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Style Guidelines
For authors working with the Electronic Text Centre at UNB Libraries
The House style used by the Electronic Text Centre at UNB Libraries is based on more than ten years experience with the distribution of “texts” in online formats. The conventions described here are meant as a general outline; specific and discipline based style requirements will be respected.  When in doubt, consult the Chicago Manual of Style at http://www.chicagomanualofstyle.org/home.html.
Styles

 ‘-ize’
The ETC uses the ending -ize / -ization rather than -ise / -isation in words where this alternative exists (e.g. civilize, organize). However, some words are always spelled with an -s’: e.g. advertise, analyse, chastise, paralyse, supervise.
American spelling and style
American spelling and expressions will normally be anglicized by the copyeditor, but the Press is an international publisher and we are aware of the marketing advantages of publishing certain books in US English. This is an option that can be explored with your commissioning editor.

Capitalization

The use of capitals should be kept to a minimum: use lower case for government, church, state, party, volume, etc.

Quotations

If you are quoting passages from other texts, keep to the original spelling and punctuation: do not change it to make it consistent with your own text.

Parochialism

Our books have an international readership. Avoid references to ‘country’, ‘our government’, etc., and explain any particularly parochial allusions that may be puzzling to someone from a different country.

Gender in language

Sexist use of language can cause offence, and efforts must be made to ensure that texts are free of any bias towards one gender of another. Avoid the use of ‘he’ where he or she is meant, either through the use of ‘they’ or by repeating the noun if possible.

Apostrophe

The apostrophe is not used in dates or in the plural of abbreviations: 

‘the 1960s’ not ‘the 1960’s’, ‘UFOs’ not ‘UFO’s’.

Serial Comma

A hallmark of our house style is the comma before ‘and’ and ‘or’ in enumerations of three or more items: ‘red, white, or blue’; ‘Jones, Smith, and Brown’.

Full point (full stop; period)

While we do not insert full points after headings, in abbreviations made up of capital letters (BBC, WHO), we do after titles such as Dr., Mr., Mrs., Ms., Mme., Mlle., Revd., St. (’Saint’).

Hyphen

Use the Oxford dictionaries as a general guide to whether individual words should be hyphenated, two words, or one word. However, you may choose to follow different usages (perhaps they have become current within your discipline); in this case, please make a note for us of any non-Oxford forms you would like to be kept.

Hyphens should always be used to prevent ambiguity: for example, to distinguish between ‘full scale-work’ and ‘full-scale work’.

Points of omission

We set points of omission as three spaced dots, with a space either side of the set. If the matter before the omission points ends a complete sentence, you may include its own close-up full point (but this extra full point is not obligatory): ‘their source is not named. . . . A further investigation revealed . . .’.
Quotation marks

We set single quotation marks, reserving double ones for quotations within quotations: ‘The noun “guerrilla” is variously spelled.’ The relative position of a closing quotation mark and punctuation is often a source of difficulty. Briefly, if the quotation forms a complete sentence it will have its closing full point inside the closing quotation mark; otherwise, outside it.

Words or figures
It is usual to spell out numbers below 100 in continuous text, unless the context is overtly statistical or scientific or units of measurement are being given (e.g. ‘45 kilometres’, ‘50 per cent’). However, if there is a great deal of numerical information, it may be better to use figures more frequently.

-  Use figures for people’s ages: ‘he was then 58 years old’. 
- Spell out numbers in ‘literary’ contexts, where precise measurements are not intended:

- to ‘God a thousand years are as a day.’ Spell out numbers where they form the first word in a sentence (‘Three thousand gold bars were stolen’) or rearrange the sentence to avoid starting with a number.

- Use commas, rather than spaces, in numbers with four or more digits: ‘1,000’, ‘2,000,000’. However, where numbers are used frequently in the text (for example, in scientific texts), you may use a thin space for four or more digit numbers, and 1000 is closed up.

Ranges of numbers 

Use the least number of figures in ranges of numbers: ‘76Ð7’, ‘235Ð6’, ‘100Ð2’; except for the group ‘10-19’ in each hundred: '116-19’ not ‘116-9’, ‘210-11’ not ‘210-1’. Another exception is for age groups, which are written, for example, as ’25-29’, rather than ‘25-9’.
Decimals

Insert a zero before the decimal point for all numbers less than one: ‘0.5’ not ‘.5’. Type the decimal point on the line, not mid-line.

Dates

 Use the form ‘16 August 1949’, without commas.
BC follows the date; so too BCE, CE. AD precedes the date (but write ‘first century AD’); so too AH, AM (anno mundi), AS, AUC. Type these as full capitals; the copy-editor will mark them for small capitals. 
Do not elide figures when the date covers more than one century: ‘1820-1910’. Do not elide dates BC. Otherwise, elide dates according to the rules above: ’23-5 December 1826-8’, ‘1911-17’, etc.

List of abbreviations

A list of abbreviations is generally useful in the preliminary pages of a book (unless only completely familiar ones are used). Construct the list in two columns, abbreviation on the left and expansion on the right. Align all of the expansions on the same Tab stop. Explain all but the most familiar abbreviations used in the text on the first mention in each chapter.

Italics

Abbreviated titles of works should only be in italic if the expanded version is also in italic: DNB (Dictionary of National Biography), OED (Oxford English Dictionary); but LSJ (A Greek-English Lexicon, by Liddell, Scott, and Jones).

Latin abbreviations

Most of the common Latin abbreviations are kept in roman type (ad loc., cf., ed. cit., e.g., ibid., id., i.e., loc. cit., op. cit., q.v., sc., s.v., viz.); but c. (= circa), et al., passim, sic are italic. It is best to use the English equivalents of ante, et seq., infra, post, supra, vide.

e.g., i.e.,
These should normally be spelt out in running text (although they may be used freely in notes, to save space). If the abbreviated forms are used, they should always be lowercase, even at the beginning of a sentence.

per cent

This is usually spelled out in running text (‘15 per cent’) but the symbol % may be used in notes and tables, and in the text itself if it occurs very frequently. In scientific texts, the symbol % is preferred.
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