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EXTRACT FROM THE
PUBLIC PRINTING LAW

(TITLE 44, U.S.C))

§1105. Form and style of work for departments

The Public Printer shall determine the form and
style in which the printing or binding ordered by a
department is executed, and the material and the
size of type used, having proper regard to econ-
omy, workmanship, and the purposes for which

the work is needed.

(Pub. L. 90-620, Oct. 22, 1968, 82 Stat. 1261.)

HisTORICAL AND REVISION NOTES

Based on 44 U.S. Code, 1964 ed., §216 (Jan. 12,
1895, ch. 23, § 51, 28 Stat. 608).



About This Manual

By act of Congress the Public Printer is authorized to determine the form
and style of Government printing. The GPO STYLE MANUAL is the product
of many years of public printing experience, and its rules are based on prin-
ciples of good usage and custom in the printing trade.

Editors and writers whose disciplines have taught them aspects of style dif-
ferent from rules followed in this MANUAL will appreciate the difficulty of
establishing a single standard. The GPO STYLE MANUAL has served Federal
printers since 1894, and with this 30th edition, the traditions of printing and
graphic arts are carried forward in the 21st century.

Essentially, the GPO STYLE MANUAL is a standardization device designed to
achieve uniform word and type treatment, and it aims for economy of word
use. Such rules as are laid down for the submission of copy to GPO point to
the most economical manner for the preparation and typesetting of manu-
script. Following such rules eliminates additional chargeable processing by
GPO.

It should be remembered that the GPO STYLE MANUAL is primarily a GPO
printer’s stylebook. Easy rules of grammar cannot be prescribed, for it is
assumed that editors are versed in correct expression. Likewise, decisions
on design and makeup are best determined by the individual publisher to
meet the needs of the intended audience. As a printer’s book, this MANUAL
necessarily uses terms that are obvious to those skilled in the graphic arts.

Users of the GPO STYLE MANUAL should consider it as a general guide.
Its rules cannot be regarded as rigid, for the printed word assumes many
shapes and variations in type presentation. An effort has been made to pro-
vide complete coverage of those elements that enter into the translation of
manuscript into type.

The GPO Style Board made significant revisions to update this edition of the
GPO StYLE MANUAL. The changes include redesigning the format to make
it more modern and easier to read; replacing “What is GPO Access?” with
“GPO’s Online Initiatives”; removing the atomic weights column from the
Chemical Symbols table; expanding and updating time zone abbreviations;
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listing additional entries to the Post Office abbreviations; extensively re-
viewing the capitalization chapter to remove outdated entries and include
new ones; realigning the abbreviations lists to create a new list of technical
abbreviations and initialisms; updating old and adding new tables to the
Useful Tables chapter; expanding military titles; creating new sample pages
for the Reports and Hearings chapter; providing many URLs as references;
and including many suggestions by users.

Comments and suggestions from users of the GPO STYLE MANUAL are in-
vited. All such correspondence should be addressed as follows:

GPO Style Board
Mail Stop PDE
U.S. Government Printing Office
732 North Capitol Street, NW.
Washington, DC 20401

email address: gpostyle@gpo.gov

For the purposes of the GPO STYLE MANUAL, printed examples throughout
are to be considered the same as the printed rules.
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GPO’s Online Initiatives

Printing continues to serve animportant purposein the Federal Government.
Congressional documents, official reports, pamphlets, books, regulations
and statutes, passports, tax and census forms, statistical data, and more—in
printed form these documents represent a major avenue of communication
and information transaction between the Government and the public. In
the 21st century, the Government Printing Office (GPO) is committed to
providing printed information products for Congress, Federal agencies, and
the courts as efficiently, creatively, and cost-effectively as the most modern
technology will allow.

With the advent of the electronic information age, GPO has also assumed
the responsibility for providing public access to the online versions of most
of the official documents it prints, as well as—to the greatest extent possi-
ble—the online versions of Government publications that are not printed
but are otherwise made available on other Federal Web sites. GPO recog-
nizes that a Federal author today often begins the content creation process
at a personal computer, and frequently publishes the final document on the
Web, without creating a print version that will make its way to a user’s hands
or a library’s shelves. Many Government publications are now born digital
and published to the Web, with few if any copies printed for traditional pub-
lic access via bookstores or libraries.

To accommodate this transition in Federal publishing strategies while pre-
serving the core responsibility for ensuring public access to Government
publications, in 1993 Congress enacted Public Law 103-40, the Government
Printing Office Electronic Information Access Enhancement Act, which re-
quired GPO to establish online access to key Government publications and
provide a system of storage to ensure permanent public access to the infor-
mation they contain. Since then, the number of publications featured by the
resulting Web site, GPO Access, at www.gpoaccess.gov, has grown exponen-
tially, as has its use by the public. A decade later the National Archives and
Records Administration formally recognized GPO as an affiliated archive
for the digital content on the GPO Access site.

To meet continued public demand for online access to Government publi-
cations, provide for an increased range of search and retrieval options, and
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ensure the preservation of official Government information content in the
21st century, in 2004 GPO embarked on the construction of a more com-
prehensive online capability, called GPO’s Federal Digital System, or FDsys.
Scheduled to become available for public use in late 2008, the new system
will serve as GPO’s digital platform for the production, storage, and dis-
semination of official Government publications for the years to come.

GPO Access

Opened to the public in 1994, the GPO Access Web site was GPO’s entrance
into the digital age. GPO Access provides free electronic access to a wealth of
important information products produced by the Federal Government. The
information provided is the official published version, and information re-
trieved from GPO Access can be used without restriction unless specifically
noted. This free service is funded through annual appropriations provided
to GPO’s Federal Depository Library Program.

Under the GPO Access legislation, the Superintendent of Documents, under
the direction of the Public Printer, is required to: (1) Maintain an electronic
directory of Federal electronic information; (2) provide a system of online
access to the Congressional Record, the Federal Register, and other appro-
priate publications as determined by the Superintendent of Documents;
(3) operate an electronic storage facility for Federal electronic information;
and (4) maintain the Federal Bulletin Board, which was then already in
existence.

GPO Access services

GPO Access services are designed to meet the needs of a variety of users.
GPO Access consists of content and links, including official, full-text infor-
mation from the three branches of the Federal Government. Databases are
updated based on their print equivalent and generally date back to 1994.

Users can find information on the Federal Depository Library Program,
which provides no-fee public access to publications disseminated by GPO,
regardless of format. GPO Access enables users to locate a depository library
in their area.
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Users may also locate and order publications available for sale through GPO’s
Publication and Information Sales Program. Orders may be placed online
securely through the U.S. Government Bookstore at http://bookstore.gpo.
gov.

Ben’s Guide to the U.S. Government provides learning tools for K-12 stu-
dents, parents, and educators. The site provides age-specific explanations
about how the Federal Government works, explains the use of the primary
source materials available on GPO Access, and explains GPO’s role in the
Federal Government.

Users needing assistance with GPO Access or other dissemination services
may direct inquiries to the GPO Contact Center specialists available
by email (contactcenter@gpo.gov), telephone (1-866-512-1800), or fax
(202-512-2104).

Authentication of digital documents

The increasing use of electronic documents poses a special challenge in veri-
tying authenticity, because digital technology makes such documents easy
to alter or copy in unauthorized or illegitimate ways.

To help meet this challenge, GPO has implemented digital signatures on
certain electronic documents in GPO Access that not only establish GPO as
the trusted information disseminator, but also provide the assurance that an
electronic document has not been altered since GPO disseminated it.

In early 2008, GPO authenticated the first-ever online Federal budget by
digital signature. The visible digital signatures on online PDF documents
serve the same purpose as handwritten signatures or traditional wax seals
on printed documents. The digital signature verifies document integrity and
authenticity for online Federal documents, disseminated by GPO, at no cost
to the customer.

GPO’s Federal Digital System (FDsys)
A critical part of GPO’s mission of Keeping America Informed is ensuring
permanent access to published Government documents. GPO is developing a
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comprehensive digital content system capable of managing all known Federal
Government documents within the scope of GPO’s Federal Depository
Library Program and other information dissemination programs. GPO’s
Federal Digital System (FDsys) is an integrated content management system
which incorporates state-of-the-art technology for document authentica-
tion and digital preservation. FDsys supports GPO’s transformation from a
print-based environment to a content-based environment, in which digital
content is created, submitted, preserved, authenticated, managed, and de-
livered upon request. The design of FDsys is based on the Reference Model
for an Open Archival Information System (OAIS) (ISO 14721:2003), which
describes a generalized structure for storing, preserving, and providing
access to digital content over time.

FDsys will automate content life-cycle processes and make it easier to deliver
digital content in formats suited to customers’ needs. FDsys will allow Federal
content creators to submit content for preservation, authentication, and de-
livery to users. Content entered into the system will be cataloged according
to GPO and library standards, and will be available on the World Wide Web
for searching and viewing, downloading and printing, as document mas-
ters for conventional and on-demand printing, or by other dissemination
methods. Content may include text and associated graphics, video, audio,
and other forms that emerge.

FDsys capabilities will be deployed in a series of releases. An internal proof-
of-concept release of FDsys was completed in September 2007 to support the
last stage of testing. FDsys is scheduled to become available to agencies and
the public in early 2009, beginning a process of incremental releases. Each
release will add functionality to the previous one. The first public release
will provide FDsys core capabilities, including such foundational elements
as system infrastructure and security, and a digital repository that conforms
to the OAIS reference model and enables the management of content and
metadata. This release will replace the familiar Wide Area Information
Server (WAIS)-based GPO Access, in use since 1994, with enhanced search
and retrieval functionality.

For a comprehensive discussion of system capabilities by release, see the FDsys
documentation at http://www.gpo.gov/projects/fdsys_documents.htm.
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Information

The rules of grammar, spelling, punctuation, and related matters, as stated
in this MANUAL, will serve well when preparing documents for electronic
dissemination. Most of the documents currently available via GPO Access
are derived from databases used in the printing of Government publications.
However, as electronic dissemination of Government information continues
to grow, the rules as stated in this MANUAL will continue to be the GPO’s
standard for all document preparation, electronic or otherwise.
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1. Advice to Authors and Editors

The GPO STYLE MANUAL is intended to facilitate Government printing.
Careful observance of the following suggestions will aid in expediting your
publication and also reduce printing costs.

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

1.10.

Making changes after submission of copy delays the production of
the publication and adds to the expense of the work; therefore, copy
must be carefully edited before being submitted to the Government
Printing Office.

Legible copy, not faint reproductions, must be furnished.

Copy should be on one side only with each sheet numbered con-
secutively. If both sides of copy are to be used, a duplicate set of copy
must be furnished.

To avoid unnecessary expense, it is advisable to have each page
begin with a new paragraph.

Proper names, signatures, figures, foreign words, and technical
terms should be written plainly.

Chemical symbols, such as Al, Cl, T] are sometimes mistaken for
Al, C1, T1. Editors must indicate whether the second character is a
letter or a figure.

Footnote reference marks in text and tables should be arranged
consecutively from left to right across each page of copy.

Photographs, drawings, and legends being used for illustrations
should be placed in the manuscript where they are to appear in
the publication. They should be on individual sheets, as they are
handled separately during typesetting.

If a publication is composed of several parts, a scheme of the desired
arrangement must accompany the first installment of copy.

To reduce the possibility of costly blank pages, avoid use of new odd
pages and halftitles whenever possible. Generally these refinements
should be limited to quality bookwork.
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1.11.

1.12.

1.13.

1.14.

1.15.

1.16.

1.17.

1.18.

1.19.

1.20.

Samples should be furnished if possible. They should be plainly
marked showing the desired type, size of type page, illustrations if
any, paper, trim, lettering, and binding.

In looseleaf or perforated-on-fold work, indicate folio sequence, in-
cluding blank pages, by circling in blue. Begin with first text page
(title). Do not folio separate covers or dividers.

Indicate on copy if separate or self-cover. When reverse printing in
whole or in part is required, indicate if solid or tone.

Avoid use of oversize fold-ins wherever possible. This can be done
by splitting a would-be fold-in and arranging the material to appear
as facing pages in the text. Where fold-ins are numerous and cannot
be split, consideration should be given to folding and inserting these
into an envelope pasted to the inside back cover.

Every effort should be made to keep complete jobs of over 4 pages to
signatures (folded units) of 8, 12, 16, 24, or 32 pages. Where possible,
avoid having more than two blank pages at the end.

Indicate alternative choice of paper on the requisition. Where pos-
sible, confine choice of paper to general use items carried in inventory
as shown in the GPO Paper Catalog.

If nonstandard trim sizes and/or type areas are used, indicate head
and back margins. Otherwise, GPO will determine the margins.

Customers should submit copy for running heads and indicate the
numbering sequence for folios, including the preliminary pages.

Corrections should be made on first proofs returned, as later proofs
are intended for verification only. All corrections must be indicated
on the “R” (revise) set of proofs, and only that set should be returned
to GPO.

Corrections should be marked in the margins of a proof opposite
the indicated errors, not by writing over the print or between the
lines. All queries on proofs must be answered.
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1.21.  The following GPO publications relate to material included in this
ManuaL. They may be purchased from the Superintendent of
Documents, Government Printing Office, Washington, DC 20402.

Word Division: Supplement to the United States Government
Printing Office Style Manual

This publication serves as a quick reference guide for finding correct word
divisions, as well as a spelling and pronunciation guide. In addition to the
list of words with divisions, it also contains wordbreak rules and line-ending
rules. Prepared especially for GPO printers and proofreaders, this supple-
ment is equally useful for keyboarding. 1987.

Government Paper Specifications

The purpose of these standards is to achieve compliance with relevant stat-
utes regarding printing papers; address environmental, workplace safety,and
paper longevity issues; and achieve maximum savings in the Government’s
paper purchases. 2008.

GPO Paper Samples

This publication is a supplement to Government Paper Specification
Standards. It includes samples of papers used by GPO. Used as a planning
aid and guide in selecting an adequate grade, weight, and color of paper for
a job of printing. 2008.

For the latest information about the availability of these and other such pub-
lications, go to: http://bookstore.gpo.gov.
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1.22.
Insert period nom.
Insert comma 5
Insert colon =
Insert semicolon ctac
Insert question mark ==
Insert exclamation mark L.c,

Insert hyphen
Insert apostrophe
Insert quotation marks

5 S

Insert 1-en dash
Insert 1-em dash

3
.S

Insert space

Insert () points of space
Insert shilling

Superior

canul

Inferior

Parentheses
Brackets
Indent 1 em

f

Indent 2 ems

Paragraph
No paragraph

BUSS><§$*»$3¢{_w->®

e
A 4

Transpose '—used in margin
Transpose2—used in text
Spell out

ltalic—used in margin
Italic—used in text
Boldface—used in margin  gul) 44
Boldface—used in text e/l
Small caps—used in margin AN

| Bg e »

S
“~

OIS

A.C.
Small caps—used in text

Corrections made to proofs should be indicated as follows:

Roman type

Caps—used in margin

Caps—used in text

Caps & small caps—used in margin

Caps & small caps—used in text

Lowercase—used in margin

Used in text to show deletion or
substitution

Delete

Delete and close up

Wrong font

Close up

Move right

Move ieft

Move up

Move down

Align vertically

Align horizontally

Center horizontally

Center vertically

Equalize space—used in margin

Equalize space—used in text

Let it stand—used in text

Let it stand—used in margin

Letter(s) not clear

SuUM M Carry over to next line
s M Carry back to preceding line

Something omitted—see copy
Question to author to delete3

Caret—General indicator used
to mark position of error.

'In lieu of the traditional mark “tr” used to indicate letter or number transpositions, the striking out of the
incorrect letters or numbers and the placement of the correct matter in the margin of the proof is the preferred

method of indicating transposition corrections.

2Corrections involving more than two characters should be marked by striking out the entire word or number
and placing the correct form in the margin. This mark should be reserved to show transposition of words.

*The form of any query carried should be such that an answer may be given simply by crossing out the complete
query if a negative decision is made or the right-hand (question mark) portion to indicate an affirmative answer.
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;YPockAmléAL ERRORS) neast Bpt. €& SC

It does not appear tha\| the earlifst printers had e
_nf#anymodVof V correcting'errors V' before V thé¥form
@ was on the press; The leaned The leamed cor- 8
rectors of the first two centuries of printing were
o O freaders in our nse, they wjitre rather ,/2
what we should term office’ editors eir labors@"’
not were, chiefly to see that the proof corresponded to
the copy, but that the printed page was correct
Lfs in s jadnity—thatthe wons were_thess, and 40
=/ " that thé sense was right. They cared but little
about orthography, bad lpttcrsA or purely printerff 4\/\’,/3
errors, and when the text seemed to them wrong
they consulted fresh authorities or altered it on
their own responsibility, Good proofs, in the
modern sense, were, impossible until professional
n&lamaders were emplog'cd ,\lmcn who (had\_first/ a—-ﬁl,-\-/@
printer’s education, and 'then spent many years
in the con'ect}bn of prqof. The orthography of
English, which for the Ipast century has under,—
gone little change, was Very fluctuging until after
the publication of Johnsop’s Dictionary, and capi-
tals, which have been used with considerable reg-
ularity for the past 80 ye'hrs, were previously used
@on the Mplam The approach to regu-
alarity, so far as we have,| may be attributed to the
growth of a class of pr&bssional proofreaders, and
it is to them that we owé the correctness of mod-
c”/;‘.J:m printingAMore erjorsl have been found in the
~ Bible than in any other 4ne work. For many gen-
erations it was frequently the case that Bibles
were brought out stealthity, from fear of govern-
C cmental interference. ey were frequently
printed from imperfect texXts, and were often mod-
ified to meet the views, of those who publised &,
0] t.hclzghe story is relatcn:lI that a certain wom
rin rmany, who was the wife of a 7ﬁnter, axd-fc/w&p
had become disgusted with the continual asser-
.&/%/Lm tion7 qy the eupertoriy) of man over woman which
she had heard, hurried ipto the composing room
while her husband was at supper and altered a

@sentence in the @ble, Ywhich Vhe YwasVprinting, Vso 8¢ # VMV/V/
i) &

.

that it read NarrA instead of en',A thus making ),
the verse real\ “ARd he 4hall thy" fool” instead

A of “ghd he shall be thy lord.” The word notA\%

™ was Omitted by Barker, the king’s printer in  En-

ﬁ. and in 1632, in printing :thc seventh comman nt, ©
S Y He was fined @B]000)on this account.

honer

NoTe.—The system of marking proofs can be made easier by the use of an imaginary vertical line
through the center of the type area. The placement of corrections in the left-hand margin for those
errors found in the left-hand portion of the proof and in the right-hand margin for right-side errors
prevents overcrowding of marks and facilitates corrections.






2. General Instructions

Job planning

21.

2.2,

The use of computers has dramatically altered every phase of the
printing industry beginning with the basic planning of each new
job. New publications are evaluated by application specialists who
review their requirements and design the necessary formats. Each
format is made to conform exactly to the copy’s specifications for
page dimensions, line length, indentions, typefaces, etc. Upon com-
pletion, sample pages are produced and submitted to the customer.
At this time, customer agencies are requested to indicate precise de-
tails of any style changes because this set of pages serves as a guide
for the copy preparer, the beginning of actual production.

In recent years, changes in the needs of the library community
have led to a move toward uniform treatment of the component
parts of publications. In developing standards to guide publishers
of Government documents, consideration has been given to the
changing needs of those who seek to produce, reference, index,
abstract, store, search, and retrieve data. Certain identifying ele-
ments shall be printed on all publications in accordance with this
ManvAL and with standards developed by the (ANSI) American
National Standards Institute.

Publications such as books and pamphlets should contain:

(a) Title and other title information;

(b) Name of department issuing or creating publication;

() Name of author(s) and editor(s) (department or individual);

(d) Date of issuance;

(e) Availability (publisher, printer, or other source and address);

(f) Superintendent of Documents classification and stock numbers
if applicable; and

(g) The ISBN (International Standard Book Number).

(See ANSI Standard Z39.15, Title Leaves of a Book.)

Reports of a scientific or technical nature should contain:
(a) Title and other title information;
(b) Report number;
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Report —
number
Availability —
statement

Title —

Author

Federal Aviation ==
Administration

> DOT/FAA/AM-08/6
> Office of Aerospace Medicine
Washington, DC 20591

> Use of Weather Information
by General Aviation Pilots,
Part I, Quantitative:
Reported Use and Value of
Providers and Products

William R. Knecht

Performing —
organization
name and
address

Date —

Type of —
report

> Civil Aerospace Medical Institute
Oklahoma City, OK 73125

> March 2008

— Final Report

Notes:

(1) This sample report cover is reduced in size.

(2) In this sample, items are justified left. Other cover designs and
typefaces are acceptable.

(3) This sample page was prepared according to the guidelines of the
American National Standards Institute, 25 West 43d St., New
York, NY 10036. Users of ANSI standards are cautioned that all
standards are reviewed periodically and subject to revision.

— Sponsoring

organization
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(¢) Author(s);

(d) Performing organization;

(e) Sponsoring department;

(f) Date of issuance;

(g) Type of report and period covered;

(h) Availability (publisher, printer, or other source and address);
and

(i) Superintendent of Documents classification and stock numbers
if applicable.

(See ANSI/NISO Standard Z39.18—1995, Scientific and Technical
Reports—Elements, Organization, and Design.)

Journals, magazines, periodicals, and similar publications should

contain:

(a) Title and other title information;

(b) Volume and issue numbers;

(¢) Date of issue;

(d) Publishing or sponsoring department;

(e) Availability (publisher, printer, or other source and address);

(f) International Standard Serial Number; and

(g) Superintendent of Documents classification and stock numbers
if applicable.

(See ANSI Standard Z39.1, American Standard Reference Data and
Arrangement of Periodicals.)

Makeup

2.3.

The design and makeup of a publication is the responsibility of
the publisher. However, when the following elements occur in
Government publications, they generally appear in the sequence
listed below. The designation “new odd page” generally refers to
bookwork and is not required in most pamphlet- and magazine-
type publications.

(@) Frontispiece, faces title page.
(b) False title (frontispiece, if any, on back).
(c) Title page (new odd page).



10

Chapter 2

2.4.

2.5.

2.6.

(d) Back of title, blank, but frequently carries such useful biblio-
graphic information as list of board members, congressional
resolution authorizing publication, note of editions and print-
ings, GPO imprint if departmental imprint appears on title
page, sales notice, etc.

(e) Letter of transmittal (new odd page).

(f) Foreword, differs from a preface in that it is an introductory
note written as an endorsement by a person other than the au-
thor (new odd page). An introduction differs from a foreword
or a preface in that it is the initial part of the text; if the book is
divided into chapters, it should be the first chapter.

(g) Preface, by author (new odd page).
(h) Acknowledgments (if not part of preface) (new odd page).

(i) Contents (new odd page), immediately followed by list of illus-
trations and list of tables, as parts of contents.

(j) Text, begins with page 1 (if halftitle is used, begins with p. 3).
(k) Glossary (new odd page).

(1) Bibliography (new odd page).

(m) Appendix (new odd page).

(n) Index (new odd page).

Preliminary pages use small-cap Roman numerals. Pages in the
back of the book (index, etc.), use lowercase Roman numerals.

Booklets of 32 pages or less can be printed more economically with
a self-cover. A table of contents, title page, foreword, preface, etc., is
not usually necessary with so few pages. If some of this preliminary
matter is necessary, it is more practical if combined; i.e., contents on
cover; contents, title, and foreword on cover 2, etc.

Widow lines (lines less than full width of measure) at top of pages
are to be avoided, if possible, but are permitted if absolutely neces-
sary to maintain uniform makeup and page depth. Rewording to
fill the line is a preferred alternative.
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2.7.

2.8.

2.9.

2.10.

2.11.

212.

2.13.

2.14.

2.15.

2.16.

2.17.

Paragraphs may start on the last line of a page whenever necessary.
If it is found necessary to make a short page, the facing page should
be of approximate equal depth.

A blank space or sink of 6 picas should be placed at the head of
each new odd or even page of 46-pica or greater depth; pages with
a depth of from 36 to 45 picas, inclusive, will carry a 5-pica sink;
pages less than 36 picas, 4 picas.

When top centered folios are used, the folio on a new page is set 2
points smaller than the top folios. They are centered at the bottom
and enclosed in parentheses.

Where running heads with folios are used, heads are included in
overall page depth. However, first pages of chapters and pages with
bottom folios do not include the folios as part of the overall page
depth.

Jobs that have both running heads and bottom folios or just bottom
folios will align all of the page numbers on the bottom in the mar-
gin, including those on preliminary pages. If at all possible avoid
use of running heads in conjunction with bottom folios.

Contents, list of illustrations, preface, or any other matter that
makes a page in itself will retain normal 6-pica sink.

Footnote references are repeated in boxheads or in continued lines
over tables, unless special orders are given not to do so.

When a table continues, its headnote is repeated without the word
Continued.

A landscape or broadside table that continues from an even to an
odd page must be positioned to read through the center (gutter) of
the publication when its size is not sufficient to fill both pages.

A broadside table of less than page width will center on the page.

Centerheads, whether in boldface, caps, caps and small caps, small
caps, or italic, should have more space above than below. Uniform
spacing should be maintained throughout the page.
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2.18.

2.19.

2.20.

In making up a page of two or more columns, text preceding a
page-width illustration will be divided equally into the appropriate
number of columns above the illustration.

Two or more short footnotes may be combined into one line, with 2
ems of space between.

! Preliminary. ? Including imported cases. * Imported.

All backstrips should read down (from top to bottom).

Copy preparation

2.21.

2.22,

2.23.

2.24.

At the beginning of each job the proper formats must be plainly
marked. New Odd or New Page, Preliminary, Cover, Title, or Back
Title should also be plainly indicated.

Copy preparers must mark those things not readily understood
when reading the manuscript. They must also mark the correct ele-
ment identifier code for each data element, as well as indicate other
matters of style necessary to give the publication good typographic
appearance.

Preparers must indicate the proper subformat at the beginning of
each extension, verify folio numbers, and plainly indicate refer-
ences, footnotes, cut-ins, etc. Unless otherwise marked, text matter
will be set in 10-point solid and tables in 7 point. In tables utilizing
down rules, unless a specific weight is requested by the customer,
hairline rules will be used. (See rule 13.3.)

Quoted or extract matter and lists should be set smaller than text
with space above and below. Quotation marks at the beginning and
end of paragraphs should be omitted. If the same type size is used,
quoted matter should be indented 2 ems on both sides with space
top and bottom, and initial and closing quotes should be omitted.

Capitalization

2.25.

Unusual use of capital and lowercase letters should be indicated by
the customer to guarantee correct usage.
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Datelines, addresses, and signatures

2.26. Copy preparers must mark caps, small caps, italic, abbreviations,
indentions, and line breaks where necessary. (For more detailed in-
structions, see Chapter 16 “Datelines, Addresses, and Signatures.”)

Decimals and common fractions

2.27.  Infigure columns containing both decimals and common fractions,
such decimals and/or fractions will not be aligned. The columns
will be set flush right.

“Et cetera,” “etc.,” and “and so forth”

2.28. In printing a speaker’s language, the words and so forth or et cet-
era are preferred, but in “FIC & punc.” matter efc., is acceptable.
If a quoted extract is set in type smaller than that of the preceding
text and the speaker has summed up the remainder of the quota-
tion with the words and so forth or et cetera, these words should be
placed at the beginning of the next line, flush and lowercase, and an
em dash should be used at the end of the extract.

Folioing and stamping copy
2.29.  Folio numbers should be placed in the upper right corner, prefer-
ably half an inch from the top.

Headings

2.30. The element identifier codes to be used for all headings must be
marked. Caps, caps and small caps, small caps, caps and lowercase,
lowercase first up (first word and proper nouns capitalized), or italic
must be prepared. (See rule 3.49.)

Pickup

2.31.  The jacket number of a job from which matter is to be picked up
must be indicated. New matter and pickup matter should conform
in style.
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Sidenotes and cut-in notes

2.32.

Sidenotes and cut-in notes are set each line flush left and ragged
right, unless otherwise prepared, and are always set solid. Sidenotes
are usually set in 6 point, 4% picas wide. Footnotes to sidenotes and
text should be set 21% picas.

An alleged violation of the rule relating to admission to the floor

SEC. 920. Abuse presents a question of privilege (III, 2624, 2625; V1, 579), but not a
of the rule. higher question of privilege than an election case (III, 2626). In one

case where an ex-Member was abusing the privilege * * *.

Signs, symbols, etc.

2.33.

2.34.

All signs, symbols, dashes, superiors, etc., must be plainly marked.
Names of Greek letters must be indicated, as they are frequently
mistaken for italic or symbols.

Some typesetting systems produce characters that look the same as
figures. A lowercase 1 resembles a figure 1 and a capital O looks like
a figure 0. Questionable characters will be printed as figures unless
otherwise marked.

Letters illustrating shape and form

2.35.

2.36.

2.37.

Fol. lit.
2.38.

Capital letters of the text face will be used to illustrate shape and
form, as U-shape(d), A-frame, T-bone, and I-beam.

Plurals are formed by adding an apostrophe and the letter s to letters
illustrating shape and form, such as T’s and Y’s. Golf tee(s) should be
spelled, as shape is not indicated.

A capital letter is used in U-boat, V-8, and other expressions which
have no reference to shape or form.

and FIC & punc.

After submittal to GPO, manuscript copy is rubber-stamped “Fol.
lit.” or “FIC & punc.” The difference between these two typesetting
instructions is explained thus:

Copy is followed when stamped “Fol. lit.” (follow literally). Copy au-
thorized to be marked “Fol. lit.” must be thoroughly prepared by the
requisitioning agency as to capitalization, punctuation (including
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2.39.

2.40.

2.41.

2.42.

compounding), abbreviations, signs, symbols, figures, and italic.
Such copy, including even obvious errors, will be followed. The lack
of preparation on copy so designated shall, in itself, constitute prep-
aration. “Fol. lit.” does not include size and style of type or spacing.

Obvious errors are corrected in copy marked “FIC & punc.” (follow,
including capitalization and punctuation).

In congressional hearings, the name of the interrogator or witness
who continues speaking is repeated following a head set in boldface,
a paragraph enclosed in parentheses, and a paragraph enclosed in
brackets.

In a head set in boldface, the title “Mr.” is not used, and “the
Honorable” preceding a name is shortened to “Hon.” Street ad-
dresses are also deleted. Example: “Statement of Hon. John P. Blank,
Member, American Bar Association, Washington, DC.”

Paragraph or section numbers (or letters) followed by figures or let-
ters in parentheses will close up, as “section 7(B)(1)(a),” “paragraph
23(a),” “paragraph b(7),” “paragraph (a)(2)”; but “section 9(a) (1) and
(2)”, “section 7 a and b”. In case of an unavoidable break, division
will be made after elements in parentheses, and no hyphen is used.

Bill style.—Bill copy will be followed as supplied. Bills will be treated
as “FIC & punc.” This data is transmitted to the GPO via fiber optic
transmission with element identifier codes in place. Therefore, it is
not cost effective to prepare the manuscript as per the GPO STYLE
ManvAL and update the data once it is in type form.

Copy preparer’s instructions, which accompany each job, are writ-
ten to cover the general style and certain peculiarities or deviations
from style. These instructions must be followed.

Abbreviations

2.43.

In marking abbreviations to be spelled, preparers must show what
the spelled form should be, unless the abbreviations are common
and not susceptible to more than one construction. An unfamiliar
abbreviation, with spelled-out form unavailable, is not changed.
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Type composition

2.44,

2.45.

2.46.

2.47.

Operators and revisers must study carefully the rules governing
composition.

In correcting pickup matter, the operator must indicate plainly on
the proof what portion, if any, was actually reset.

Every precaution must be taken to prevent the soiling of proofs, as it
is necessary for the reviser to see clearly every mark on the margin
of a proof after it has been corrected.

Corrections of queries intended for the author are not to be made.
Such queries, however, are not to be carried on jobs going directly
to press.

Leading and spacing

2.48.

2.49.

2.50.

2.51.

2.52,

2.53.

Spacing of text is governed by the leading, narrow spacing being
more desirable in solid than in leaded matter.

A single justified word space will be used between sentences. This
applies to all types of composition.

Center or flush heads set in caps, caps and small caps, small caps, or
boldface are keyed with regular justified spaces between words.

Centerheads are set apart from the text by the use of spacing. The
amount of space varies with each publication. However, more space
is always inserted above a heading than below. In 10-point type, the
spacing would be 10 points over and 8 points under a heading; in 8-
and 6-point type, the spacing would be 8 points above and 6 points
below.

Solid matter (text) is defined as those lines set without horizontal
space between them. Leaded text is defined as lines separated by 1
or 2 points of space.

Unless otherwise marked, flush heads are separated from text by 4
points of space above and 2 points of space below in solid matter,
and by 6 points of space above and 4 points of space below in leaded
matter.
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2.54.

2.55.

2.56.

2.57.

2.58.

2.59.

Full-measure numbered or lettered paragraphs and quoted extracts
are not separated by space from adjoining matter.

Extracts which are set off from the text by smaller type or are in-
dented on both sides or indented 3 ems on the left side (courtwork
only) are separated by 6 points of space in leaded matter and by 4
points of space in solid matter.

Extracts set solid in leaded matter are separated from the text by 6
points.

Flush lines following extracts are separated by 6 points of space in
leaded matter and by 4 points in solid matter.

Footnotes are leaded if the text is leaded, and are solid if the text is
solid.

Legends are leaded if the text is leaded, and solid if the text is solid.
Leaderwork is separated from text by 4 points above and 4 points
below.

Indentions

2.60.

2.61.

2.62.

2.63.

In measures less than 30 picas, the paragraph indention is 1 em.
Paragraph indentions in cut-in matter are 3 ems, overs are 2
ems. Datelines and signatures are indented in multiples of 2 ems.
Addresses are set flush left.

In matter set 30 picas or wider, the paragraph indention is 2 ems.
Paragraph indentions in cut-in matter are 6 ems, overs are 4
ems. Datelines and signatures are indented in multiples of 2 ems.
Addresses are set flush left.

In measures less than 30 picas, overruns in hanging indentions are
1 em more than the first line, except that to avoid conflict with a
following indention (for example, of a subentry or paragraph), the
overrun indention is made 1 em more than the following line.

In matter set 30 picas or wider, overruns in hanging indentions are
2 ems more than the first line, except that to avoid conflict with a
following indention (for example, of a subentry or paragraph), the
overrun indention is made 2 ems more than the following line.
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2.64. Indention of matter set in smaller type should be the same, in points,
as that of adjoining main-text indented matter.

2.65. Two-line centerheads are centered, but heads of three or more lines
are set with a hanging indention.

2.66. Overs in flush heads are indented 2 ems in measures less than 30

picas, and 3 ems in wider measures.

Legends for illustrations

2.67.

2.68.

2.69.

2.70.

2.71.

2.72.

2.73.

It is preferred that legends and explanatory data consisting of one or
two lines are set centered, while those with more than two lines are
set with a hanging indention. Legends are set full measure regard-
less of the width of the illustration. Paragraph style is acceptable.

Legend lines for illustrations that appear broad or turn page
(landscape) should be printed to read up; an even-page legend
should be on the inside margin and an odd-page legend on the out-
side margin.

Unless otherwise indicated, legends for illustrations are set in
8-point roman, lowercase.

Periods are used after legends and explanatory remarks beneath il-
lustrations. However, legends without descriptive language do not
use a period. (See rule 8.112.)

At the beginning of a legend or standing alone, Figure preceding the
identifying number or letter is set in caps and small caps and is not
abbreviated.

FIGURE 5, not F1G. 5 FIGURE A, not F1G. A

If a chart carries both a legend and footnotes, the legend is placed
above the chart.

Letter symbols used in legends for illustrations are set in lowercase
italic without periods.

Proofreading

2.74.

All special instructions, layouts, and style sheets must be included
with the first installment of each job.
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2.75.

2.76.

2.77.

2.78.

2.79.

2.80.

2.81.

2.82.

2.83.

2.84.

2.85.

If the proofreader detects inconsistent or erroneous statements, it is
his or her responsibility to query them.

If the grammatical construction of a sentence or clause is ques-
tioned by a proofreader and it seems desirable to change the form,
he or she must indicate the proposed correction, add a query mark,
and enclose all in a circle.

All queries appearing on the copy must be carried to the author’s set
of proofs.

Proofs that are illegible or are in any manner defective must be
called to the attention of the deskperson.

The manner in which correction marks are made on a proof is of
considerable importance. Straggling, unsymmetrical characters,
disconnected marks placed in the margin above or below the lines
to which they relate, irregular lines leading from an incorrect let-
ter or word to a correction, large marks, marks made with a blunt
pencil, indistinct marks, and frequent use of the eraser to obliterate
marks hastily or incorrectly made are faults to be avoided.

In reading proof of wide tables, the proofreader should place the
correction as near as possible to the error. The transposition mark
should not be used in little-known words or in figures. It is better
to cancel the letters or figures and write them in the margin in the
order in which they are to appear.

To assure proper placement of footnotes, the proofreader and re-
viser must draw a ring around footnote references on the proofs,
then check off each corresponding footnote number.

Proofreaders must not make important changes in indentions or
tables without consulting the referee.

The marks of the copy preparer will be followed, as he or she isin a
position to know more about the peculiarities of a job than one who
reads but a small portion of it.

Any mark that will change the proof from the copy as prepared
must be circled in the margin.

All instructions on copy must be carried on proof by readers.
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2.86.

2.87.

Folios of copy must be run by the proofreader and marked on the
proof.

All instructions, comments, and extraneous notes on both copy
and proofs that are not intended to be set as part of the text must be
circled.

Revising galley proofs

2.88.

2.89.

2.90.

2.91.

The importance of revising proofs cannot be overemphasized.
Although a reviser is not expected to read proof, it is not enough to
follow the marks found on the proof. He or she should be alert to
detect errors and inconsistencies and must see that all corrections
have been properly made and that words or lines have not been
transposed or eliminated in making the corrections.

A reviser must not remodel the punctuation of the proofreaders or
make any important changes. If an important change should be
made, the reviser must submit the proposed change to the supervi-
sor for a decision.

In the body of the work, new pages must be properly indicated on
the proof. (For new page information, see rule 2.3 “Makeup.”)

All instructions and queries on proofs must be transferred to the
revised set of proofs.

Revising page proofs

2.92.

2.93.

2.94,

2.95.

Page revising requires great diligence and care. The reviser must see
that the rules governing the instructions of previous workers have
been followed.

The reviser is responsible for marking all bleed and off-center
pages.

A blank page must be indicated at the bottom of the preceding
page.

Special care must be exercised in revising corrected matter. If it
appears that a correction has not been made, the reviser should
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2.96.

2.97.

2.98.

carefully examine each line on the page to see if the correction was
inserted in the wrong place.

The following rules must be carefully observed:

(@) See that the proof is clean and clear; request another if
necessary.

(b) Verify that the galley proofs are in order and that the data on the
galleys runs in properly to facilitate continuous makeup.

(c) Make sure that different sets of proofs of the same job are cor-
rectly marked in series (“R,” “2R,” “3R,” etc.); where a sheet is
stamped “Another proof,” carry the same designating “R” on the
corresponding clean proof. Advance the “R,” “2R,” “3R,” etc., on
each set of page proofs returned from the originating office.

(d) Run the page folios, make sure they are consecutive and that
the running heads, if used, are correct. Check connection pages.
Verify correct sequence for footnote references and placement.
It is imperative that footnotes appear or begin on the same page
as their reference, unless style dictates that all footnotes are to
appear together in one location.

(e) Watch for dropouts, doublets, and transpositions.

(f) Legend lines of full-page illustrations that appear broad should
be printed to read up—the even-page legend on the binding or
inside margin and the odd-page legend on the outside margin.

(g) If a footnote is eliminated, do not renumber the footnotes;
change footnote to read “Footnote eliminated.”

If a footnote is added in proof, use the preceding number with a
superior letter added, as '**.

Where a table with footnotes falls at the bottom of a page containing
footnotes to text, print the table footnotes above the text footnotes,
separated by a rule 50 points long, flush left, with spacing on each
side of the rule. (See also rule 13.77.)
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Press revising

2.99.

2.100.

Press revising calls for the exercise of utmost care. The press re-
viser must be thoroughly familiar with the style and makeup of
Government publications. He or she is required to OK all forms that
go to press—bookwork, covers, jobwork, etc.—and must see that all
queries are answered. A knowledge of the bindery operations re-
quired to complete a book or job and familiarity with all types of
imposition, folds, etc., is helpful. The reviser must be capable of as-
certaining the proper head, back, and side margins for all work, to
ensure proper trimming of the completed job.

Although speed is essential when forms reach the press reviser, ac-
curacy is still paramount and must not be sacrificed.

Signature marks, etc.

2.101.

2.102.

2.103.

2.104.

2.105.

2.106.

Unless otherwise indicated, signature marks are set in 6-point low-
ercase and indented 3 ems.

Figures indicating the year should follow the jacket number in sig-
nature marks:

125-327—08—4 116-529—08—vol. 1—3
116-529—08—pt. 5—3

When the allmark (O) and signature or the imprint and signature

appear on same page, the signature line is placed below the allmark
or imprint. (See rule 2.117.)

The allmark is placed below the page, bulletin, or circular number
but above the signature line, if both appear on the same page.

Imprints and signature lines appearing on short pages of text are
placed at the bottom of the page.

On a congressional job reprinted because of change, the House and
Senate have approved the following styles:

House of Representatives: Senate:
*17-234—08——2 17-235—08——2 *(Star Print)
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2.107.

2.108.

2.109.

2.110.

2.111.

2112,

The following forms are used for signature marks in House and
Senate documents and reports printed on session jackets:
H. Doc. 73, 08-1—2 S.Doc. 57,08-1—=2

S.Doc. 57,08-2, pt. I—=2 S. Doc. 57,08-2, vol. 1—2
H. Rept. 120, 08-2—38 S. Rept. 100, 08-2—9

In a document or report printed on other than a session jacket, use
the jacket number, year, and signature number only, omitting the
document or report number. (See rule 2.102.)

For pasters, the jacket number, the year, and the page to be faced by
the paster are used as follows (note punctuation):

12-344—08 (Face p. 10)

On a paster facing an even page, the marks are placed on the lower
right-hand side; on a paster facing an odd page, the marks are placed
on the lower left-hand side.

If more than one paster faces the same page, each is numbered as
follows:

12-344—08 (Face p. 19) No. 1

12-344—08 (Face p. 19) No. 2

When a paster follows the text, the allmark is placed on the last page
of the text and never on the paster.

Reprints

2.113.

2.114.

To aid bibliographic identification of reprints or revisions, the dates
of the original edition and of reprint or revision should be sup-
plied by the author on the title page or in some other suitable place.
Thus:

First edition July 1990 Original edition May 1990

Reprinted July 1995 Reprinted May 1995

First printed June 1990 Revised July 1997

Revised June 1995

The year in the imprint on cover, title page, or elsewhere is not
changed from that in the original print, nor are the signatures
changed, unless other mends are necessary.
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Imprints

2.115. Unless otherwise stipulated, the GPO imprint must appear on all
printed matter, with the exception of certain classified work.

2.116. The full GPO imprint is used on the title page of a congressional
speech.

2.117. The imprint and allmark are not used together on any page; if one is
used, the other is omitted.

2.118. The imprint is not used on a halftitle or on any page of a cover, with
the exception of congressional hearings.

2.119. If there is a title page, the imprint is placed on the title page; but if
there is no title page, or if the title page is entirely an illustration, the
imprint is placed on the last page of the text 4 ems from flush right
and below the bottom folio.

2.120. 'The GPO logo is used only on GPO publications. If it is printed on

page 11, the full imprint is used on the title page; if it is printed on the
title page, use the half imprint only, thus—Washington : 2008.

Sales notices

2.121.

2122,

The use of sales notices is discouraged.

If there is a cover but no title page, the sales notice is printed on the
cover. Unless otherwise indicated, if there is a title page, with or
without a cover, the sales notice is printed at the bottom of the title
page below a cross rule. If there is no cover or title page, any sales
notice is printed at the end of the text, below the imprint, and the
two are separated by a cross rule.

Imprint variations

2.123.

This is one style of an imprint that can appear on the title page.

For sale by the Superintendent of Documents, U.S. Government Printing Office

-Internet: bookstore.gpo.gov- Phone: Toll Free 866-512-1800
-DC area 202-512-1800- Fax: 202-512-2104
- Mail: Stop SSOP, Washington, DC 20402-0001
* WWW.ZP0access.gov
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2.124.

2.125.

2.126.

2.127.

2.128.

In the event that a title page is not used, the imprint is printed on the
last page and positioned flush left below the text.

For sale by the Superintendent of Documents, U.S. Government Printing

Office

-Internet: bookstore.gpo.gov- Phone: toll free 866-512-1800

- DC area 202-512-1800- Fax: 202-512-2250

- Mail: Stop SSOP, Washington, DC 20402-0001

* WWW.gpoaccess.gov

Outside-purchase publications are identified by an open star at the
beginning of the imprint line. These lines are positioned 4 ems from
the right margin.

% U.S. GOVERNMENT PRINTING OFFICE: 2008—456-789

Publications purchased outside which are reprinted by the GPO use
an em dash in lieu of the open star.

—U.S. GOVERNMENT PRINTING OFFICE: 2008—456-789

Jobs set on outside purchase but printed by the GPO use an asterisk
in lieu of the open star.

*U.S. GOVERNMENT PRINTING OFFICE: 2008—456-789

Publications produced from camera copy supplied to the GPO are
identified by cc printed at the end of the line.

U.S. GOVERNMENT PRINTING OFFICE: 2008—123-456-cc

Franking

2.129.

The franking (mailing) privilege on covers for Government publi-
cations should be at least 1% inches from the trim.

Bibliographies or references

2.130.

There are many styles available to bibliographers, for there are many
classes of documents. A Government bulletin citation, according to
one authority, would be treated as follows:

Author’s name (if the article is signed); title of article (in quotation marks);

the publication (usually in italic), with correct references to volume, number,
series, pages, date, and publisher (U.S. Govt. Print. Off.).
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Therefore the example would read:

U.S. Department of the Interior, “Highlights in history of forest and related
natural source conservation,” Conservation Bulletin, No. 41 (serial number
not italic), Washington, U.S. Dept. of the Interior (or U.S. Govt. Print. Off.),
1997.1 p. (or p. 1).

Another Government periodical citation would read as follows:

Reese, Herbert Harshman, “How To Select a Sound Horse,” Farmers’
Bulletin, No. 779, pp. 1-26 (1926), U.S. Dept. of Agriculture.

Clarity may be maintained by capitalizing each word in book titles,
but only the first word in the title of articles.

Other examples are:

Preston W. Slosson, The Great Crusade And After: 1914-1928 (New York:
Macmillan, 1940)

Edward B. Rosa, “The economic importance of the scientific work of the
government,” J. Wash. Acad. Sci. 10, 342 (1920)

or:

Preston W. Slosson, The Great Crusade and After: 1914-1928 (New York:
Macmillan, 1940)

Edward B. Rosa, “The Economic Importance of the Scientific Work of the
Government,” J. Wash. Acad. Sci. 10, 342 (1920)

Note that the principal words in both book titles and titles of arti-
cles are capitalized. Consistency is more important in bibliographic
style than the style itself.

The science of bibliography is covered in many texts, and the follow-
ing references are available for study:

Better Report Writing, by Willis H. Waldo. Reinhold Publishing Corp.,
New York, 1965.

Macmillan Handbook of English, by Robert F. Wilson. Macmillan Co.,
New York, 1982.

The Chicago Manual of Style, University of Chicago Press, Chicago, 2003.

Words Into Type, Prentice-Hall, New York, 1974.



3. Capitalization Rules
(See also Chapter 4 “Capitalization Examples” and Chapter 9 “Abbreviations and Letter Symbols”)

3.1. It is impossible to give rules that will cover every conceivable prob-
lem in capitalization, but, by considering the purpose to be served
and the underlying principles, it is possible to attain a considerable
degree of uniformity. The list of approved forms given in Chapter 4
will serve as a guide. Obviously such a list cannot be complete. The
correct usage with respect to any term not included can be deter-
mined by analogy or by application of the rules.

Proper names

3.2. Proper names are capitalized.
Rome John Macadam Italy
Brussels Macadam family Anglo-Saxon

Derivatives of proper names

3.3. Derivatives of proper names used with a proper meaning are
capitalized.
Roman (of Rome) Johannean Ttalian
3.4. Derivatives of proper names used with acquired independent com-

mon meaning, or no longer identified with such names, are set
lowercased. Since this depends upon general and long-continued
usage, a more definite and all-inclusive rule cannot be formulated

in advance.
roman (type) macadam (crushed rock) italicize
brussels sprouts watt (electric unit) anglicize
venetian blinds plaster of paris pasteurize

Common nouns and adjectives in proper names
3.5. A common noun or adjective forming an essential part of a proper
name is capitalized; the common noun used alone as a substitute for
the name of a place or thing is not capitalized.
Massachusetts Avenue; the avenue
Washington Monument; the monument

Statue of Liberty; the statue
Hoover Dam; the dam

27
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3.6.

3.7.

3.8.

3.9.

Boston Light; the light
Modoc National Forest; the national forest
Panama Canal; the canal
Soldiers’ Home in Holyoke; the soldiers’ home
Johnson House (hotel); Johnson house (residence)
Crow Reservation; the reservation
Cape of Good Hope; the cape
Jersey City
Washington City
but city of Washington; the city
Cook County; the county
Great Lakes; the lakes
Lake of the Woods; the lake
North Platte River; the river
Lower California
but lower Mississippi
Charles the First; Charles I
Seventeenth Census; the 1960 census

If a common noun or adjective forming an essential part of a name
becomes separated from the rest of the name by an intervening
common noun or adjective, the entire expression is no longer a
proper noun and is therefore not capitalized.

Union Station: union passenger station

Eastern States: eastern farming States
United States popularly elected government

A common noun used alone as a well-known short form of a spe-
cific proper name is capitalized.

the Capitol building in Washington, DC; but State capitol building

the Channel (English Channel)

the Chunnel (tunnel below English Channel)
the District (District of Columbia)

The plural form of a common noun capitalized as part of a proper
name is also capitalized.

Seventh and I Streets

Lakes Erie and Ontario

Potomac and James Rivers

State and Treasury Departments

British, French, and United States Governments
Presidents Washington and Adams

A common noun used with a date, number, or letter, merely to de-
note time or sequence, or for the purpose of reference, record, or
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3.10.

temporary convenience, does not form a proper name and is there-
fore not capitalized. (See also rule 3.38.)

abstract B
act of 1928
amendment 5
apartment 2
appendix C
article 1
book IT
chapter IIT
chartB
class I
collection 6
column 2
drawing 6
exhibit D

figure 7

first district (not
congressional)

flight 007

graph 8

group 7

history 301

mile 7.5

page 2

paragraph 4

part]

phase 3

plate IV

region 3

room A722
rule 8
schedule K
section 3
signature 4
spring 1926
station 27
table 4

title IV
treaty of 1919
volume X
war of 1914
ward 2

The following terms are lowercased, even with a name or number.

aqueduct
breakwater
buoy

chute

dike

dock
drydock

irrigation project
jetty

levee

lock

pier

reclamation project
ship canal

Definite article in proper place names
To achieve greater distinction or to adhere to the authorized form,
the word the (or its equivalent in a foreign language) is capitalized
when used as a part of an official name or title. When such name or
title is used adjectively, the is not capitalized, nor is the supplied at
any time when not in copy.

3.11.

British Consul v. The Mermaid (title of legal case)

shipway
slip
spillway
turnpike
watershed
weir
wharf

The Dalles (OR); The Weirs (NH); but the Dalles region; the Weirs streets
The Hague; but the Hague Court; the Second Hague Conference
El Salvador; Las Cruces; L'Esterel

The National Mall; The Mall (Washington, DC only)

The Gambia

but the Congo, the Sudan, the Netherlands
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3.12.

Rule 3.11 does not apply in references to newspapers, periodicals,
vessels, airships, trains, firm names, etc.

the Washington Post the U-3

the Times the Los Angeles

the Atlantic Monthly the Federal Express
the Mermaid the National Photo Co.

Particles in names of persons

3.13.

3.14.

3.15.

3.16.

In foreign names such particles as d’, da, de, della, den, du, van, and
von are capitalized unless preceded by a forename or title. Individual
usage, if ascertainable, should be followed.

Da Ponte; Cardinal da Ponte

Den Uyl; Johannes den Uyl; Prime Minister den Uyl

Du Pont; E.I. du Pont de Nemours & Co.

Van Rensselaer; Stephen van Rensselaer

Von Braun; Dr. Wernher von Braun
but d’Orbigny; Alcide d’Orbigny; de la Madrid; Miguel de la Madrid

In anglicized names such particles are usually capitalized, even if
preceded by a forename or title, but individual usage, if ascertain-
able, should be followed.

Justice Van Devanter; Reginald De Koven

Thomas De Quincey; William De Morgan

Henry van Dyke (his usage)

Samuel F. Du Pont (his usage); Irénée du Pont

If copy is not clear as to the form of such a name (for example, La
Forge or Laforge), the two-word form should be used.

De Kalb County (AL, GA, IL, IN)
but DeKalb County (TN)

In names set in capitals, de, von, etc., are also capitalized.

Names of organized bodies

3.17.

The full names of existing or proposed organized bodies and their
shortened names are capitalized; other substitutes, which are most
often regarded as common nouns, are capitalized only in certain
specified instances to indicate preeminence or distinction.
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National governmental units:

U.S. Congress: 110th Congress; the Congress; Congress; the Senate; the House;
Committee of the Whole, the Committee; but committee (all other con-
gressional committees)

Department of Agriculture: the Department; Division of Publications, the
Division; similarly all major departmental units; but legislative, execu-
tive, and judicial departments

Bureau of the Census: the Census Bureau, the Bureau; but the agency

Environmental Protection Agency: the Agency

Geological Survey: the Survey

Government Printing Office: the Printing Office, the Office

American Embassy, British Embassy: the Embassy; but the consulate; the con-
sulate general

Treasury of the United States: General Treasury; National Treasury; Public
Treasury; the Treasury; Treasury notes; New York Subtreasury, the
subtreasury

Department of Defense: Military Establishment; Armed Forces; All-Volunteer
Forces; but armed services

U.S. Army: the Army; All-Volunteer Army; the Infantry; 81st Regiment;
Army Establishment; the Army Band; Army officer; Regular Army of-
ficer; Reserve officer; Volunteer officer; but army shoe; Grant’s army;
Robinson’s brigade; the brigade; the corps; the regiment; infantryman

U.S. Navy: the Navy; the Marine Corps; Navy (Naval) Establishment; Navy
officer; but naval shipyard; naval officer; naval station

U.S. Air Force: the Air Force

U.S. Coast Guard: the Coast Guard

French Ministry of Foreign Affairs; the Ministry; French Army; British Navy

International organizations:

United Nations: the Council; the Assembly; the Secretariat

Permanent Court of Arbitration: the Court; the Tribunal (only in the proceed-
ings of a specific arbitration tribunal)

Hague Peace Conference of 1907: the Hague Conference; the Peace Conference;
the Conference

Common-noun substitutes:

Virginia General Assembly: the assembly

California State Highway Commission: Highway Commission of California;
the highway commission; the commission

Montgomery County Board of Health: the Board of Health, Montgomery
County; the board of health; the board

Common Council of the City of Pittsburgh: the common council; the council

Buffalo Consumers’ League: the consumers’ league; the league

Republican Party: the party
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Southern Railroad Co.: the Southern Railroad; Southern Co.; Southern Road;
the railroad company; the company

Riggs National Bank: the Riggs Bank; the bank

Metropolitan Club: the club

Yale School of Law: Yale University School of Law; School of Law, Yale Uni-
versity; school of law

3.18.  The names of members and adherents of organized bodies are capi-
talized to distinguish them from the same words used merely in a
descriptive sense.

a Representative (U.S.) a Shriner a Boy Scout

a Republican a Socialist a Knight (K.C,K.P, etc)
an Elk an Odd Fellow

a Federalist a Communist

Names of countries, domains, and administrative divisions

3.19.  The official designations of countries, national domains, and their
principal administrative divisions are capitalized only if used as
part of proper names, as proper names, or as proper adjectives.
(See Chapter 17, Principal Foreign Countries table.)

United States: the Republic; the Nation; the Union; the Government; also
Federal, Federal Government; but republic (when not referring specifi-
cally to one such entity); republican (in general sense); a nation devoted
to peace

New York State: the State, a State (a definite political subdivision of first rank);
State of Veracruz; Balkan States; six States of Australia; State rights; but
state (referring to a federal government, the body politic); foreign states;
church and state; statehood; state’s evidence

Territory (Canada): Yukon, Northwest Territories; the Territory(ies), Terri-
torial; but territory of American Samoa, Guam, Virgin Islands

Dominion of Canada: the Dominion; but dominion (in general sense)

Ontario Province, Province of Ontario: the Province, Provincial; but prov-
ince, provincial (in general sense)

3.20. The similar designations commonwealth, confederation (federal),
government, nation (national), powers, republic, etc., are capitalized
only if used as part of proper names, as proper names, or as proper
adjectives.

British Commonwealth, Commonwealth of Virginia: the Commonwealth;
but a commonwealth government (general sense)
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Swiss Confederation: the Confederation; the Federal Council; the Federal
Government; but confederation, federal (in general sense)

French Government: the Government; French and Italian Governments: the
Governments; but government (in general sense); the Churchill govern-
ment; European governments

Cherokee Nation: the nation; but Greek nation; American nations

National Government (of any specific nation); but national customs

Allied Powers, Allies (in World Wars I and II); but our allies, weaker allies;
Central Powers (in World War I); but the powers; European powers

Republic of South Africa: the Republic; but republic (in general sense)

Names of regions, localities, and geographic features
3.21. A descriptive term used to denote a definite region, locality, or geo-
graphic feature is a proper name and is therefore capitalized; also

for temporary distinction a coined name of a region is capitalized.

the North Atlantic States Middle East

the Gulf States Middle Eastern

the Central States Mideast

the Pacific Coast States Mideastern (Asia)

the Lake States Near East (Balkans, etc.)
East North Central States the Promised Land

Eastern North Central States

the Continent (continental Europe)

Far Western States the Western Hemisphere
Eastern United States the North Pole

the West the North and South Poles
the Midwest the Temperate Zone

the Middle West the Torrid Zone

the Far West the East Side

the Eastern Shore (Chesapeake Bay) Lower East Side (sections of
the Badlands (SD and NE) a city)

the Continental Divide Western Europe, Central Europe)
Deep South (political entities)
Midsouth

the Far East but

Far Eastern lower 48 (States)

the East the Northeast corridor

3.22. A descriptive term used to denote mere direction or position is not
a proper name and is therefore not capitalized.
north; south; east; west

northerly; northern; northward
eastern; oriental; occidental
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east Pennsylvania
southern California
northern Virginia

west Florida; but West Florida (1763-1819)

eastern region; western region
north-central region

east coast; eastern seaboard
northern Italy

southern France

Names of calendar divisions

3.23.

January; February; March; etc.
Monday; Tuesday; Wednesday; etc.

but spring; summer; autumn (fall); winter

Names of holidays, etc.

but East Germany; West Germany (former political entities)

The names of calendar divisions are capitalized.

3.24. The names of holidays and ecclesiastic feast and fast days are

capitalized.

April Fools’ Day

Arbor Day

Armed Forces Day

Birthday of Martin Luther
King, Jr.

Christmas Day, Eve

Columbus Day

Father’s Day

Feast of the Passover; the Passover

Flag Day

Fourth of July; the Fourth

Halloween

Hanukkah

Hogmanay

Inauguration Day (Federal)

Independence Day
Labor Day
Lincoln’s Birthday
Memorial Day (also
Decoration Day)

Mother’s Day
New Year’s Day, Eve
Presidents Day
Ramadan
Rosh Hashanah
St. Valentine’s Day
Thanksgiving Day
Washington’s Birthday
Yom Kippur

but election day, primary day
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Trade names and trademarks

3.25.

Trade names, variety names, and names of market grades and
brands are capitalized. Some trade names have come into usage
as generic terms (e.g., cellophane, thermos, and aspirin); when ref-
erence is being made to the formal company or specific product
name, capitalization should be used. (See Chapter 4 “Capitalization
Examples” trade names and trademarks.)

Choice lamb (market grade) Xerox (the company)
Red Radiance rose (variety) but photocopy (the process)

Scientific names

3.26.

3.27.

3.28.

3.29.

3.30.

The name of a phylum, class, order, family, or genus is capitalized.
The name of a species is not capitalized, even though derived from
a proper name. (See rule 11.9.)

Arthropoda (phylum), Crustacea (class), Hypoparia (order), Agnostidae
(family), Agnostus (genus)
Agnostus canadensis; Aconitum wilsoni; Epigaea repens (genus and species)

In scientific descriptions coined terms derived from proper names
are not capitalized.

aviculoid menodontine
Any plural formed by adding s to a Latin generic name is
capitalized.

Rhynchonellas Spirifers
In soil science the 12 soil orders are capitalized. (See Chapter 4
“Capitalization Examples” soil orders.)

Alfisols Andisols Aridisols

Capitalize the names of the celestial bodies as well as the planets.

Sun Earth Venus
Moon Mercury Mars
Jupiter Uranus but the moons of Jupiter

Saturn Neptune
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Historical or political events

3.31.  Names of historical or political events used as a proper name are
capitalized.
Battle of Bunker Hill Middle Ages Revolution, the
Christian Era New Deal American, 1775
D-day New Federalism English, 1688
Dust Bowl New Frontier French, 1789
Fall of Rome Prohibition Russian, 1917
Great Depression Restoration, the V-E Day
Great Society Reformation War of 1812
Holocaust, the Renaissance War on Poverty
but Korean war; cold war; Vietnam war; gulf war
Personification
3.32. A vivid personification is capitalized.

The Chair recognizes the gentlewoman from New York;

but 1 spoke with the chair yesterday.

For Nature wields her scepter mercilessly.
All are architects of Fate,
Working in these walls of Time.

Religious terms

3.33.

Words denoting the Deity except who, whose, and whom; names
for the Bible and other sacred writings and their parts; names of
confessions of faith and of religious bodies and their adherents; and
words specifically denoting Satan are all capitalized.

Heavenly Father; the Almighty; Lord; Thee; Thou; He; Him; but himself; You,
Your; Thy, Thine; [God’s] fatherhood

Mass; red Mass; Communion

Divine Father; but divine providence; divine guidance; divine service

Son of Man; Jesus’ sonship; the Messiah; but a messiah; messiahship; messi-
anic; messianize; christology; christological

Bible, Holy Scriptures, Scriptures, Word; Koran; also Biblical; Scriptural;
Koranic

New Testament; Ten Commandments

Gospel (memoir of Christ); but gospel music

Apostles’ Creed; Augsburg Confession; Thirty-nine Articles

Episcopal Church; an Episcopalian; Catholicism; a Protestant

Christian; also Christendom; Christianity; Christianize

Black Friars; Brother(s); King’s Daughters; Daughter(s); Ursuline Sisters;
Sister(s)

Satan; the Devil; but a devil; the devils; devil’s advocate
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Titles of persons

3.34.

3.35.

Civil, religious, military, and professional titles, as well as those of
nobility, immediately preceding a name are capitalized.

President Bush Dr. Bellinger

Queen Elizabeth IT Nurse Joyce Norton

Ambassador Acton Professor Leverett

Lieutenant Fowler Examiner Jones (law)

Chairman Williams Vice-Presidential candidate Smith

but baseball player Ripken; maintenance man Flow; foreman Collins

To indicate preeminence or distinction in certain specified in-
stances, a common-noun title immediately following the name of a
person or used alone as a substitute for it is capitalized.

Title of a head or assistant head of state:

George W. Bush, President of the United States: the President; the President-
elect; the Executive; the Chief Magistrate; the Commander in Chief;
ex-President Clinton; former President Truman; similarly the Vice
President; the Vice-President-elect; ex-Vice-President Gore

Tim Kaine, Governor of Virginia: the Governor of Virginia; the Governor;
similarly the Lieutenant Governor; but secretary of state of Idaho; attor-
ney general of Maine

Title of a head or assistant head of an existing or a proposed National governmental
unit:

Condoleezza Rice, Secretary of State: the Secretary; similarly the Acting
Secretary; the Under Secretary; the Assistant Secretary; the Director; the
Chief or Assistant Chief; the Chief Clerk; but Secretaries of the military
departments; secretaryship

Titles of the military:

General of the Army(ies): United States only; Supreme Allied Commander;
Admiral Michael Mullen, Chairman, Joint Chiefs of Staff; Joint Chiefs of
Staff; Chief of Staff, U.S. Air Force; the Chief of Staff; but the commanding
general; general (military title standing alone not capitalized)

Titles of members of diplomatic corps:

Walter S. Gifford, Ambassador Extraordinary and Plenipotentiary: the
American Ambassador; the British Ambassador; the Ambassador; the
Senior Ambassador; His Excellency; similarly the Envoy Extraordinary
and Minister Plenipotentiary; the Envoy; the Minister; the Chargé
d’Affaires; the Chargé; Ambassador at Large; Minister Without Portfolio;
but the consul general; the consul; the attaché

Title of a ruler or prince:

Elizabeth II, Queen of England: the Queen; the Crown; Her Most Gracious

Majesty; Her Majesty; similarly the Emperor; the Sultan
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Charles, Prince of Wales: the Prince; His Royal Highness
Titles not capitalized:
Charles F. Hughes, rear admiral, U.S. Navy: the rear admiral
Steven Knapp, president of The George Washington University: the president
C.H. Eckles, professor of dairy husbandry: the professor
Barbara Prophet, chairwoman of the committee; the chairman; the chairper-
son; the chair

3.36. In formal lists of delegates and representatives of governments, all
titles and descriptive designations immediately following the names
should be capitalized if any one is capitalized.

3.37.  Atitle in the second person is capitalized.

Your Excellency Mr. Chairman but not salutations:
Your Highness Madam Chairman my dear General
Your Honor Mr. Secretary my dear sir

Titles of publications, papers, documents, acts, laws, etc.

3.38. In the full or short English titles of periodicals, series of publica-
tions, annual reports, historic documents, and works of art, the first
word and all important words are capitalized.

Statutes at Large; Revised Statutes; District Code; Bancroft’s History; Journal
(House or Senate) (short titles); but the code; the statutes

Atlantic Charter; Balfour Declaration; but British white paper

Chicago’s American; but Chicago American Publishing Co.

Reader’s Digest; but New York Times Magazine; Newsweek magazine

Monograph 55; Research Paper 123; Bulletin 420; Circular A; Article 15:
Uniform Code of Military Justice; Senate Document 70; House Resolution
45; Presidential Proclamation No. 24; Executive Order No. 24; Royal
Decree No. 24; Public Law 89-1; Private and Union Calendars; Calendar
No. 80; Calendar Wednesday; Committee Print No. 32, committee print;
but Senate bill 416; House bill 61; Congressional Record

Annual Report of the Public Printer, 2007; but seventh annual report, 19th
annual report

Declaration of Independence; the Declaration

Constitution (United States or with name of country); constitutional; but New
York State constitution: first amendment, 12th amendment

Kellogg Pact; North Atlantic Pact; Atlantic Pact; Treaty of Versailles; Jay Treaty;
but treaty of peace, the treaty (descriptive designations); treaty of 1919

United States v. Four Hundred Twenty-two Casks of Wine (law)

American Gothic, Nighthawks (paintings)
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3.39.  All principal words are capitalized in titles of addresses, articles,
books, captions, chapter and part headings, editorials, essays, head-
ings, headlines, motion pictures and plays (including television and
radio programs), papers, short poems, reports, songs, subheadings,
subjects, and themes. The foregoing are also quoted.

3.40. In the short or popular titles of acts (Federal, State, or foreign) the
first word and all important words are capitalized.
Revenue Act; Walsh-Healey Act; Freedom of Information Act; Classification

Act; but the act; Harrison narcotic law; Harrison narcotic bill; interstate
commerce law; sunset law

3.41.  The capitalization of the titles of books, etc., written in a foreign
language is to conform to the national practice in that language.

First words
3.42.  The first word of a sentence, of an independent clause or phrase, of a
direct quotation, of a formally introduced series of items or phrases
following a comma or colon, or of a line of poetry, is capitalized.
The question is, Shall the bill pass?
He asked, “And where are you going?”
The vote was as follows: In the affirmative, 23; in the negative, 11; not voting, 3.

Lives of great men all remind us
We can make our lives sublime.

3.43.  The first word of a fragmentary quotation is not capitalized.

She objected “to the phraseology, not to the ideas.”

3.44.  The first word following a colon, an exclamation point, or a question
mark is not capitalized if the matter following is merely a supple-
mentary remark making the meaning clearer.

Revolutions are not made: they come.

Intelligence is not replaced by mechanism: even the televox must be guided by
its master’s voice.

But two months dead! nay, not so much; not two.

What is this? Your knees to me? to your corrected son?
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3.45.

The first word following Whereas in resolutions, contracts, etc., is
not capitalized; the first word following an enacting or resolving
clause is capitalized.

Whereas the Constitution provides * * *;and

Whereas, moreover, * * *: Therefore be it

Whereas the Senate provided for the * * *: Now, therefore, be it

Resolved, That* * *; and be it further

Resolved (jointly), That * * *

Resolved by the House of Representatives (the Senate concurring), That * * *.
(Concurrent resolution, Federal Government.)

Resolved by the Senate of Oklahoma (the House of Representatives concurring
therein), That* * *. (Concurrent resolution, using name of State.)

Resolved by the senate (the house of representatives concurring therein), That * * *.
(Concurrent resolution, not using name of State.)

Resolved by the Assembly and Senate of the State of California (jointly), That * * *.
(Joint resolution, using name of State.)

Resolved by the Washington Board of Trade, That* * *

Provided, That* * *

Provided further, That* * *

Provided, however, That* * *

And provided further, That* * *

Ordered, That* * *

Be it enacted, That* * *

Center and side heads

3.46.

3.47.

3.48.

3.49.

Unless otherwise marked, centerheads are set in capitals, and side-
heads are set in lowercase and only the first word and proper names
are capitalized. In centerheads making two lines, wordbreaks
should be avoided. The first line should be centered and set as full as
possible.

In heads set in caps, a small-cap c or ag, if available, is used in such
names as McLean or MacLeod; otherwise a lowercase c or ac is used.
In heads set in small caps, a thin space is used after the c or the ac.

In such names as LeRoy, DeHostis, LaFollette, etc. (one-word forms
only), set in caps, the second letter of the particle is made a small
cap, if available; otherwise lowercase is used. In heads set in small
caps, a thin space is used. (See rule 3.15.)

In matter set in caps and small caps or caps and lowercase, capital-
ize all principal words, including parts of compounds which would
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3.50.

3.51.

3.52.

3.53.

be capitalized standing alone. The articles a, an, and the; the prepo-
sitions at, by, for, in, of, on, to, and up; the conjunctions and, as, but,
if, or, and nor; and the second element of a compound numeral are
not capitalized. (See also rule 8.129.)

World en Route to All-Out War

Curfew To Be Set for 10 0’Clock

Man Hit With 2-Inch Pipe

No-Par-Value Stock for Sale

Yankees May Be Winners in Zig-Zag Race

Ex-Senator Is To Be Admitted

Notice of Filing and Order on Exemption From Requirements

but Building on Twenty-first Street (if spelled)

One Hundred Twenty-three Years (if spelled)

Only One-tenth of Shipping Was Idle

Many 35-Millimeter Films in Production

Built-Up Stockpiles Are Necessary (Up is an adverb here)

His Per Diem Was Increased (Per Diem is used as a noun here); Lower Taxes

per Person (per is a preposition here)

If a normally lowercased short word is used in juxtaposition with a
capitalized word of like significance, it should also be capitalized.

Buildings In and Near the Minneapolis Mall

In a heading set in caps and lowercase or in caps and small caps, a
normally lowercased last word, if it is the only lowercased word in
the heading, should also be capitalized.

All Returns Are In

The first element of an infinitive is capitalized.

Controls To Be Applied
but Aid Sent to Disaster Area

In matter set in caps and small caps, such abbreviations as etc., et al.,
and p.m. are set in small caps; in matter set in caps and lowercase,
these abbreviations are set in lowercase.

PLANES, GUNS, SHIPS, ETC. IN RE THE 8 P.M. MEETING

Planes, Guns, Ships, etc. In re the 8 p.m. Meeting

JAMES BROS. ET AL. (no comma)
James Bros. et al.
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3.54.  Paragraph series letters in parentheses appearing in heads set in
caps, caps and small caps, small caps, or in caps and lowercase are
to be set as in copy.

SECTION 1.580(f)(1)

Addresses, salutations, and signatures

3.55.  The first word and all principal words in addresses, salutations, and
signatures are capitalized. See Chapter 16 “Datelines, Addresses,
and Signatures.”

Interjections
3.56. The interjection “O” is always capitalized. Interjections within a
sentence are not capitalized.
Sail on, O Ship of State!

For lo! the days are hastening on.
But, oh, how fortunate!

Historic or documentary accuracy
3.57.  Where historic, documentary, technical, or scientific accuracy is re-

quired, capitalization and other features of style of the original text
should be followed.



4. Capitalization Examples

A
A-bomb
abstract B, 1, etc.
Academy:
Air Force; the Academy
Andover; the academy
Coast Guard; the Academy
Merchant Marine; the Academy
Military; the Academy
National Academy of Sciences; the
Academy of Sciences; the academy
Naval; the Academy
but service academies
accord, Paris peace (see Agreement)
accords, Helsinki
Act (Federal, State, or foreign), short or
popular title or with number; the act:
Appropriations
Classification
Clear Skies
Economy
Flood Control
Military Selective Service
No Child Left Behind
Organic Act of Virgin Islands
Panama Canal
PATRIOT
Revenue
Sarbanes-Oxley
Stockpiling
Tariff
Trademark
Walsh-Healey Act; but Walsh-Healey
law (or bill)
act, labor-management relations
Acting, if part of capitalized title
Active Duty
Adjutant General, the (see The)

Administration, with name; capitalized
standing alone if Federal unit:
Farmers Home
Food and Drug
Maritime
Transportation Security
but Bush administration;
administration bill, policy, etc.
Administrative Law Judge Davis; Judge
Davis; an administrative law judge
Admiralty, British, etc.
Admiralty, Lord of the
Adobe Acrobat Reader
Adviser, Legal (Department of State)
Africa:
east
East Coast
north
South
South-West (Territory of)
West Coast
African-American (see Black; Negro)
Agency, if part of name; capitalized
standing alone if referring to
Federal unit:
Central Intelligence; the Agency
Chippewa (Indian); the agency
agent orange
Age(s):
Age of Discovery
Dark Ages
Elizabethan Age
Golden Age (of Pericles only)
Middle Ages
but atomic age; Cambrian age; copper
age; ice age; missile age; rocket age;
space age; stone age; etc.
Agreement, with name; the agreement:
General Agreement on Tariffs and
Trade (GATT); the general agreement
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International Wheat Agreement; the
wheat agreement; the coffee agreement
North American Free-Trade
Agreement (NAFTA)
Status of Forces; but status-of-forces
agreements
United States-Canada Free-Trade
Agreement; the free-trade agreement
but the Geneva agreement; the Potsdam
agreement; Paris peace agreement
Air Force:
Air National Guard (see National)
Base (with name); Air Force base (see
Base; Station)
Civil Air Patrol; Civil Patrol; the patrol
Command (see Command)
One (Presidential plane)
Reserve
Reserve Officers’ Training Corps
Airport: La Guardia; Reagan National;
the airport
AlJazeera
Alaska Native (collective term for Aleuts,
Eskimos, Inuits, and Indians of
Alaska):
the Native; but Ohio native, a
native of Alaska, etc.
Alliance, Farmers’, etc.; the alliance
alliances and coalitions (see also powers):
Allied Powers; the powers (World
Wars I and II)
Atlantic alliance
Axis, the; Axis Powers; the powers
Benelux (Belgium, Netherlands,
Luxembourg)
Big Four (European); of the Pacific
Big Three
Central Powers; the powers (World
Warl)
Coalition of the Willing
European Economic Community
Fritalux (France, Italy, Benelux
countries)

North Atlantic Treaty Organization
(see Organization)

Western Powers

Allied (World Wars I and II):

armies

Governments

Nations

peoples

Powers; the powers; but European
powers

Supreme Allied Commander

Allies, the (World Wars I and II); also
members of Western bloc (political
entity); but our allies; weaker allies,
etc.

Al Qaeda

Alzheimer’s disease

Ambassador:

British, etc.; the Ambassador; the
Senior Ambassador; His Excellency

Extraordinary and Plenipotentiary;
the Ambassador; Ambassador at

Large; an ambassador

amendment:

Baker amendment

Social Security Amendments of 1983;
1983 amendments; the Social Security
amendments; the amendments

to the Constitution (U.S.); but First
Amendment, 14th Amendment, etc.;
the Amendment

American:

Federation of Labor and Congress of
Industrial Organizations (AFL—CIO);
the federation

Gold Star Mothers, Inc.; Gold Star
Mothers; a Mother

Legion (see Legion)

National Red Cross; the Red Cross

Veterans of World War II (AMVETS)

War Mothers; a Mother

AmeriCorps Program

Amtrak (National Railroad Passenger
Corporation)
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Ancient Free and Accepted Masons; a
Mason; a Freemason
Annex, if part of name of building; the
annex
Antarctic Ocean (see Arctic; Ocean)
appendix 1, A, II, etc.; the appendix; but
Appendix IT, when part of title:
Appendix IT:! Education Directory
appropriation bill (see also bill):
deficiency
Department of Agriculture
for any governmental unit
independent offices
aquaculture; acquiculture
Arab States
Arabic numerals
Arboretum, National; the Arboretum
Archipelago, Philippine, etc.; the
archipelago
Architect of the Capitol; the Architect
Archivist of the United States; the Archivist
Arctic:
Circle
Current (see Current)
Ocean
zone
but subarctic
arctic (descriptive adjective):
clothing
conditions
fox
grass
night
seas
Area, if part of name; the area:
Cape Hatteras Recreational
White Pass Recreation; etc.
but area 2; free trade area; Metropolitan
Washington area; bay area;
nonsmoking area
Arlington:
Memorial Amphitheater; the Memorial

*'The colon is preferred; a dash is permissible;
but a comma is too weak.

Amphitheater; the amphitheater
Memorial Bridge (see Bridge)
National Cemetery (see Cemetery)

Arm, Infantry, etc. (military); the arm
Armed Forces (synonym for overall
Military Establishment):
British
Retirement Home (AFRT)
of the United States
armed services
armistice
Armory, Springfield, etc.; the armory
Army, American or foreign, if part of name;
capitalized standing alone only if
referring to U.S. Army:
Active; Active-Duty
Adjutant General, the
All-Volunteer
Band (see Band)
branches; Gordon Highlanders; Royal

Guards; etc.

Brigade, 1st, etc.; the brigade;

Robinson’s brigade
Command (see Command)
Command and General Staff College

(see College)

Company A; A Company; the company
Confederate (referring to Southern

Confederacy); the Confederates
Continental; Continentals
Corps, Reserve (see Corps)

District of Washington (military); the
district

Division, 1st, etc.; the division

Engineers (the Corps of Engineers); the

Engineers; but Army engineer
Establishment
Field Establishment
Field Forces (see Forces)

Finance Department; the Department
1st, etc.
General of the Army; but the general
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General Staff; the Staff
Headquarters, 1st Regiment
Headquarters of the; the headquarters
Regiment, 1st, etc.; the regiment
Regular Army officer; a Regular
Revolutionary (American, British,
French, etc.)
service
Surgeon General, the (see Surgeon
General)
Volunteer; the Volunteers; a Volunteer
army:
Lee’s army; but Clark’s 5th Army
mobile
mule, shoe, etc.
of occupation; occupation army
Red
Arsenal, Rock Island, etc.; the arsenal

article 15; but Article 15, when part of title:

Article 15: Uniform Code of
Military Justice
Articles:
of Confederation (U.S.)
of Impeachment; the articles
Asian (see Orient, the; oriental)
Assembly (see United Nations)
Assembly of New York; the assembly (see
also Legislative Assembly)
Assistant, if part of capitalized title; the
assistant
assistant, Presidential (see Presidential)
Assistant Secretary (see Secretary)
Associate Justice (see Supreme Court)
Association, if part of name; capitalized
standing alone if referring to
Federal unit:

American Association for the
Advancement of Science; the
association

Federal National Mortgage (Fannie
Mae); the Association

Young Women’s Christian; the
association

Astrophysical Observatory (see
Observatory)
Atlantic (see also Pacific):
Charter (see Charter)
coast
Coast States
community
Destroyer Flotilla; the destroyer flotilla;
the flotilla
Fleet (see Fleet)
mid-Atlantic
North
seaboard
slope
South
time, standard time (see time)
but cisatlantic; transatlantic
Attorney General (U.S. or foreign country);
but attorney general of Maine, etc.
attorney, U.S.
Authority, capitalized standing alone if
referring to Federal unit:
National Shipping; the Authority
Port Authority of New York and New
Jersey; the port authority; the
authority
St. Lawrence Seaway Authority of
Canada; the authority
Tennessee Valley; the Authority
Auto Train (Amtrak)
autumn
Avenue, Constitution, etc.; the avenue
Award:
Academy
Distinguished Service
Merit
Mother of the Year
the award (see also decorations, etc.)
Axis, the (see alliances)
Ayatollah; an ayatollah

B
Badlands (SD and NE)
Balkan States (see States)
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Baltic States (see States)

Band, if part of name; the band:

Army, Marine, Navy

Eastern, etc. (of Cherokee Indians)

Bank, if part of name; the bank; capitalized
standing alone if referring to
international bank:

Export-Import Bank of the United States;
Ex-Im Bank; the Bank

Farm Loan Bank of Dallas; Dallas Farm
Loan Bank; farm loan bank; farm loan
bank at Dallas

Farmers & Mechanics, etc.

Federal Land Bank of Louisville;
Louisville Federal Land Bank; land
bank at Louisville; Federal land bank

Federal Reserve Bank of New York;
Richmond Federal Reserve Bank;
but Reserve bank at Richmond;
Federal Reserve bank; Reserve
bank; Reserve city

First National, etc.

German Central; the Bank

International Bank for Reconstruction
and Development; the Bank

but blood bank, central reserve, soil bank

Bar, if part of name; Maryland (State) Bar
Association; Maryland (State) bar; the
State bar; the bar association

Barracks, if part of name; the barracks:

Carlisle

Disciplinary (Leavenworth)

Marine (District of Columbia)

but A barracks; barracks A; etc.

Base, Andrews Air Force; Air Force base;
the base (see also Naval); but Sandia
Base

Basin (see geographic terms)

Battery, the (New York City)

Battle, if part of name; the battle:

of Gettysburg; but battle at Gettysburg;
etc.

of the Bulge; of the Marne; of the
Wilderness; of Waterloo; etc.

battlefield, Bull Run, etc.
battleground, Manassas, etc.
Bay, San Francisco Bay area; the bay area
Belt, if part of name; the belt:
Bible
Farm
Rust
Sun
but money belt
Beltway, capitalized with name; the beltway
Bench (see Supreme Bench)
Benelux (see alliances)
Bible; Biblical; Scriptures; Ten
Commandments; etc. (see also book)
bicentennial
bill, Kiess; Senate bill 217; House bill 31 (see
also appropriation bill)
Bill of Rights (historic document); but GI
bill of rights
Bizonia; bizonal; bizone
Black (see African-American; Negro)
Black Caucus (see Congressional)
bloc (see Western)
block (grants)
Bluegrass region, etc.
B’nai Brith
Board, if part of name; capitalized standing
alone only if referring to Federal or
international board:
Employees’ Compensation Appeals
Federal Reserve (see Federal)
Military Production and Supply
(NATO)
National Labor Relations
of Directors (Federal unit); but board of
directors (nongovernmental)
of Health of Montgomery County;
Montgomery County Board of Health;
the board of health; the board
of Regents (Smithsonian)
of Visitors (Military and Naval
Academies)
on Geographic Names
Railroad Retirement
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bond: Budget of the United States Government,
Government the Budget (publication)
savings Building, if part of name; the building:
series EE Capitol (see Capitol Building)
Treasury Colorado
book: House (or Senate) Office
books of the Bible Investment
First Book of Samuel; etc. New House (or Senate) Office
Good Book (synonym for Bible) Old House Office
book 1, I, etc.; but Book 1, when part of title: Pentagon

Book 1: The Golden Legend
Boolean:
logic
operator
search
border, United States-Mexican
Borough, if part of name: Borough of the
Bronx; the borough
Botanic Garden (National); the garden (not
Botanical Gardens)
Bowl, Dust, Rose, Super, etc.; the bowl
Boy Scouts (the organization); a Boy Scout;
a Scout; Scouting; Eagle Scout;
Explorer Scout
Branch, if part of name; capitalized
standing alone only if referring to a
Federal unit:
Accounts
Public Buildings
but executive, judicial, or legislative
branch
Bridge, if part of name; the bridge:
Arlington Memorial; Memorial;
Francis Scott Key; Key
but Baltimore & Ohio Railroad bridge
Brother(s) (adherent of religious order)
budget:
department
estimate
Federal
message
performance-type
President’s

the National Archives; the Archives
Treasury; Treasury Annex
Bulletin 420; Farmers’ Bulletin No. 420
Bureau, if part of name; capitalized
standing alone if referring to Federal
or international unit:
of Customs (name changed to U.S.
Customs and Border Protection)
of Engraving and Printing
of Indian Affairs

C
C-SPAN
Cabinet, American or foreign, if part of
name or standing alone (see also
foreign cabinets):
British Cabinet; the Cabinet
the President’s Cabinet; the Cabinet;
Cabinet officer, member
Calendar, if part of name; the calendar:
Consent; etc.
House
No. 99; Calendars Nos. 1 and 2
of Bills and Resolutions
Private
Senate
Unanimous Consent
Union
Wednesday (legislative)
Cambrian age (see Ages)
Camp Lejeune; David, etc.; the camp
Canal, with name; the canal:
Cross-Florida Barge
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Isthmian
Panama

Cape (see geographic terms)

Capital, Capital City, National Capital
(Washington, DC); but the capital
(State)

Capitol Building (with State name); the
capitol

Capitol, the (Washington, DC):

Architect of

Building

caucus room

Chamber

Cloakroom

dome

Grounds

Halls (House and Senate)
Halls of Congress

Hill; the Hill

Police (see Police)

Power Plant

Prayer Room

Press Gallery;, etc.
rotunda

Senate wing

stationery room

Statuary Hall

the well (House or Senate)
west front

catch-22

Caucasian (see White)

caucus: Republican; but Congressional
Black Caucus (incorporated name);
Sun Belt Caucus

CD-ROM

Cemetery, if part of name: Arlington
National; the cemetery

Census:

Twenty-third Decennial (title);
Twenty-third (title); the census

2000 census

2000 Census of Agriculture; the census
of agriculture; the census

the 23d and subsequent decennial

censuses
Center, if part of name; the Center
(Federal); the center (non-Federal):

Agricultural Research, etc.; the Center
(Federal)

Kennedy Center for the Performing
Arts; the Kennedy Center; the
Center (Federal)

the Lincoln Center; the center (non-
Federal)

central Asia, etc.

Central America

Central Europe

Central States

central time (see time)

century, first, 21st, etc.

Chair, the, if personified
Chairman, Chairwoman, Chair:

of the Board of Directors; the
Chairman (Federal); but chairman of
the board of directors (non-Federal)

of the Committee of the Whole House;
the Chairman

of the Federal Trade Commission; the
Chairman

Vice

chairman, chairwoman, chair
(congressional):

of the Appropriations Committee

of the Subcommittee on Banking

but Chairman Davis, Chairwoman
Landrieu

Chamber of Commerce; the chamber:
of Ada; Ada Chamber of Commerce;
the chamber of commerce

of the United States; U.S. Chamber of
Commerce; the chamber of
commerce; national chamber

Chamber, the (Senate or House)

channel 3 (TV); the channel

Chaplain (House or Senate); but Navy
chaplain
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chapter 5,11, etc.; but Chapter 5, when
part of title: Chapter 5: Research and
Development; Washington chapter,
Red Cross
Chargé d’Affaires, British, etc.; the Chargé
d’Affaires; the Chargé
chart 2, A, II, etc.; but Chart 2, when part of
legend: Chart 2.—Army strength
Charter, capitalized with name; the charter:
Atlantic
United Nations
cheese: Camembert, Cheddar, Parmesan,
Provolone, Roquefort, etc.
Chief, if referring to head of Federal unit;
the Chief:
Clerk
Forester (see Forester)
Intelligence Office
Judge
Justice (U.S. Supreme Court); but chief
justice (of a State)
Magistrate (the President)
of Division of Publications
of Engineers (Army)
of Naval Operations
of Staff
Christian; Christendom; Christianity;
Christianize; but christen
church and state
church calendar:
Christmas
Easter
Lent
Pentecost (Whitsuntide)
Church, if part of name of organization or
building
Circle, if part of name; the circle:
Arctic
Logan
but great circle
Circular 420
cities, sections of, official or popular names:
East Side
French Quarter (New Orleans)

Latin Quarter (Paris)

North End

Northwest Washington, etc. (District
of Columbia); the Northwest; but
northwest (directional)

the Loop (Chicago)

City, if part of corporate or popular name;
the city:

Kansas City; the two Kansas Citys
Mexico City

New York City; but city of New York
Twin Cities

Washington City; but city of Washington
Windy City (Chicago)

but Reserve city (see Bank)

civil action No. 46

civil defense

Civil War (see War)

Clan, if part of tribal name; Clan
MacArthur; the clan

class 2, A, 11, etc.; but Class 2 when part of
title: Class 2: Leather Products

Clerk, the, of the House of Representatives;
of the Supreme Court of the United
States

clerk, the, of the Senate

client

client/server

coal sizes: pea, barley, buckwheat, stove, etc.

coalition; coalition force; coalition
members, etc.

coast: Atlantic, east, gulf, west, etc.

Coast Guard, U.S.; the Coast Guard;
Coastguardsman Smith; but a
coastguardsman; a guardsman;
Reserve

Coastal Plain (Atlantic and Gulf)

Code (in shortened title of a publication);
the code:

District

Federal Criminal

Internal Revenue (also Tax Code)
International (signal)

of Federal Regulations
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Penal; Criminal; etc.
Pennsylvania State
Radio
Television
Uniform Code of Military Justice
United States
ZIP Code (copyrighted)
but civil code; flag code; Morse code
codel (congressional delegation)
collection, Brady, etc.; the collection
collector of customs
College, if part of name; the college:
Armed Forces Staff
Command and General Staff
Gettysburg
National War
of Bishops
but electoral college
college degrees: bachelor of arts, master’s,
etc.
Colonials (American Colonial Army); but
colonial times, etc.
Colonies, the:
Thirteen
Thirteen American
Thirteen Original
but 13 separate Colonies
colonists, the
Command, capitalize with name; the
command:
Air Force Materiel
Army
Central (CENCOM)
Naval Space
Zone of Interior

Commandant, the (Coast Guard or Marine
Corps only)

Commandos, the; Commando raid; a
commando
Commission (if part of name; capitalized
standing alone if referring to Federal
or international commission):
International Boundary, United States
and Canada

of Fine Arts
Public Buildings
Commissioner, if referring to Federal or
international commission; the
Commissioner:

Land Bank; but land bank
commissioner loans

of Customs and Border Protection

U.S. (International Boundary
Commission, etc.)

but a U.S. commissioner

Committee (or Subcommittee) (if part of
name; the Committee, if referring to
international or noncongressional
Federal committee or to the
Committee of the Whole, the
Committee of the Whole House, or
the Committee of the Whole House on
the state of the Union):

American Medical Association
Committee on Education; the
committee on education; the
committee

Appropriations, etc.; the committee;
Subcommittee on Appropriations; the
subcommittee; subcommittee of the
Appropriations Committee

Democratic National; the national
committee; the committee;
Democratic national committeeman

Democratic policy committee; the
committee

Joint Committee on Printing; the Joint
Committee; the committee; but a joint
committee

of Defense Ministers (NATO); the
Committee (see also Organization,

North Atlantic Treaty)

of One Hundred, etc.; the committee

on Finance; the committee

President’s Advisory Committee on
Management; the Committee

Republican National; the national
committee; the committee;
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Republican national committeeman
Republican policy committee; the
committee
Senate policy committee
Subcommittee on Immigration; the
subcommittee
but Baker committee
ad hoc committee
conference committee
Committee Print No. 32; Committee Prints
Nos. 8 and 9; committee print
Common Cause
Commonwealth:
British Commonwealth; the
Commonwealth
of Australia
of Kentucky
of Massachusetts
of Pennsylvania
of Virginia
Communist Party; a Communist
compact, U.S. marine fisheries, etc.; the
compact
Company, if part of name; capitalized
standing alone if referring to unit of
Federal Government:
Panama Canal Railway Company; the
Company
Procter & Gamble Co.; the company
Comptroller of the Currency; the
Comptroller
Comptroller General (U.S.); the
Comptroller
Comsat
Concord
Confederacy (of the South)
Confederate:
Army
flag
Government
soldier
States
Confederation, Articles of

Conference, if referring to governmental
(U.S.) or international conference:
Bretton Woods; the Conference
Judicial Conference of the United
States; U.S. Judicial Conference;
Judicial Conference; the Conference
Tenth Annual Conference of the
United Methodist Churches; the
conference
Congress (convention), if part of name;
capitalized standing alone if referring
to international congress:
Library of
of Industrial Organizations
of Parents and Teachers, National; the
congress
Congress (legislature), if referring to
national congress:
of Bolivia, etc.; the Congress
of the United States; First, Second,
10th, 103d, etc.; the Congress
Congressional:
Black Caucus; the Black Caucus; the
caucus
Directory, the directory
District, First, 10th, etc.; the First
District; the congressional district; the
district
Medal of Honor (see decorations)
but congressional action, committee, etc.
Congressman; Congresswoman;
Congressman at Large; Member of
Congress; Member; membership
Conservative Party; a Conservative
Constitution, with name of country;
capitalized standing alone when
referring to a specific national
constitution; but New York State
Constitution; the constitution
constitutional
consul, British, general, etc.
consulate, British, etc.
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Consumer Price Index (official title); the
price index; the index; but a
consumers’ price index (descriptive)

Continent, only if following name;
North American Continent; the
continent; but the Continent
(continental Europe)

Continental:

Army; the Army

Congress; the Congress

Divide (see Divide)

Outer Continental Shelf

Shelf; the shelf; a continental shelf
continental Europe, United States, etc.

Continentals (Revolutionary soldiers)

Convention, governmental (U.S.),
international, or national political;
the convention:

89th National Convention of the
American Legion

Constitutional (United States, 1787);
the Convention

Democratic National; Democratic

Genocide (international)

on International Civil Aviation

Republican National; Republican

Universal Postal Union; Postal Union

also International Postal; Warsaw

copper age (see Ages)

Corporation, if part of name; the
Corporation, if referring to unit of
Federal Government:

Commodity Credit

Federal Deposit Insurance

National Railroad Passenger (Amtrak)
Rand Corp.; the corporation

St. Lawrence Seaway Development
Union Carbide Corp.; the corporation
Virgin Islands

Corps, if part of name; the corps, all other
uses:

Adjutant General’s
Army Reserve

Chemical
diplomatic
Finance
Foreign Service Officer (see Foreign
Service)
Job
Judge Advocate General’s
Marine (see Marine Corps)
Medical
Military Police
Nurse
of Cadets (West Point)
of Engineers; Army Engineers; the
Engineers; but Army engineer; the
corps
Ordnance
Peace; Peace Corpsman; the corpsman
Quartermaster
Reserve Officers’ Training (ROTC)
VII Corps, etc.
Signal
Transportation
Youth
but diplomatic corps
corpsman; hospital corpsman
corridor, Northeast
Council, if part of name; capitalized
standing alone if referring to Federal
or international unit (see also United
Nations):
Boston City; the council
Choctaw, etc.; the council
Her Majesty’s Privy Council; the Privy
Council; the Council
National Security; the Council
of Foreign Ministers (NATO); the
Council
of the Organization of American States;
the Council
Philadelphia City; the council
counsel; general counsel
County, Prince George’s; county of Prince
George’s; County Kilkenny, etc.;
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Loudoun and Fairfax Counties; the
county

Court (of law) capitalized if part of name;
capitalized standing alone if referring
to the Supreme Court of the United
States, to the Court of Impeachment
(U.S. Senate), or to an international
court:

Circuit Court of the United States for the
Tenth Circuit; Circuit Court for the
Tenth Circuit; the circuit court; the
court; the tenth circuit

Court of Appeals for the State of North
Carolina, etc.; the Tenth Circuit Court
of Appeals; the court of appeals; the
court

Court of Claims; the court

Court of Impeachment, the Senate; the
Court

District Court of the United States for
the Eastern District of Missouri; the
district court; the court

International Court of Justice; the Court

Permanent Court of Arbitration; the
Court

Superior Court of the District of
Columbia; the superior court; the
court

Supreme Court of the United States (see
Supreme Court)

Supreme Court of Virginia, etc.; the
supreme court; the court

Tax Court; the court

U.S. Court of Appeals for the District
of Columbia; the court

Covenant, League of Nations; the covenant
Creed, Apostles’; the Creed
Crown, if referring to a ruler; but crown
colony, lands, etc.
cruise missile
Current, if part of name; the current:
Arctic
Humboldt

Japan

North Equatorial
customhouse; customs official
czar; czarist

D
Dalai Lama
Dalles, The; but the Dalles region
Dark Ages (see Ages)
Daughters of the American Revolution;
a Daughter
daylight saving time
Declaration, capitalized with name:
of Independence; the Declaration
of Panama; the declaration
decorations, medals, etc., awarded by
United States or any foreign national
government; the medal, the cross, the
ribbon (see also Award):
Air Medal
Bronze Star Medal
Commendation Ribbon
Congressional Medal of Honor
Croix de Guerre
Distinguished Flying Cross
Distinguished Service Cross
Distinguished Service Medal
Good Conduct Medal
Legion of Merit
Medal for Merit
Medal of Freedom
Medal of Honor
Mother of the Year
Purple Heart
Silver Star Medal
Soldier’s Medal
Victoria Cross
Victory Medal
but oakleaf cluster
also Carnegie Medal; Olympic Gold
Medal; but gold medal
Decree (see Executive); Royal Decree
Deep South
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Defense Establishment (see Establishment)

Deity, words denoting, capitalized
Delegate (U.S. Congress)
Delegates, Virginia House of

delegate (to a conference); the delegate; the

delegation

Delta, Mississippi River; the delta

Democratic Party; a Democrat

Department, if part of name; capitalized

standing alone if referring to a Federal

or international unit:

of Agriculture

of the Treasury
of Veterans Affairs

Yale University Department of

Economics; the department of

economics; the department

Department of New York, American

Legion
department:
executive
judicial
legislative

Depot, if part of name; the depot (see also

Station)

Depression, Great

Deputy, if part of capitalized title; but the

deputy

derivatives of proper names:

alaska seal (fur)
angora wool
angstrom unit
argyle wool
artesian well
astrakhan fabric
babbitt metal
benday process
bologna
bordeaux
bourbon whiskey
bowie knife
braille

brazil nut
brazilwood
brewer’s yeast
bristolboard
brussel sprouts
brussels carpet
bunsen burner

burley tobacco
canada balsam
(microscopy)
carlsbad twins
(petrography)
cashmere shawl
castile soap
cesarean section
chantilly lace
chesterfield coat
china clay
chinese blue
collins (drink)
congo red
cordovan leather
coulomb
curie
degaussing apparatus
delftware
derby hat

diesel engine, dieselize

dixie cup
dotted swiss
epsom salt
fedora hat
frankfurter
french chalk
french dressing

french-fried potatoes

fuller’s earth
gargantuan
gauss
georgette crepe
german silver
gilbert
glauber salt
gothic type
graham cracker
herculean task
hessian fly
holland cloth
hoolamite detector
hudson seal (fur)
india ink
india rubber
italic type
jamaica ginger
japan varnish
jersey fabric
johnin test
joule
knickerbocker
kraft paper
lambert
leghorn hat
levant leather
levantine silk
lilliputian
logan tent
london purple
Iyonnaise potatoes
macadamized road
mach (no period)
number
madras cloth
maginot line
(nonliteral)
manila paper
maraschino cherry
mason jar
maxwell
melba toast
mercerized fabric
merino sheep
molotov cocktail
morocco leather
morris chair
murphy bed
navy blue

dial-up

nelson, half nelson, etc.

neon light
newton
nissen hut
norfolk jacket
oriental rug
oxford shoe
panama hat
parianware
paris green
parkerhouse roll
pasteurized milk
persian lamb
petri dish
pharisaic
philistine
photostat
pitman arm
pitot tube
plaster of paris
prussian blue
quisling
quixotic idea
quonset hut
rembert wheel
roentgen
roman candle
roman cement
roman type
russia leather
russian bath
rutherford
sanforize
saratoga chips
scotch plaid, but
Scotch tape
(trademark)
shanghai
siamese twins
spanish omelet
stillson wrench
surah silk
swiss cheese
timothy grass
turkey red
turkish towel
utopia, utopian
vandyke collar
vaseline
venetian blind
venturi tube
victoria (carriage)
vienna bread
virginia reel
wedgwoodware
wheatstone bridge
wilton rug
zeppelin

Diet, Japanese (legislative body)

diplomatic corps (see also Corps; service)
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Director, if referring to head of Federal or
international unit; the Director:
District Director of Internal Revenue
of Fish and Wildlife Service
of National Geodetic Survey
of the Mint
Office of Management and Budget
but director, board of directors
(nongovernmental)
Director General of Foreign Service; the
Director General; the Director
diseases and related terms:
AIDS (acquired immunodeficiency
syndrome)
Alzheimer’s disease
cerebral palsy
Down syndrome
German measles
HIV (human immunodeficiency virus)
Hodgkin’s disease
Lyme disease
Marfan’s syndrome
Méniere’s syndrome
myasthenia gravis
Parkinson’s disease
Reye’s syndrome
spina bifida
Distinguished Service Medal, etc. (see
decorations)
District, if part of name; the district:
Alexandria School District No. 4;
school district No. 4
Congressional (with number)
Federal (see Federal)
Los Angeles Water; the water district
but customs district No. 2; first assembly
district; public utility district
District of Columbia; the District:
Anacostia Flats; the flats
Arlington Memorial Bridge; the
Memorial Bridge; the bridge
Children’s Hospital; the hospital
District jail; the jail; DC jail
Ellipse, the

Mall, The National; The Mall
Mayor (when pertaining to the District
of Columbia only)
Metropolitan Police; Metropolitan
policeman; the police
police court
Public Library; the library
Reflecting Pool; the pool
Tidal Basin; the basin
Washington Channel; the channel
Divide, Continental (Rocky Mountains);
the divide
Divine Father; but divine guidance, divine
providence, divine service
Division, Army, if part of name: 1st Cavalry
Division; Ist Air Cavalry Division; the
division
Division, if referring to Federal
governmental unit; the Division:
Buick Division; the division; a division
of General Motors
Passport; the Division
but Trinity River division
(reclamation); the division
Dixie
docket No. 66; dockets Nos. 76 and 77
Doctrine, Monroe; the doctrine; but
Truman, Eisenhower doctrine
doctrine, fairness
Document, if part of name; the document:
Document No. 130
Document Numbered One Hundred
Thirty
draconian
drawing II, A, 3, etc.; but Drawing 2 when
part of title: Drawing 2.—
Hydroelectric Power Development
Dust Bowl (see Bowl)

E
Earth (planet)
East:
Coast (Africa)
Middle, Mideast (Asia)
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Near (Balkans)
Side of New York
South Central States
the East (section of United States)
east:
Africa
coast (U.S.)
Pennsylvania
Eastern:
Gulf States
Middle, Mideastern (Asia)
North Central States
Shore (Chesapeake Bay)
States
United States
eastern:
France
seaboard
Wisconsin
easterner
EE-bond
electoral college; the electors
Elizabethan Age (see Ages)
email (lowercase within a sentence)
Email (uppercase “E” to start a sentence)
Emancipation Proclamation (see
Proclamation)
Embassy, British, etc.; the Embassy
Emperor, Japanese, etc.; the Emperor
Empire, Roman; the empire
Engine Company, Bethesda; engine
company No. 6; No. 6 engine
company; the company
Engineer officer, etc. (of Engineer Corps);
the Engineers
Engineers, Chief of (Army)
Engineers, Corps of (see Corps)
Envoy Extraordinary and Minister
Plenipotentiary; the Envoy; the
Minister
Equator, the; equatorial
Establishment, if part of name; the
establishment:
Army

Army Field

Defense

Federal

Military

Naval; but naval establishment;
Naval Establishments Regs

Navy

Postal

Regular

Reserve

Shore

but civil establishment; legislative
establishment

Estate, Girard (a foundation); the estate
estate, third (the commons); fourth

(the press); tax; etc.

Eurodollar, euro
Excellency, His, Her; Their Excellencies
Exchange, New York Stock; the stock

exchange; the exchange

Executive (President of United States):

Chief

Decree No. 100; Decree 100; but
Executive decree; direction

Mansion; the mansion; the White House

Office; the Office

Order No. 34; Order 34; but Executive
order

power

executive:

agreement
branch
communication
department
document
paper

privilege

exhibit 2, A, II, etc.; but Exhibit 2, when

part of title: Exhibit 2: Capital
Expenditures, 1935-49

Expedition, Byrd; Lewis and Clark; the

expedition

Exposition, California-Pacific

International, etc.; the exposition
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F Coldwell Banker
Fair Deal Colgate-Palmolive Co.

Fair, World’s, etc.; the fair; Texas State Fair
fall (season)
Falls, Niagara; the falls
Far East, Far Eastern; Far West (U.S.); but
far western
Farm, if part of name; the farm:
Johnson Farm; but Johnson’s farm
San Diego Farm
Wild Tiger Farm
Fascist; fascism
Father of his Country (Washington)
Fed, the (no period)
Federal (synonym for United States or other
sovereign power):
Depository Library Program but Federal
depository library, libraries
District (Mexico)
Establishment
Government (of any national
government)
grand jury; the grand jury
land bank (see Bank)
Register (publication); the Register
Reserve Board, the Board; also Federal
Reserve System, the System; Federal
Reserve Board Regulation W, but
regulation W
but a federal form of government
federally
fellow, fellowship (academic)
Field, Byrd, Stewart, etc.; the field
figure 2, A, 11, etc. (illustration); but Figure
2, when part of legend: Figure 2.—
Market scenes
firewall
firm names:
ACDelco
America Online (AOL)
Bausch & Lomb Inc.
BP
Bristol-Myers Squibb
Carson, Pirie, Scott & Co.

Comcast
Dow Jones & Co., Inc.
Dun & Bradstreet
eBay
E.L. du Pont de Nemours & Co.
FedEx
GlaxoSmithKline
Great Atlantic & Pacific Tea Co. (A&P)
Hamilton Beach/Proctor Silex, Inc.
Hartmarx Corp.
Hewlett-Packard
Houghton Mifflin Co.
Ingersoll-Rand Co.
Intel Corp.
J.C. Penney Co., Inc.
Johns-Manville Corp.
Kennecott Exploration Co.
Kmart
Libbey-Owens-Ford Co.
Macmillan Co.
Merck & Co., Inc.
Merrill Lynch
Microsoft
Pfizer Inc.
Phelps Dodge Corp.
PricewaterhouseCoopers
Procter & Gamble Co.
Rand McNally & Co.
Rolls-Royce
Sun Microsystems
3M
Underwriters Laboratories, Inc.
US Airways
Wal-Mart
Weyerhaeuser Co.
Xerox Corp.
First Family (Presidential)
First Lady (wife of President)
First World War (see War)
flag code
flag, U.S.:
Old Flag, Old Glory
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Stars and Stripes
Star-Spangled Banner
flags, foreign:
Tricolor (French)
Union Jack (British)
United Nations
Fleet, if part of name; the fleet:
Atlantic
Channel
Grand
High Seas
Marine Force
Naval Reserve
Pacific, etc. (naval)
6th Fleet, etc.
U.S.
flex fuel
floor (House or Senate)
flyway; Canadian flyway, etc.
Force(s), if part of name; the force(s):
Active Forces
Active-Duty
Air (see also Air Force)
All-Volunteer
Armed Forces (synonym for overall
U.S. Military Establishment)
Army Field Forces; the Field Forces
Fleet Marine
Navy Battle (see Navy)
Navy Scouting (see Navy); Reserve Force
Rapid Deployment
Task Force 70; the task force; but task
force report
United Nations Emergency; the
Emergency Force; the Force; but
United Nations police force
foreign cabinets:
Minister of Foreign Affairs; Foreign
Minister; the Minister
Ministry of Foreign Affairs; the Ministry
Office of Foreign Missions; the Office
Minister Plenipotentiary
Premier
Prime Minister

Foreign Legion (French); the legion
Foreign Service; the Service:
officer
Officer Corps; the corps
Reserve officer; the Reserve officer
Reserve Officer Corps; the Reserve
Corps; the corps
Staff officer; the Staff officer
Staff Officer Corps; the Staff Corps; the
corps

Forest, if part of name; the national forest;
the forest:

Angeles National

Black

Coconino and Prescott National Forests

but State and National forests (see
System)

Forester (Chief of Forest Service); the Chief;
also Chief Forester

form 2, A, I, etc.; but Form 2, when part of
title: Form 1040: Individual Income
Tax Return; but withholding tax form

Fort McHenry, etc.; the fort

Foundation, if part of name; capitalized
standing alone if referring to Federal
unit:

Chemical; the foundation

Ford; the foundation

National Science; the Foundation
Russell Sage; the foundation

Founding Fathers; Founders/Founder (of
this Nation, Country)

four freedoms

Framers (of the U.S. Constitution; of the
Bill of Rights)

free world

Frisco (for San Francisco; no apostrophe)

Fritalux (see alliances)

Fund, if part of name; capitalized standing
alone if referring to international or
United Nations fund:

Democracy (United Nations); the Fund
International Monetary; the Fund
but civil service retirement fund;
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highway trust fund; mutual security Geyser Park
. TR Glacier Pass
fund; national service life insurance Glen Passage
fund; revolving fund Gorge Peak
Gulch Peninsula
Gulf Plain
G Gut Plateau
Gadsden Purchase garzor goir:it
. . ea on,
Gallery of Art, National (see National) Hill Pool
Gallup Poll; the poll golglbaCk EOFF (water body)
. ollow rairie
GAO (Government Accountability Office) Hook Range (mountain)
Geiger counter If_llorré ) Eapids
ot Sprin; avine
General Order No. 14; General Orders No. Iceﬁell:i § Rer
14;a genera] order Ice Shelf Reservoir
Inlet Ridge
General Schedule Island Rivfr
gentile Isle Roads (anchorage)
Islet Rock
Geographer, the (State Department) Keys (Florida only) Run (stream)
geographic terms (terms, such as those EHOb gea
. . . . agoon eawa’
listed below, ? are capitalized if part of Laie Sho‘:l Y
name; are lowercased in general sense Iiagding gink .
edge (6}

(rivers of Virginia and Maryland)): Low%and S Ollll’%d
Archipelago Cave Mar Sh SPi'f
Area Cavern Massif Spring
Arroyo Channel; but Mesa Spur
Atoll Mississippi River Monu_ment Strait
Bank channel(s) Moraine Stream
Bar Cirque Mound Summit
Basin, Upper (Lower) ~ Coulee Mount Swamp

Colorado River, Cove Mountain Terrace

etc. (legal entity); Crag Narrows Thoroughfare

but Hansen Crater Neck Trench

flood-control basin; ~ Creek Needle Trough

Missouri River Crossroads Notch Valley

basin (drainage); Current (ocean Oasis Volcano

upper Colorado feature) Ocean Wash

River storage project ~ Cut OXI_UOW Waterway
Bay Cutoff Palisades Woods
Bayou Dam
Be)a,ch Delta Geological Survey (see Survey)

Bench Desert GI bill of rights

Bend Divide . & N .

Bight Dome (not geologic) Girl Scouts (organization); a Girl Scout; a

Bluff Draw (stream) Scout; Scouting

Bog Dune

Borough (boro) Escarpment G-man

gom’r}? ( ) ESH““Y Gold Star Mothers (see American)
ranch (stream alls

Brook Fault Golden Age (see Ages)

B““el b ' E %at(‘si) Golden Rule

Canal; the cana Floodwa . .

(Panama) Ford ey Gospel, if referring to the first four books of
Canyon Forest the New Testament; but gospel music
Cape Fork (stream)

Cascade Gap Government:

? List compiled with cooperation of the U.S.

Board on Geographic Names.

British, etc.; the Government
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department, officials, -owned,

publications, etc. (U.S. Government)

National and State Governments

Printing Office (see Office)

U.S.; National; Federal
Government information product
government:

Churchill

Communist

District (of Columbia)

European governments

Federal, State, and municipal

governments

insular; island

military

seat of

State

State and Provincial governments

Territorial
governmental
Governor:

of Louisiana, etc.; the Governor; a

Governor; State Governor(s);
Governors’ conference
of Puerto Rico; the Governor
of the Federal Reserve Board; the
Governor
Governor General of Canada; the Governor
General
GPO Access
grand jury (see Federal)
Grange, the (National)
grant, Pell
graph 2, A, II, etc.; but Graph 2, when part
of title: Graph 2.—Production levels
Great:

Basin

Depression

Divide

Lakes; the lakes; lake(s) traffic

Plains; but southern Great Plains

Seal (any nation)

Society
War (see War)
White Way (New York City)
great circle (navigation)
Greater Los Angeles, Greater New York
gross national product (GNP)
Group:
G8 (Group of 8) (representatives of the
eight leading industrial nations)
Helsinki Monitoring; the group
Military Advisory Group; the group
Standing (see Organization)
World Bank
group 2,11, A, etc.; but Group 2, when part
of title: Group II: List of Counties by
States
Guard, National (see National)
guardsman (see Coast Guard; National
Guard)
Gulf:
Coast States; but gulf coast
of Mexico; the gulf
States
Stream; the stream

H
Hall (U.S. Senate or House)
Halls of Congress
H-bomb; H-hour
Headquarters:
Alaskan Command; the command
headquarters
4th Regiment Headquarters; regimental
headquarters
32d Division Headquarters; the division
headquarters
hearing examiner
Heaven (religious); heaven (place)
Heimlich maneuver
hell (place)
Hells (no apostrophe) Canyon
Hemisphere, Eastern; Western; etc.; the
hemisphere
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Hezbollah Hudson’s Bay Co.
High Church Hurricane Andrew, Katrina, Rita, etc.

High Commissioner
High Court (see Supreme Court)
high definition
High School, if part of name: Western; the
high school
Highway No. 40; Route 40; State Route 9;
the highway
Hill (the Capitol)
Hispanic
Holocaust, the (World War II); a holocaust
Holy Scriptures; Holy Writ (Bible)
home page
Hospice, if part of name
Hospital, if part of name; the hospital:
Howard University
St. Elizabeths (no apostrophe)
but naval (marine or Army) hospital
hospital corpsman (see corpsman)
House, if part of name:
Blair
Johnson house (private residence)
of Representatives; the House (U.S.)
Office Building (see Building)
Ohio (State); the house
but both Houses; lower (or upper)
House (Congress)
House of Representatives (U.S.), titles of
officers standing alone capitalized:
Chairman (Committee of the Whole)
Chaplain
Clerk; but legislative clerk, etc.
Doorkeeper
Official Reporter(s) of Debates
Parliamentarian
Postmaster
post office
Sergeant at Arms
Speaker pro tempore
Speaker; speakership
HUD (Department of Housing and Urban
Development)

|
ice age (see Ages)
imam
Independent Party; an Independent
Indians:
Absentee Shawnee
Alaska (see Native)
Eastern (or Lower) Band of Cherokee;
the band
Five Civilized Tribes; the tribes
Native Americans
Shawnee Tribe; the tribe
Six Nations (Iroquois Confederacy)
Initiative, Caribbean Basin; but strategic
defense initiative
Inquisition, Spanish; the Inquisition
inspector general
Institute, if part of name; capitalized
standing alone if referring to Federal
or international organization:
National Cancer; the Cancer Institute;
the Institute
National Institutes of Health; the
Institutes
of International Law; the Institute
Woman’s; the institute
Institution, if part of name; capitalized
standing alone if referring to
Federal unit:
Brookings; the institution
Carnegie; the institution
Smithsonian; the Institution
insular government; island government
intercoastal waterway (see waterway)
interdepartmental
interface
International Court of Justice; the Court
international:
banks (see Bank)
boundary
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dateline

law

Morse code (see Code)
Internet, Intranet
Interstate 95; I-95; the interstate
Intracoastal Waterway; the waterway (see

also waterway)

intrastate
Irish potato
Iron Curtain; the curtain
Islam; Islamic
Isthmian Canal (see Canal)
Isthmus of Panama; the isthmus

J

Japan Current (see Current)

Java (computer language)

Jersey cattle

Job Corps

Joint Chiefs of Staff; Chiefs of Staff

Joint Committee on Printing (see
Committee)

Journal clerk; the clerk

Journal (House or Senate)

Judge Advocate General, the

judge; chief judge; circuit judge; district
judge; but Judge Judy

judiciary, the

Justice; Justice Stevens, etc.

K

kaffiyeh (Arabic headdress)
King of England, etc.; the King
Koran, the; Koranic
Krugerrand

L

Laboratory, if part of name; capitalized
standing alone if referring to Federal
unit: Forest Products; the Laboratory;
but laboratory (non-Federal)

Lake: Erie, of the Woods, Great Salt; the
lake

Lane, if part of name: Maiden; the lane

Latter-day Saints
law, copyright law; Ohm’s, etc.
League, Urban; the league
Legion:
American; the Legion; a Legionnaire;
French Foreign; the legion
Legislative Assembly, if part of name:
of New York; of Puerto Rico, etc.; the
legislative assembly; the assembly
legislative branch, clerk, session, etc.
Legislature:
National Legislature (U.S. Congress);
the Legislature
Ohio Legislature; Legislature of Ohio;
the State legislature; the legislature
Letters Patent No. 378,964; but patent No.
378,964; letters patent
Liberal Party; a Liberal
Libertarian Party; a Libertarian
Liberty Bell; Liberty ship
Librarian of Congress; the Librarian
Library:
Army; the library
Harry S. Truman; the library
of Congress; the Library
Hillsborough Public; the library
Lieutenant Governor of Idaho, etc.; the
Lieutenant Governor
Light, if part of name; the light:
Boston
Buffalo South Pier Light 2; but light No.
2; light 2
but Massachusetts Bay lights
Lighthouse (see Light Station)
Lightship, if part of name; the lightship:
Grays Reef
North Manitou Shoal
Light Station, if part of name; the light
station; the station:
Minots Ledge
Watch Hill
Line(s), if part of name; the line(s):
Greyhound (bus)
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Holland-America (steamship)
Maginot (fortification)
line:
Mason-Dixon line or Mason and
Dixon’s line
State
listserv
Local:
Columbia Typographical Union,
Local 101
International Brotherhood of Electrical
Workers Local 180; but local No. 180
local time, local standard time (see time)
locator service
Loop, the (see cities)
Louisiana Purchase
Low Church
Lower, if part of name:
California (Mexico)
Colorado River Basin
Egypt
Peninsula (of Michigan)
lower:
48 (States)
House of Congress
Mississippi

M
Madam:
Chair
Chairman
Chairwoman
Magna Carta
Majesty, His, Her, Your; Their Majesties
Majority Leader Reid; Majority Leader
Hoyer; but the majority leader (U.S.
Congress)
Mall, The National; The Mall (District of
Columbia)
Mansion, Executive (see Executive)
map 3, A, I1, etc.; but Map 2, when part of
title: Map 2.—Railroads of Middle
Atlantic States

mariculture
Marine Corps; the corps:
Marines (the corps); but marines
(individuals)
Reserve; the Reserve
also a marine; a woman marine; the
women marines (individuals); soldiers,
sailors, coastguardsmen, and marines
Maritime Provinces (Canada) (see Province)
Marshal (see Supreme Court)
marshal (U.S.)
medals (see decorations)
Medicaid
MediCal
Medicare Act; Medicare plan
Medicare Plus
Medicare Program
Medigap
Member, if referring to Senator,
Representative, Delegate, or Resident
Commissioner of U.S. Congress; also
Member at Large; Member of
Parliament, etc.; but membership;
member of U.S. congressional
committee
Memorial:
Jefferson
Lincoln
Vietnam
WWII
Korean
Franklin D. Roosevelt etc.; the memorial
Merchant Marine Reserve; the Reserve;
but U.S. merchant marine; the
merchant marine
Metroliner
Metropolitan Washington, etc.; but
Washington metropolitan area
midcontinent region
Middle Ages (see Ages)
Middle Atlantic States
Middle East; Mideast; Mideastern; Middle
Eastern (Asia)
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Midwest (section of United States);
Midwestern States; but midwestern
farmers, etc.

Military Academy (see Academy)

Military Establishment (see Establishment)

milkshed, Ohio, etc. (region)

millennium

Minister Plenipotentiary; the Minister;
Minister Without Portfolio (see also
foreign cabinets)

Ministry (see foreign cabinets)

Minority Leader McConnell; Minority
Leader Boehner; but the minority
leader (U.S. Congress)

Mint, Philadelphia, etc.; the mint

minutemen (colonial)

missiles: capitalize such missile names as
Hellfire, Sparrow, Tomahawk, Scud,
Trident, etc.; but cruise missile, air-to-
air missile, surface-to-air missile, etc.

Mission, if part of name; the mission:

Gospel

but diplomatic mission; military mission;
Jones mission

Monument:

Bunker Hill; the monument

Grounds; the grounds (Washington
Monument)

National (see National)

Washington; the monument (District
of Columbia)

Mountain States

mountain time, mountain standard time
(see time)

Moving Pictures Experts Group (MPEG)

Mr. Chairman; Mr. Secretary; etc.

Mujahedeen

mullah

Museum, capitalize with name; the
museum:

Field
National
National Air and Space; the Air Museum

National Museum of the American
Indian

N

Nation (synonym for United States); but a
nation; nationwide; also French
nation, Balkan nations

Nation, Creek; Osage; etc.; the nation

nation, in general, standing alone

National, in conjunction with capitalized
name:

Academy of Sciences (see Academy)
and State institutions, etc.

Archives and Records Administration

Capital (Washington); the Capital; but
national capital area

Endowment for the Arts; the
Endowment

Gallery of Art; the National Gallery;
the gallery

Grange; the Grange

Guard, Ohio, etc.; Air National; the
National Guard; the Guard; a
guardsman; Reserve; but a National
Guard man; National Guardsman

Institute (see Institute)

Legislature (see Legislature)

Muir Woods National Monument etc.;
the national monument; the
monument

Museum (see Museum)

Naval Medical Center (Bethesda, MD)

Park, Yellowstone, etc.; Yellowstone Park;

the national park; the park

Treasury; the Treasury

War College

Woman’s Party

Zoological Park (see Zoological)
national:

agency check (NAC)

anthem, customs, spirit, etc.

British, Mexican, etc.

defense agencies
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stockpile
water policy
Native: Alaska; American; but Ohio native,
etc. (see Alaska)
Naval, if part of name:
Academy (see Academy)
Air Station (NAS) Patuxent River;
Pensacola; etc.
Base, Guam Naval; the naval base
Establishment (see Establishment)
Observatory (see Observatory)
Reserve; the Reserve; a reservist
Reserve Force; the force
Reserve officer; a Reserve officer
Shipyard (if preceding or following name):
Brooklyn Naval Shipyard; Naval
Shipyard, Brooklyn; but the naval
shipyard
Volunteer Naval Reserve
War College; the War College; the college
naval, in general sense:
command (see Command)
expenditures, maneuvers, officer,
service, stores, etc.
petroleum reserves; but Naval
Petroleum Reserve No. 2 (Buena
Vista Hills Naval Reserve); reserve
No. 2
navel orange
Navy, American or foreign, if part of name;
capitalized standing alone only if
referring to U.S. Navy:
Admiral of the; the admiral
Battle Force; the Battle Force; the force
Establishment; the establishment
Hospital Corps; hospital corpsman; the
corps
Regular
Seabees (construction battalion); a
Seabee
navy yard
Nazi; nazism
Near East (Balkans, etc.)

Negro (see African-American; Black)
network
New Deal; anti-New Deal
New England States
New Federalism
New Frontier
New World; but new world order
North:
Atlantic
Atlantic States
Atlantic Treaty (see Treaty)
Atlantic Treaty Organization (NATO)
(see Organization)
Equatorial Current (see Current)
Korea
Pole
Slope (Alaska)
Star (Polaris)
the North (section of United States)
north:
Africa
Ohio, Virginia, etc.
north-central region, etc.
Northeast corridor
northern Ohio
Northern States
northerner
Northwest Pacific
Northwest Territory (1799)
Northwest, the (section of the United States)
Northwest Washington (see cities)
Northwestern:
States
United States
numbers capitalized if spelled out as part of
aname:
Air Force One (Presidential plane)
Charles the First
Committee of One Hundred
Twenty-third Census (see Census)

o
Observatory, capitalized with name:
Astrophysical; the Observatory
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Lick; the observatory
(nongovernmental)

Naval; the Observatory
Occident, the; occidental
Ocean, if part of name; the ocean:

Antarctic

Arctic

Atlantic

North Atlantic, etc.

Pacific

South Pacific, etc.

Southwest Pacific, etc.
Oceanographer (the Hydrographer), Navy
Office, if referring to unit of Federal

Government; the Office:

Executive

Foreign and Commonwealth (U.K.)

Government Printing; the Printing

Office; the Office

Naval Oceanographic

of Chief of Naval Operations

of General Counsel

of Management and Budget

of Personnel Management

of the Secretary (Defense); Secretary’s

Office
Patent and Trademark
but New York regional office (including
branch, division, or section therein);
the regional office; the office
officer:

Army

Marine; but naval and marine officers

Navy; Navy and Marine officers

Regular Army; Regular; a Regular

Reserve
Old Dominion (Virginia)

Old South

Old World

Olympic Games; Olympiad; XXIX Olympic
Games

ombudsman, Maryland (State)

online

Operation Iraqi Freedom, Desert Storm
Order of Business No. 56 (congressional
calendar)
Ordnance:
Corps (see Corps)
Department; the Department
Organization, if part of name; capitalized
standing alone if referring to
international unit:
International Labour (ILO)
North Atlantic Treaty (NATO):
Chiefs of Staff
Committee of Defense Ministers
Council
Council of Foreign Ministers
Defense Committee
Military Committee
of American States (OAS)
Pact
Regional Planning Group; the Group
Standing Group; the Group
United Nations Educational, Scientific,
and Cultural Organization UNESCO)
Orient, the; oriental (see Asian)
Osama bin Laden
Outer Continental Shelf (see Continental)

P
Pacific (see also Atlantic):
Basin
coast
Coast (or slope) States
Northwest
rim
seaboard
slope
South
States
time, Pacific standard time (see time)
but cispacific; transpacific
pan-American games; but Pan American
Day
Pan American Union (renamed; see
Organization of American States)
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Panel, the Federal Service Impasses
(Federal), etc.; the Panel
Panhandle of Texas; Texas Panhandle; the
panhandle; etc.
papers, Woodrow Wilson, etc.; the papers;
but white paper
Parish, Caddo, etc.; but parish of Caddo
(Louisiana civil division); the parish
Park, Fairmount, etc.; the park (see also
National)
Park Police, U.S.; park policeman
Park, Zoological (see Zoological)
Parkway, George Washington Memorial;
the memorial parkway; the parkway
Parliament, Houses of; the Parliament
Parliamentarian (U.S. Senate or House)
part 2, A, I1, etc.; but Part 2, when part of
title: Part 2: Iron and Steel Industry
Party, if part of name; the party
Pass, Brenner, capitalized if part of name;
the pass
patent (see Letters Patent)
Peninsula Upper (Lower) (Michigan); the
peninsula
Penitentiary, Atlanta, etc.; the penitentiary
petrodollar
phase 2; phase I
Philippines, Republic of the
Pilgrim Fathers (1620); the Pilgrims; a
Pilgrim
Place, if part of name: Jefferson Place; the
place
Plains (Great Plains), the
plan:
Colombo
controlled materials
5-year
Marshall (European Recovery Program)
Planetarium, Fels, Hayden; the planetarium
Plant, Picatinny Arsenal; the plant; but
United States Steel plant
plate 2, A, 11, etc.; but Plate 2, when part of
title: Plate 2.—Rural Structures

Plaza, Union Station (Washington, DC);
the plaza
Pledge of Allegiance; the pledge
Pole: North, South; the pole; subpolar
Pole Star (Polaris); polar star
Police, if part of name; the police:
Capitol
Park, U.S.
White House
political action committee (PAC)
political parties and adherents (see specific
political party)
Pool, Northwest Power, etc.; the pool
Pope; but papal, patriarch, pontiff, primate
Port, if part of name; Port of Norfolk;
Norfolk Port; the port (see Authority)
Post Office, Chicago, etc.; the post office
P.O. Box (with number); but post office box
(in general sense)
Postmaster General
PostScript; but a postscript
Powers, if part of name; the powers (see
also alliances):
Allied (World Wars I and II)
Axis (World War I)
Western
but European powers
precinct; first, 10th precinct
Premier (see foreign cabinets)
Preserve, Sullys Hill, National Game
Presidency (office of the head of
Government)
President:
of the United States; the Executive; the
Chief Magistrate; the Commander
in Chief; the President-elect; ex-
President; former President; also
preceding name
of any other country; the President of
Federal or international unit
but president of the Norfolk Southern
Railroad; president of the Federal
Reserve Bank of New York



Capitalization Examples

69

Presidential assistant, authority, order,
proclamation, candidate, election,
timber, year, etc.

Prime Minister (see foreign cabinets)

Prison, New Jersey State; the prison

Privy Council, Her Majesty’s (see Council)

Prize, Nobel, Pulitzer, etc.; the prize

Proclamation, Emancipation; Presidential
Proclamation No. 24; Proclamation
No. 24; the proclamation; but
Presidential proclamation

Program, if part of name:

European Recovery

Food for Peace

Fulbright

Head Start

Mutual Defense Assistance

Social Security

but universal military training;
government bailout

Progressive Party; a Progressive

Project:

Gutenberg
Manbhattan
Vote Smart

Proposition 13

Prosecutor; Special Prosecutor (Federal)

Province, Provincial, if referring to an
administrative subdivision: Ontario
Province; Province of Ontario;
Maritime Provinces (Canada); the
Province

Proving Ground, Aberdeen, etc.; the
proving ground

Public Law; Public Law 110-161, etc.

Public Printer; the Government Printer; the
Printer

public utility district (see District)

Pueblo, Santa Clara; the pueblo

Purchase, Gadsden, Louisiana, etc.

Puritan; puritanical

Pyrrhic victory

Q
Quad Cities (Davenport, Rock Island,
Moline, East Moline, and Bettendorf)

query
queue

R
Radio Free Europe/Radio Liberty
Railroad, Alaska; the Railroad
Ranch, King, etc.; the ranch
Range, Cascade, etc. (mountains); the range
Rebellion, if part of name; the rebellion:
Boxer
Whisky
Reconstruction period (post-Civil War)
Red army
Red Cross, American (see American)
Reds, the; a Red (political)
Reformatory, Michigan; the reformatory
Refuge, Blackwater National Wildlife, etc.;
Blackwater Refuge; the refuge
region, north-central, etc.; first region, 10th
region; region 7; midcontinent
Regular Army, Navy; a Regular (see also
officer)
regulation:
greenhouse gas
W (see also Federal Reserve Board)
but Veterans Entitlements Regulations
religious terms:
Baha’i
Baptist
Brahman
Buddhist
Catholic; Catholicism; but catholic
(universal)
Christian
Christian Science
Evangelical United Brethren
Hindu; Hinduism
Islam; Islamic
Jewish
Latter-day Saints
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Muslim: Shiite; Sunni
New Thought
Protestant; Protestantism
Scientology
Seventh-day Adventists
Seventh-Day Baptists
Sikh
Zoroastrian
Renaissance, the (era)
Report, if part of name (with date or

number); the annual report; the report:

2007 Report of the Chief of the Forest
Service

9/11 Commission Report

Annual Report of the Secretary of
Defense for the year ended
September 30, 2008

Grace Commission report

President’s Economic Report; the
Economic Report

Railroad Retirement Board Annual
Report, 2007; but annual report of the
Railroad Retirement Board

Report No. 31

United States Reports (publication)

Reporter, the (U.S. Supreme Court)

Representative; Representative at Large
(U.S. Congress); U.N.

Republic, capitalized if part of name;
capitalized standing alone if referring
to a specific government:

Czech

French

Irish

of Bosnia and Herzegovina

of Panama

of the Philippines

Slovak (Slovakia)

United States

also the American Republics; South
American Republics; the Latin
American Republics; the Republics

Republican Party; a Republican

Reservation (forest, military, or Indian), if

part of name; the reservation:
Hill Military
Standing Rock

Reserve, if part of name; the Reserve (see
also Air Force; Army Corps; Coast
Guard; Foreign Service; Marine
Corps; Merchant Marine; Naval;
National Guard):

Active
Air Force
Army
bank (see Bank)
Board, Federal (see Federal)
city (see Bank)
components
Enlisted
Establishment
Inactive
Naval
officer
Officers’ Training Corps
Ready
Retired
Standby
Strategic
Reserves, the; reservist
Resolution, with number; the resolution:
House Joint Resolution 3
Senate Concurrent Resolution 18
War Powers Resolution (short title)
but Tonkin resolution

Revised Statutes (U.S.); Supplement to the
Revised Statutes; the statutes; Statutes
at Large (U.S.)

Revolution, Revolutionary (if referring to
the American, French, or English
Revolution) (see also War)

rim; the Pacific rim

Road, if part of name: Benning; the road

Roman numerals, common nouns used
with, not capitalized:

book IT; chapter II; part IT; etc.
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but Book II: Modern Types (complete
heading); Part XI: Early Thought
(complete heading)
Route 66, State Route 9 (highways)
rule 21; rule XXT; but Rule 21, when part of
title: Rule 21: Renewal of Motion
Rules:
of the House of Representatives; but rules
of the House; House rule X
Standing Rules of the Senate
(publication); but rules of the Senate
also Commission rules

S
Sabbath; Sabbath Day
savings bond (see bond)
schedule 2, A, 11, etc.; but Schedule 2, when
part of title; Schedule 2: Open and
Prepay Stations
School, if part of name; the school:
any school of U.S. Armed Forces
Hayes
Pawnee Indian
Public School 13; P.S. 13
school district (see District)
Scriptures; Holy Scriptures (the Bible)
Seabees (see Navy)
seaboard, Atlantic, eastern, etc.
seasons:
autumn (fall)
spring
summer
winter
seaway (see geographic terms; Authority;
Corporation)
Second World War (see War)
Secretariat (see United Nations)
Secretaries of the Army and the Navy; but
Secretaries of the military
departments; secretaryship
Secretary, head of national governmental
unit:
of Defense; of State; etc.; the Secretary

of State for Foreign Affairs (British); for
the Commonwealth, etc.; the
Secretary
of the Smithsonian Institution; the
Secretary
also the Assistant Secretary; the
Executive Secretary
Secretary General; the Secretary General:
Organization of American States
United Nations
section 2, A, 11, etc.; but Section 2, when
part of title: Section 2: Test
Construction Theory
Selective Service (see Service; System)
Senate (U.S.), titles of officers standing
alone capitalized:
Chaplain
Chief Clerk
Doorkeeper
Official Reporter(s)
Parliamentarian
Postmaster
President of the
President pro tempore
Presiding Officer
Secretary
Sergeant at Arms
Senate, Ohio (State); the senate
Senator (U.S. Congress); but lowercased if
referring to a State senator, unless
preceding a name
senatorial
Sergeant at Arms (U.S. Senate or House)
Sermon on the Mount
server
Service, if referring to Federal unit; the
Service:
Extension
Federal Mediation and Conciliation
Fish and Wildlife
Foreign (see Foreign Service)
Forest
Internal Revenue
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Marshals

National Park

Natural Resources Conservation

Postal

Secret (Homeland Security)

Selective (see also System); but selective
service, in general sense; selective
service classification 1-A, 4-F, etc.

Senior Executive

service:

airmail

Army

city delivery

consular

customs

diplomatic

employment (State)

extension (State)

general delivery

naval

Navy

parcel post

postal field

rural free delivery; rural delivery; free
delivery

special delivery

star route

Shelf, Continental (see Continental)
ship of state (unless personified)
Sister(s) (adherent of religious order)
Six Nations (see Indians)
Smithsonian Institution (see Institution)
Social Security Administration (U.S.),
application, check, number, pension,
trust fund, system, etc.
Socialist Party; a Socialist
Society, if part of name; the society:
American Cancer Society, Inc.
of the Cincinnati

soil bank

soil orders:
Alfisols Aridisols
Andisols Entisols

Chapter 4
Gelisols Oxisols
Histosols Spodosols
Inceptisols Ultisols
Mollisols Vertisols

Soldiers’ Home; the soldiers’ home; (see
Armed Forces Retirement Home)
Solicitor for the Department of Labor, etc.;
the Solicitor
Solicitor General (Department of Justice)
Son of Man (Christ)
Sons of the American Revolution
(organization); a Son; a Real Son
South:
American Republics (see Republic)
American States
Atlantic
Atlantic States
Deep South (U.S.)
Korea
Midsouth (U.S.)
Pacific
Pole
the South (section of United States);
Southland
Southeast Asia
southern California, southeastern
California, etc.
Southern States
Southern United States
southerner
Southwest, the (section of United States)
space shuttle; the shuttle
space station
Spanish-American War (see War)
Speaker of the House of Representatives;
the Speaker
special agent
specialist
Special Order No. 12; Special Orders, No.
12; a special order
Spirit of *76 (painting); but spirit of 76 (in
general sense)
Sputnik
Square, Lafayette, etc.; the square
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Staff, Foreign Service (see Foreign Service);
Air (UK)
standard time (see time)
Star of Bethlehem
Star-Spangled Banner (see flag)
State:
Champion
government
legislature (see Legislature)
line, Iowa; Ohio-Indiana, etc.
New York
of Israel
of Maryland
of the Union Message/Address
of Veracruz
out-of-State (adjective); but out-of-stater
prison
Vatican City
state:
church and
of the art: state-of-the-art technology
welfare
also downstate, instate, multistate,
statehood, statehouse, stateside,
statewide, substate, tristate, upstate
State’s attorney
state’s evidence
states’ rights
States:
Arab
Balkan
Baltic
East North Central
East South Central
Eastern; but eastern industrial States
Eastern Gulf
Eastern North Central, etc.
Far Western
Gulf; Gulf Coast
Lake
Latin American
lower 48
Middle

Middle Atlantic
Middle Western
Midwestern
Mountain
New England
North Atlantic
Northwestern, etc.
Organization of American
Pacific
Pacific Coast
rights
South American
South Atlantic
Southern
the six States of Australia; a foreign state
Thirteen Original; original 13 States
Western; but western Gulf; western
farming States
Station, if part of name; the station; not
capitalized if referring to surveying
or similar work:
Air Force base
Grand Central
Naval Air Engineering
television station WSYR-TV
Union; Union Depot; the depot
WAMU station; station WMAL; radio
station WSM; broadcasting station
WJSV
station 9; substation A
Statue of Liberty; the statue
Statutes at Large (U.S.) (see also Revised
Statutes)
Stealth: bomber, fighter
Stockpile, Strategic National
stone age (see Ages)
storage facility
Stream, Gulf (see Gulf; geographic terms)
Street, if part of name; the street:
I Street (not Eye Street)
110th Street
U Street (not You Street)
subcommittee (see Committee)
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subtropical, subtropic(s) (see tropical)
summit meeting; Earth summit
Sun; a sun
Super Bowl
Superfund; the fund
Superintendent, if referring to head of
Federal unit; the Superintendent:
of Documents (Government Printing
Office)
of the Naval (or Military) Academy
Supplement to the Revised Statutes (see
Revised Statutes)
Supreme Bench; the Bench; also High
Bench; High Tribunal
Supreme Court (U.S.); the Court; also High
Court; titles of officers standing alone
capitalized:
Associate Justice
Chief Justice
Clerk
Marshal
Reporter
but Ohio Supreme Court; the supreme
court
Surgeon General, the (Air Force, Army,
Navy, and Public Health Service)
Survey, if part of name of Federal unit; the
Survey: Geodetic; Geological
System, if referring to Federal unit; the
System:
Federal Home Loan Bank; the System
Federal Reserve; the System
National Forest; the System
National Highway; Interstate Highway;
the System
National Park; the System
National Trails; the System
National Wild and Scenic Rivers; the
System
Regional Metro System; Metro system
Selective Service (see also Service)
State and National forests
but Amtrak railway system; Amtrak
system; the system

also Federal land bank system

T

table 2, IT, A, etc.; but Table 2, when part of
title: Table 2: Degrees of Land
Deterioration

task force (see Force)

Team, USAREUR Technical Assistance,
etc.; the team

television station (see Station)

Telnet

Ten Commandments

Territorial, if referring to a political
subdivision

Territory:

Northwest (1799); the territory

Trust Territory of the Pacific Islands;

Pacific Islands Trust Territory; the trust
territory; the territory

Yukon, Northwest Territories; the
Territory(ies), Territorial (Canada)

but territory of: American Samoa, Guam,
Virgin Islands

The, part of name, capitalized:

The Dalles; The Gambia; The Hague;
The Weirs; but the Dalles Dam; the
Dalles region; the Federal Bulletin
Board; the Hague Conference; the
Weirs streets

but the Adjutant General; the National
Archives; the Archives; the Times; the
Mermaid; the Federal Express

Third World

Thirteen American Colonies, etc. (see
Colonies)

Thirteen Original States

Thruway, New York State; the thruway

time:

Alaska, Alaska standard

Atlantic, Atlantic standard

central, central standard

eastern, eastern daylight, eastern daylight
saving (no s), eastern standard

Greenwich mean time (GMT)
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Hawaii-Aleutian standard
local, local standard
mountain, mountain standard
Pacific, Pacific standard
universal
title 2, II, A, etc.; but Title 2, when part of
title: Title 2: General Provisions
Tomb:
Grant’s; the tomb
of the Unknowns; of the Unknown
Soldier; Unknown Soldier’s Tomb;
the tomb (see also Unknown Soldier)
Tower, Eiffel, etc.; the tower
Township, Union; township of Union
trade names and trademarks:

Blu-Ray TiVo

Coca-Cola U-Haul

Dr Pepper UNIX
Hersheypark VISA

iPod WebTV

iTunes Yahoo!
MasterCard ZIP Code (Postal)

Trade Representative (U.S.)

transatlantic; transpacific; trans-Siberian,
etc.; but Transjordan; Trans-Alaska

Treasurer, Assistant, of the United States;
the Assistant Treasurer; but assistant
treasurer at New York, etc.

Treasurer of the United States; the Treasurer

Treasury notes; Treasurys

Treasury, of the United States; General;
National; Public

Treaty, if part of name; the treaty:

Jay Treaty

North Atlantic; North Atlantic Defense
of Versailles

but treaty of 1919

triad

tribe (see Indians)

Tribunal, standing alone capitalized only in
minutes and official reports of a
specific arbitration; also High
Tribunal; the Tribunal (Supreme
Court)

Tropic of Cancer, of Capricorn; the Tropics

tropical; neotropic, neotropical, sub-
tropic(s), subtropical

Trust, Power, etc.

trust territory (see Territory)

Tunnel, Lincoln, etc.; the tunnel; but
irrigation, railroad, etc., tunnel
Turnpike, Pennsylvania, etc.; the turnpike

Twin Cities (Minneapolis and St. Paul)

U
U-boat
Under Secretary, if referring to officer of
Federal Government; the Under
Secretary:
of Agriculture
of State
of the Treasury
Uniform Code of Military Justice (see Code)
Union (if part of proper name; capitalized
standing alone if synonym for United
States or if referring to international
unit):
Columbia Typographical
European
Pan American (former name; see
Organization of American States)
Station; but union passenger station;
union freight station
Teamsters Union; the Teamsters; the
union; also the Auto Workers, etc.
Universal Postal; the Postal Union
Western (see alliances)
Woman’s Christian Temperance
but a painters union; printers union
United Nations:
Charter; the charter
Educational, Scientific, and Cultural
Organization (UNESCO) (see
Organization)
Food and Agriculture Organization
(FAO)
General Assembly; the Assembly
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International Children’s Emergency
Fund (UNICEF)
International Court of Justice; the Court
Permanent Court of Arbitration (see
Court)
Secretariat, the
Secretary General
Security Council; the Council
World Employment Conference
World Health Organization (WHO);
the Organization
universal:
military training (see Program)
time (see time)
University, if part of name: Stanford; the
university
Unknown Soldier; Unknown of World War
1I; World War II Unknown;
Unknown of Korea; Korea
Unknown; the Unknowns (see also
Tomb)
Upper, if part of name:
Colorado River Basin
Egypt
Peninsula (of Michigan)
but upper House of Congress
U.S.S.R. (former Union of Soviet Socialist
Republics)

\'}

Valley, Shenandoabh, etc.; the valley; but the
valleys of Virginia and Maryland

V-E Day; V-] Day; V-chip

veteran, World War I[; Vietnam

Veterans Affairs, Department of (see
Department)

Vice Chairman, etc. (same as Chairman)

vice consul, British, etc.

Vice President (same as President)

Voice of America; the Voice

volume 2, A, T1, etc.; but Volume 2, when
part of title; Volume 2: Five Rivers in
America’s Future

w
War, if part of formal name:
Between the States
Civil
First World War; World War I; World
War; Great War; Second World War;
World War II
for Independence (1776)
French and Indian (1754-63)
Mexican
of 1812
of the Rebellion; the rebellion
on Crime
on Drugs
on Poverty
on Terrorism, Global
Revolutionary; of the Revolution; the
Revolution
Seven Years’
Six-Day (Arab-Israeli)
Spanish-American
the two World Wars
also post-World War II
war, descriptive or undeclared:
cold, hot
European
French and Indian wars
Indian
Korean
Persian Gulf; gulf
third world; world war III
Vietnam
with Mexico
War College, National (see College)
War Mothers (see American)
ward 1, 2, etc.; first, 11th, etc.
Washington’s Farewell Address
water district (see District)
waterway, inland, intercoastal, etc.; but
Intracoastal Waterway
Web:
page
site
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Week, Fire Prevention; etc.
welfare state
West:
Bank (Jordan)
Coast (Africa); but west coast (U.S.)
End, etc. (section of city)
Europe (political entity)
Far West; Far Western States
Florida (1763-1819)
Middle (United States); Midwest
South Central States, etc.
the West (section of United States; also
world political entity)
west, western Pennsylvania
Western:
bloc
civilization
countries
Europe(an) (political entity)
Hemisphere; the hemisphere
ideas
Powers
States
United States
World
but far western; western farming States
(US)
westerner
Whip, Majority; Minority
Whisky Rebellion (see Rebellion)
White (see Caucasian)
White House:
Blue Room
East Room
Oval Office
Police (see Police)
Red Room
Rose Garden
State Dining Room
white paper, British, etc.
Wilderness, capitalized with name; San
Joaquin Wilderness, CA; the

wilderness; but the Wilderness
(Virginia battlefield)
Wood, if part of name:
Belleau
County
Fort Leonard
World: New, Old, Third; but free world
World Bank; the Bank
World Series
World War (see War)
World War II veteran
World Wide Web (WW W), the Web

X
x ray (note: no hyphen)

Y

year, calendar, fiscal

Your Excellency; Your Honor; Your
Majesty; etc.

Youth Corps; the Corps

V4
Z1P Code number; ZIP+4
7.39.50
Zone, if part of name; the zone:
British (in Germany)
Canal (Panama)
Eastern, Western (Germany)
Frigid
Hot (infectious area)
of Interior (see Command)
Temperate, Torrid; the zone
U.S. Foreign Trade; Foreign
Trade Zone; but the foreign trade
zone, free trade zone
zone:
Arctic
eastern standard time
no-fly
polar
tropical
Zoological Park (National); the zoo;
the park






5. Spelling
(See also Chapter 7 “Compounding Examples” and Chapter 9 “Abbreviations and Letter Symbols”)

5.1. GPO uses Webster’s Third New International Dictionary as its
guide for the spelling of words not appearing in the GPO STYLE
MaNUAL. Colloquial and dialect spellings are not used unless re-
quired by the subject matter or specially requested. The tendency
of some producers of computer-assisted publications to rely on the
limited capability of some spell-checking programs adds impor-
tance to this list.

Preferred and difficult spellings

5.2. In addition to indicating the preferred forms of words with variant
spellings, the list also contains other words frequently misspelled or
causing uncertainty. (See also “Word Division,” a supplement to the
GPO STYLE MANUAL.)

A adjurer all right aqueduct

abattoir adjuster altogether archaeology

aberration ad nauseam (completely) arrester

abetter adviser all together artifact

abettor (law) advisor (law) (collectively) artisan

abridgment adz aluminum ascendance, -ant

absorb (take in) aegis ambidextrous ascent (rise)

adsorb (adhesion) | aesthetic amoeba assent (consent)
abysmal affect (influence, v.) ampoule assassinate

a cappella effect (result, analog athenaeum

accede (yield) finish, n., v.) analogous attester

exceed (surpass) afterward(s) anemia autogiro

accepter afterword anesthetic awhile (for some

acceptor (law) aging aneurysm time)

accessory aid (n., v.) anomalous a while (a short

accommodate aide anonymous time)

accordion aide-de-camp antediluvian ax

accouter albumen (egg) antib.io.tic.s (n.) . aye

accursed albumin antibiotic (adj.)

acetic (acid) (chemistry) anyway (adv.) B

ascetic (austere) align anywise (adv.) backward
acknowledgment allottee appall, -ed, -ing baloney (nonsense)
acoustic all ready (prepared) | appareled, -ing bologna (sausage)
adapter already (previous) | aquatic bandanna
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bargainer butadiene casual (informal) compliment
bargainor (law) causal (cause) (praise)
baritone c catalog, -ed, -ing confectionery
bark (boat) caffeine cataloger confidant (masc.,
barreled, -ing calcareous catsup fem.)
bastille calcimine caviar confident (sure)
bathyscaph caldron caviled, -er, -ing confirmer
battalion calendar center confirmor (law)
bazaar (event) Calel?der (paper centipede conjurer
bizarre (strange on ﬁ.msh) centrifugal connecter
absurd) caliber cesarean connector (road)
behoove caliper chairmaned connoisseur
beneficent calk (spike) chaise longue consecrator
benefited, -ing ca.ulk (seal) chancellor Cons.ensus
bettor (wagerer) calligraphy channeled, -ing consignor
beveled, -ing callus (n.) chaperon consulter
biased, -ing callous (adj.) chautauqua consummate
blessed calorie chauvinism contradicter
bloc (group) canceled, -ing chiffonier control, -lable, -ling
block (grants) cancellation chile con carne converter
blond (masc., fem.) candor chili (pepper) COHV?YOY
bluing canister chiseled, -ing c00k1e.
born (birth) cannot chlorophyll cornetist
borne (carried) canoeing cigarette corollary
bouillon (soup) cantaloupe citable COrvet'te
bullion (metal) canvas (cloth) cite (quote) counc11911' (of
boulder canvass (solicit) site (place) zzsz;l)or
bourgeoisie CaPitfl (city, @9ney) clamor (adviser)
breach (gap) capitol (building) | Jimactic (climax) counseled, -ing

breech (lower part)
brier
briquet, -ted, -ting
Britannia
broadax
bronco
brunet (masc., fem.)
buccaneer
buncombe
bunion
bur
burned

bus, bused, buses,
busing

carabao (sing., pl.)
carat (gem weight)
caret (omission
mark)
karat (gold weight)
carbureted, -ing
carburetor
Caribbean
caroled, -ing
carotene
carrot
cartilage
caster (roller)
castor (oil)

climatic (climate)
cocaine
coconut
cocoon
coleslaw
colloquy
colossal
combated, -ing
commenter
commentor (law)
commingle
commiserate

complement
(complete)

cozy
crawfish
creneled, -ing
crystaled, -ing
crystalline
crystallize
cudgeled, -ing
cyclopedia
czar

D

darndest
debarkation
decaffeinated
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decalogue
defense
deliverer
deliveror (law)
demagogue
demarcation
dependent
descendant (n., adj.)
desecrater
desiccate
desuetude
(suspended)
destitute (bereft)
detractor
develop, -ment
device (contrivance)
devise (convey)
dextrous (syllable
division)
diaeresis
diaeretic
diuretic (water pill)
diagramed, -ing
diagrammatic
dialed, -ing
dialogue
dialysis
diaphragm
diarrhea
dickey
dietitian
diffuser
dike
dilettante
dinghy (boat)
diphtheria
discreet (prudent)
discrete (distinct)
disheveled, -ing
disk
dispatch
dissension
distention

distill, -ed, -ing,
-ment
distributor
diverter
divorcee
doctoral
doctrinaire
doggerel
dossier
doweled, -ing
downward
dreadnought
dreamed
drought
dueled, -ing
duffelbag
dullness
dumfound
dwelt
dyeing (coloring)
dying (death)

E

eastward

ecstasy

edema

edgewise

electronics (n.)
electronic (adj.)

eleemosynary

elicit (to draw)
illicit (illegal)

embarrass

embed

embellish

emboweled, -ing

emboweler

emigrant (go from)
immigrant (go

into)

emigree

eminent (famous)
imminent (soon)

employee

enameled, -ing
encage
encase
encave
enclasp
enclose
enclosure
encumber
encumbrance
encyclopedia
endorse, -ment
endwise
enfeeble
enforce, -ment
engraft
enroll, -ed, -ing,
-ment
enshade
ensheathe
ensnare
ensure (guarantee)
insure (protect)
entrench
entrepreneur
entrust
entwine
envelop (v.)
envelope (n.)
enwrap
eon
epaulet, -ed, -ing
epiglottis
epilogue
equaled, -ing
erysipelas
escallop
escapable
esophagus
etiology
evacuee
evanescent
eviscerate
evocative

exhibitor

exhilarate

exonerate

exorbitant

expellant

exposé (n.,

exposure)
expose (v., to lay
open)

exsiccate

extant (in existence)
extent (range)

extoll, -ed, -ing

eying

eyrie

F

fantasy

farther (distance)
further (degree)

favor

fecal

feces

fetal

fetish

fetus

fiber

fiche (microfiche)

filigree

finable

finagle

financier

fjord

flammable (not
inflammable)

flection
fledgling
flexitime
flier

flotage
flotation
fluorescent
focused, -ing
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folderal graveled, -ing impasse jujitsu
forbade gray imperiled, -ing juxtaposition
forbear (endurance) | grievous impostor K
forebear (ancestor) groveled, -ing impresario Karat
foresee gruesome imprimatur kerneled, -ing
forgettable guarantee (., v.) inculcate kerosene,
forgo (relinquish) guaranty (n.,law) | indict (to accuse) kidnapped, -in
forego (precede) guerrilla (warfare) indite (to compose) Kidnapper »-1ng
format, fqrmatted, gorilla (ape) inequity (unfairness) Kilo rzl:n
formatting guesstimate iniquity (sin) knagsack
for swear guttural inferable ko Ek
fortissimo p— infold . p
forward (ahead) ingenious (skillful) umquat
foreword (preface) | H ingenuous (simple) | L
fricassee hallelujah innocuous labeled, -ing
fuchsia hara-kiri innuendo lacquer
fueler harass inoculate landward
fulfill, -ed, -ing, harebrained inquire, inquiry lath (wood)
-ment healthful (for install, -ed, -ing, lathe (machine)
fulsome health) -ment laureled
fungus (n., adj.) healthy (with installation leukemia
funneled, -ing health) instill, -ed, -ing leveled, -ing
furor heinous insure (protect) leveler
fuse (all meanings) hemoglobin ensure (guarantee) | [iaple (responsible)
fuselage hemorrhage intelligentsia libel (legal)
fusillade héterogeneous interceptor liaison
: ||
; JaiD 1 Jibeled, -in
ga%ety hijack intern libel e
gaily homeopath intervener .
gelosh homogeneity intervenor (law) l%beler
i license
gamboled, -ing homologue intransigent (n.,adj) | .
garrote hors d’oeuvre iridescent 1c.enser (issuer)
gauge hypocrisy talic . hce?nsor (grantor)
gazetteer hypotenuse l%cor 1ce
gelatin J likable
genealogy | jalopy lilliputian
generalissimo idiosyncrasy jalousie linage (lines)
germane idle (inactive) jerry-(built) lineage (descent)
glamorous idol (statue) jury-(rigged) liquefy
glamour idyll jeweled, -ing, -er liquor
glycerin imminent (soon) jewelry liqueur
gobbledygook eminent (famous) | judgeship liter
goodbye impaneled, -ing judgment livable
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loath (reluctant)
loathe (detest)

lodestar

lodestone

lodgment

logistics (n.)
logistic (adj.)

louver

luster

lyonnaise

M

madam

Mafia

maim

maize (corn)
maze (labyrinth)

maneuver

manifold

manikin (dwarf)

mannequin (model)

mantel (shelf)
mantle (cloak)

marbleize

marijuana

marshaled, -ing

marshaler

marveled, -ing

marvelous

material (goods)
materiel (military)

meager

medaled, -ing

medalist

medieval

metaled, -ing

metalize

meteorology
(weather)

metrology
(weights and
measures)

meter

mil (Y1000 inch)
mill (Y000 dollar)

mileage

miliary
(tuberculosis)

milieu

milk cow

millenary (1,000)
millinery (hats)

millennium

minable

missilery

misspell

miter

moccasin

modeled, -ing

modeler

mold

mollusk

molt

moneys

monogramed, -ing

monologue

mortise

movable

mucilage

mucus (n.)
mucous (adj.)

Muslim

mustache

N
naphtha
Navajo
nazism
neophyte
niacin
nickel
niter
nonplused
northward
Novocain
(trademark)

novocaine
(anesthetic)
numskull

(o)

obbligato

obloquy

ocher

octet

offal

offense

omelet

ophthalmology

opossum

orangutan

orbited, -ing

ordinance (law)
ordnance

(military)
organdy

overseas or oversea

P
pajamas
paleontology
paneled, -ing
paraffin
paralleled, -ing
parallelepiped
parceled, -ing
partisan
pastime
patrol, -led, -ling
peccadillo
pedant (n.)
pedantic (adj.)
peddler
penciled, -ing
pendant (n.)
pendent (u.m.)
percent
peremptory
(decisive)
preemptory
(preference)

perennial

periled, -ing

permittee

perquisite (privilege)
prerequisite

(requirement)

personal (individual)
personnel (staff)

perspective (view)
prospective

(expected)

petaled, -ing

pharaoh

pharmacopeia

phoenix

phlegm

phony

phosphorus (n.)
phosphorous (adj.)

photostated

pickax

picnicking

pipet

plaque

plastics (n.)
plastic (adj.)

pledger
pledgor (law)

plenitude

pliers

plow

poleax

pollination

pommeled, -ing

pontoon

porcelaneous

practice (n., v.)

precedence
(priority)
precedents (usage)

prerogative

pretense

preventive
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principal (chief) reinforce sewage (waste) stifling
principle relater sewerage (drain stratagem
(proposition) relator (law) system) stubbornness
privilege remodeler sextet stultify
proffer renaissance Shakespearean stupefy
programmatic reparable shellacking subpoena, -ed
programmed, -mer, repellant (n.) shoveled, -ing subtlety
-ming repellent (adj.) shriveled, -ing succor
prologue requester sideward sulfur (also
promissory requestor (law) signaled, -ing derivatives)
pronunciation rescission siphon sulfanilamide
propel, -led, -ling responder site (place) sulfureted, -ing
propellant (n.) (electronics) cite (quote) supererogation
propellent (adj.) responser sizable surfeit
prophecy (n.) (electronics) skeptic surreptitious
prophesy (v.) reveled, -er, -ing skillful surveillance
ptomaine rhyme, rhythmic skulduggery swiveled, -ing
pubic (anatomy) RIFing, RIFed, RIFs | leight (deft) sylvan
pulmotor rivaled, -ing slight (meager) synonymous
pusillanimous roweled, -ing smolder syrup
ruble sniveled, -ing
Q T
snorkel
quarreled, -ing S soliloquy taboo
quartet saccharin (n.) sometime tactician
quaternary saccharine (adj.) (formerly) tasseled, -ing
questionnaire sacrilegious some time (some tattoo
queue salable time ago) taxied, -ing
sandaled, -ing some times (at technique
R savable times) teetotaler
raccoon savanna southward tercentenary
racket (all meanings) | savior spacious (space) theater
rapprochement Saviour (Christ) specious therefor (for it)
rarefy scalloped, -ing (deceptive) therefore (for that
rarity schizophrenia specter reason)
ratable scion (horticulture) | spirituous (liquor) thiamine
rational (adj.) scurrilous spirochete thralldom
rationale (n.) seismology spoliation thrash (beat)
rattan selvage (edging) stationary (fixed) thresh (grain)
raveled, -ing salvage (save) stationery (paper) | threshold
reconnaissance sentineled, -ing statue (sculpture) tie, tied, tying
reconnoiter separate (v., adj.) stature (height) timber (wood)
recyclable sepulcher statute (law) timbre (tone)
referable seriatim staunch tinseled, -ing
refuse settler stenciled, -ing titer
registrar settlor (law) stenciler tonsillitis




Spelling

85

tormenter
totaled, -ing
toward
toweled, -ing
toxemia
trafficking
trammeled, -ing
tranquilize(r)
tranquillity
transcendent
transferable
transferor
transferred
transonic

transponder
(electronics)

transshipment
traveled, -ing
traveler
travelogue

Anglicized and foreign words

triptych
trolley
troop (soldiers)
troupe (actors)
troweled, -ing
tryptophan
tularemia
tunneled, -ing
tunneler
turquoise
typify
tyrannical
tyro

V)
unctuous
unwieldy
upward
uremia
usable

v
vacillate
valance (drape)

valence
(chemistry)

veld

veranda
vermilion
vicissitude
victualed, -ing
victualer
vilify

villain

visa, -ed, -ing
vitamin
vitrify
volcanism
voluntarism
votable

vying

w

wainscoting

warranter

warrantor (law)

warranty

weeviled, -ing

welder

westward

whimsy

whiskey, -s
willful
withe

woeful

WOO.
WOO.

len
lly

worshiped, -er, -ing

5.3.  Diacritical marks are not used with anglicized words.

A

abaca

aide memoire
alacarte
alaking
alamode
angstrom
aperitif
applique
apropos
auto(s)-da-fe

B

blase
boutonniere
brassiere

C
cabana
cafe

cafeteria
caique
canape
cause celebre
chateau
cliche
cloisonne
comedienne
comme ci
comme ca
communique
confrere
consomme
cortege
coulee
coup de grace
coup d’etat
coupe
creme
crepe

crepe de chine
critique
critiquing

D

debacle
debris

debut
debutante
decollete
dejeuner
denouement
depot
dos-a-dos

E
eclair
eclat
ecru
elan

elite

entr

€eC

etude

F

facade

faience

faux pas

fete

fiance (masc., fem.)

frap

G

pe

garcon

glace

grill

(S

gruyere

H

habitue
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I moire portiere seance
ingenue pousse cafe senor
N .
J naive premiere smorgasbord
jardiniere naivete protege (masc., fem.) | goiree
L nee puree souffle
laissez faire R suede
) o 1
litterateur rale T
opera bouffe recherche
M . opera comique regime table d’hote
materiel : tete-a-tete
matinee P risque :
. | tragedienne
melange papier mache role
melee piece de resistance rotisserie Vv
menage pleiade roue vicuna
mesalliance porte cochere S vis-a-vis
metier porte lumiere saute
5.4. Foreign words carry the diacritical marks as an essential part of
their spelling.
al'américaine chargé d’affaires entrepdt passé (masc., fem.)
attaché congé exposé paté
béton crédit foncier longéron pere
blessé crédit mobilier manana pina
caleche curé maté précis
canada déjavu mere raisonné
cafion détente nacré résumé
chargé dona outré touché

Plural forms

5.5.  Nouns ending in 0 immediately preceded by a vowel add s to form
the plural; nouns ending in o preceded by a consonant add es to
form the plural, except as indicated in the following list.

albinos
armadillos
avocados
banjos
cantos
cascos
centos
didos
duodecimos
dynamos
escudos

falsettos
gauchos
ghettos
halos
indigos
infernos
juntos
kimonos
lassos
magnetos
mementos

merinos
mestizos
octavos
octodecimos
pianos
piccolos
pomelos
provisos
quartos
salvos

sextodecimos
sextos
siroccos
solos
tangelos
tobaccos
twos

tyros
virtuosos
Z€ros
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5.6. When a noun is hyphenated with an adverb or preposition, the plu-
ral is formed on the noun.

comings-in hangers-on markers-up
fillers-in listeners-in passers-by
goings-on lookers-on swearers-in

5.7. When neither word is a noun, the plural is formed on the last word.
also-rans go-betweens run-ins
come-ons higher-ups tie-ins

5.8. In forming the plurals of compound terms, the significant word

takes the plural form.

Significant word first:
adjutants general
aides-de-camp
ambassadors at large
attorneys at law
attorneys general
billets-doux
bills of fare
brothers-in-law
chargés d’affaires
chiefs of staff
commanders in chief
comptrollers general
consuls general
courts-martial
crepes suzette
daughters-in-law
governors general
grants-in-aid
heirs at law
inspectors general
men-of-war
ministers-designate
mothers-in-law
notaries public
pilots-in-command
postmasters general
presidents-elect
prisoners of war
reductions in force

rights-of-way
secretaries general
sergeants at arms
sergeants major
solicitors general
surgeons general

Significant word in middle:

assistant attorneys general
assistant chiefs of staff
assistant comptrollers general
assistant surgeons general

Significant word last:

assistant attorneys
assistant commissioners
assistant corporation counsels
assistant directors
assistant general counsels
brigadier generals

deputy judges

deputy sheriffs

general counsels

judge advocates

judge advocate generals
lieutenant colonels

major generals

provost marshals

provost marshal generals
quartermaster generals
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5.9.

5.10.

trade unions
under secretaries
vice chairmen

Both words equally significant:
Bulletins Nos. 27 and 28 not

Bulletin Nos. 27 and 28 but

Bulletin No. 27 or 28
coats of arms
masters at arms
men buyers

men employees
secretaries-treasurers
women aviators

No word significant in itself:
forget-me-nots
hand-me-downs
jack-in-the-pulpits
man-of-the-earths
pick-me-ups
will-o™-the-wisps

Nouns ending with ful form the plural by adding s at the end; if it
is necessary to express the idea that more than one container was
filled, the two elements of the solid compound are printed as sepa-
rate words and the plural is formed by adding s to the noun.

five bucketfuls of the mixture (one bucket filled five times)
five buckets full of earth (separate buckets)
three cupfuls of flour (one cup filled three times)

three cups full of coffee (separate cups)

The following list comprises other words the plurals of which may

cause difficulty.

addendum, addenda

adieu, adieus

agendum, agenda

alga, algae

alumnus, alumni (masc.); alumna,
alumnae (fem.)

antenna, antennas (antennae,
zoology)

appendix, appendixes
aquarium, aquariums
automaton, automatons
axis, axes

bandeau, bandeaux
basis, bases

bateau, bateaux

beau, beaus

cactus, cactuses

calix, calices

cargo, cargoes

chassis (singular and plural)

cherub, cherubs

cicatrix, cicatrices

Co., Cos.

coccus, cocci
consortium, consortia
corrigendum, corrigenda
crisis, crises

criterion, criteria
curriculum, curriculums

datum (singular), data (plural, but
singular in collective sense)

desideratum, desiderata

dilettante, dilettanti

dogma, dogmas

ellipsis, ellipses

equilibrium, equilibriums
(equilibria, scientific)

erratum, errata

executrix, executrices

flambeau, flambeaus
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focus, focuses

folium, folia

formula, formulas

forum, forums

fungus, fungi

genius, geniuses

genus, genera

gladiolus (singular and plural)
helix, helices

hypothesis, hypotheses
index, indexes (indices, scientific)
insigne, insignia

italic (singular and plural)
Kansas Citys

lacuna, lacunae

larva, larvae

larynx, larynxes

lens, lenses

lira, lire

locus, loci

madam, mesdames

Marys

matrix, matrices

maximum, maximums
medium, mediums or media
memorandum, memorandums
minimum, minimums
minutia, minutiae
monsieur, messieurs
nucleus, nuclei

oasis, oases

octopus, octopuses

opus, opera

parenthesis, parentheses

Endings “ible” and “able”

5.11.

abhorrible
accendible
accessible
addible
adducible
admissible

appetible
apprehensible
audible

avertible
bipartible
circumscriptible

coctible
coercible
cognoscible
cohesible
collapsible
collectible(s)

phenomenon, phenomena
phylum, phyla

plateau, plateaus
podium, podiums
proces-verbal, proces-verbaux
radius, radii

radix, radixes
referendum, referendums
sanatorium, sanatoriums
sanitarium, sanitariums
septum, septa

sequela, sequelae

seraph, seraphs

seta, setae

ski, skis

stadium, stadiums
stimulus, stimuli
stratum, strata

stylus, styluses

syllabus, syllabuses
symposium, symposia
synopsis, synopses
tableau, tableaus

taxi, taxis

terminus, termini
testatrix, testatrices
thesaurus, thesauri
thesis, theses

thorax, thoraxes

vertebra, vertebras (vertebrae,
zoology)

virtuoso, virtuosos
vortex, vortexes

The following words end in ible; other words in this class end in able.

combustible
comestible
commonsensible
compactible
compatible
competible
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compossible distractible impersuasible inexpressible
comprehensible divertible implausible infallible
compressible divestible impossible infeasible
conducible divisible imprescriptible inflexible
conductible docible imputrescible infractible
confluxible edible inaccessible infrangible
congestible educible inadmissible infusible
contemptible effectible inapprehensible innascible
controvertible effervescible inaudible inscriptible
conversable (oral) eligible incircumscriptible insensible
conversible eludible incoercible instructible
(convertible) erodible incognoscrible insubmergible
convertible evasible incombustible insuppressible
convincible eversible incommiscible insusceptible
corrigible evincible incompatible intactible
corrodible exemptible incomprehensible intangible
corrosible exhaustible incompressible intelligible
corruptible exigible inconcussible interconvertible
credible expansible incontrovertible interruptible
crucible explosible inconvertible intervisible
cullible expressible inconvincible invendible
decoctible extensible incorrigible invertible
deducible fallible incorrodible invincible
deductible feasible incorruptible invisible
defeasible fencible incredible irascible
defectible flexible indefeasible irreducible
defensible fluxible indefectible irrefrangible
delible forcible indefensible irremissible
deprehensible frangible indelible irreprehensible
depressible fungible indeprehensible irrepressible
descendible fusible indestructible irresistible
destructible gullible indigestible irresponsible
diffrangible horrible indiscernible irreversible
diffusible ignitible indivertible legible
digestible illegible indivisible mandible
dimensible immersible indocible marcescible
discernible immiscible inducible misicible
discerpible impartible ineffervescible negligible
discerptible impatible ineligible nexible
discussible impedible ineludible omissible
dispersible imperceptible inevasible ostensible
dissectible impermissible inexhaustible partible
distensible imperscriptible inexpansible passable (open)
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passible (feeling)
perceptible
perfectible
permissible
persuasible
pervertible
plausible
possible
prehensible
prescriptible
producible
productible
protrusible
putrescible
receptible
redemptible
reducible

Endings “ise,” “ize,” and “yze”

reflectible
reflexible
refrangible
remissible
renascible
rendible
reprehensible
repressible
reproducible
resistible
responsible
reversible
revertible
risible
runcible
sconcible
seducible

sensible
sponsible
suasible
subdivisible
submergible
submersible
subvertible
suggestible
supersensible
suppressible
susceptible
suspensible
tangible
tensible
terrible
thurible
traducible

transmissible
transvertible
tripartible
unadmissible
uncorruptible
unexhaustible
unexpressible
unintelligible
unresponsible
unsusceptible
vendible
vincible
visible
vitrescible

512. A large number of words have the termination ise, ize, or yze. The
letter I is followed by yze if the word expresses an idea of loosening or
separating, as analyze; all other words of this class, except those end-

ing with the suffix wise and those in the following list, end in ize.

advertise

advise

affranchise

apprise (to inform)
apprize (to
appraise)

arise

chastise

circumcise

comprise

compromise
demise
despise
devise

disenfranchise

disfranchise
disguise
emprise
enfranchise
enterprise

excise
exercise
exorcise
franchise
improvise
incise
merchandise
misadvise
mortise
premise

Endings “cede,” “ceed,” and “sede”
5.13.  Only one word ends in sede (supersede); only three end in ceed (ex-

prise (to force)
prize (to value)

reprise

revise

rise

supervise

surmise

surprise

televise

ceed, proceed, succeed); all other words of this class end in cede
(precede, secede, etc.).
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Doubled consonants

514. A single consonant following a single vowel and ending in a
monosyllable or a final accented syllable is doubled before a suffix
beginning with a vowel.

bag, bagging red, reddish but
format, formatting rob, robbing total, totaled, totaling
input, inputting transfer, transferred travel, traveled, traveling

515.  Iftheaccentin a derivative falls upon an earlier syllable than it does
in the root word, the consonant is not doubled.

refer, reference prefer, preference infer, inference

Indefinite articles

516.  The indefinite article a is used before a consonant and an aspirated
h; an is used before a silent h and all vowels except u pronounced as
in visual and o pronounced as in one.

a historic occasion an herbseller but

a hotel an hour an H-U-D directive
a human being an honor a HUD directive

a humble man an onion

aunion an oyster

517.  Whenagroup of initials beginswith b, ¢, d, g j, k, p, ¢, t, u, v, w, y, or
z, each having a consonant sound, the indefinite article a is used.

a BLS compilation a GAO limitation a WWW search
a CIO finding a UFO sighting

518.  When a group of initials begins with a, e, f, h, i, |, m, n, o, 1; s, or x,
each having a vowel sound, the indefinite article an is used.
an AEC report an NSC (en) proclamation

an FCC (ef) ruling an RFC (ahr) loan

519.  Use of the indefinite article a or an before a numerical expression
is determined by the consonant or vowel sound of the beginning

syllable.
an 11-year-old an VIII (eight) classification
a onetime winner aIV-F (four ef) category (military draft)

aIII (three) group a4-H Club
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Geographic names

5.20.  The spelling of geographic names must conform to the decisions
of the U.S. Board on Geographic Names (BGN) (http://geonames.
usgs.gov). In the absence of such a decision, the U.S. Directory of
Post Offices is to be used.

5.21.  If the decisions or the rules of the BGN permit the use of either
the local official form or the conventional English form, it is the
prerogative of the originating office to select the form that is most
suitable for the matter in hand; therefore, in marking copy or read-
ing proof, it is required only to verify the spelling of the particular
form used. GPO’s preference is for the conventional English form.
Copy will be followed as to accents, but these should be consistent

throughout the entire job.

Nationalities, etc.

5.22.  The table on Demonyms in Chapter 17 “Useful Tables” shows forms
to be used for nouns and adjectives denoting nationality.
5.23.  In designating the natives of the States, the following forms will be

used.
Alabamian Louisianian Ohioan
Alaskan Mainer Oklahoman
Arizonan Marylander Oregonian
Arkansan Massachusettsan Pennsylvanian
Californian Michiganian Rhode Islander
Coloradan Minnesotan South Carolinian
Connecticuter Mississippian South Dakotan
Delawarean Missourian Tennessean
Floridian Montanan Texan
Georgian Nebraskan Utahn
Hawaiian Nevadan Vermonter
Idahoan New Hampshirite Virginian
Illinoisan New Jerseyan Washingtonian
Indianian New Mexican West Virginian
Towan New Yorker Wisconsinite
Kansan North Carolinian Wyomingite
Kentuckian North Dakotan
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5.24.  Observe the following forms:

African-American
Alaska Native (Aleuts, Eskimos, Indians of Alaska)
Amerindian
Native American (American Indian)
Puerto Rican
Part-Hawaiian (legal status)
but part-Japanese, etc.

Native American words

5.25.  Words, including tribal and other proper names of Indian, Aleut,
Hawaiian, and other groups, are to be followed literally as to spell-
ing and the use of spaces, hyphens, etc.

Transliteration

5.26. Inthe spelling of nongeographic words transliterated from Chinese,
Japanese, or any other language that does not have a Latin alphabet,
copy is to be followed literally.



6. Compounding Rules

(See also Chapter 7 “Compounding Examples”)

6.1.

6.2.

6.3.

A compound word is a union of two or more words, either with
or without a hyphen. It conveys a unit idea that is not as clearly or
quickly conveyed by the component words in unconnected succes-
sion. The hyphen is a mark of punctuation that not only unites but
also separates the component words; it facilitates understanding,
aids readability, and ensures correct pronunciation. When com-
pound words must be divided at the end of a line, such division
should be made leaving prefixes and combining forms of more than
one syllable intact.

In applying the rules in this chapter and in using the list of ex-
amples in the following chapter, “Compounding Examples,” the
fluid nature of our language should be kept in mind. Word forms
constantly undergo modification. Although it is often the case that
hyphenated compound words eventually lose their hyphen, many
of them start out unhyphenated.

The rules, therefore, are somewhat flexible. Exceptions must nec-
essarily be allowed. Current language trends continue to point to
closing up certain words which, through either frequent use or
widespread dissemination through modern media exposure, have
become fixed in the reader’s mind as units of thought. The tendency
to merge two short words continues to be a natural progression to-
ward better communication.

General rules

6.4.

In general, omit the hyphen when words appear in regular order
and the omission causes no ambiguity in sense or sound.

banking hours eye opener real estate
blood pressure fellow citizen rock candy
book value living costs training ship
census taker palm oil violin teacher
day laborer patent right
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6.5.

6.6.

6.7.

Words are usually combined to express a literal or nonliteral (figura-
tive) unit idea that would not be as clearly expressed in unconnected
succession.

afterglow forget-me-not right-of-way
bookkeeping gentleman whitewash
cupboard newsprint

A derivative of a compound retains the solid or hyphenated form of
the original compound unless otherwise indicated.

coldbloodedness outlawry Y-shaped
footnoting praiseworthiness
ill-advisedly railroader

A hyphen is used to avoid doubling a vowel or tripling a consonant,
except after the short prefixes co, de, pre, pro, and re, which are gen-
erally printed solid. (See also rules 6.29 and 6.32.)

cooperation semi-independent shell-like
deemphasis brass-smith hull-less
preexisiting Inverness-shire but
anti-inflation thimble-eye co-occupant
micro-organism ultra-atomic cross section

Solid compounds

6.8.

6.9.

Print solid two nouns that form a third when the compound has
only one primary accent, especially when the prefixed noun consists
of only one syllable or when one of the elements loses its original
accent.

airship cupboard footnote
bathroom dressmaker locksmith
bookseller fishmonger workman

Print solid a noun consisting of a short verb and an adverb as its sec-
ond element, except when the use of the solid form would interfere
with comprehension.

blowout builddown flareback
breakdown cooldown giveaway
hangover runoff but
holdup setup cut-in
makeready showdown phase-in
markoff thowaway run-in

pickup tradeoft sit-in
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6.10.  Compounds beginning with the following nouns are usually printed

solid.
book mill snow
eye play way
horse school wood
house shop work
6.11.  Compounds ending in the following are usually printed solid, espe-

cially when the prefixed word consists of one syllable.

berry
bird
blossom
board
boat
book
borne
bound
box
boy
brained
bug
bush
cam
craft
field
fish
flower
fly

girl
grower
headed
hearted
holder
hopper
house
keeper

keeping
land
light
like
line
load
maid
maker
making
man
master
mate
mill
mistress
monger
over
owner
but #ownership
person
picker
picking
piece
plane
power
proof
roach

room
shop
site

skin
smith
stone
store
tail
tight
time (not clock)
ward
ware
water
way
wear
weed
wide
wise
woman
wood
work
worker
working
worm
worthy

writer
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6.12.  Printsolid any, every, no, and some when combined with body, thing,
and where. When one is the second element, print as two words if
meaning a single or particular person or thing. To avoid mispro-
nunciation, print no one as two words at all times.
anybody everywhere somebody
anything everyone something
anywhere nobody somewhere
anyone nothing someone
everybody nowhere
everything no one
but any one of us may stay; every one of the pilots is responsible; every body was
accounted for
6.13.  Print compound personal pronouns as one word.
herself oneself yourself
himself ourselves yourselves
itself themselves
myself thyself
6.14.  Print as one word compass directions consisting of two points, but

use a hyphen after the first point when three points are combined.

northeast north-northeast
southwest south-southwest

also north-south alignment

Unit modifiers

6.15.

Print a hyphen between words, or abbreviations and words, com-
bined to form a unit modifier immediately preceding the word
modified, except as indicated in rule 6.16 and elsewhere throughout
this chapter. This applies particularly to combinations in which one
element is a present or past participle.

agreed-upon standards Federal-State-local cooperation
Baltimore-Washington road German-English descent
collective-bargaining talks guided-missile program
contested-election case hearing-impaired class
contract-bar rule high-speed line

cost-of-living increase large-scale project
drought-stricken area law-abiding citizen
English-speaking nation long-term loan

fire-tested material line-item veto
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long-term-payment loan U.S.-owned property; U.S.-flagship
low-cost housing 1-inch diameter; 2-inch-diameter
lump-sum payment pipe

most-favored-nation clause a 4-percent increase, the 10-percent
multiple-purpose uses rise

no-par-value stock

one-on-one situation but

part-time personnel 4 percent citric acid

rust-resistant covering 4 percent interest. (Note the absence
service-connected disability of an article: a, an, or the. The
state-of-the-art technology word of is understood here.)

supply-side economics
tool-and-die maker
up-or-down vote

6.16.  Where meaning is clear and readability is not aided, it is not nec-
essary to use a hyphen to form a temporary or made compound.
Restraint should be exercised in forming unnecessary combina-
tions of words used in normal sequence.

atomic energy power national defense appropriation
bituminous coal industry natural gas company

child welfare plan per capita expenditure

civil rights case Portland cement plant

civil service examination production credit loan

durable goods industry public at large

flood control study public utility plant

free enterprise system real estate tax

ground water levels small businessman

high school student Social Security pension
elementary school grade soil conservation measures
income tax form special delivery mail

interstate commerce law parcel post delivery

land bank loan speech correction class

land use program

life insurance company but no-hyphen rule (readability
mutual security funds aided); not no hyphen rule

6.17.  Print without a hyphen a compound predicate (either adjective or
noun) whose second element is a present participle.

The duties were price fixing. The shale was oil bearing.
The effects were far reaching. The area is used for beet raising.
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6.18.  Print without a hyphen a compound predicate adjective the second
element of which is a past participle. Omit the hyphen in a predicate
modifier of comparative or superlative degree.
The area is drought stricken. This material is fire tested.
The paper is fine grained. The cars are higher priced.
Moderately fine grained wood. The reporters are better informed.
6.19.  Print without a hyphen a two-word modifier the first element of
which is a comparative or superlative.
better drained soil but
best liked books uppercrust society
higher level decision lowercase, uppercase type
highest priced apartment upperclassman
larger sized dress bestseller (noun)
better paying job lighter-than-air craft
lower income group higher-than-market price
6.20. Do not use a hyphen in a two-word unit modifier the first element
of which is an adverb ending in ly, nor use hyphens in a three-word
unit modifier the first two elements of which are adverbs.
eagerly awaited moment but
wholly owned subsidiary ever-normal granary
unusually well preserved specimen ever-rising flood
very well defined usage still-new car
longer than usual lunch period still-lingering doubt
not too distant future well-known lawyer
most often heard phrase well-kept secret
6.21.  Proper nouns used as unit modifiers, either in their basic or derived

form, retain their original form; but the hyphen is printed when
combining forms.

Latin American countries Seventh-day Adventists

North Carolina roads but

Minneapolis-St. Paul region
North American-South American

a Mexican-American

South American trade
sphere

French-English descent

Washington-Wilkes-Barre route
or Washington/Wilkes-Barre

Spanish-American pride
Winston-Salem festival
African-American program
Anglo-Saxon period
Franco-Prussian War route
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6.22,

6.23.

6.24.

6.25.

Do not confuse a modifier with the word it modifies.

elderly clothesman well-trained schoolteacher
old-clothes man elementary school teacher
competent shoemaker preschool children (kindergarten)
wooden-shoe maker pre-school children (before school)
field canning factory rezoned wastesite
tomato-canning factory hazardous-waste site

brave servicemen

service men and women but

light blue hat (weight) common stockholder

light-blue hat (color) stock ownership

average taxpayer small businessman

income-tax payer working men and women
American flagship (military) steam powerplant site
American-flagship meat packinghouse owner

Where two or more hyphenated compounds have a common basic
element but this element is omitted in all but the last term, the hy-
phens are retained.

2- to 3- and 4- to 5-ton trucks

2- by 4-inch boards, but boards 2 to 6 inches wide

8-, 10-, and 16-foot boards

6.4-, 3.1-, and 2-percent pay raises

moss- and ivy-covered walls, not moss and ivy-covered walls

long- and short-term money rates, not long and short-term money rates
but twofold or threefold, not two or threefold

goat, sheep, and calf skins, not goat, sheep, and calfskins

intrastate and intracity, not intra-state and -city

American owned and managed companies

preoperative and postoperative examination

Do not use a hyphen in a unit modifier consisting of a foreign
phrase.
ante bellum days ex officio member per diem employee
bona fide transaction per capita tax prima facie evidence
Do not print a hyphen in a unit modifier containing a letter or a
numeral as its second element.

abstract B pages class II railroad point 4 program
article 3 provisions grade A milk ward D beds



102

Chapter 6

6.26.

6.27.

6.28.

Prefixes, suffixes, and combining forms

6.29. Print solid combining forms and prefixes, except as indicated

Do not use a hyphen in a unit modifier enclosed in quotation marks
unless it is normally a hyphenated term, but quotation marks are
not to be used in lieu of a hyphen.

“blue sky” law but
“good neighbor” policy right-to-work law

“tie-in” sale line-item veto

Print combination color terms as separate words, but use a hyphen
when such color terms are unit modifiers.

bluish green bluish-green feathers

dark green iron-gray sink

orange red silver-gray body

Do not use a hyphen between independent adjectives preceding a

noun.

big gray cat

a fine old southern gentleman

elsewhere.
afterbirth infrared peripatetic
Anglomania interview planoconvex
antedate intraspinal polynodal
antislavery introvert postscript
biweekly isometric preexist
bylaw macroanalysis proconsul
circumnavigation mesothorax pseudoscholastic
cisalpine metagenesis reenact
cooperate microphone retrospect
contraposition misstate semiofficial
countercase monogram stepfather
deenergize multicolor subsecretary
demitasse neophyte supermarket
excommunicate nonneutral thermocouple
extracurricular offset transonic
foretell outbake transship
heroicomic overactive tricolor
hypersensitive pancosmic ultraviolet
hypoacid paracentric unnecessary
inbound particoated underflow
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6.30. Print solid combining forms and suffixes, except as indicated
elsewhere.
portable geography procurement
coverage manhood innermost
operate selfish partnership
plebiscite pumpkin lonesome
twentyfold meatless homestead
spoonful outlet northward
kilogram wavelike clockwise
6.31.  Print solid words ending in like, but use a hyphen to avoid tripling a
consonant or when the first element is a proper name.
lifelike girllike Scotland-like
lilylike bell-like McArtor-like
6.32.  Use a hyphen or hyphens to prevent mispronunciation, to ensure
a definite accent on each element of the compound, or to avoid
ambiguity.
anti-hog-cholera serum re-cover (cover again)
co-occurrence re-creation (create again)
co-op re-lay (lay again)
mid-decade re-sorting (sort again)
multi-ply (several plies) re-treat (treat again)
non-civil-service position un-ionized
non-tumor-bearing tissue un-uniformity
pre-midcourse review
pre-position (before) but
pro-choice rereferred
pro-life rereviewed
6.33.  Use a hyphen to join duplicated prefixes.
re-redirect sub-subcommittee super-superlative
6.34.  Print with a hyphen the prefixes ex, self, and quasi.

ex-governor
ex-serviceman
ex-son-in-law
ex-vice-president
self-control
self-educated
quasi-academic

quasi-argument
quasi-corporation
quasi-young

but
selthood
selfsame
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6.35. Unless usage demands otherwise, use a hyphen to join a prefix or
combining form to a capitalized word. (The hyphen is retained in
words of this class set in caps.)

anti-American non-Federal
pro-British

un-American but
non-Government nongovernmental
neo-Nazi overanglicize
post-World War IT transatlantic

or post-Second World War

Numerical compounds

6.36.  Print a hyphen between the elements of compound numbers from
twenty-one to ninety-nine and in adjective compounds with a nu-
merical first element.

twenty-one three-and-twenty
twenty-first two-sided question
6-footer multimillion-dollar fund
6-foot-11-inch man 10-dollar-per-car tax
24-inch ruler thirty- (30-) day period
3-week vacation

8-hour day but

10-minute delay one hundred twenty-one
20th-century progress 100-odd

3-to-1 ratio foursome

5-to-4 vote threescore

.22-caliber cartridge foursquare
2-cent-per-pound tax $20 million airfield
four-in-hand tie second grade children

6.37.  Print without a hyphen a modifier consisting of a possessive noun
preceded by a numeral. (See also rule 8.14.)
1 month’s layoft 3 weeks’ vacation

1 week’s pay 1 minute’s delay
2 hours’ work but a 1-minute delay
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6.38.

6.39.

Print a hyphen between the elements of a fraction, but omit it
between the numerator and the denominator when the hyphen ap-
pears in either or in both.

one-thousandth twenty-three thirtieths
two-thirds twenty-one thirty-seconds
two one-thousandths three-fourths of an inch

A unit modifier following and reading back to the word or words
modified takes a hyphen and is printed in the singular.
motor, alternating-current, 3-phase, 60-cycle, 115-volt

glass jars: 5-gallon, 2-gallon, 1-quart
belts: 2-inch, 1%-inch, %-inch, %-inch

Civil and military titles

6.40.

6.41.

Do not hyphenate a civil or military title denoting a single office,
but print a double title with a hyphen.

ambassador at large secretary-treasurer

assistant attorney general sergeant at arms
commander in chief treasurer-manager
comptroller general under secretary
Congressman at Large but under-secretaryship
major general vice president

notary public but vice-presidency
secretary general

The adjectives elect and designate, as the last element of a title, re-

quire a hyphen.
President-elect (Federal) ambassador-designate
Vice-President-elect (Federal) minister-designate

Secretary of Housing and Urban
Development-designate
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Scientific and technical terms
6.42. Do not print a hyphen in scientific terms (names of chemicals, dis-
eases, animals, in