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Abbreviations
1. Use in the list of works cited and in tables; do not abbreviate within
the text of a research paper, except within parentheses
2. When abbreviating, keep these guidelines in mind:
A. Do not begin a sentence with a lowercase abbreviation
B. Common abbreviations, such as “etc.,” “e.g.,” and “i.e.,” should
be used only in parentheses; in the text, write “and so forth”
(etc.), “that is” (i.e.), and “for example” (e.g.)
C. Most abbreviations that end in lowercase letters are followed by
a period
EX: assn., dir., div., fig., Mon., anon., aux., conf.
D.In the text, spell out the names of countries, states, counties,
provinces, territories, bodies of water, and mountains
E. Use two-letter postal codes for U.S. states and Canadian provinces
in references only (e.g., NC, PQ) ‘
F. When writing initials, put a period and a single space after each letter
EX: J. S. Bach, F. Paul Wilson, C. S. Lewis, Charles L. Grant

Acronyms
1. Do not use periods after letters and spaces between letters
2. If an acronym is commonly used as a word, it does not require
explanation (e.g., IQ, FBI, ESP)
3. A term must be written out fully the first time it is used; for any
subsequent references, the acronym is acceptable
EX: National Institutes of Health (NIH)

4. If an acronym is not familiar to your readers, use an expanded
abbreviation
EX: For MLA, write Mod. Lang. Assn.

5. Write the plural form of an acronym without an apostrophe
EX: Their DVDs cost too much.

Capitalization

1. Title case: Capitalize the first word, last word, and principal words
in titles and subtitles, including those that follow a hyphen in
compound terms
A.Use for titles of books and articles cited in the text and in

references

B. Use for major headings in your paper

2. Sentence case: Capitalize the first word, the first word after a colon,
and any proper nouns in a heading or title
A. Use for titles of most non-English works
B. Use for lower-paragraph subheadings

3. Do not capitalize the following, unless they begin a title or follow
a colon:
A. Articles: a, an, the
B. Prepositions: against, between, in, of, to
C. Conjunctions: and, but, for, nor, or, so, yet
D. Infinitive: to

Numbers

1. Numbers that cannot be written out in one or two words should be
written in arabic numerals
EX: one, five, twenty-one, one hundred, eighteen hundred, 625, 1976
2. In the case of the recurrent use of numeric, statistical, or scientific
data, use numerals for those numbers but write out other numbers
in the text, if possible, in one or two words
3. Hyphenate compound numbers from twenty-one to ninety-nine,
compounds with a number as the first element (e.g., two-way street),
and the written form of fractions
4. Do not begin a sentence with a numeral
EX: Good: Seventeen seventy-six is an important date in American history;
Better: An important date in American history is 1776.
5. Do not mix numerals with written numbers when they refer to
similar things
EX: Only 10 of the 125 cats were Siamese. (not ten of the 125 cats)
Punctuation
Correct use of punctuation groups words into coherent phrases and
clarifies sentences and sentence structure
1. Commas are used to create continuity
A. When joining independent clauses in a sentence (use before the
conjunction)
EX: One party introduces a bill, and then the other party tells them why
they are wrong.

B. Between adjectives that modify the same noun
EX: Lionel Fenn is a brilliant. underrated writer.

C. When setting off a brief parenthetical comment or an aside (use
a dash or parentheses to set off longer comments)
EX: The play was, I'm sorry to say, as bad as the critics said it would be.
D. When setting off alternative or contrasting phrases
EX: In this murder mystery it was the mother-in-law’s third cousin, not
the butler, who did it.
E. When setting off nonrestrictive clauses beginning with “who,”
“whom,” “whose,” “which,” or “that”
EX: Kathryn, who works as a rodeo clown, is also a prima ballerina.

. A semicolon acts as a link

A.Between independent clauses if they are not linked by a
conjunction
EX: The manuscript is flawed beyond belief; still, Jack thinks he can
rewrite it before the deadline.

B. Between items in a series when the items contain commas
EX: Seated around the table were Uncle Frank, the henpecked husband;
Aunt Matilda, the know-it-all; Cousin Pete, the bore; and me, the only
normal one at the family reunion.

. A colon has many uses

A. Before the second part of a sentence to elaborate on the first part
EX: Even after practicing for months, Steve only placed third at the swim
meet: during the race, he couldn’t see because his goggles kept filling up
with water.

B. To introduce a list
EX: There were three unusual books on the reading list: Infinite, Long
Night of the Moon, and Kachina.

C. To introduce a rule or principle; in this case, use a capital letter
after the colon
EX: Author Thomas F. Monteleone has one hard, fast rule for success:
A writer writes.

D. To introduce a quotation that is independent of the sentence itself
EX: In Robert Morgan’s book, The Truest Pleasure, Ginny is bewildered
when she sees a meteor streak through the sky for the first time: “Lord
help us. Is this the Rapture?”

. An apostrophe is used to show possession or create a contraction

NOTE: Contractions (e.g., can'’t, aren’t, wouldn’t, didn’t) are seldom used

in academic writing

A.Add an apostrophe and an s to form the possessive form of a
singular noun
EX: the guitar’s strings, the president’s commission, the town’s charter

B. Add an apostrophe after the s to form the possessive of a plural noun
EX: the teachers’ books, the visitors’ passes, the consultants’ ideas, the
scouts’ campfires

C. In the case of singular nouns in a series, use a single apostrophe
and an §
EX: Billy, Tommy, and Linda’s dog; Smith and Southworth’s book

D. Add an apostrophe to form the possessive of a plural proper noun
EX: the Kennedys’ complex, the Vanderbilts’ enterprises, the Grants’
library cards

E. Do not use an apostrophe to form the plural form of an
abbreviation or a number
EX: DVDs, 1700s, VCRs, MP3s, CDs, MDs, 7s

. Dashes and parentheses are used to show a sharp break in sentence

continuity
A. Use to set apart an element that would otherwise interrupt the
sentence or train of thought
EX: David picked up the bat—his father made it for him the week
before—and headed toward home plate. OR David picked up the bat (his
father made it for him the week before) and headed toward home plate.
B. Use to set apart ideas that could be misunderstood if set apart
with commas
EX: Batman’s very costume—cowl, cape, pointed ears, and bat-like
wings—is designed to terrorize criminals. OR Batman’s very costume (cowl,
cape, pointed ears, and bat-like wings) is designed to terrorize criminals.
C. A dash can also be used to introduce a list or to elaborate on what
was just said (see Colon)

. Periods, question marks, and exclamation points are end punctuation

marks

A. Periods are used to end declarative sentences

B. Do not use exclamation points, except in the case of a direct quote

C. Question marks end interrogative sentences; the question mark
goes inside quotation marks if the quoted passage is a question
E)é:_'l‘fgs character asked his lawyer, “Aren’t you even going to prepare
a onel?

D. Place the question mark outside quotation marks if the quotation
is part of an overall question
EX: When did Wordsworth write the “poem to Coleridge™?







