ARTS ADVANCE WRITERS GROUP

HOUSE STYLE: a statement of choices and preferences to expedite editing within Arts Advance. Some guidance in grammar is indicated for preferred use although other forms might be acceptable. This statement is designed to be quick and handy: not exhaustive.

For drafting purposes use TIMES NEW ROMAN - 12pt

FULL STOP   At the end of a sentence. Do not separate two complete statements with a comma, use a full stop.

QUESTION MARK   At the end of a direct question. Not at the end of an indirect question. Use an internal question mark to show uncertainty(?)

EXCLAMATION MARK   Use only when absolutely necessary with no space between text and punctuation mark.

COMMA   Always ask yourself “Does this comma really need to be there?”

Listing comma          Use in a list instead of and or or. Only use before and, or or when it is absolutely necessary to make the meaning clear. 

Joining comma         Use a joining comma to join two complete sentences with one of the words and, or, but, yet or while. Not in any other way.

Gapping comma       Use to show that one or two words have been missed out. Example: Some Norwegians wanted to base their national language on the speech of the capital city; others, on the speech of the rural countryside. The comma here replaces wanted to base their national language.

Bracketing commas   Use to set off a weak interruption, which could be moved from the sentence without destroying it. If the interruption comes at the beginning or the end of a sentence, use only one bracketing comma.

COLON   Usually a complete sentence followed by an explanation. Most of the books were produced in two formats: standard and deluxe. Never a colon followed by a hyphen. No space between text and a colon or text and a semicolon. Only one space after.

SEMICOLON    Separates two complete sentences that are too closely related to be separated by a full stop. Can also replace and, or, yet, while or but.

APOSTROPHE

Contraction    It’s, we’ll, they’ve, can’t, he’d, aren’t, won’t, she’d’ve. Avoid she’d’ve where possible. It’s always means It is. Use o’clock,  fo’c’s’le, ne’er-do-well as preferred options.

’Fraid so, ’S not funny are colloquial and not to be used in formal writing except when writing in colloquial English.

Clipped forms such as gym, bra, pram, flu, Halloween, should not have apostrophes.

The class of ’98 is preferred to the class of 1998. The 1939-45 war is preferred to the ’39-’45 war.

Plurals            Apostrophes are never used for plurals except pluralisation of letters: p’s and q’s.

Possessives     Joan’s book, James’s essay, the bus’s arrival but  there are a lot of buses.

                        Use children’s coats, ladies’ room, Socrates’ philosophy. 

                        Who’s always means who is. (Whose denotes possession.)

DOT, DOT, DOT    (space,dot,dot,dot) denotes a pause. “I’m not so sure …”said Janet.

(dot,dot,dot) denotes an interruption. “I’m not so sure that…” “Stuff and nonsense,” roared John.                                             

PARAGRAPHS      Double space between paragraphs. 

DIRECT SPEECH Use an indent before beginning.

HYPHENS

Word splitting        Use at the end of a line only if absolutely necessary; never at the beginning. 

                                 Split only at the end of a syllable.

Compound words   Mainly depends on the readability and personal preference;

electromagnetic or electro-magnetic? a long standing friend or a long-standing friend?                                          
The use of a hyphen in each case seems to make it easier to read and perhaps better defined.

Sometimes the meaning can be changed


           She wanted extra marital sex.  She wanted extra-marital sex.

DASH    A single hyphen with a space at either side. 

Use for strong interruptions the same way as bracketing commas are used for weak interruptions. There was no other way – or was there?

Use for ranges such as 7 – 11 years. No spaces in numbers: ninety-nine.

CAPITALS    Use for the first letter of a sentence. Use capitals for proper nouns whether person, place, institution or event. The word I is always a capital.  When there is only one. He is the President of the U.S.A., Do I believe in God? but, He looks like a Greek god. Days, months and countries; Friday, January, Wales, but not seasons; summer, autumn. Language names; Dutch, Spanish, nationalities; Frenchman, Englishman. A Basque is an inhabitant of northern Spain. A basque is an item of underwear. Unnecessary for scotch whisky, danish pastries or french windows.

Black and White in an ethnic context. Use of capitals is optional, but must be consistent.

Titles. Use capital letters only for the significant words. The Silence of the Lambs.

A quotation begins with a capital letter only if it is a complete sentence: Thomas Edison famously observed “Genius is one percent inspiration and ninety-nine percent perspiration.”

Brand names. Hoover has a capital letter but, Jane was hoovering the carpet.

Roman numerals. Always use capitals except when preceding the main content of a book.

Poetry. Begin all lines with a capital letter or with none. A mixture usually looks wrong.

ABBREVIATIONS  If the abbreviation uses the first and last letter of the full word; Dr, Mr, then a full stop is not used; if not, then a full stop is used.; ante meridiem, a.m.

Not am, AM or A.M. (Air Ministry). Use AD 663, 55 BC but use reduced capital letters.

Use BBC not B.B.C. Try to avoid e.g. and i.e. in formal writing, use for example and that is instead.

If you must, use et cetera rather than etc.

QUOTATION MARKS / SPEECH MARKS    Prefer double quotes (“”) to single quotes(‘’). 

Use single quotes inside the double quotes if required. “He just shouted ‘Murderer!’ then ran away,” said Peter.

It is not correct to place a comma before quotation marks. I thought for a moment before saying “No thank you.” Be aware that some publishers prefer the incorrect form.

FULL STOPS inside or outside the quotation marks?

Conventional view   All punctuation marks go inside the quotation marks.

Logical view             The only punctuation marks inside the quotation marks are those that  form part of the quotation.

Unfortunately American and British publishers diverge in their preference. 

ARTS ADVANCE favours the conventional view.

Distancing quotation marks   These are used to indicate that it is not necessarily your own opinion,

The council is responsible for the ‘improvements’.

Quotation marks or italics? Uncle Tom’s Cabin is preferred to ‘Uncle Tom’s Cabin’

ITALICS    Use to emphasise, contrast or to draw attention. Use to denote thoughts. 

Use for titles of books, films, plays. Use for foreign words and argot: Au revoir, snide. 

Use as an alternative to single quotes. Use to describe species: Homo sapiens.
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