Style Sheet

Document Title: 

Principal Investigator: 

	AB

· amongst (not among)

· analyze

· behavior 
	CD

· center 
· characterize

· clear-cut (adj) (use hyphen)
· co-evolution (use hyphen)

· co-locate (use hyphen)

· codependent (no hyphen)
· cross-reference (n)(use hyphen)

· cross-scalar (use hyphen)

· crust-leather (use hyphen)

· data (plural)

· datasets (one word)

· decision-making  (n) (adj)  (use hyphen)

	EF

· favor 

· focused (one ‘s’)

· footwear (one word) (adj)(n)
· followup (n)
· follow-up (adj)
· follow up (v)
· fourfold (one word)

	GHI

· globalization 

· gray (not grey)

· high-density (adj)

· high-end (use hyphen)
· high-priced (adj) 
· ill-prepared (adj)
· in situ (adj) (n)                                                                                                                                                                                                                                                                                          
· interdependence (no hyphen)

· inter-firm (use hyphen)

· inter-industry (use hyphen)
· intermunicipal (one word)
· inter-regional (use hyphen)
· intra-urban (use hyphen)
	JKL

· land cover (n) (no hyphen)

· land use (n) (no hyphen)
· land-use (adj) (use hyphen)
· leather-based (use hyphen)
· leather making (adj)(two wds)
· leather making (n)(two wds)
· left-hand (adj)
· León (with accent)
· life long (two words after ‘to be’, one word otherwise)
· life span (n) (two words)
· long-term (adj)
	MNO

· macroeconomic (adj)(n)

· marketplace (one word)
· medium-sized (use hyphen)
· middle class (n) (two words)
· minimize

· multi-layered (use hyphen)

· neighborhood

· northeast

· offshore (adj)

· organization 
· out-of-fashion (use hyphens)

	PQR

· payoff (one word) (n)

· periurban (one word)

· phonecall (one word)
· policy maker (two words)
· predestined (one word)

· program (US style)

· real estate (adj) (n)

· relocate (one word)

· reorganization (one word)
· restart (one word)
· restructure (one word)
· right-hand (adj)
	STUV

· semi-structured (use hyphen)
· short-term (adj)

· socioeconomic (use hyphen)
· start-ups (use hyphen)

· subdivision (no hyphen)

· tenfold (one word)
· timescale (one word))
· tonne (=metric ton)

· towards (not toward)
· transnational (no hyphen)

· US, not U.S.

· urbanization 

· up-to-date (use hyphens)
· value-added (adj) (use hyphen)
· vice versa (two words)

	WXYZ

· wastewater (one word)

· Web (capitalized)

· Web page (two words)
· well-established (adj)
· wet-blue (adj) (use hyphen)
· wide-ranging (adj)

	Headings
· Sentence case headings

· H1: BookAntiqua (BA), 24pt, Bold

· H2: BA, 14pt, Bold, Ital

· H3: Tahoma, 12pt, Bold, Ital
	Figures

· Figure Text: CGothic, 10pt
· Punctuation: Period at end of caption; no colon after figure number
Tables

· Table header: Boldface, Ital, TNR 12pt
	Punctuation

· No serial comma

· replace all virgules with "and" or "or" when appropriate

· em dashes (closed style) 

· No hyphen following prefix ‘re’.

· Example: follow with a comma (e.g., apples and oranges)



	Spelling

American style

· –er (not –re)

· –or (not –our)

· –ize/–yze (not –ise/–yse)

Capitalization

· Capitalize the first letter of words following semicolons in titles
	Numbers

· Spell out single-digit numbers (i.e., 1-9); Use Arabic numerals for all others (same rule applies for ordinal numbers)

· 4-digit numbers: No commas

· Numbers with 5 or more digits: Separate groups with commas

· For numbers in the millions or more, use a mixture of numerals and spelled-out numbers (e.g., 10 million) (same rule applies for very large monetary amounts-e.g., $3.6 billion)


	Numbers

· Percents: use numerals and the % symbol (e.g., 5%)
· Currency: US$25
· Centuries: Spell out and use lowercase (e.g., the twenty-first century)

· Dates: Use cardinal numbers in specific dates (e.g., April 5, 2001, not April 5th, 2001)

· If from or between is used before the first of a pair of numbers, use to, through, between or and. (from 1975 to 2010)

	Formatting
· Use lower case Roman numerals for front matter 
	Misc

· Long quotations (>4 typed lines) are set off from the main text. Left-align the text and indent 1 inch from the left margin. Maintain original line breaks.
· Short quotes (<4 lines of text) are placed in the body of the text and enclosed within quotation marks
	Misc

· Double space lists of sentences
· Line spacing on written exercise pages: 1.5 lines
· Bullets: use arrowhead style Bulleted lists: single space simple word lists/phrase lists; double space lists of sentences
· Bulleted lists: punctuated full sentences


