW) 609.3

second person of the Trinity(CW)
611.5

Second Table of the Law

SederReferring to the Passover. (Con)
610.5

self-control Hyphenate. (D)

self-esteenHyphenate. (D)

self-respectHyphenate. (D)

semi-Pelagian, -ism

Semite(CW)

SeptuagesimgCW) 610.5

SeptuagintCapitalize when used as a
noun. (A, CW) 603.1

seraph, -im(CW)

Sermon on the Mount, the(C, CW, G,
MW) 603.4

serpent, theReferring to Satan. Genesis
3. (A, Con, H) 606.1

Servant-King

Servant of the Lord Capitalize when
referring to Jesus. (A) 601.6

Service of Light Page 54 irChristian
Worship: A Lutheran Hymna610.2

Service of the WordPage 38 in
Christian Worship: A Lutheran
Hymnal.(Con) 610.2

Service of Word and Sacramenfage
26 inChristian Worship: A Lutheran
Hymnal.610.2

seven deadly sinSloth, lust,
covetousness, anger, envy, gluttony,
pride. (A, Con)

Seventh-day AdventistfCW, US) 605.1

shalom (CW)

share the Peac&€apitalize only when
referring to part of the liturgy. (Con,
LW)

ShekinahHebrew for the visible
presence, pillar of cloud/fire, with
tabernacle, Holy Spirit.

Shema, the603.4



sheolLowercase as a common noun.
(CW)

ShepherdReferring to Christ. (usage)
601.6

Shepherd Psalm, thePsalm 23. (CW)
603.4

shield (H)

Shulammite (CW)

[sic] word is italic, brackets are not

sin offering (CW)

six chief parts(Con)

Society of JesugC) 605.1

soda popAccommodates regional
differences. (Con)

softcoverOne word paper cover
preferred.

sola fida

sola gratia

sola Scriptura

Solomon’s temple(CW) 608.1

SonReferring to the second person of the
Trinity. (A, AP, Con) 601.1

“Song of Mary” Titled “Magnificat” in
The Lutheran Hymnab10.3

“Song of Simeon” Titled “Nunc
Dimittis” in The Lutheran Hymnal.
610.3

Son of God, the(A, AP, C, Con, CW)
601.1

Son of Man (A, C, NIV) 601.1

Son of Mary Capitalize the wordon
when used as an epithet, bldry’s
son.(Con) 601.1

sonship(C, E) 611.5

sonship of Christ(A, CW) 611.5

sopherim, theName for the scribes in
Jewish literature.

Southern Kingdom Judah. (A, Con)
608.1

sovereign Lord (Con) 611.4

space ageHyphenate as an adjective. (A,
Con, US)

Spirit Also God'’s Spirit, Spirit of the
Lord, Spirit of God, Holy Spirit.

(Con) 601.1

Spirit-God

spirit of Christ Lowercase when
referring to Jesus’ human soul.
Capitalize when referring to the Holy
Spirit. (A) 611.5

Spirit of life

stanza 2Referring to part of a hymn, not
verse 2. (Con) 611.1

Star Referring to Christ. (usage) (H)
601.6

state Capitalize when used with a name,
but lowercase when used as a general
term: New York State; the state of
Ohio. 910.8

Stone Age(Con) 609.2



storybook One word in general, biible
story book(Con)

subcommittee

substitute (H) 601.6

Suffering Servant Synonym for Jesus.
(usage) (A, Con) 601.6

Sukkoth Feast of Booths. (CW) 610.5

Sunday schoolA noun or an adjective.
(A, CW)

Sun of Righteousnesgusage) (CW)
601.1

sunshine(H)

supper (H)

Supper, theReferring to Communion.
Prefer Lord’s Supper.

Supreme Being, thgC, CW, E, G) 601.1

synagogueCapitalize when part of the
official name of a local religious
meeting place. Lowercase as a
common noun. (C, Con, CW) 611.1

synod Capitalize only when used as part
of a proper noun; otherwise
lowercase: Wisconsin Evangelical
Lutheran Synod, Wisconsin Synod,
Missouri Synod, Wisconsin and
Missouri Synods, the synod. (NPH)

synodical (Con)

synodwide(Con)

synoptic gospeldA, CW) 603.2

synoptic writers, the (CW)

T

tabernacle Capitalize when part of the
official name of a local religious
meeting place. Lowercase as a
common noun. (Con, CW) 611.1

table of shewbread(CW)

Table of the Law, First, Second

tagboard One word. (Con)

Talmud The Hebrew Bible. (A, C, CW,
MW)

Talmudic (E)

Targum Aramaic paraphrase of the Old
Testament.

“Te Deum” Titled “We Praise You, O
God” in Christian Worship: A
Lutheran Hymnal(C, CW) 610.3

teenager(Con, CW)

television, TV Abbreviation does not use
periods. (Con, D)

temple Capitalize when part of the
official name of a local religious
meeting place. Lowercase as a
common noun or when referring to the
place of worship in ancient Jerusalem.
(A, C, Con, CW) 611.1

temptation, the (A, Con, CW) 609.3

temptation in the desert, the(CW)
609.3

temptation of Christ, the (CW) 609.3

tempter (H) 606.1



Ten Commandments, thg C, CW, E, H,
MW, US) 603.4

tent (CW) 611.1

Tent of Meeting Capitalize only when
referring to the sanctuary proper.
(CW) 608.1

Tent of the Testimony(CW) 608.1

ten tribes, theUsethe lost tribes of
Israel. (CW)

ten tribes of Israel, the(CW)

Teresa, Mother(Con)

Testaments, theCapitalize when used as
a synonym for the Bible. (CW) 603.4

“Thank the Lord” A liturgical song in
Christian Worship: A Lutheran
Hymnal.610.3

thank you Two words; hyphenate as an
adjective. Say #hank-you prayeor,
better, say @rayer of thanks(Con)

third Not thirdly. (Con)

third person of the Trinity (CW) 611.5

Third World Developing countriesr
emerging nationsnay be more
appropriate. (Con, CW, US)

Thirty-nine Articles (A, CW, US)

Three in One Capitalize when used as an
epithet for God: We worship the
Three in One. Lowercase when
describing God'’s being: God is three
in one. (H) 601.1, 611.4

throne of grace (CW)

thumbtack (Con)

Thummim (CW)

tif File extension.

TIFF Use in text.

time line Two words meaning “listing of
events in a historical period.” (D)

timeline Meaning “schedule of events,
timetable.” (D)

time of the Gentiles, the(CW) 609.1

time of the judges, the({CW) 609.1

toll-free As an adjective or adverb.

tomb, the (CW)

Torah (A, CW)

toward No finals. (CW)

Tower of Babel (CW) 608.1

transfiguration, the 609.3

Transfiguration Sunday (A, Con) 610.5

Transjordan (CW) 608.1

tree of life (CW) 611.1

tree of the knowledge of good and evil
611.1

tribe of Judah (A, CW)

tribulation, the Historical event. (CW)
609.3

trinitarian Lowercase as adjective. (A,
(Con)

Trinity (A, Con, CW) 601.1

triumphal entry 609.3

triune God, the (A, Con, CW, NPH)
611.4

truth, the (A, H) 601.6



T-shirt

Twelve, the(C, Con, CW) 607.1

twelve apostles, thgA, CW) 607.1

20th century Hyphenate as an adjective.
(CW) 609.2

23rd psalm (CW) 603.3

twos and threesWalk in twos and threes.
(Con)

Una Sancta(Con)

unchristian (A, Con, CW)

ungodly (CW)

united kingdom Referring to a period of
Israel’s history. (CW)

universal church (CW) 605.5, 611.3

universalism (CW) 605.3

unscriptural (CW)

UpanishadsTreatises dealing with
philosophic problems. (CW)

upper room (A)

ups and downs(Con)

Urim (CW)

utopia Capitalize when the perfect island
of Thomas Moore is meant; otherwise
lowercase. (Con, CW) 608.1

\
vacation Bible schookA, Con, CW)
VBS (A)
VedasRelated to Hindu. (C, CW)

Vedic Related to early Sanskrit, Hindu
scripture. (CW, E, MW)

“Venite” Titled “Oh, Come, Let Us Sing
to the Lord” inChristian Worship: A
Lutheran Hymnal610.3

verse, -sAbbreviatedv. or vv.in
parenthetical references, nevsrThe
word refers to a part of Scripture, not
a hymn stanza. (Con) 603.2

Verse of the Day610.3

VespersNot Vesper Servicelitled
“Evening Prayer” irChristian
Worship: A Lutheran Hymna{A,
Con) 610.2

vesper serviceLowercase when referring
to an evening service in general. (C)
610.2

victor, the Referring to Christ. (CW)
601.6

vine (H) 601.6

virgin, the Meaning Mary. (A, C, E)

virgin birth (A, Con) 611.3

virgin Mary (Con, CW, E)

visible church (CW) 605.5, 611.3

visitors from the East The Magi, wise
men from the East. (Con)

visual aids

Vulgate (A, CW) 603.1

wW



watercolor One word, noun and
adjective. (Con)

Water of Life Referring to Christ. (CW)
601.6

way, theReferring to Christ. (CW) 601.6

Way, the Truth, and the Life, the
(usage) (CW) 601.6

WELS Wisconsin Evangelical Lutheran
Synod. 605.2

Web, theReferring to the World Wide
Web.

Web site

“We Praise You, O God” Titled “Te
Deum Laudamus” iThe Lutheran
Hymnal.610.3

Western church (CW) 605.5

Western rites (CW)

Westminster Catechism(CW)

white As a racial designation, lowercase
both as an adjective and noun unless it
is part of a phrase that would require
capitalization. (A, CW)

wholism Preferholism.(Con)

wholistic Preferholistic. (Con)

wicked one, theReferring to Satan. (CW)
606.1

will and mind of God (Con) 611.5

will, God’s (Con) 611.5

Wisconsin Lutheran QuarterlyA
periodical published quarterly by
Wisconsin Lutheran Seminary.

Subscriptions are processed at NPH.
Abbreviated WLQ.

wisdom literature (A) 603.2

wise men(CW)

wise men from the East, thgA)

witnessCapitalize when referring to a
Jehovah's Witness. (D)

word Capitalize when referring to Christ
or the Bible. Capitalize when referring
to God’s revelation to his people.
Lowercase in other references: the
word of God to Moses. When in
doubt, capitalize: God speaks to us
through his Word. The Word for us
today is recorded in Acts 1:1-11.
603.1

Word, the Name for God or the Bible.
(C,CWw) 601.1, 603.1

Word and sacrament(A) 611.6

Word Incarnate Referring to Christ.
(CW) 601.1

Word made fleshSynonym for Jesus.
(Con, CW) 601.1

Word of God Capitalize when used as a
synonym for the Bible. (CW, NPH)
603.1

Word of Life Capitalize when used as a
synonym for the Bible. (CW) 603.1

Word of the Lord Capitalize when used
as a synonym for the Bible and when
referring to the whole revelation of



God to his people; otherwise
lowercase. The word of the Lord came
to Jeremiah. 603.1

Word of Truth, the (CW) 603.1

word processor(CW)

words Lowercase: God’s words.

Words of Institution Capitalize only
when used as a title for part of the
liturgy. (Con) 610.3

work-righteousnessNot works-
righteousness.

work sheetTwo words. (Con)

worldwide One word as adjective and
adverb.

World Wide Web Usethe Web.

worshiped, -er, -ing(A, Con, CW, NPH)

worship service(C) 611.3

Writings, the Capitalize when used as a
synonym for the Bible. (A, Con, CW)
603.1

wrongdoing One word. (D)

X

X-ray Capitalize and hyphenate as a verb,
a noun, or an adjective. (MW)

Y

Yahweh Replace with_ord, unless part
of a technical discussion. (A, C, Con,
G, MW) 601.1

Year of Jubilee (CW) 610.5

Yom Kippur Day of Atonement. (CW,
US) 610.5

Yuletide (CW) 610.5



