Grammar:

1. To the extent possible, you should avoid using passive voice in your writing; you should instead use active voice and should name your agents. In addition, by using clauses such as this one, you promise your reader to name an agent: Keep your promise.

6. You should express a thought only once, and should not express your ideas twice—no redundancy.

7. You need to watch your pronouns with a hawk’s eye, to ensure that they denote what you intend. 
10. You should not use phrases that are internally inconsistent unless you do so knowingly. 

17. You should use that to identify objects (which may be creatures), and should use which to make remarks that provide extra information about objects.

18. You should not force your reader to back-track by spreading relevant phrases, over the expanse of your sentence, out. 
20. You should repeat prepositions to indicate governance of the words that follow, or of entire terms. 

22. You should avoid verbizing, to avoid miserizing your reader.

30. You should use full infinitives in a series in which the infinitives are modified in different ways. That is, to write well, or to avoid mistakes, you should learn when to repeat the to.

38. There is never a good excuse for splitting an infinitive: Remember that to even occasionally split infinitives (should be “even to split infinitives occasionally”) is a sloppy habit.

42. When you insert a separate remark after a that, you should delimit the remark by placing commas on both sides of it.
58. You should understand fully the nuances of adverb placement. Unless you have an excellent reason to do otherwise, you should place adverbs at the ends of the phrases to which they belong. What constitutes an excellent reason, in this case, is a matter of ear and intent.
60. You should wrap up your prepositions at the beginning of or inside the clauses to which they belong, rather than which they belong to.
79. To be fair to your reader, you should name whom you intend to name, and should deliver on any promises that you make about the forthcoming identification of an agent.
81. You should be careful about what you are modifying when you use a modifier. You should mark this principle well so that you can write good prose.
85. You should enforce parallelism throughout your writing, should pay attention to parallelism at each level, and should cast all like entities in like form. The three parts of the preceding sentence are parallel.

89. You should use Latin and Greek plural endings unless you have a good excuse not to do so, and that you should use care in forming plurals from terms that end in o, that comprise more that one word, or that are foreign.

95. When you use words that imply a comparison, you should specify precisely what you are comparing with what. Merely making your writing clearer is insufficient; you must make your writing clearer than is used to be, or clearer than your dearest colleague’s, or clearer than mud.

97. You should pay attention to the tense in which you are writing, and should not change tenses without due cause (rather than without having had due cause).

· When you describe research results, you should generally use the past tense to indicate that the results apply to only the population studied. If you want to imply that the results generalize, then you can use the present tense. 

· When you inform your reader of what topics you intend to discuss in a later portion of your manuscript, you can use future tense. However, it is simpler to use present tense in these cases. 

· When you remind your reader of topics that you have discussed in an earlier portion of your manuscript, use the simple past tense: write we did. Avoid we have done, because that formulation is clumsy.
107. The principle is that although it is good practice to leave out unnecessary words, it is not good practice to leave out words that belong in your sentence.
123. You should form the plural of an abbreviation by adding simply s (might there be several BUGSs?); you should form the possessive of a singular abbreviation by adding apostrophe s (Lyn is BUGS’s inventor); and you should (usually) form the plural possessive by adding s apostrophe (but will she be INSECTs’ or BUGSs’s inventor?).
136. You should think about whether the creature or object that you wish to denote by a pronoun is an agent; if it or he or she is not, use it or him or her. 
139. You should generally, but not always, use apostrophe s (‘s) to indicate that an object is someone’s. (Exceptions: computers’, Holly and Misha’s, Circes’.)

140. You should render unusual mots and gnomes, rather than appropriating the consuetudinary argot of other scriveners’ missives.
142. You should pay attention to the contents of your words, so that you do not place the words in untenable positions. Do not expend time learning this principle; rather, spend time or expend energy doing so. 
· …? The answer to this question is…
· Blow sax; play guitar
· The weather is wet; it is raining
· Solve this problem; resolve this issue
· Formulate the hypothesis; draw the conclusion
Usage

2. I encourage you to speak directly to your reader: Call yourself I if you are the only author, or we if you have coauthors; call your reader you; and call the team comprising you and your reader we. 

3. You should distinguish among the three terms so, so that, and such that, so that (in order that) you write more accurately, such that (in such a way that) you use words correctly, so (therefore) you feel confident when you publish your document. 

4. You should use the terms between, each other, either, and a couple to refer to precisely two entities; and you should use the terms among, one another, any one of, and several to refer to more than two entities.

5. Whenever you use only, double-check that you intend to modify only the term that follows it directly.

8. You should not leave running around in your text words that are defined insufficiently. Rather than writing that this is a bad example, you should write that this example is a good one.

9. You should never attempt to motivate any entity that is not a living creature. 

11. You should use shall to predict the future (when you are speaking of yourself, alone or with other creatures), and will to imply intentionality. I shall teach, and you will learn.
13. We have proved that you should use proven only as a modifier.
14. Everyone should remember that only no one and every one have a space in them, and that someone should remind you that none can be singular or plural.

16. You should view effort as a tired, thin, overused word; omit it, or make an effort to substitute for it a more informative term that indicates more precisely what you mean.
19. While Although people use while incorrectly, you should use it to mean only at the same time as; you should not use it to mean whereas or although.
25. You should not use impact when you mean influence or effect, and you certainly should not use impact when you mean affect, because impacting people is incredibly impolite.
27. You should always use like correctly to refer to likeness, or resemblance. You should use such as to indicate an example member of a group about which you are speaking. You should use as to indicate a likeness in activities. If you use your ear as I do, then your prose will be like mine, and you can compose sentences such as this one. 
28. A word placed before either or both applies to both alternatives, whereas a word placed after either or both applies to only (but not to either) one. You can either remember this principle or mark the page, but both remembering and marking world be redundant.
33. You should use per to mean for each. If you read one segment per day, you will learn a useful principle on each day.
36. You should always use the most specific, informative term available, so that you maximize the communication per word, all other considerations being equal. In fact, there really is something actually very annoying about truly fuzzy terms.

- Fuzzy terms include some, thing, very (use instead a magnifier, e.g., exceptionally, remarkably, noticeably), a lot of (use more expressive terms, e.g., myriad, multifarious, multitudinous), actually, in fact, truly, and really (should be used only to emphasize actual versus virtual).
39. You should use is due to to speak of reparation (just rewards) and perhaps to speak of causes, but should not use it to speak of origination. That much care is due to your reader.

40. You should use more interesting—and perhaps more meaningful—phrases in place of centering on tired, overused terms.
44. You should disregard the rampant misuse of data, and should use data only to denote numerous discrete measurements (or other collections of values). When you wish to refer to a single item, use datum. Data is a plural, so data never is anything. (note: volumes or numbers of data.)

45. Ensure, assure, and insure have three distinct and substantially different meanings; you should use each word correctly to ensure (make sure of a state of affairs, or to guarantee that an event occurs) that your readers are assured (give assurance, or reassure) that you know what you are doing, so that they feel no need to insure (take out insurance on) themselves against damage from bad pose. 
46. A foreward is a chunk of writing (often by someone other than the document’s author) that precedes the main text; it opposite is an afterward. Forward is a direction or a personality trait; its opposite is backward.
48. You should avoid using above and below when you mean preceding (previous, earlier) and following (next, here, shortly, in a moment), and that you should use specific cross-references whenever possible. The preceding principle is respected in both the foregoing and the later segments of this book.
50. If you find yourself wondering as to whether you should use that term, you should simply wonder whether instead.
51. You should use who to denote creatures to whom you grant human characteristics, and should use that for every other object that you discuss.
52. Though Even though the word is common, you should not use though on its own; you should use although or even though (when you emphasize despite).
55. You should use because on its own, or should use the reason that or the reason why, but you should never use because with the latter two phrases; the reason is that the because would be redundant.
56. You should double-check all common terms that include with, to see whether you can cut one of the words to your advantage; for example, meet with people, visit with people, consult with people, together with people, along with people (take people along with)
57. You should not lose any pieces of the phrases is equal to, is greater than, and is less than; doing so equals an error.

61. Different than is different from good writing practice.
64. You should read the examples in this book to infer (from specific to general) how to construct your own sentences. When you then review the literature in your field, you may deduce (from general to specific) that many authors do not follow the principles in this book (note the implied (indicate or express indirectly) criticism of much scientific writing).
66. You should avoid using the fact that; you should remember the fact that nothing, simply that, or a recast will work.
69. You should avoid using valuative terms (better, worse, best, worst) that fail to specify the measure that you are applying. Rather than writing better, for example, you should write more concisely.
71. Aggravate does not mean irritate; you should use aggravate to mean to increase in severity. Otherwise, you may irritate your reader.
72. On does not usually require any help from up, and you should never waste extra letters by putting them upon pages where they are not needed. (Upon emphasizes vertical.)
73. If you mean whether or not, you should use whether (add “or not” only if you mean regardless of, irrespective of), so whether you should use if or whether depends on what you intend to say. 
75. The whole comprises (is made up of) the parts, where as the parts constitute or make up the whole. If you ever find yourself using the phrase is comprised of, give yourself three lashes with a red pencil and recast your sentence.
76. In order to is a clumsy phrase that you should avoid using, in order to improve your writing, in order so as to communicate effectively.
78. It is eminently (outstanding) reasonable to emanate (issue forth from, or spring from) authority and knowledge when you write. Maintaining immanent (inherent, or existing only in the mind) knowledge carries the imminent (about to happen, or impending) risk of forgetting it.
80. It’s a good idea to use its to mean belonging to it, and it’s to mean it is.  It is also a good idea to avoid contractions in formal writing.

82. You should almost never use persons; you should use people when you intend to denote the plural of person, and peoples when you intend to denote multiple groups of people. People may wish to keep this book near their persons (multiple bodies).
84. You should limit your use of feel to those situations in which a creature is genuinely experiencing a feeling; you should use think, believe, argue, and so on to denote intellectual activity. You may feel confused, but you should not feel that this segment is confusing.
87. Last usually is the last word that you should choose, because it is ambiguous; you should instead choose a word that conveys the specific meaning (preceding, previous, foregoing v.s. final, concluding, closing, terminal, endmost) that you intend.

88. You should avoid the worn-out focus on, and should instead focus on turn your attention to more interesting alternatives (concentrate on, emphasize, obsessed with). 
90. There are sufficient serviceable words that mean approximately, more or less, about, roughly, generally, and in round numbers; you should not drag around into service for this purpose, but should rather let is stand for its own perfectly respectable meaning. Draw a circle around this principle to be sure that you understand the idea.
92. You should use literal when you mean not metaphorical (when you mean metaphorical, you should say so) or accurate, word for word, and should use virtual to mean not actual or nearly. You should take this principle literally, at virtually all times.
99. You should use neither and nor together, and should take care in placing other words near them, or your sentence will be neither correct nor clear.
100. You will probably now remember—and are likely to remember—to avoid the construction will likely be.
101. It is important that (Note that) you not use importantly when you mean important. You can write importantly, which is arrogant, or you can write important material.

102. You should reserve since for time relationships, and should use because to indicate causal linkages, since because those are the correct uses of the words.
104. You should set the negation of can as cannot; only if you intend to negate an activity, rather than an ability, should you use can not. If you cannot remember the principle, you have no choice; if you can not remember the principle (that is, yfi you can intentionally forget the principle), you do have a choice.
105. You should keep in mind that there is a major difference between Lyn also lovers Max and Lyn loves Max also. 
· He is one way and she also is that way.
· He is one way and he is also another way.
108. You should omit the of after all unless doing so leaves your sentence stranded without all its meaning intact.
109. You should utilizing only those articles that would otherwise have lain stagnant, and should use everything else. Use this principle to avoid utilizing jargon.

111. You should avoid writing about issues, and should instead describe your subject clearly and in sufficient detail. This problem is not an issue.
113. You should avoid using so called. If you do use it, do not also use quotation marks or italics to delineate the so-called term under discussion.
114. When you wish to flag a sentence for your readers’ attention, you should first ask yourself whether the content is not sufficient to call attention to itself without your aid; if you determine that the sentence needs a flashing light, use the simplest choice: note that. In addition, you should notice that notice that has its uses too, and you should use it when you are writing about the act of noticing or are inviting your reader to notice a point in passing. Note that in any case, you should avoid the awkward phrase it is important to note/notice that. 
115. You can affect (produce an influence on, or producing an effect) your reader adversely if you do not effect (bringing an object into existence, or brining about a state of affairs) correct usage by using words that have a good effect (the result of a process, event, or activity) on her ear and thus positively influence her affect (an emotional state).
116. You should distinguish between the indexes in, for example, a book, and the indices in, for example, mathematical expressions.
119. You should use one-half to refer to one of two equal parts, and should use moiety to refer to one of two unequal parts that together constitute a whole. The greater moiety of this book comprises more than one-half of the segments. Also, you should set the numeric fraction (e.g., ½), rather than spelling out a fraction (e.g., one-half), in situations where you would use a numeral for whole numbers (such as with units of measure); e.g., ½ hour.

120. You should use media to denote more than one medium, unless the medium is a human being, and that you should never use media as a singular. Either use numerous writing media, or use just one medium.
121. You should use rather than, rather than not.
125. You should set the term maybe, meaning perhaps, as one word. You should set the verb may be as two words. You may be still learning, but maybe you already know this principle. 

127. To mistress the art of writing, you should avoid using words that are gender specific when the roles that they denote are not gender related. For example,

- salesman ( salesperson, sales representative

- “men working” sign ( “crew working sign

- manpower ( person-power
- firemen ( firefighter

- chairman ( chair

- policemen ( police officers

- motherboard ( parentboard

- man-machine interface( human-computer interaction

- mailman ( mail carrier

- countrymen ( compatriots

- mother country ( homeland

- waitress ( waiter, waitperson, waitron

- actress ( actor

- fisherman ( fish catcher

- businessmen ( businesspeople

- clergymen ( individual clergy

- thank you guys ( remind our speaker

- man’s inhumanity --( humanity’s inhumanity

128. When you are writing, you should be on guard against errors continuously (occurring without interruption), to avoid making mistakes continually (recurring steadily).
129. You should distinguish between fewer and less; making fewer errors will allow you to feel less foolish. 
132. You should know 100 percent of the few simple rules governing use of percent.
  - 40 to 60 percent

  - 80% to 90%

  - forty percents (wrong!!!)
135. You should use farther to denote distances, and further, you should use further to denote any other dimension of increase. 
138. You should use respectively to indicate that the relationships described are between members of groups in your sentences, rather than between the groups themselves. Max and Lyn are a man and a woman, respectively.
143. Whether a person is male or female is a question of gender; whether a couple has undertaken the most common way to conceive a child or to resolve an argument is a question of sex.

144. Awhile means for a while, and that you should usually writer a while. If you invite a literate person to stay for awhile, she may prefer to leave.

Punctuations
15. You should use a colon at the end of a sentence to indicate that further explanation follows: An explanation might consist of a detailed list, for example, or of an example. 
23. You should always include commas that are logical and helpful, such as series comma, those indicating pauses, or those after introductory remarks, and also remember that you should not splice together artificially two sentences simply by inserting a comma and an and.
29. You should hyphenate most compound-adjectives terms, but should not hyphenate terms that are compound adjectives that follow the noun. A user-friendly book is not user unfriendly.

41. You should avoid using quotation marks when you have no good reason to use them (humor unless irony and emphasis are not good reasons; for strings, better to use an alternative typeface such as dangerous bodily charm, for keys on a keyboard, better to use capitalized word such as Return), and should learn the rules governing correct usage. If you cannot see a problem with “quotation marks,” you should reread the rules.

· Place commas and periods inside quotation marks, no matter what the context.

· Place colons and semicolons outside quotation marks, no matter what the context.

· Place exclamation marks and questions marks inside or outside of quotation marks, depending on the context.
49. You should use en dashes when you use the dash form of indicating a range (see pages 2 – 4), and when you have an equal-weighted pair serving as an adjective, such as a love – hate relationship.
53. As defined in rule 1, you should generally omit parentheses around letters or numbers that designate parts, unless, as defined in rule 2, you use parentheses for callouts or for parts of numbered manuscript components.

63. You should use exclamation points sparingly (except in exceptional circumstances!), and that you should use with them only quotation marks and, occasionally, dashes.

70. You should use the various—that indicate missing words (or …) and l – ters.

· Run- or compile-time

· Test-ordering, test-analyzing, and test-reporting functions

77. You should use em dashes—singly or in pairs—to add to your sentences information to which you wish to call attention, and that you can also use em dashes to indicate disjoined or interrupted quoted speech. 

86. You should use points of ellipsis to indicate missing material in quoted passages and in series, that…, and that you should use them with a correctly placed period when appropriate.

93. You should use a semicolon to set off a portion that is itself a complete sentence; furthermore, you should use a semicolon to separate in-sentence list entries when at least one entry contains a comma.

106. You should not hyphenate nonwords unless the second term consists of multiple words or begins with a capital letter. For example, a non – Dupre (an en-dash) system might use a hyphen in nonwords. 

117. The solidus (forward slash, /) means and or; you should not use it for equal-weighted pairs (use – instead) or in the redundant term and/or. 

Style
12. You should consider organizing your presentation based on key terms, which are terms critical to the meaning of your discussion; that you should usually define key terms in text; and that you should use a form of typographical distinction (usually boldface type) to highlight key terms.

21. You should use a minimum number of abbreviations and acronym terms in your text (i.e., num abbrevs and ATs can be dfclt to read). Any that you do use, you should define on first use, and should use always thereafter.

-If you wish and if you are writing for an academic audience, you can use standard Latin abbreviations: e.g., i.e., etc., et al. Use them only in parentheses, however; do not use them in the regular text line. (Use instead for example, that is, and and so on.)
-If you begin a list with e.g., do not end it with etc. 

-You should not capitalize the initial letters of the words constituting a phrase that you are about to abbreviate, unless you have a separate reason for doing so.

- If the letter that you use in an acronym are not the leading letters in the words of the term, you can indicate the derivation of your acronym by using boldface, small capital letters, or underlining.

-You should not use periods in abbreviations and acronyms.

-When you are quoting dialog, you should spell a term the way that it is said.

-If, despite heroic struggles, you find that your text contains numerous shorthand terms, consider setting the terms in SMALL CAPITAL LETTERS, rather than in REGULAR CAPITAL LETTERS.
24. In general, you should spell out numbers from one to nine, and should use numerals otherwise; there are, however, many exceptions:
-You should spell out all numbers at the beginning of a sentence that follows a period or a colon.

-You should use numerals for all units of measure (except decades).

-You should use numerals when you are referring to the number itself.

-You should use numerals when you are counting.

-You should use numerals when the number that is less than 10 is in a series that contains numbers greater than 10.

-You should use numerals when you are speaking of multiples of millions, billions, and so on. 

-You should spell out all numbers in quoted speech.

-You should spell out terms that are used to mean approximate amounts.

-You should spell out first, second, and so on.

26. The three principles for lists are that (1) at first blush, you may find the rules associated with the correct use of lists too numerous to swallow (but you sho8uld keep chewing); (2) you should learn to distinguish among the various types of lists; and (3) you should use the type and format that are most suited to the message that you want to communicate. 

-Here is how to handle intext lists:

· Intext lists all constitute one sentence, so each entry obviously cannot be itself a sentence. You can use displayed lists in such cases, or you can use a series of sentences starting with First, Second, and so on.
· You should always use Arabic numerals, rather than letters or Roman numeral, in an intext list. But if you are writing numbered exercises that have parts, you should use letters for the parts, especially for parts of a figure caption. 
· You should always use both a left and a right parenthesis around a number in an intext numbered list. 
· You should use commas to separate entries in intext lists if no entry itself contains a comma. If any entry contains a comma, you should use semicolons to separate the entries. 
· You should use a colon before an intext or a displayed list only if the colon is logical and correct. You should never use a colon to introduce an intext list (whether or not the list is numbered) that has sentences as entries.
-Here is how to handle displayed lists:

· Indent the list from the left margin.

· If you use numbers, use a period after them, rather than using one or two parenthesis.

· However, do not use numbers unless you have a good reason to do so.

· If you do not use numbers, use bullets rather than nothing to mark each entry.

· If you se nothing to mark each entry, then use a hang indent if possible; otherwise, use extra space between entries.

· Align wraps (second and subsequent lines in an entry) under the first character of the first line of the entry, rather than under the marker or anywhere else.

· Always begin each entry in a displayed list with a capital letter, whether the entry is a word, a sentence fragment, a full sentence, or numerous sentences.

· Be sure that all or none of the entries are complete sentences.

· If the entries are sentences, use periods; if they are not sentences, use no end punctuation.
· You can begin each entry in a displayed list with a tag. A tag is a sentence fragment that names a text object. You can style tags in italic, roman type, or boldface type. You can set at the end of the tag a colon, a period, or an em space (but not recommended). You should begin the list entry after the tag with a capital letters; the tag stands alone, and should not be considered to be the beginning of a sentence or fragment that carries on to the entry. 
31. You should save capital letters for people, and should not waste them on titles of office not attached to people. Various presidents (general) are quite different from President Lincoln (specific).

32. You should not use contractions in formal writing; it’s OK to use them in casual writing.

34. You should learn the rules for styling numbers so that your text will be internally consistent and will be consistent with that of other scientific writers. 

· Do use a zero before a decimal point (e.g., 0.6 inch).

· Don’t use a comma in a four-digit number set in base text (e.g., 3876 words), but use the comma in all numbers of greater than four digits (e.g., 987,654,321 pennies). However, use the comma in tables, displayed lists and in any other columns where you want your four-digit numbers to align with other numbers.

· Do spell out million, billion, and so on for numbers that are multiples (including the fractions set as decimals) of these quantities (e.g., 2.7 billion stars).

· Do use a dollar sign when you indicate dollar amounts (e.g., $2-million contract). 

· Do set monetary amounts of less than $1 either as whole-number cents (e.g., 20 cents) or as decimal-number dollars (e.g., $0.20). In general, you should use the latter style when you are comparing dollar amounts.

· Do spell out percent, rather than using the percent sign (%) (e.g., 20 percent of…), except in tables and figures, when space is constrained tightly, or when you are writing in a domain that uses myriad percentages (such as statistics).

· Do not repeat the percent when giving rages (e.g., 50 to 60 percent); you should, however, repeat the percent sign (%) when giving ranges (e.g., 5% to 95%).

· Do not use the en dash for percent ranges in the text line (spell out to instead) (e.g., 80 to 90 percent); however, you should use the en dash for ranges in tables (and in figure labels).

· Do use by, rather than the times sign (x), to give dimensions (e.g., 8- by 30-pixel array).

· Do spell out degrees in temperatures (e.g., 70 degrees), except specifying Celsius or Fahrenheit and are using the abbreviation C or F (e.g., 98.6oF, 70 degrees Fahrenheit).  Note that when using Kelvin, do not set the degree sign, even with the abbreviation K (e.g., 274K).

· Do use an italic lower-case p, and use operators rather than spelling out the operators’ names (e.g., p < 0.05).
· Do set variables in italic type, set matrices and vectors in boldface type, and set constants in roman type. Set a subscript or superscript that is a term or an abbreviation in roman type. 
· Do not throw in a spurious hyphen when you speak about an axis or test or other noun that accompanies a variable (e.g., y axis, the p value).

35. You should lean the rules associated with quoting written materials, because “otherwise at best you will appear unknowledgeable, and at worst you could be sued” [Dupre L. It’s safer to cite explicitly. Cover It Up, 9(3):136].

· When you quote written material of five or fewer lines, you should set the quotation in the text line, and should use double quotation marks to delineate it. You should set any double quotation marks in the original material as single quotation marks, and you should not put a period before the citation.

· When you quote written material of six or more lines, you should set the quotation as an extract, and should not use double quotation marks around it. You should not set the extract in italics. You should put the period before the citation.

· When you quote written material of 50 or more lines (in total, even If you quote only a few lines at a time), you must obtain permission from the holder of the copyright.

43. You should write figure captions that provide explanations, legends, and credit lines, and should set them consistently. Most important, make sure that each figure caption provides sufficient information that the figure plus the caption stand alone.

47. You should set blocks such as theorems and definitions consistently, should distinguish the block’s various elements, and should set off blocks from the base text.

54. You should know how to style dates and times of day consistently. You would not want to write at two pm on December 19 1993 (or December, 1993, December 19th, 90’s, nineteen-sixties, mid 1990s, early-1990s, 1993 AD), when your colleagues are writing at 2:00 P.M. on December 19, 1993 (or December 1993, December nineteenth, nineties, 1960’s, mid-1990s, early 1990s, 1993 A.D.).
59. You should use U.S., rather than British, spelling; when in doubt, check the dictionary, and use the first spelling given. You should honor the language of the country in which you are publishing, rather than honouring that of a different country.
60. You should provide a callout (for example, see Table 4.2), in numerical order, for every numbered table, figure, program, or box.
65. Always be consistent when you choose among several citation competing styles, and always give your reader pertinent information [Dupre, 1994].

67. You should use liberal, specific, and nonredundant cross-references (see, for example, the top-right corner of page 1190).

74. You should break up your writing by sections and subsections, each of which you should number. In Section 1, for example, you might set subheads for Sections 1.1 and 1.2, and perhaps for Sections 1.2.1, 1.2.2, and 1.2.3. (Note that most people prefer to avoid using ing words in heads, titles, and captions.)
83. In cap/lc lines, You Should Set the First Letter as a Capital (with Exceptions), and Should Set Every Other Word Lead Cap Unless that Word Is Not the Final Word and Is a Preposition, Connective, or Article of Fewer than Five Letters, or Is the to in an Infinitive. (Also note that consider each word in a hyphenated word to stand alone.)
94. You should set code in a monospace—or otherwise differentiated—typeface, should set comment lines consistently, and should set large chunks of code as numbered figures, programs, or boxes.
96. You should simply remember that tables are highly constrained beasts, and you should take care to set them correctly and consistently. 

· You should write a title for each table. A table title should not contain detailed information. Write the details in the accompanying text or, if necessary, in a table footnote. Your table titles should be tags—that is, they should be noun phrases, or names. Set the titles with the first letter capitalized, and end them with a period.

· You should label each column; that is, each column should have a table head.

· You should use a spanner—a horizontal line—to indicate level 2 column heads.

· You should always indicate the unit of measure, when appropriate, in parentheses under the table column head.

· You should insert a rule—a line—between the column heads and the main body of table text. You should also insert a rule at the bottom of the table text.

· In the body of the table, you should not set vertical rules to divide the columns from one another, and you should not set horizontal rules to divide the rows from one another.

· In the table body, you should align columns of numbers on the decimal point, rather than centering the entries. You should also set zeroes before decimal points.

· In the table body, you should choose whether to use periods at the ends of complete-sentence entries, and should stick to your choice within and across tables.

· You should use table footnotes  to explain and annotate the material in your figure. Use small superscripted letters to identify your footnotes. The footnotes should be set under the second rule, above the legends and credit lines.

· You should use legends to explain any abbreviations or acronyms in your table, whether or not the latter are defined in the accompanying text. You should set legends under footnotes, at the bottom of the table.

· You should use credit (source) lines for tables that you have derived from a source other than your own head. You should set credit lines at the very bottom of the table, under the second rule, and after the footnotes and legends. Alternatively, you can set the credit line at the top of the table, run into (that is, with no line break after) the table title. 

103. You should set your references with compulsive care. If your publisher suggests a style, use it; otherwise, use any you wish, but use it carefully and consistently.
· Avoid using et al. 
· Include the initials in the authors’ or editors’ names.

· Set in italics, and in mixed capital and lowercase letters, the title of the book or journal. Place a period at the end of the title.

· Give the location of the publisher as a city and two-letter state code, or as a city and country, followed by a colon, followed by the publisher’s name (e.g., New Yock: Base Books).

· Use the short form of the publishers’s name; omit extra words such as Inc. or and Sons.

· When you give a reference to a book, include the authors, the title, the publisher, the location of the publisher, and the year of publication. 

· When you give a reference to a journal article, you should include the authors, the title, the journal name, the volume, the page number, and the year of publication.

· When you give a reference to a chapter in a book, you should include the authors, the chapter title, the editors of the book, the book title, the publisher, the publisher’s location, and the year of publication (and edition, volume, translator, or any other applicable information). You can also include the page numbers of the chapter. For example,
Dupre L, Nims M. Questioning standard medical advice: Why two aspirins may not be the most sensible prescription. In Oppenheim G (ed), The Etiology of Difficult Patients. San Rafael, CA: Noodle Age Publications, 1993.

· When you give a reference to a doctoral dissertation, you should include the author, the title, the department, the university, the location of the university, and the month and year of publication.
· When you give a reference to a technical report, you should include the author, the title, the technical-report number, the department, the organization, the location of the organization, and the year of publication. Note that, because a technical report is the equivalent of a journal article, rather than of a book, you should set the title accordingly; that is, in roman and lead cap. 
· When you give a reference to a paper published in the proceedings of a conference, you should include the author, the title, the editor of the proceedings, the title of the published proceedings, the page numbers, the location of the conference, and the month and year of the conference. 

· When you give a reference to a paper that has been accepted  by a journal but has not yet been published, you should include all the information you would include for a published paper, but you should not include the year of publication, even if you feel certain that you know when the paper will be published; that is, using (in press). Same for books.
· A paper that has not been published should never be cited. Do not ever give a reference to a paper as submitted. Often, unpublished papers are mode into technical reports, and you can refer to them in that way until such time as they are accepted. Otherwise, you can say only personal communication. In general, you should set references for personal communications as footnotes to the body of the text, rather than giving a citation in text and setting them in the reference section, and thus making them look at first glance to have the authority of a true reference. For example,
J. Rock [personal communication] says “yes!”
Dr. Rock reported from Cern that the spins still do not balance out. 

112. You should determine at the outset of your writing project how you will style terms used to describe human-computer interaction. You should use the arsenal of methods FOR differentiating type, but you should use it wisely, so that the result is clarification of your meaning.
118. After you have mastered a text editor that can handle equations, you should review the few simple ideas presented in this segment. 
· You should set variables in italic type, and constants in roman type. 

· You should set mathematical expressions in figures in the same way as you set them in text. 

· You should be consistent in whether you use end punctuation in displayed equations. I recommend that you do use it, because it gives your reader more information. 

· You should set a colon before a displayed equation only when the words preceding the display call for a colon. 

· Abbreviations are not variables; you should set abbreviations in roman type. 

· You should generally indent displayed equations from the left margin, by a consistent distance, unless the design for your document specifies otherwise. 

· You should number those equations to which you will want to refer in text. Set the number right justified, in parentheses. There is no need to number other equations. 

· When you refer to numbered equations, you should capitalize the word equation, and should not set parentheses around the number. Do not refer by number to an equation that you are about to show—call it the following equation, or the next equation. 
124. You should develop and maintain a style sheet, and you should use your spell checker to help you to implement that style sheet.
126. Graphical representation is a powerful and compact form of communication that you should use wisely. You should choose figures that are clear, simple, and easy to understand, and that are labeled carefully. 

· A list of written entries in not a figure---it is simply a list. If, for whatever reason, you wish to highlight or number a list, or any other block of plain text, you can enclose the text in a box; do not however, call it a figure. Similarly, you should label and number tabular material as a table, rather than as a figure. 
· You should number all figures and you should call out (refer to by number) all numbered figures in text.
· You should use figures whenever, and only when, a graphical representation will communicate information more clearly and effectively than will a word description. 
· The figure caption plus the figure should, in most cases, stand alone. 
· You should label your figures clearly and consistently. A figure label is a word or phrase that indicates what an object in a graphic represents.
· You should style all labels in all figures consistently, in terms of capital versus lowercase letters. 
· You should style and spell all labels as they are set in the text (with the exception of capital versus lowercase letters). Do not add or delete quotation marks, or use spelling or hyphenation different from that set in text. 
· You should not set the title of your figure within the figure itself. The title belongs in the caption. 
· You may find it helpful to design your figures before you begin writing. If that technique does not work for you, consider writing your prose and drawing your figures as you get to them, rather than after you have finished writing. 
130. You should set in italic type words that you wish to emphasize, words under discussion, foreign words, and variables. 

· Whenever you set text in a typographical style different from that of your base text, remember to set the accompanying punctuation marks in the same style. 
· You should not use boldface type for emphasis, because boldface leaps off the page too energetically. Reserve boldface for key terms. Do not use boldface and italic type, in any event. 
· You should not use italics to indicate that you mean the shape of a letter, rather than the letter itself. Rather, set such letters in sans serif type. 
131. You should avoid truncating words in formal writing. When you are writing lite (light) reading matter, such as silly memos (memorandum) to amuse your lab (laboratory) group, you can do as you wish.

· math ( mathematics, mathematical
· ad ( advertisement
· net ( network
· phone ( telephone
· plane ( airplane
133. When a term can take on any of three roles, you should set verbs as two words, adjectives as one hyphenated word, and nouns as one word: To shake down a target, a shake-down artist orchestrates a shakedown.
134. You should close up all rewords to avoid rewriting them later.
141. You should think about the design elements in your manuscript before you begin writing; should develop and maintain a design memorandum; and should use a few, consistently set elements. 
145. Footnotes provide a useful vehicle for introducing into your text material that belongs in the text, but that also does not belong there.
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Special Types of Articles
68. You should write a proposal such that your reader understands immediately what you intend to do, why you are especially qualified to do it, why it is important, and why she should fund it.

· You should write an abstract that informs your reader what you are proposing to do and why you are proposing to do just that.

· You should say why your work is important, and why your reader should fund it. 

· You should be explicit about what you are proposing to do.

· You should not make commitments that you cannot keep.

· You should give the background to your work in terms of work done by other researchers or organizations, and of work done by you and your organization or laboratory. 

· You should talk intelligently about why you (and your lab or organization, if applicable) are particularly well qualified to carry out the proposed work.)

· You should talk intelligently about why your proposed work is the best approach by a relevant measure—such as the most feasible, least expensive, or quickest—to providing what your reader needs, whether that work consists of answering a research question, designing a system, conducting a survey, mounting a conference, or building an outhouse.

· You should specify precisely what you will deliver.

· You should indicate what measures you will use to determine your success.

· You should write authoritatively, so as to inspire confidence in your reader.

· You should provide a carefully thought-out budget that allows your reader to see at a glance how funds will be allotted.

· You should follow precisely the structure mandated by the funding agency or other organization to which you are submitting your proposal.

· You should invite your reader to ask questions or otherwise to seek further information.

· Before you begin to write a proposal that involves multiple actors—coninvestigators, or subcontractors, for example—you should clarify what roles everyone will play if the contract or grant is awarded.

· For a multiauthored proposal, you should plan an outline to which everyone agrees.

· For a multiauthored proposal, you should make up and agree to a page budget, which specifies who will write what sections, and in how many pages. 

· For a multiauthored proposal, you should set explicit deadlines for each person.

· More than 2 minutes before the deadline, you should make sure your printer, copier, stapler, car, and other necessary pieces of equipment are working.

· After you submit the proposal, you should do your best to forget about it until you get a response. 

98. You should realize that your abstract is often the most critical part of your documents; if you write it well, your reader may be seduced into reading the remainder of what you have to say. Keep it clear, simple, direct, and short.

· Assume that your reader is tired, bored, and pressed for time. Give her a clear notion of what your document contains, and convince her that what you have to say is important.

· In an abstract for a research paper, you should state

· What the problem was

· What your hypothesis was

· How you tested it (only if simple)
· What the results were

· What your conclusions are

In an abstract for a proposal, the contents are much the same

· What the problem is
· What your hypothesis is

· How you can solve (or move your discipline closer to solving) the problem

· What you propose to do

· How you will measure your success

· What you will deliver

· How quickly you will deliver it

· You should provide in your abstract an overall picture of your topic. You should hit the high points only, without diving into details.

· Avoid, insofar as practical, using technical language, and completely avoid using jargon, if you are able to distinguish these two classes within your discipline. 

· You should write your abstract last, after you have finished writing the rest of your document.

110. You should approach your dissertation as you would any other writing project: with this book in your hand, with as many colleagues and advisors of various ilks as you can muster, and with a number of friends on tap to provide support.

· You should write and agree on with your advisor a detailed outline before you set pen to paper or finger to keyboard.

· You should set with your advisor a schedule for you to delver pieces and for her to respond with comments.

· You should adopt a formal, careful author’s voice. 
· You should number your chapters and heads. Write small (but more than one-sentence) to medium paragraphs—do not run on for pages without a break in your thoughts.
· You should think about and include figures, displayed lists, tables, boxes, and any other elements that will break up the text visually and conceptually. 

· You should determine early what design elements you will use, and should develop design specifications for each.
· You should write informative heads.
· You should write at least one or two sentences of introduction after a head on a given level and before a subhead.
· If you want to add class to your dissertation, you should write a good index.
· You should write an abstract that sums up all the important points in your dissertation, without giving details or justifications.

· You should state at the outset what your hypothesis was and how you tested it.  Your hypothesis might be twofold in that you might have a general hypothesis and a limited hypothesis. You should stte both explicitly.
· You should say at the outset what your measures of success are. 
· You should indicate in what order you will discuss the various segments of your exposition, and you should explain why you have chosen the order. 

· You should write in the first person, and should avoid passive voice. 
· If you have a long background section, detailing work by other investigators, you should think carefully about in what tense you will write it. In most cases, it is easiest and most appropriate to use the simple past. 

· You should put material in the appropriate section. 
· You should not say that you are in the ides of future work. 
· You should set your references compulsively as you go along, and should not leave them until the last minute when you will be far too frantic to deal with them. You should also, generally, use a citation style that gives the names of the authors and dates of publication, rather than just a number. 

· You should consider having your work edited by a professional copy editor. 
122. You should apply all the principles in this book to your slides, taking even more than your usual care, because errors will be especially obvious.

· Resist the temptation to use all the bells and whistles, as otherwise you will create a din above which your meaning cannot be heard. Use color sparingly (or at least gently); also use color consistently: do not distinguish by color creatures that have no right to be distinguished. Use highlighting, animation, blinking, and other options thoughtfully. In general, use only one or two visual furbelows per slide, and use only those that have an excurse for being there. 

· If you or your organization has a logo, you should place the logo in the same corner on every slide. 

· Your opening slide should say who you are, at what organization you work, and what the title of your talk is. 

· You second slide can be the general question or problem that you will address, if that information is not covered by the title. 

· Your third slide should outline the structure of your talk. It should indicate what you will talk about in what sequence; when you show it, you should say why you have adopted that sequence---why the sequence is a logical and helpful way to teach the subject.
· All your subsequent slides should be tied to the outline slide. One excellent technique is to keep the outline in a small box in the corner of each slide, with a highlighter indicating where in the outline you are. If you do not use the outline box, then, at minimum, the titles of the subsequent slides should match exactly the titles given in the outline, and you should switch back to the outline slide as you move from segment to segment, reminding your audience of where you have been, where you are, and where you are going. 

· You conclusion slide should hark back to the title or question---problem slide. Show that you have answered the question or solved the problem, and say (briefly) how you have done so. Again, assume that your listeners will have forgotten the question.

· You should include a final slide that indicates how your work ties into a relevant bigger picture, and what future research on the subject might be, if your conclusion slide does not provide this information. 

· You should include a severely limited amount of information per slide. For text, use large type that can be seen and read easily be someone sitting in the back row, even if that someone’s vision is not like that of a hawk. 

· You should use simple graphics liberally. Be sure that the labels on your graphics are clear, and that they are tied unambiguously to components of the picture. 

· You should use absolutely consistent styling and spelling of words in both text and graphics, and should proofread every slide numerous times. 

· You should use parallel heads and structure, both in content and in format.

· You should explain complex ideas as simply as you can. This principle applies to all expository writing, and your ability to carry it out is usually a function of how well you understand your subject matter. Keep asking your self, as you prepare your talk, 

· How can I make this concept simple?

· How can I explain a new idea in terms of the old paradigms?

· With what familiar terms can I describe this notion? Which parts of my presentation are sufficiently new that they require a new name?

· Are the different components of my presentations---be they study groups, hardware modules, cows, or newt populations---sufficiently delineated? Are they named such that my audience will know which is which?

· What analogies can I use to help people grasp this notion? 

· How can I tie this idea to everyday situations with which people are familiar?

· What examples can I use to clarify meaning?

· Use examples liberally, and be sure to make them both simple and explicit. 
· If you have a function or equation or other symbolic language in your slide, point to it (or highlight it), and express it in natural language as you talk.

· You should generally not give your audience handouts at the beginning of, or during, your talk, unless you prefer to see only the tops of people’s heads. 
It is often helpful to provide the outline, slides, or other supporting material at the end of your talk. You can then suggest that people not take notes as you speak, pledging to supply the notes yourself.

· As you speak about a list of items, such as the outline of heads for your talk, you should avoid displaying the entire list at the start. Rather, block out the entries, and reveal them one at a time as you get to them.
· When doing so is practical, you should alter your slide as you speak, such as by highlighting, pointing to, sticking colored pins in, or otherwise drawing attention to different parts of the display.

· You should speak about each item in each slide; if you have nothing to say about it, it should not be there. 

· You should use the same terms in your talk as those you use in your slide.

· When you point to a component or entry on an overhead-projection transparency or computer screen, you should point to the display at which your audience is looking; do not hunch up over the projector and point to items on it. 

· When you point to an item, you should always point to the side of--- rather than across—your body.

· If you use a pointer, you should be careful what you do with it—do not play with it.

· You should use your hands thoughtfully. In general, you should neither hold your hands close to your body (signaling tension) nor throw them wide (like a politician).
· You should not hide the front of your body when you speak, tempting as that option may be if you are a shy speaker. Step out from behind the lectern. 

· You should stand to one side of your display, so that you do not block it. 

· You should make eye contact with your listeners. Find a few people in each area of the audience---front, back, right, and left sides---who look sufficiently interested and friendly that you can look at them directly without flinching. 

· You should try to have fun! Convey your enthusiasm for your topic, and give your audience a reason to care about what you have to say. 

137. You and your coworkers should discuss in advance, and should agree to, the various roles and responsibilities that you will each have in carrying out a research project and reporting the results. 

146. Develop Mouth.

· When you introduce your topic, whether you are describing a system, program, or clinical research study, always begin by justifying your work in terms of a big picture. 
· You should express appropriate, relevant opinions. 
· You should loosen up. Writing as though you are talking to someone you know can help you to let your writing flow. 

· You should use examples wisely and frequently.
148. You should use the pedagogic tools of exercises, examples, and questions for discussion whenever appropriate. Should you be certain that your exercises identify precisely what will constitute a correct answer? Explain your response, citing evidence to support your opinions.

150. You should include an acknowledgments section where you list contributors to your work and providers of resources, and where you make feeble and inadequate attempts to compensate people for the hours of time and yards of patience that they invested in your work.
Box 147. Principle for lucid writing.


You should remember that boxes provide an alternative way to present text that does not integrate directly into the structure of your writing.








� Personal communication, electronic-mail message, 1994.


� Footnotes should be full sentences, rather than only fragments. 


� If a document that contains few citations, you can provide references in footnotes. For any references to personal communications, you should use footnotes.





