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Preface to the Revised Edition

The New York Times Manual of Style and Usage has guided thousands of Times journalists in our quest to produce clear and powerful prose. When we have stumbled, it is often because we strayed from the stylebook’s counsel.

But you have no doubt noticed some changes in journalism and publishing since the last major revision, by Allan M. Siegal and William G. Connolly, appeared in 1999. That edition, for example, gave little advice about the web (or the World Wide Web, as we called it then). It was silent about blogs and linking and social media. Even its routine references to “print” and “pages” and “the paper” seem a bit dated now.

An online version, accessible only to Times employees, has been updated ad hoc since 1999. But with the chance to produce a new e-book version for general readers, my colleagues and I decided it was time for a more systematic look.

We’ve added scores of new entries, deleted many outdated ones and revised hundreds more. But we found no need for a fundamental change in course, and overall the Siegal-Connolly guidance remains firmly in place. Despite all the upheaval in the world of communications, we realized that the basic goals of Times writing had not changed.

We are journalists — not scholars or poets, entertainers or advocates. In The Times, our goal is clear, precise, literate prose that effectively conveys important information to busy readers. Those readers should not be misled by error, distracted by sloppiness or annoyed by pedantry, polemic, slang, jargon or heedless incivility. In fact, the only time they should notice our writing at all is if, occasionally, they pause to admire it.


The tone we seek in The Times is thoughtful and civil. There should always be room for humor, personality and surprise. But at its heart journalism is a serious undertaking, and we go about it seriously. Our language should reflect that.

It should also reflect widely accepted usage among educated English speakers. We do not seek to be in the vanguard by adopting the newest usage or the latest buzzwords. But we must also guard against a reflexive traditionalism that would make The Times seem fusty or out of touch. Language changes, and we should carefully and judiciously reckon with those changes. Above all, the guidelines in this book should be applied thoughtfully, with room for wise exceptions. An earlier version of the manual put it this way: “The rules should encourage thinking, not discourage it. A single rule might suffice: ‘The rule of common sense will prevail at all times.’ ”

The most obvious changes in this revised edition involve web and technology terms. Based on current usage, e-mail has become email, the World Wide Web is just the web, and a Web site is now a website. We have deleted a few quaintly outdated terms like diskette and added guidance on linking, social media and other digital topics.

    Other changes reflect our broader sense of shifts in usage or on social issues. It no longer seemed necessary to caution writers against such outdated words as authoress or mongoloid; who would think to use them? On the other hand, we updated the entry on illegal immigrant, and added guidance on same-sex marriage and L.G.B.T. With a growing global audience, we now advise more frequent inclusion of Celsius temperatures, and allow currency symbols in some cases for euros, yen and pounds.

    Based on errors we have seen repeatedly in our years of editing, we added new warnings about sources of frequent missteps: eponymous; anniversary; forbid and prohibit; may and might. In a trickier exercise, we have dropped objections to a few words that were once viewed as overly colloquial but struck us as fully acceptable now: ad for advertisement; host and debut as verbs.

We also changed some rules that created confusion or inconsistency, especially on deadline. For example, we now spell out numbers under 10 in almost all cases, even if they appear in a series with numbers over 10. And we always capitalize what comes after a colon if it is a complete sentence.

    Beyond usage rules, The Times’s stylebook offers guidance on broader issues of journalistic standards — for example, in the entries on anonymity and on obscenity, vulgarity, profanity. Those fundamental standards have not changed, but we have updated the entries to offer writers and editors more help in applying our standards to a shifting landscape.

• • •

We are grateful to Allan Siegal and Bill Connolly, who even in retirement have generously, and gently, offered advice on our revisions. Our colleague Walt Baranger has provided invaluable technical support and suggestions. Of course, the revolution in communication of recent years has not stopped or even slowed. The file of possible revisions for next time will start filling up immediately. Please send suggestions to stylebook@nytimes.com.

Philip B. Corbett
New York, 2015



A


a, an, the. Use the article a before a word beginning with a consonant sound, including the aspirate h: a car; a hotel; a historical. Also use it before words like union, euphonious and unit. Use an before a word beginning with a vowel sound: onion; uncle; honor. The choice of article before an abbreviation, a numeral or a symbol depends upon the likely pronunciation: an N.Y.U. student; a C.I.A. officer; an 11-year-old girl.

Avoid the journalese practice of dropping A or The at the beginning of a sentence. If several consecutive sentences or paragraphs begin with the same article, recast some to break the monotony.

An article should appear before each parallel noun in a series or a pair: The ambulance carried a nurse, a paramedic and a doctor; The hero and the heroine received medals. Make an exception if the nouns convey a single idea: a bow and arrow; a hook and eye.

In the title of a literary, artistic or musical work — in English or a foreign language — omit the opening word a, an or the when it follows another article: An “Old Curiosity Shop” character. If the opening article in a title is necessary information, rephrase the surrounding sentence to avoid direct juxtaposition with a second article.

If a foreign-language expression begins with an article and appears in an English-language passage, translate the article: at the Arc de Triomphe. But if the article forms part of a title, uppercase it, untranslated: Le Monde; La Scala.

Also see the.



A.A. for Alcoholics Anonymous.

AAA (without periods). The former American Automobile Association has adopted the initials as its full official name.

A.&P. for the Great Atlantic and Pacific Tea Company, the supermarket chain. In a headline, insert a thin space after the ampersand, to balance the appearance of the preceding period.

AARP, an association of middle-aged and older Americans, was the American Association of Retired Persons until 1999. The newer name, written without periods, is officially considered neither an abbreviation nor an acronym.

A.B. or B.A. for Bachelor of Arts. Also: a bachelor’s degree.

A.B.A. It can stand for the American Bankers Association, the American Bar Association or the American Booksellers Association. In headlines, abbreviate only when the context is unmistakable.


abbreviations. Commonly used abbreviations are listed separately. In general, spell out the names of government bureaus and agencies, well-known organizations, companies, etc., on first reference. In later references, use short forms like the agency or the company when possible because handfuls of initials make for mottled typography and choppy prose. Here is an example of what not to do: The U.A.W. and the U.M.W. supported the complaints made by the W.H.O., Unicef and the F.A.O., but A.F.L.-C.I.O. leaders did not.

When abbreviations are highly familiar, though, long or cumbersome expressions may be shortened even on first reference, and especially afterward. Examples include A.F.L.-C.I.O., C.I.A. and F.B.I. If the article deals centrally with such an organization, the full name should appear somewhere in the copy.

Abbreviations may be used more freely in headlines. A title that would be spelled out in copy may be shortened with a surname in a headline: Gen. Barany; Gov. Lamb; Rep. Berenich (but not Sen., even in a headline). Place designations and company terms may also be abbreviated in headlines: Fifth Ave. (or 5th Ave.); Fordham Rd.; Patchin Pl.; Brooklyn Hts.; Acme Co.; News Corp. And Department may be abbreviated in a headline as part of a name (State Dept.).

Even freer use of abbreviations is permitted in charts, listings and tables to conserve space. All standard abbreviations may be used, as well as coined contractions, so long as they are understandable. In all types of copy, avoid unfamiliar or specialized short forms like R.W.D.S.U. (Retail, Wholesale & Department Store Union).

Ordinarily use periods in abbreviations when the letters stand for separate words: F.C.C.; N.R.A. Use no spaces after the periods within an abbreviation. (But use thin spaces between personal initials, even those forming part of a company or organizational name: J. C. Penney.)

In an acronym — an abbreviation pronounced as a word — omit periods. Ordinarily uppercase such an expression if it is up to four letters long: NATO; CUNY; AIDS; SALT. Acronyms of five or more letters are upper-and-lowercased: Unicef; Unesco; Alcoa; Awacs. (Lowercased exceptions exist, and the dictionary is the guide: modem; radar; sonar.)

    Omit periods in certain technology terms for which the full expression is unfamiliar or rarely used: USB, PDF, URL, DSL, DVR, LED. If the term is central to an article, include a full reference and brief explanation at some point. Abbreviations popular in online and texting slang should be used only rarely, for special effect, and should be rendered as readers most often see them: BTW, FYI, LOL, OMG, tl;dr, etc.

If a corporation adopts a former abbreviation or other cluster of letters as its full name, without periods, follow that style: the AT&T Corporation; the ITT Corporation.

When letters within a single word are extracted for use as an abbreviation, they are capitalized without periods: DDT; TV; TB. (By contrast, V.D. requires the periods because it stands for two words.)

For consistency in references to broadcasting services, networks and stations, omit periods in all their abbreviations, and in call letters (CBS, CNN, PBS, NPR, WNBC, KPFA).

Also see acronyms; company and corporation names; department; state abbreviations; subway lines; television networks.



ABC for the former American Broadcasting Companies, now a subsidiary of the Walt Disney Company. ABC operates the ABC Television Network. ABC News and ABC Sports are divisions of the network, which also owns and operates 10 television stations, among them WABC-TV. Any of these names, as well as ABC, may be used in a first reference. (Do not attribute an ABC News production to ABC Television.) ABC may stand alone in later references and should stand alone when several networks are mentioned together: ABC, CBS, CNN and NBC will televise the news conference.

A B C’s (the alphabet or the basics). Use thin spaces between the letters.

able-bodied.

ABM for antiballistic missile.

abortion. The political and emotional heat surrounding abortion gives rise to a range of polemical language. For the sake of neutrality, avoid pro-life and pro-choice except in quotations from others. Impartial terms include abortion rights advocate and anti-abortion campaigner (or, in either case, campaign, group or rally). Anti-abortion is an undisputed modifier, but pro-abortion raises objections when applied to people who say they do not advocate having abortions. Abortionist carries overtones of stealth and illegality. In copy about abortion, woman and fetus are more neutral terms than mother (for a pregnant woman) and baby (for a fetus).

absence. See lack.

absolutely necessary. A redundancy.

Abstract Expressionism. Capitalize when referring to the postwar American art movement. Recognized Abstract Expressionists include Willem de Kooning, Robert Motherwell, Jackson Pollock and Mark Rothko. See arts terminology.

A.C. for an athletic club after first reference and in headlines: the Downtown Athletic Club; Downtown A.C.

academic degrees and titles. See separate entries, and Dr. and Prof.

academic departments. Lowercase history department, English literature department, etc. (school, college or university). That wording is preferred, but style also permits department of natural history; department of English literature.

Académie Française, the. Equally acceptable, in most contexts: the French Academy.

academy. Lowercase in later references to the French Academy and the National Academy of Sciences. For the United States Military, Naval, Coast Guard and Air Force Academies, on later references make it the Air Force Academy or the academy.

Academy Award(s); the award(s); the Oscar(s). Articles dealing centrally with the awards should mention that they are presented by the Academy of Motion Picture Arts and Sciences. In brief or passing references, Oscar can stand alone, without explanation. Also see Emmy Award(s); Grammy Award(s); Tony Award(s).

a cappella.


accent marks are used for French, Italian, Spanish, Portuguese and German words and names. For simplicity, use the marks uniformly with uppercase and lowercase letters, despite conventions that treat certain uppercase accents as optional. Do not use accents in words or names from other languages (Slavic and Scandinavian ones, for example), which are less familiar to most American writers, editors and readers; such marks would be prone to error.

Some foreign words that enter the English language keep their accent marks (protégé, résumé); others lose them (cafe, facade). The dictionary governs spellings, except for those shown in this manual.

In the name of a United States resident, use or omit accents as the bearer does; when in doubt, omit them. (Exception: Use accents in Spanish names of Puerto Rico residents.)

Times style calls for six marks:

Accent Marks



	é
	The acute accent on an e in French signifies an “ay” sound (communiqué). In Spanish or Portuguese it denotes an irregularly placed syllable stress (Lázaro; simpático).



	à
	The grave accent alters various vowel sounds in French (frère; voilà) and occasionally in Portuguese. In Italian it marks an irregularly placed syllable stress (Pietà; tiramisù). In Italian and French it sometimes distinguishes between similar-looking words (où and ou; la and là).



	ô
	The circumflex, in French, may modify vowel sounds (Rhône) or signify the evolutionary disappearance of an s that existed in Latin (hôtel). In Portuguese the circumflex usually marks syllable stress (Antônio).



	ç
	The cedilla beneath a c, in French or Portuguese, produces the soft sound of s in front of certain vowels that would otherwise dictate a hard k sound (garçon; français).



	ñ
	The tilde, in Spanish, produces a y sound after n (mañana). In Portuguese it denotes a nasal vowel sound (São Paulo).



	ü
	The umlaut modifies vowel sounds in German (Götterdämmerung; Düsseldorf). Some news wires replace the umlaut with an e after the affected vowel. Normally undo that spelling, but check before altering a personal name; some Germans use the e form. In the Latin languages, the umlaut is known as a dieresis. It denotes separated pronunciation of two adjacent vowels (naïve; Citroën; Noël), or signals pronunciation of a normally silent final consonant (Saint-Saëns; Perrier-Jouët).




Two Spanish punctuation marks — ¿ and ¡ — are available for special effects. But ordinarily punctuate Spanish questions and exclamations in English style.



access. Use it only as a noun; as a verb it is technical jargon. Conversational substitutes abound: look up, retrieve, find, connect, enter and even gain access.

accommodate.

accouterment.

accused. Just as an accused stockbroker is a stockbroker, an accused forger is some type of forger. Avoid any construction that implies guilt on the part of someone merely accused, charged or suspected. Also see allegedly.

Achilles’ heel (not Achilles heel or Achilles’s). The exceptional style is customary for the possessive of a classical name.

acknowledgment.

acre. An acre equals 43,560 square feet or 4,840 square yards or 4,047 square meters. The metric hectare equals 10,000 square meters or 2.47 acres. In copy, generally convert hectares into acres; if the hectare figure is a round number, round the acres as well.

acronyms. An acronym is a word formed from the first letter (or letters) of each word in a series: NATO from North Atlantic Treaty Organization; radar from radio detection and ranging. (Unless pronounced as a word, an abbreviation is not an acronym.) When an acronym serves as a proper name and exceeds four letters, capitalize only the first letter: Unesco; Unicef. Also see abbreviations and company and corporation names.

across from. Often opposite is smoother: The shop was across from the school. In that sentence, across seems to need an object. Make it The shop was across 50th Street from the school, or The shop was opposite the school.

acting. Uppercase only when it modifies an uppercased title: Acting Attorney General Hilary B. Miel; the acting attorney general; the acting secretary of state; the acting secretary; the acting chairwoman of the committee. Generally move a long title after the name, to avoid this awkwardness: Acting Secretary of Health, Education and Welfare Hilary B. Miel.

actor, actress. While actor can refer to a woman as well as to a man, actress remains widely used and seems exempt from most objections to grafted feminine endings. See men and women.

acts, amendments, bills and laws. Capitalize the name of an act or law when using the full title or a commonly known shorter form: Sherman Antitrust Act; Social Security Act; Taft-Hartley Act; Multiple Dwelling Law; etc. But lowercase act when it stands alone or in a general description: the antitrust act; the housing act.

A draft measure is a bill until it is enacted; then it becomes an act or a law. Lowercase the names of bills and proposed constitutional amendments not yet enacted into law (housing bill; food stamp bill) except for proper names occurring in the description (Baranek-Lamm bill).

A ratified amendment to the United States Constitution is capitalized in a reference to its formal title (including the number): the Fifth Amendment; the 18th Amendment. But lowercase an informal title (the income tax amendment), except words that are capitalized in their own right (the Prohibition amendment).

Act Up. Upper-and-lowercase the name of the protest group concerned with AIDS issues. (It is not an advocacy group.) Its full name is the AIDS Coalition to Unleash Power.

acute accent. See accent marks.

A.D. for anno Domini. Since it means in the year of the Lord (or of our Lord), place the abbreviation ahead of the numerals: The town was founded in A.D. 73. In a reference to a century, though, the number comes first: fourth century A.D.

B.C., for before Christ, always follows the date: founded in 128 B.C. or The town dates from the second century B.C.

adage. The word means an old saying. So old adage is redundant.

addresses. For the names of streets, avenues, etc., in ordinary copy, spell out and capitalize ordinal numbers: First through Ninth. Also spell out and capitalize Avenue, Street, West, East, etc.: First Avenue; Fifth Avenue; Park Avenue; East Ninth Street. Use figures for 10th and above: 10th Avenue; West 14th Street; 42nd Street; West 113th Street. When an address includes a compass point, abbreviate it without periods: 818 C Street SE; 1627 I Street NW.

Use the plural (Streets or Avenues) when and appears in a location: between 43rd and 44th Streets. But use the singular in a to phrase: along Fifth Avenue, from 43rd to 44th Street. For “decades” of numbered streets, use figures: the 60s; the East 60s; the West 80s; the 130s; etc.

Avenue, Street, Road and the like may be abbreviated with a name (Ave.; St.; Rd.) in headlines, charts, maps, lists and tables, but not in ordinary copy. In headlines, figures may also be used for the ordinal numbers through 9th in the designations of streets and avenues. But avoid 1st.

Use figures for all building numbers: 1 Fifth Avenue; 510 Broadway; 893 12th Avenue. When numbers exceed three digits, omit commas: 1135 11th Avenue. Omit No. before a building number except in a phrase like at 510 Broadway, but not at No. 512.

House numbers in Queens often take hyphens: 107-71 111th Street.

When mentioning an address on a major thoroughfare in New York City, ordinarily specify the nearest cross street. In an address on a cross street, the nearest avenue may be specified when useful. If a street or avenue has both a commemorative name and an original one, use the better-known address in routine references: West 43rd Street, not Adolph S. Ochs Street. When a special context warrants the newer name, also provide a graceful translation: the block of West 43rd Street known as Adolph S. Ochs Street.

Generally give specific addresses for places in the New York metropolitan area. But in writing about a person whose family might face harassment or harm, consider a general neighborhood reference instead. If an exact address seems newsworthy because of a crime or other visible event, carefully consider the potential for harm before publishing it.

Foreign addresses may be punctuated and capitalized in the local style (3, rue Scribe, etc.), but a simple reference to a foreign street should be capitalized in American style: the Rue de l’Odéon. Also, for the French municipal districts: Ninth Arrondissement; 10th Arrondissement.

Also see Avenue of the Americas and ZIP code.

Adelphi University (in Garden City, N.Y.).

adjutant. An officer overseeing administration in a military unit. The expression denotes an assignment, not a rank. So it is not abbreviated and is separated from the name by a comma.

adjutant general. The officer (often a colonel or a general) in charge of administration in a major military headquarters. In most American states, the term is also applied to the commander of the National Guard. The plural is adjutants general. The term denotes an assignment, not a rank, so it is not abbreviated and is separated from the name by a comma.

Adm. Lynn A. Karitsa; Admiral Karitsa; the admiral.

administration. Lowercase in all governmental references, federal, state or local, foreign or domestic: the Cordeiro administration; the administration. But uppercase when it is part of an agency name: Social Security Administration.

administrative law judge. Lowercase it after the name: Stacy N. Lamm, administrative law judge. In later references: Judge Lamm; the judge. In the federal system, this title has replaced hearing examiner. But many states have hearing examiners and hearing officers.

Administrator Lee D. Barany (for the head of a governmental agency who bears that title); Administrator Barany; the administrator; Mr. (or Ms., Mrs. or Miss) Barany.

Admiral of the Fleet Morgan T. Kuzu; Admiral Kuzu; the admiral of the fleet. In foreign navies that have the rank, it is often honorary or ceremonial. Note, too, that the title differs from Fleet Admiral.

admissible.

adoption. Adoptive status, as child or parent, should be mentioned only when it is pertinent and when its pertinence is made clear. In this context, avoid terms like natural parents and real parents, which seem to downgrade adoptive status. Use biological parents or birth parents instead.

Adrenalin, adrenaline. Use adrenaline (or a synonym, epinephrine) in references to the hormone produced by the adrenal gland, or in idioms: A good fight made their adrenaline flow. Uppercase the trademark Adrenalin in references to a synthetic or chemically extracted product.

adult. An adult novel or movie is one intended for grown-ups. It need not be pornographic. Avoid adult as a euphemism for sex-related. Also see porn.

adverb placement. In fluid writing, an adverb used with a compound verb should normally be placed between parts of the verb (the way normally is, a few words back in this sentence, and the way usually is, in the next example): He will usually take the opposing side. A similar rule applies when a verb like is links a noun to its modifier: Refundable fares are often expensive (not often are expensive). Also see split infinitives, a different matter.

adverse (opposed or unfavorable); averse (unwilling or reluctant). Example: Ms. Lamm was averse to going to court because she thought the ruling would be adverse.

adviser.


advocate. As a verb, it should take a direct object: She advocates mandatory recycling laws. Not She advocates for mandatory recycling laws or, worse, She advocates against mandatory recycling laws. In noun constructions, do not use anti-, as in anti-sweatshop advocates and anti-abortion advocates.



aesthetic (not esthetic).

affect, effect. The verb affect means influence or change (Her attitude affected the outcome), stir emotions (His departure affected the staff), enjoy using (He affected cowboy boots, spurs and a fedora) or feign (She affects an unlikely expertise). The verb effect means accomplish or carry out (They effected changes in the rules).

The noun used more often is effect, meaning a result or a consequence (One effect of the protest was new legislation). The rarely used noun affect means an emotional response or feeling.

affirmative action is defined by the United States Commission on Civil Rights as “active efforts that take race, sex and national origin into account for the purpose of remedying discrimination” in fields like employment, education and government contracting. Society remains divided on many aspects of such programs, and news articles should detail the provisions in question when reporting on the argument. Do not use partisan terms like reverse discrimination except in quoting the debaters. Note that in 1978 the Supreme Court outlawed the use of numerical quotas in any such program with government backing. Permissible techniques include goals and timetables, as well as preferences for women or minority candidates. Also see preferences; quotas; set-asides.

afflicted. Generally use less emotional language in citing disabilities. She has cancer, not She is afflicted with cancer. Also see disability, disabled; stricken; suffer; victim.

affordable (as a description of housing) often occurs in government jargon and is imprecise. It is more useful to give the price range or the qualifying income.

Afghan, afghani. The people of Afghanistan are Afghan. The currency is the afghani.

aficionado(s).

A.F.L.-C.I.O. for the American Federation of Labor and Congress of Industrial Organizations, the umbrella organization of the labor movement. Use the abbreviation for almost all first references, and usually the full name can be omitted altogether (especially in a short article). For later references, an expression like the federation can serve in place of a spattering of initials.

African-American, black. Try to determine and use the term preferred by the group or person being described. When no preference is known, the writer should choose. But use black when the reference is not only to people of African descent but also to those whose more immediate roots are in the Caribbean or South America. Use more specific terms — Nigerian-American; Jamaican-American — when they are appropriate. Also see ethnicity and historically black.

African Methodist Episcopal Church. See A.M.E.

African Methodist Episcopal Zion Church. See A.M.E. Zion.

Afro(-). In most contexts, use African rather than the prefix Afro. Thus, in references to international or intercontinental relations: African and Asian or African-Asian, not Afro-Asian; African-Chinese, not Afro-Chinese. In direct quotations or in the names of organizations and publications, Afro-American is acceptable. Afro-Cuban is an established description of a musical style. Afrocentric and Afrocentrism refer to cultural and educational programs that focus on African heritage. And Afro is a hairstyle. Also see African-American, black and ethnicity.

after(-). Most but not all compounds formed with after are one word: afterbeat, afterbirth, afterburner, afterdeck, after-dinner (adj.), aftereffect, after-hours, afterlife, aftermarket, aftermath, after-shave, aftershock, aftertaste, after-theater (adj.), afterthought, afterworld.

after is less stilted than following, and preferred, in this construction: He went home after the game.

afterward (not afterwards).

Agence France-Presse. In news copy, it is Agence France-Presse, without the or L’. Ordinarily no translation or explanation is necessary. In later references, it is the agency. In direct quotations, A.F.P. may be used. In datelines: BEIJING (Agence France-Presse) — etc. Use this credit on undatelined articles:

By Agence France-Presse

agent (intelligence). Experts confine the term to someone, usually a foreigner, who has been recruited or suborned to work on behalf of an intelligence service. Use officer instead for the service’s staff employees, even those working under cover abroad. An officer recruits agents.


ages and eras of history. Capitalize Stone Age, Bronze Age, Iron Age, Dark Ages, Middle Ages, Age of Discovery, Christian Era, Renaissance, Mesozoic Era, Triassic Period, etc.



ages of people and animals should be given in figures: Terry M. Daan, 25; a 7-year-old boy; 3-month-old daughter; 4½-year-old son; a race for 2-year-olds. Omit years old if the context is clear. Specify ages only when they are useful or relevant.

In giving ages of inanimate objects or other things, spell out through nine and use figures for 10 or above: a two-year fight; a house eight and a half years old; a 10-month vacation; a wine 20 years old. Use numerals for decades of age: people in their 60s. (Exception: in their teens.)

aggravate. It means make worse, not anger or irritate.

aging.

A.I.D. See U.S.A.I.D.

Aida. Use quotation marks for the title, not for the name of the character; neither includes a dieresis (ï).

aide(s)-de-camp. The term for a personal assistant sounds archaic except in military contexts.

AIDS for acquired immune deficiency syndrome. Also see H.I.V.

AIDS advocate. The term is illogical; no one advocates AIDS. Make it advocate for AIDS research or advocate for AIDS patients, or otherwise specify the cause.

AIDS victim. See afflicted; stricken; suffer; victim.

air(-). Some compounds formed with air are one word, some are hyphenated and some are two words: airbag, air ball, air base, airborne, air brake, airbrush, airbus, air-condition, air-conditioned, air-conditioner, air-conditioning, air-cooled, aircrew, airdrop, air express, airfield, airfoil, airframe, airfreight, air gun, air lane, airlift (n., v., adj.), airline, airmail (n., v., adj.), airman, airplane, air raid (n.), air-raid (adj.), air rifle, air shaft, airship, airsick, airspace, airspeed, airstrike, airstrip, airtight, airwaves, airworthy. Also see Air Force.

air base, Air Force base. The United States uses air base for overseas bases and Air Force base for bases in the United States and its possessions. See military bases.

Air Chief Marshal Alex L. Miel; the air chief marshal. Like other titles in the air forces of countries with British-influenced systems, this one cannot properly be shortened.


aircraft names are printed in roman type without quotation marks: Air Force One (the president’s plane); the Spirit of St. Louis; Boeing 787 Dreamliner; MD-11; F-15 Eagle; F-22 Raptor; MIG-35. The standard source for names and model numbers is Jane’s All the World’s Aircraft. Use a hyphen before the numeral, but not before a letter: 747B; F-117; MD-95-30ER. An exception: Airbus A320; Airbus A380. In first references, the model number or name of a well-known aircraft can appear without the name of its manufacturer or designer: DC-10; MIG-29. Historic aircraft sometimes use Roman numerals: SPAD S.XIII; Fokker F.XXXVI.



Air Force. Capitalize in United States Air Force, Royal Air Force, etc. It is the Air Force in later references to the United States service, and Air Force for United States Air Force Academy sports teams. But lowercase later references to any foreign air force; many of them do not formally use air force as part of their names.

In historical references, use whichever name applied at the time: The United States Air Force was established in 1947. It succeeded the Army Air Corps, which existed from 1926 until 1947, and the Army Air Forces, which existed from 1941 to 1947. (From 1941 to 1947 the Air Corps was a subordinate element of the Army Air Forces.)

Air Force bases are not the same as air bases: the United States uses Air Force base for operations in the United States and its possessions and air base for overseas bases. See military bases.

Air Force Academy; the academy.

Air Force base, air base. The United States uses Air Force base for bases in the United States and its possessions and air base for overseas bases. See military bases.

Air Force One (the president’s plane).

Air Force ranks (United States), in descending order, and their abbreviations:


COMMISSIONED OFFICERS

Gen. Stacy T. Milori; General Milori; the general. (A general wears four stars.)

Lt. Gen. Dana L. Cordeiro; General Cordeiro; the general. (A lieutenant general wears three stars.)

Maj. Gen. Lindsay M. Karitsa; General Karitsa; the general. (A major general wears two stars.)

Brig. Gen. Lee A. Agnello; General Agnello; the general. (A brigadier general wears one star.)

Col. Merrill H. Kuzu; Colonel Kuzu; the colonel.

Lt. Col. Lee R. Agneau; Colonel Agneau; the colonel.

Maj. Stacy D. Miel; Major Miel; the major.

Capt. Hilary L. Daan; Captain Daan; the captain.

First Lt. Theo D. Barany; Lieutenant Barany; the lieutenant.

Second Lt. Alex C. Lam; Lieutenant Lam; the lieutenant.

NONCOMMISSIONED OFFICERS

(Enlisted supervisors.)

chief master sergeant of the Air Force. Do not use this title before a name, do not capitalize it and do not abbreviate it. Make it Hollis M. Bildots, the chief master sergeant of the Air Force. In later references: Chief Master Sergeant Bildots; the chief master sergeant. The title is held by only one person at a time, the highest-ranking enlisted member of the Air Force. It usually requires explanation.

Chief Master Sgt. Lauren T. Kikondoo; Chief Master Sergeant Kikondoo; the chief master sergeant.

Senior Master Sgt. Lee S. Miel; Sergeant Miel; the sergeant.

Master Sgt. Dana L. Cordeiro; Sergeant Cordeiro; the sergeant.

Tech. Sgt. Dana D. Kuzu; Sergeant Kuzu; the sergeant.

Staff Sgt. Ashley C. Lam; Sergeant Lam; the sergeant.

Sgt. Terry A. Agnello; Sergeant Agnello; the sergeant.

OTHER ENLISTED PERSONNEL

Senior Airman Hilary M. Arniotis; Airman Arniotis; the airman (male or female).

Airman First Class Chris T. Berenich; Airman Berenich; the airman (male or female).

Airman Alex H. Cordero; Airman Cordero; the airman (male or female).



Also see retired.

Air Force Two (the vice president’s plane).


airline(s). That is the usual spelling, but follow each line’s own style in a proper name: American Airlines; Delta Air Lines.



Airman Alex H. Cordero; Airman Cordero; the airman (for a man or a woman). Also: Airman First Class Alex H. Cordero; Airman Cordero.

Air National Guard.

airplane names. Use without quotation marks. Also see aircraft names.

Air Vice Marshal Robin S. Berenich; the air vice marshal. Like other titles in the air forces of countries with British-influenced systems, this one cannot properly be shortened.


a.k.a., for also known as.



AK-47 for the ubiquitous 7.62-millimeter military rifle. Also see bullet; cartridge; handguns; rifles; shell; shotguns. 

akvavit. Use aquavit instead.

Alabama. Abbreviate it as Ala. after the names of cities, towns and counties.

à la carte.

à la mode.

Alaska. Do not abbreviate after the names of cities, towns and boroughs, even in datelines.

Alberta (Canadian province). Do not abbreviate after the names of cities and towns, even in datelines.

alcoholic beverages. When alcohol figures significantly in an article — about its marketing, profitability or taxation, for example, or about traffic laws or health effects — draw distinctions among beverages: beer, which is fermented from grain, using yeast; wine, which is fermented from fruit, usually grapes; and spirits or liquors, which are made by distillation. Alcohol content differs by beverage, and is expressed in proof. In the American system, the proof equals twice the alcohol percentage; a 100-proof liquor is 50 percent alcohol. Also see whiskey, whisky and wines and spirits.

Alcoholics Anonymous (A.A.). A related but separate organization, Al-Anon, provides help to the families of alcoholics.

Al Fatah, the Palestinian guerrilla organization. Omit Al when the name is preceded by a or the: a Fatah leader. In headlines: Fatah.

alfresco.

alibi. Use the word with care. Colloquially it suggests not merely an excuse but an excuse contrived to evade responsibility. In law, it means a claim to have been elsewhere when a crime was committed.

Alice Tully Hall (at Lincoln Center).

alien. Avoid this term for a foreigner or an immigrant. See illegal immigrant.

Allah is the Muslim name for God. Lowercase he, him, his, thee, thou, who and whom in references to the deity of any faith.

all-American (n. and adj.).

all-around (adj.). Not all-round. Also see round.

Allegany is the spelling for a county in New York; a town, an Indian reservation and a state park in Cattaraugus County, N.Y.; a county in Maryland; a town in Coos County, Ore.; and a township in Potter County, Pa. Also see Alleghany and Allegheny.

allegedly. Alleged and allegedly are police-blotter jargon, best rephrased into conversational English: accused of, charged with or suspected of. If legal concerns leave no choice, apply the modifier to the offense, not the suspect: alleged theft, not alleged thief. Do not confuse allegedly with this more suitable modifier, for a phrase that is not an accusation: She was defeated by three ostensibly neutral referees. Also see accused.

Alleghany is the spelling for a town in Sierra County, Calif.; a county in North Carolina; a township in Davidson County, N.C.; a township in Ransom County, N.D.; a town in Loudon County, Tenn.; and both a county in Virginia and a town within it. Also see Allegany and Allegheny.

Allegheny is the spelling for a town in Madison County, N.C.; a college, a county, a national forest and six townships in Pennsylvania; rivers in New York and Pennsylvania; tunnels in Pennsylvania, Virginia and West Virginia; and the mountain range in Maryland, Pennsylvania, Virginia and West Virginia. The plural for the mountains is Alleghenies, an exception to the rule that, for example, makes Germanys the plural of Germany. Also see Allegany and Alleghany.

allies. Do not capitalize allies or allied except in proper names or in references to World War I and World War II alliances.

allot, allotted, allotting.

all right (never alright).

all-time. Applied to sports, weather and other records, the adjective is imprecise, superfluous and a cliché.

allude, refer. Allude means speak of something without direct mention; refer means mention it directly.

almanacs. Use their titles without quotation marks; capitalize the principal words.

along with is not the grammatical equivalent of and. Along with six others, she was cited for contempt is properly singular. But: She and six others were cited for contempt.

alphabetical (not alphabetic).

alphabetizing names and titles. When dealing with Mc or Mac, alphabetize as if all the letters were lowercase: Mabley, MacAdam, Maynard, McNeil. In a listing, if family names are printed before given names, place Jr. or Sr. or III or 3rd last: BERENICH, Lauren Jr., not BERENICH Jr., Lauren.

In listing titles (of literary or artistic works, for example), alphabetize by the first principal word: “Les Misérables” under M and “A Tale of Two Cities” under T.

alphanumeric (not alphanumerical). Consisting of letters and numbers.


Al Qaeda. But drop the Al, which means “the,” when using the phrase as a modifer: a top Qaeda leader, a Qaeda attack. Or rewrite: an attack by Al Qaeda. 



also-ran (n.).

alternate, alternative. As an adjective, alternate can mean every second one: Our club meets on alternate Wednesdays (not alternative). As adjectives, both alternate and alternative can refer to a choice between two things or among more than two: We have to choose an alternate (or alternative) route. As a noun, alternative, long restricted to choices between only two options, has come to mean one among several: There are six alternatives.

aluminum (not aluminium, except in proper names).

alumna (fem.), alumnae (fem. pl.), alumnus (masc.), alumni (masc. pl., or a mixed group). For general references, and for passages about mixed groups, graduate(s) is conveniently neutral.


a.m. (time). Lowercase: 10:30 a.m. Tuesday. Avoid this redundancy: 10:30 a.m. Tuesday morning. Also: 10 a.m., not 10:00 a.m. In a headline, uppercase both letters. Also see time.



A.M.A. for the American Medical Association.

Ambassador Morgan E. Lamb; Morgan E. Lamb, ambassador to France; the ambassador; Mr. (or Ms., Mrs. or Miss) Lamb. The title may be applied to the head of an embassy or to a bearer of the personal rank whose assignment is outside an embassy — the chief representative to an international organization, for example (ambassador to the United Nations), or a diplomat on a special mission. Lowercase ambassadorial in all contexts. Also see chief delegate; chief representative; delegate; high commissioner; representative; titles.

Ambassador at Large Hollis T. Agneau (no hyphens); Ambassador Agneau; the ambassador at large; the ambassador.

ambassador to Britain, not Great Britain. Another title, ambassador to the Court of St. James’s, may also be used, but reserve it for contexts that warrant a ceremonial flavor.

ambience. The adjective is ambient.

A.M.E. for the African Methodist Episcopal Church, an independent black Protestant denomination formed in 1821 in reaction to racial barriers in the Methodist Episcopal Church. The name should usually be abbreviated even in first references, but in any article dealing centrally with the church, spell it out at some point. When using the abbreviation, make the context clear with a phrase like A.M.E. congregation, A.M.E. minister, etc. Also see A.M.E. Zion.

amendments, legislative. See acts, amendments, bills and laws.

amendments to the Constitution. Capitalize when referring to a specific one: the Fifth Amendment. Spell out ordinals through the ninth and use figures for 10th and above: First Amendment; 14th Amendment. Lowercase general descriptions of amendments, except for proper names occurring within them: income tax amendment; Prohibition amendment. Also see acts, amendments, bills and laws.

America. The terms America, American(s) and Americas refer not only to the United States but to all of North America and South America. They may be used in any of their senses, including references to just the United States, if the context is clear. The countries of the Western Hemisphere are collectively the Americas.

(-)American. Hyphenate Italian-American, Japanese-American, Irish-American, Polish-American, Asian-American and similar phrases denoting foreign heritage. Though some idioms (like Korean grocery and Irish Catholic) seem entrenched in the language, many members of such groups demand the addition of -American to acknowledge their full membership in this society. Usage does not call for the hyphen in religious references like Jewish American or in French Canadian, English Canadian or Latin American. Also see African-American, black; Asian-American; ethnicity; Hispanic.

American Baptist Churches in the U.S.A. This group of Northern Baptists split from the Southern Baptists in 1845 over the issue of whether slaveholders could be missionaries.

American Federation of Labor and Congress of Industrial Organizations. See A.F.L.-C.I.O.

American Federation of State, County and Municipal Employees. Do not abbreviate. District Council 37 is the local council that represents most municipal employees in New York City.


American Indian(s) may be used interchangeably with Native American(s) to refer to most native people of North America. In later references and headlines, when the context is clear: Indian(s). When writing about specific individuals or groups, choose the identification they prefer (Cherokees, Navajos, Oneidas). But do not use the term American Indian(s) for those not historically referred to by that name (Native Alaskans, Hawaiians and Pacific Islanders). Note that Indian Country is a federal designation that refers to any land under tribal jurisdiction, not just reservations. See Native American(s); Indian Country.



American Revolution, the. Also: the Revolutionary War; the Revolution.

America’s Cup (yachting), Americas Cup (golf).

Amex in later references and in headlines for American Express, if the context is unmistakable.

A.M.E. Zion for the African Methodist Episcopal Zion Church, a Protestant denomination formed in 1821 by black Methodist Episcopal churches in the New York area. The name should usually be abbreviated even in first references, but in any article dealing centrally with the church, spell it out at some point. When the abbreviation is used, make the context clear with phrases like A.M.E. Zion congregation, A.M.E. Zion minister, etc. Also see A.M.E.

amicus curiae (friend of the court) is the legal term for an outside party who submits a brief to advise or influence the judge or judges on the issues in a case. In later references, if the technical term is necessary and the context clear, amicus may stand alone. (The plural, even more daunting to readers, is amici curiae.) Lay terms, like supporting brief, are usually preferable. On occasion, “friend of the court” may also be useful, in quotation marks and without hyphens.

amid (not amidst).

amidships.

Amish. They are members of a Christian sect that separated from the Mennonites in the 17th century. They refuse military service, favor plain dress and shun modern technology.

amnesty, clemency, pardon. A pardon is a release from punishment or forgiveness of an offense, granted to an individual. An amnesty is a general pardon, usually for political offenses, granted to a group. Clemency is leniency or mercy shown by someone in power, who does not necessarily forgive the offense. Also see parole, probation.

among (not amongst).

among, between. In general, between applies to two things, and among to more than two. But between is correct in reference to more than two when the items are related individually as well as severally: Trade between the United States, Canada and Mexico has grown under Nafta. Each country trades with each of the others, rather than with all simultaneously. When more than two things are related in a purely collective and vague way, use among.

amount applies to quantities in mass or bulk but not to things that can be counted. The hermit had a great amount of money, but the hermit had a great number (not amount) of $100 bills; the cook prepared a large amount of rice in a small number of bowls.


amp, ampere, Ampère. For the electric current measurement, use the more common amp; plural is amps. But the French physicist was André-Marie Ampère.




ampersand (&). Use the ampersand (&) or and in the name of a company, law firm or other entity, according to the company’s practice. For consistency, substitute the ampersand for unorthodox internal punctuation, like plus signs (+) or equal signs (=) used by some firms (Wieden & Kennedy, not Wieden + Kennedy).

Do not otherwise substitute & for and in copy, in tables or in headlines. Also see company and corporation names.



Amtrak is a synonym for the National Railroad Passenger Corporation. Use the shorter term in all references.


Amvets for the group formerly known as American Veterans of World War II, Korea and Vietnam.



an. See a, an, the.


analog, analogue. Analog, an adjective, denotes a system of recording or measuring data in an unbroken stream, the way sound is captured on a long-playing record, for example, or the way time is shown by the movement of clock hands. (Most often, such a system is contrasted with digital recording or measurement.) Analogue, a noun, means a counterpart or an equivalent.



anchor is the preferred term for the chief reporter on a news broadcast. Anchorman and anchorwoman are acceptable, especially in direct quotations. Do not use anchorperson.

and. Use the ampersand (&) instead in company and firm names composed of personal names (Brown & Williamson) and in phrases like & Company, & Brothers, etc. See ampersand and company and corporation names.

Do not use and to link unrelated matters. The senator, a Democrat and an avid golfer, was born in Idaho suggests a relationship between party membership and golf. Make it who is an avid golfer.

and/or is stilted. Except in a quotation, phrase it apples or oranges, or both.

anemia, anemic.

anesthetic.

Angeleno(s) for a person or people of Los Angeles. Not Los Angeleno(s).

Angkor for the Khmer ruins in Cambodia. Angkor Wat is a temple within the complex.

Anglican Church may be used in later references to the Church of England, but the church is almost always enough.

Anglican Communion. It comprises the Church of England and Episcopal churches that are informally related to that church in doctrine and ritual. The association includes not only independent churches in Britain but also the Anglican Church of Canada, the Episcopal Church in the United States and others elsewhere. The administrative arm is the Anglican Consultative Council. Every 10 years the bishops of the Anglican Communion gather for the Lambeth Conference. Also see Church of England and Episcopal Church.

Anglo (n. and adj.) originated in the Southwest as a term for a non-Hispanic white American. While its use is spreading, the word remains most suitable for articles about people in the Southwest and the West, or articles reflecting their points of view. Also see Latino.

Anglo(-). Anglo-Catholic; Anglo-Saxon. But: Anglophile; Anglophobe. In compound modifiers referring to two countries, ordinarily use English- or British-: British-French trade; English-Irish cultural rivalry (not Anglo-French or Anglo-Irish).

angstrom, a length measurement in the sciences. It is lowercased, though it is named for the physicist Anders Jonas Angstrom.

animals. Call an animal it, not he or she, unless its sex has been mentioned or it has been personalized with a name: The dog was lost; it howled. Marmaduke was lost; he howled. The dog, which was lost, howled. Adelaide, who was lost, howled. The bull tossed his horns. Use figures for ages of animals: a race for 3-year-olds.

Annapolis (the site and informal name of the United States Naval Academy, in Maryland).


anniversary. Note that “year” is represented in the word’s Latin roots. Thus, make it 10th anniversary, not the redundant 10-year anniversary, and avoid constructions like six-month anniversary.




anonymity is a last resort, for situations in which The Times could not otherwise publish information it considers newsworthy and reliable. Reporters should not offer a news source anonymity without first pressing to use a name or other helpful identification.

If concealment proves necessary, writers should tell readers as much as possible — without violating the promise of confidentiality — to help them assess the source’s credibility. In particular, how does the source know the information? And does he or she have a stake in the issue?

In some cases it may also be valuable to explain why the source will not speak for attribution. Does she fear for her job or her safety? Does his company forbid workers to speak to reporters? Is the information classified? But be wary of rote phrases that convey little information and suggest an autopilot approach to attribution. It provides little insight merely to say that a source “was not authorized” to speak, or sought anonymity because the topic was “sensitive.”

Blind attribution — sources said, for example — is more a tease than a signpost. Trail markers should be as detailed as possible. United States diplomat is better than Western diplomat, which is better than diplomat. Still better is a United States diplomat who took part in the meeting. And a lawyer who has read the brief or an executive close to the XYZ Company is far better than a person familiar with the case, a phrase so vague that it could even mean the reporter.

Readers value signs of candor: The report was provided by a Senate staff member working to defeat the bill.

Any description must be truthful and not misleading. Do not write State Department officials when quoting a single person. And do not write another official when citing someone who was named in the previous paragraph. Also avoid ludicrous evasions like a senior official aboard Secretary Lamm’s plane. Something like reporters traveling with Secretary Lamm were told may actually take the reader closer to the source.

Anonymity should not shield a press officer whose job is to be publicly accountable. And, given the requirements of newsworthiness, it should not be invoked for a trivial comment: “The party ended after midnight,” said a doorman who demanded anonymity. (If the doorman simply refused to give his name, that is a less grandiose matter, and the article should just say so.)

Anonymity should not be used as a cloak for personal attacks. The vivid language of direct quotation confers an unfair advantage on an unnamed speaker, and turns of phrase are valueless to a reader who cannot assess the source. If pejorative personal remarks are truly newsworthy and cannot be attributed by name, consider paraphrasing.



antagonist, protagonist. An antagonist is an adversary, competitor or opponent. One person can have many antagonists. A protagonist is the central character in a drama or novel. One drama or novel can have only one protagonist.

Antarctic (n., adj.). Antarctic Circle; Antarctic continent; Antarctica.

ante(-). Except before a proper name, compounds beginning with ante are not hyphenated: antebellum; antechamber; antedate; antediluvian; anteroom. But use a hyphen if the second part of the term is capitalized: ante-Victorian.

antecedents. See pronouns and antecedents.

antelope(s).

antennas (not antennae).

anthems. Use quotation marks around their titles: “The Star-Spangled Banner.” Lowercase the national anthem. Also see songs.

anti(-). Hyphenate compounds beginning with anti if they would otherwise be hard to understand (anti-abortion, anti-bias, anti-rejection, anti-vice), if the second element begins with the letter i (anti-inflation, anti-intellectual) or if the second element is capitalized (anti-American, anti-Communist, anti-Semite). An exception: Antichrist. Other anti words are solid: antiaircraft, antibiotic, antibody, anticancer, anticlimax, antidrug, antifreeze, antimagnetic, antimissile, antislavery, antismoking, antisocial, antiterror, antitrust, antiwar.

anticipate. It means foresee and prepare, not merely expect.

Anti-Defamation League (a division of B’nai B’rith).

antitrust division (of the Justice Department).

anxious means uneasy or worried. Avoid the less precise sense, as a synonym for eager.

any(-). Most compounds formed with any are one word: anybody (pron.), anyhow, any more (something additional), anymore (adv.), anyone (pron.), any way (in any manner), anyway (in any event), anywhere.

But if the emphasis is on singling out an individual in a group, use two words: Any one of them may win.

anybody, anyone, everybody, everyone, no one, someone. Each of these pronouns is singular and requires he or she (never they) on further reference: Has anybody lost his ticket? To avoid assuming maleness or femaleness in a general reference, rephrase: Has everyone bought a ticket? Often a plural construction will serve: Have people all bought tickets? As a last resort, the awkward his or her is tolerable; a plural pronoun with a singular antecedent is not.

anywhere. This word is often superfluous, as in The roadster’s top speed is anywhere between 100 and 120 miles an hour.

apogee. It is the highest altitude of an orbiting object in relation to Earth. The word also has the general meaning of highest or farthest point. Its opposite is perigee, the lowest or nearest point.

apostle(s). Capitalize in proper names (the Apostle Thomas; the Apostles’ Creed), but generally lowercase (the apostles of Jesus; an apostle). An exception: the Twelve Apostles.

apostolic delegate. Bishop (or Archbishop) Lee S. Agneau; the apostolic delegate; the delegate. An apostolic delegate is a Roman Catholic diplomat designated by the pope as his envoy to the church in a foreign country with which the Vatican does not have formal diplomatic relations. He is not a papal nuncio (or a nuncio), an envoy accredited to a foreign government with which the Vatican has a treaty.


apostrophe. Use it to create the possessive form of a noun (man’s) and to denote a contraction or omission of letters or numerals (it’s for it is; ’94 for 1994).

Also use the apostrophe for plurals formed from single letters: A’s and B’s; p’s and q’s.

Form the singular possessive with ’s (boy’s coat) and the plural with s’ (girls’ coats; reporters’ computers).

For a plural that does not end in s (women; children), the possessive is formed with ’s: women’s; children’s.

Sometimes a singular idea is expressed in words that are technically plural; in such a case, use the plural form of the possessive: United States’; General Motors’. Never United States’s, etc.

Almost all singular words ending in s require a second s as well as the apostrophe to form the possessive: James’s; Chris’s; The Times’s. But omit the s after the apostrophe when a word ends in two sibilant sounds (the ch, j, s, sh, ts or z sounds) separated only by a vowel sound: Kansas’ Governor; Texas’ population; Moses’ behalf. The possessive s is also traditionally dropped in some idioms in which the word after the possessive begins with s: for conscience’ sake; for appearance’ sake; for goodness’ sake.

When a name ends with a sibilant letter that is silent, keep the possessive s: Arkansas’s; Duplessis’s; Malraux’s. By custom, however, the possessive of an ancient classical name is formed with an apostrophe only: Achilles’ heel; Euripides’ dramas.

The apostrophe is used in expressions like 60 days’ notice and 20 years’ imprisonment. But: 60-day notice; a 20-year sentence; a sentence of 20 years.

Also: a year’s worth; five days’ worth; money’s worth; a million dollars’ worth; a penny’s worth. But, with the currency symbol: $5 million worth.

The expression months pregnant does not take an apostrophe; it is similar to years old.

Apostrophes are omitted in names of many organizations: Citizens Union; Doctors Hospital; Teachers College; etc. But if the word is plural before the addition of an s, keep the apostrophe: Children’s Court. Also: Ladies’ Home Journal.

The apostrophe is used in abbreviations and contractions like O.K.’d.

Also see possessives.



app(s) is acceptable in all references to applications, software and programs, particularly for mobile devices. If the term is central to an article, include a full reference and brief explanation at some point. See software.

appall.

apparent. Do not confuse the adjective with the related adverb, which needs to be positioned precisely. People do not die of apparent heart attacks and they are not shot in apparent robbery attempts. Only real heart attacks and robbery attempts are dangerous. But someone can die apparently of a heart attack, and someone can be shot apparently in a robbery attempt.

apparent temperature. See heat index.

Appellate Division.

apposition is a useful device in which one word or phrase is placed beside another to define or explain it. In the sentence Her husband, Chris, was late, the first term (her husband) is explained by the second (Chris). The word or phrase in apposition ordinarily appears between commas (or, sparingly, between dashes); eliminating the commas around Chris would suggest that the wife has more than one husband. The two expressions in apposition should serve identical grammatical functions; they mean the same thing. Thus He said he was Chris Lamb, the stage name of the soap opera star is faulty because he could be Chris Lamb, but he could not be the stage name. In editing, test such a construction this way: Mentally delete the first expression of the pair, and see if the remaining sentence makes sense: He said he was the stage name of the soap opera star. A possible repair: He called himself Chris Lamb, using the stage name of the soap opera star.

appraise, apprise. Appraise means evaluate: Have the house appraised for the insurance company. Apprise means notify or inform.

April. Do not abbreviate except, when necessary, in tables or charts.

aquavit (not akvavit).

Arab Emirates. See United Arab Emirates.

Arabic numerals. Uppercase A. Also see Roman numerals.

Arabic terms in place names include Ain (spring), Bab (gate), Bahr (sea, lake and sometimes river), Bir (well), Birket (pond), Burj (tower), Dahr (mountaintop), Dar (abode of), Deir (monastery), Jebel (mountain), Jisr (bridge), Kafr (hamlet), Khan (caravansary), Marj (meadow), Nahr (river), Naqb (pass), Qasr or Kasr (castle), Ras (promontory, cape), Suq (market); Tell (hill) and Wadi (dry riverbed, ravine).

In Egyptian usage, the standard Arabic j is pronounced as a hard g. Thus Burg, Gebel, Gisr and Marg appear in Egyptian place names instead of Burj, Jebel, Jisr and Marj.

French transliterations have become standard for North African names; thus Djebel and Ouadi instead of Jebel and Wadi.

But see geographic names for the order in which references should be consulted on spelling.

Arabist.


Arab names and titles. Arab names are usually Arabic words governed by grammatical rules. Many names incorporate the definite article al. But the vowel may take the form of a, e or u, or disappear entirely as a result of elision. The l may appear as d, dh, n, r, s, sh, t, th or z. The article may be joined with the previous or the next word, or both. Except where other usage has become established (Abdel Nasser; Abdullah), use al hyphenated with the next word: al-Sabah; al-Azhar. Many Arabs drop the definite article from their names in English: Ismail Fahmy, not al-Fahmy. Omit the article in a personal name after the first reference: Anwar el-Sadat; Mr. Sadat. (But capitalize the article in a publication title and omit the hyphen: Al Ahram.)

Compound names should be left intact. The commonest are composed with the word Abd (Worshiper of): Abdullah (Worshiper of God); Abdel Nasser (Worshiper of the Victorious One); Abdur Rahman (Worshiper of the Merciful One).

Another compound is completed by al-Din (the Religion), which may appear in forms like ed-Din, ed-dine, uddin, etc.: Kamal ed-Din (the Perfection of the Religion); Nureddin (the Light of the Religion); Allah-ud-Din or Aladdin (the God of the Religion).

Allah or ullah (God) completes compound names like Jad-Allah (God giveth), Nasrullah (the Victory of God). Abu (Father of) and ibn, bin or ben (Son of) combine in names like Abubakr, Abul Zalaf, Ibn Saud. Do not capitalize ibn when it is preceded by a first or a middle name.

A Muslim Arab has at least three names — the given name, the father’s given name and the grandfather’s given name. The permanent family name, if there is one, follows. Use whichever family name the subject seems to prefer. Otherwise, in later references, use Mr. or the official title before the last name and treat it as a family name. When in doubt, repeat the full name in later references.

The Arab titles Pasha and Bey, both of Turkish origin, have been abolished. Royal titles, as in English, are used with the first name: Prince Sultan ibn Abdel Aziz; Prince Sultan. Sheikh is the title of the rulers of the Persian Gulf principalities: Sheikh Abdullah al-Salem al-Sabah; Sheikh Abdullah. The title and the first name alone are enough in first references to rulers (kings, imams, emirs and sheikhs) unless the full name is needed to distinguish between people with the same title and the same first name.



arboretums (not arboreta).

Arc de Triomphe, the (in Paris); the arch. In direct quotations, the Arch of Triumph is acceptable.

arch(-). Except before a proper name, the prefix forms solid compounds: archangel, archbishop, archdiocese, archduke, archenemy, archfiend, archrival.

Though the prefix usually means chief or principal, it sometimes connotes extremism, warranting caution with phrases like archconservative, archradical, archliberal, arch-Protestant and arch-Republican. Also see ultra(-).

archaeology. Also: archaeological; archaeologist.

Archbishop Dale B. Lam of Hartford; Archbishop Lam; the archbishop. Or: the archbishop of Hartford, Dale B. Lam. The Most Rev. is used before the name of the Anglican prelate who is the archbishop of Canterbury. Also see bishop; Canterbury, archbishop of; Most Rev., Rt. Rev.; Rev.; Very Rev.

archetype.

architecture. Styles and schools are listed separately. Also see arts terminology.

arctic (n., adj.). Capitalize in geographic expressions: Arctic Circle; Arctic Ocean; Arctic Current; Arctic zone; the Arctic; etc. Lowercase in general references: arctic cold; arctic fox; etc. Also: arctics (overshoes).

area codes. See telephone numbers.

Argentine(s) (n. and adj.) for the people of Argentina. Not Argentinian.

Arizona. Abbreviate as Ariz. after the names of cities, towns and counties.

Arizonan(s).

ark. Lowercase this term for the cabinet that houses the Torah scrolls in a synagogue. Also: ark of the covenant, for the biblical chest that held the stone tablets inscribed with the Ten Commandments.

Arkansas. Abbreviate as Ark. after the names of cities, towns and counties.

Arlington National Cemetery.

Armed Forces Day. The United States observes it on the third Saturday in May; dates differ in other countries.


Army. Capitalize in United States Army, British Army, etc. It is the Army in later references to the United States Army, but lowercase for foreign armies. Also use Army for United States Military Academy sports teams.



Army corps. A United States Army corps (the parent unit of a division) is designated by Roman numerals: II Corps.

Army ranks, in descending order, and their abbreviations:


COMMISSIONED OFFICERS

Gen. Stacy D. Milori; General Milori; the general. (A general wears four stars.)

Lt. Gen. Dana L. Cordeiro; General Cordeiro; the general. (A lieutenant general wears three stars.)

Maj. Gen. Lindsay M. Karitsa; General Karitsa; the general. (A major general wears two stars.)

Brig. Gen. Lee B. Cordeiro; General Cordeiro; the general. (A brigadier general wears one star.)

Col. Merrill C. Kuzu; Colonel Kuzu; the colonel.

Lt. Col. Lee L. Agneau; Colonel Agneau; the colonel.

Maj. Stacy M. Miel; Major Miel; the major.

Capt. Hilary C. Daan; Captain Daan; the captain.

First Lt. Hilary F. Kuzu; Lieutenant Kuzu; the lieutenant.

Second Lt. Alex S. Karitsa; Lieutenant Karitsa; the lieutenant.

WARRANT OFFICERS

Chief Warrant Officer Chris W. Arniotis; Mr. (or Ms., Miss or Mrs.) Arniotis; the chief warrant officer.

Warrant Officer Terry O. Daan; Mr. (or Ms., Miss or Mrs.) Daan; the warrant officer.

NONCOMMISSIONED OFFICERS

(Enlisted supervisors.)

sergeant major of the Army. Do not use the five-word title before a name; do not capitalize it and do not abbreviate it. Make it Lindsay M. Bildots, the sergeant major of the Army; Sergeant Major Bildots; the sergeant major. (This title is held only by the Army’s top enlisted member; it usually requires explanation.)

Command Sgt. Maj. Tracy C. Arniotis; Sergeant Major Arniotis; the sergeant major. (This title is held by the top enlisted member of a major headquarters within the Army.)

Sgt. Maj. Stacy S. Kuzu; Sergeant Major Kuzu; the sergeant(s) major.

First Sgt. Lauren F. Daan; Sergeant Daan; the sergeant.

Master Sgt. Tracy M. Berenich; Sergeant Berenich; the sergeant.

Sgt. First Class Pat F. Karitsa; Sergeant Karitsa; the sergeant.

Staff Sgt. Ashley S. Lam; Sergeant Lam; the sergeant.

Sgt. Terry P. Agnello; Sergeant Agnello; the sergeant.

Cpl. Stacy L. Milori; Corporal Milori; the corporal.

OTHER ENLISTED PERSONNEL

Specialist Leslie M. Berenich; Specialist Berenich; the specialist.

Pfc. Chris F. Agneau; Private Agneau; the private.

Pvt. Alex V. Cordero; Private Cordero; the private.



Also see retired.

Army Sgt. Maj. Do not use this abbreviation for sergeant major of the Army. And because the five-word title is cumbersome, use it after the name, not before: Lindsay M. Bildots, the sergeant major of the Army (with an explanation that the bearer is the sole holder of the Army’s highest enlisted rank). In later references: Sergeant Major Bildots; the sergeant major.

aromatherapy.

arrondissements (French municipal districts). See addresses.

art. Styles and schools are listed separately. Also see arts terminology.

Art Deco (architecture, interior design and decorative arts). Capitalize in reference to the 1920s and 1930s style, sometimes called style moderne or jazz modern. Also see arts terminology.


article (news report). In writing about news reports that are mainly text, ordinarily use the more precise term article rather than story, except for effect: How Nellie Bly got the story. A work of fiction is a story. But note that report or story is acceptable when referring to digital journalism that includes video, photography, graphics and other multimedia, in addition to or instead of articles. Use quotation marks for the titles of magazine and newspaper articles, and capitalize the principal words.



articles (parts of speech). See a, an, the and the.

Art Nouveau (architecture, interior design and decorative arts). Capitalize when referring to the decorative style with its roots in the 1890s and the early 20th century. Also see arts terminology.

Arts and Crafts (architecture, interior design and decorative arts). Capitalize only in reference to the design movement that began in late-19th-century England. It encompasses the styles known as Prairie, Mission and Craftsman, among others. Also see arts terminology.

arts locations. In an arts review, the name of a well-known museum, gallery, theater or concert hall may be shortened to its conversational form in first and later references, provided the full name appears somewhere in the review, or in a fact box. Examples: the Modern or MoMA (for the Museum of Modern Art); the Corcoran (for the Corcoran Gallery of Art, in Washington); the Met or the Metropolitan (for the Metropolitan Museum of Art or the Metropolitan Opera, depending on context); the Brooks Atkinson (for the Brooks Atkinson Theater).

arts terminology. When dealing with art, architecture, music or literature, capitalize the name of a specific historical movement, group or style: the Impressionism of Monet. Lowercase such a term in a more generalized sense: Chris Miel’s paintings are impressionistic in manner. The prefix neo or post is lowercased unless specifically adopted by a group or movement as part of its name: the Post-Impressionism of Seurat, but Leslie Cordeiro works in a neo-Dada manner. In architecture, scholars disagree significantly on the limits and definitions of many styles. In the 20th century, for example, a building designed in a loosely classical vein, like the old Pennsylvania Station in New York, is likely to be called Classical, neo-Classical, classical revival or romantic classical. In such cases, it is best to use a phrase like a 20th-century building in the classical style. Individual styles and movements are listed separately. Also see dance and music.

as. See as if and like.

Ascap for the American Society of Composers, Authors and Publishers.

Ascension. Capitalize when the reference is to Jesus.

Asean for the Association of Southeast Asian Nations. Its members are Brunei, Cambodia, Indonesia, Laos, Malaysia, Myanmar, the Philippines, Singapore, Thailand and Vietnam.

Ashkenazi is the term for a Jew who settled in middle or northern Europe after the Diaspora, or that Jew’s descendant. The plural is Ashkenazim, and the adjective is Ashkenazic. Also see Jew(s) and Sephardi.

Asian-American, applied to a citizen of the United States, is preferred over Asian. But whenever possible, use a more specific description: Korean-American; Vietnamese-American. Also see -American and ethnicity.

Asian, Asiatic. Use Asian(s) when referring to people. Asiatic, in this sense, is now generally considered disparaging.

as if. Use the phrase, instead of like, when what follows is a clause with its own verb: He pedaled as if his life depended on it. See like.

As if is shorter and more logical than its generally accepted synonym, as though. The logic is clear if you insert the words that are implied: It looks as [it would look] if the Yankees won.

as many. Avoid this mannerism: twice in as many days; third in as many days. The wording is untidy because the phrase as many requires a cardinal number for completion (as many as two; as many as three). Make it twice in two days and third in three days. With a cardinal number (five times in as many days), the phrase is more grammatical, but still journalese.

as much as. Write as much as if not more than; do not omit the second as. For greater readability, complete the first thought before beginning the second: He travels as much as a correspondent, if not more.


Asperger’s syndrome.



assassin, assassinate, assassination. Generally reserve these terms for a fatal surprise attack on a prominent person, or for the attacker in such a crime. The terms are not synonyms for kill, killer, murder or murderer (a usage that sometimes occurs in overliteral translation from other languages). Also see execute, execution.

assault weapons are semiautomatic pistols, rifles or shotguns with special features like large-capacity magazines, pistol grips or folding or telescoping stocks. They were originally designed as automatic weapons for military or police use. Those sold to civilians are modified to allow only semiautomatic fire. Also see caliber; cartridge; handguns; rifles; shotguns. 

assembly. Capitalize in United Nations General Assembly; the State Assembly; etc. In later references: the Assembly. But it is state assembly, state assemblies, an assembly, etc., when the reference is not specific.

Assembly districts. Capitalize in specific references: First Assembly District; 11th Assembly District.

assemblyman, assemblywoman. Assemblyman Pat W. Agneau; Assemblywoman Pat Y. Agneau; Assemblyman (or Assemblywoman) Agneau; the assemblyman (or assemblywoman); Mr. (or Mrs., Miss or Ms. Agneau). Also: an assemblyman; an assemblywoman; assemblymen; assemblywomen. Also see men and women and titles.

assistant bishop. See bishop.


Assistant Chief Tracy M
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