Appendix 5 - Writing Tips

TIPS FOR THE USE OF TITLES, CAPS, NUMERALS, ETC.

TITLES:

Italicize: titles of complete works like books, newspapers, magazines, also names of ships, spacecraft, aircraft, titles of major works of art and music, movies, television and radio series (not individual episodes), CD’s. 

Do not italicize "The" if it is introductory and not part of the title.

EX: the Reader's Guide to Periodicals

Some very well-known publications require no italicizing because they are commonly understood to be titles:

the Bible

the Magna Carta

the Koran

the Declaration of Independence


the Psalms or Psalms


the Constitution of the United States 

             the Book of Matthew (any gospel)

             the Bill of Rights


Capitalize titles as follows: the first word and all others except a an, the and conjunctions and prepositions of less than five letters (EX: for, by, from with, etc.).

Place quotation marks around titles of poems, individual songs, articles, television program episode titles, short stories and other writing that is part of a longer work.

CAPITALS:

Use a cap for the first word of a sentence, line of poetry, direct quotation.

Use a cap for the first word of a sentence that is completely encased in parentheses, brackets.

Use a cap for the first-word of a complete sentence following a colon (:).

Use a cap for

the first person pronoun "I."

proper names and nouns.

common nouns that are essential parts of a proper noun

EX: Broadway Avenue, not Broadway avenue


the Mississippi River; not the Mississippi river

BUT: Broadway and Gentry avenues


the Mississippi and Ohio rivers

DO NOT USE CAPS FOR:

names of seasons: spring, autumn, fall, winter

family relationships preceded by possessive adjectives


EX: my mother, not my Mother

geographical directions


EX: I am from the south, not I am from the South.

NUMBERS:

1. Spell out numbers that start sentences.

2. Use words for one or two word numbers EX: seventy-six trombones

3. Use numbers for three or more word numbers that do not start sentences


EX: 101 Dalmatians

4. Use numbers for time, dates, percentages, money, pages, street numbers that do not start sentences.

APOSTROPHE:

Use an apostrophe:

1. to show the possessive forms of nouns and indefinite pronouns


EX: the cat's hat (one cat)
EX: anybody's paper

EX: the cats' hats (more than one cat)

EX: the Smiths' house (more than one Smith)

EX: James' glasses (nouns ending normally in ‘s’)

EX: Mary and John's house (last noun in jointly owned items) 

EX: Mary's and John's houses (individually owned items)

NOTE: Personal possessive pronouns do not use the apostrophe to show ownership


EX: my, mine; his, her, hers; our, ours; your, yours; their, theirs


2. to indicate omission of a letter or number 



EX: can't - a contraction of cannot


EX: wasn't - a contraction of was not 


EX: o'clock - a contraction for of the clock 


EX: the blizzard of '93 - 1993


EX: it's - a contraction for it is


EX: who's - a contraction for who has

HYPHEN:

Use a hyphen: 

· To join words EX: A well-known speaker, Mrs. Jones, will be our guest.

· To add certain prefixes: ex-, self-, all-, and the suffix -elect  EX: ex-mayor, self-indulgent, all-collegiate, governor-elect

· To avoid awkwardness and ambiguity: EX: re-create vs. recreate

· To form compound numbers from twenty-one to ninety-nine 
· To form written fractions EX: one-half inch

DASH (generally avoid the use of dashes, use parentheses instead):

Use a dash to emphasize or set off information--usually nonessential--within sentences

EX: "Each person is born to one possession which overvalues all his

others--his last breath."  Mark Twain

EX: Could she--should she even try to--borrow money from her aunt? 
BETTER: Could she borrow money from her aunt? Should she even try to do so?

NOTE: use two hyphens to form a dash and leave no space between the words and the dash.

