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The Mary Livermore Library Style Manual

This style manual is based upon the Style Guide of The University of North Carolina at Pembroke and the Harbrace College Handbook, revised 13th edition (referred to below as HCH). Spelling is based upon The American Heritage College Dictionary, 4th edition. This style manual should be reviewed for usage changes when new editions of these references or their parent publications are published. For the most part, basic grammatical questions are not covered in this style manual. It is expected the writer will consult and use the HCH. 

When writing for the newsletter, Library Lines, it is preferred that all articles be submitted in 10-point, Arial font using a version of Microsoft Word. When creating user guides or handouts the guide, “Style Manual for Creating Mary Livermore Library User Guides and Handouts,” should be used.
The first number of the volume is always the one published in the spring.

If an article focuses on a particular person or area, the person referenced or the person in charge of the area should review the article before it is submitted to the editors of the newsletter.

Byline:


The byline should be lowercase “by” followed by the author’s name, centered under the title of the article.

Staff Milestones and Changes

by David W. Young

Capitalize:

A. Academic degrees (complete):

Master of Arts in creative writing (Master of Arts is the degree, creative writing is the discipline)

Master of Science in Library Science (M.S.L.S. is the degree)

Bachelor of Science in biology

B. Boards:

Board of Trustees

C. Classes:

Class of ‘04

D. Committees and subcommittees:

Library Planning Committee

Library Style Manual Subcommittee

E. Course titles:

Freshman Seminar 100

General Botany 101

F. Departments/Library Services:

Department of Music

Reference Services

G. Distinguished professorships:

Martha Beach Chair in Art

H. Geographical regions:

the South

Southeastern North Carolina

the West 

I. Offices:

Office of Academic Affairs

J. Programs:

Teaching Fellows Program

K. Rooms:

Thomas Assembly Room

Mary Livermore Library, Room 110

L. Service Desks:

Reference Desk

Circulation Desk

M.
Titles of campus activities:

Homecoming

Pembroke Day

N.
Titles of people:

Library Technical Assistant Carlene Cummings

Dr. Elinor Foster, Dean of Library Services

Do not capitalize academic disciplines standing alone (history, chemistry, nursing), degrees standing alone (nursing degree, master’s degree, doctorate), or fragmentary references to boards, departments, divisions, offices, or schools. Do not capitalize areas in the Library such as the main reading room or the leisure reading area upstairs. Do not capitalize fall, spring, or summer semester.

Captions:  

Captions, also called cutlines, should be in bold font and have no period at the end.  For groups of people, use the following formats:

Left to right:

Featured authors shown left to right:

Front to back:

Commas:

A. Dates:

The library benefit on April 8, 2004, will sell out. (See HCH, p. 195 for more examples.)

B. Lists:

Books, barbecue, and bluegrass were popular with all the attendees.

Ask Anne, Jean, or David.

C. Junior and III after a name:

Use John Smith, Jr., but use John Smith III. However, if a person regularly uses a different style to name himself, please use the style that person prefers.

Continued Articles:


If an article is continued, use a parenthetical phrase.


Example: over 500 bids (continued on p. 3)

Cost Statement:


From the University’s Publications Manual:


0000 copies of this document were printed at a cost of $000 per copy.
Dates:

A. 1890s, 1920s, and 1700s do not require apostrophes.

B. If the name of a month is used in a sentence, the month should be spelled out. If the name of the month is used in a citation or reference, the month should be abbreviated as listed below (HCH, p. 267-269):

Jan., Feb., Mar., Apr., Aug., Sept., Oct., Nov., and Dec.

Using numbers for the month (10/31/04) is not acceptable.

C. Centuries are abbreviated as 20th century or 21st century.

Departments:


The Library does not have departments, but instead has services. These services (Cataloging Services, Serials Services, etc.) are capitalized.

Electronic Resources:


A.
The titles of electronic resources are italicized. 


B.
For URLs, underline the link, omitting http://.


C.
Use “click button, icon, or link” when giving navigational instructions.


D.
To emphasize  buttons, tabs, links, or icons use bolded italics.

E.
See “Style Manual for Creating Mary Livermore Library User Guides and Handouts” for more information and examples.

Examples:


You must use Journal Finder to locate electronic versions of our journals.

Go to the Library’s homepage at www.uncp.edu/library/.


Click the print icon in the toolbar.


Click the Instructional Services link.

E-mail:


E-mail addresses should be in plain text.


Example: refdesk@uncp.edu

Hyphens:

A. Compound nouns:

Check the dictionary. If it is not listed, then it is a two word compound noun and not hyphenated.

B. Compound verbs:

Always hyphenate. For example: I copy-edited this manual.

C. Compound adjectives:

Check the dictionary. If it is not listed, then it is usually a hyphenated adjective. Some phrases are common and are not hyphenated, such as “high school students.” Most people realize that these are not school students on drugs.

The Library:

A. Use the Mary Livermore Library.

B. Use the Library as a name or possessive.

C. Use library as an adjective.

Examples:

The Mary Livermore Library has over 300,000 bound volumes.

The Library subscribes to over 1,500 serials.

You can find the Library’s guidelines on its website.

Here’s a big hello from the library staff!

Messages from the Dean of Library Services and FOL President:

Titles:
“Message from the Dean of Library Services,” “Message from the President.”


Byline:

None.


Graphics:
FOL graphic for the FOL President.


Caption:
Name, title, picture credit if needed.

Money:


Use the dollar sign and the amount with figures ($5, $200, $15,358) unless it is an even amount over $999,999. Then use the dollar sign, a number, and the amount ($5 million). 

Names:

A.
The first reference to a person should include an academic title if applicable, the person’s first name, and the person’s last name.   Persons who appeared or will appear in person in the Library, were or are UNCP personnel, or were or will be co-presenters with other library staff members should have their names appear in bold the first time it appears in an article.

B.
For Dr. Foster and all persons not employed by the Library, the second mention of the person’s name should include an academic or courtesy title (Mr., Mrs., Miss, Ms., or Mr.) and the person’s last name.

C.
For all persons employed by the Library, except Dr. Foster, the second mention of the person should be the person’s first name. For exceptions, please consult with the editors.
Examples:

First mention



Second mention
Dr. Bruce Ezell



Dr. Ezell

Dr. Elinor Foster


Dr. Foster

John Smith (no Ph.D., FOL Pres.)
Mr. Smith

Susan Whitt (library employee)

Susan

D. The proper name of an institution should be verified on the institution’s website, as should any abbreviations of the institution’s name.

E. The names of library services and service desks are considered to be proper names and thus capitalized. The main reading room, leisure reading area, and conference room are considered to be combinations of adjectives describing the purpose of the nouns and a noun, and therefore not capitalized.

Numbers:

A. Use numbers in bulleted lists or tables.

B. Spell out whole numbers below 10, and use numbers for 10 and above. One exception is if the number begins the sentence, then the number is spelled out. The other exception is if a sentence includes one number expressed as a figure, all numbers must be expressed as figures. 

Examples:

There are 33 people employed in the Library. 

David Young has five tickets to sell.

Three hundred seventy-six people donated autographed items for the benefit.

Robert Arndt found 9 lost books, but Anne Coleman found 17.

C. Spell out rankings below 10th (i.e. first, second, third) when used in a sentence. Use 1st, 2nd, 3rd, and so forth for rankings in lists.

D. Use 1990s, 1800s for decades.

Periods:

A.
Use periods when writing out degree abbreviations such as M.S.L.S., B.A., Ph.D., Ed.D., etc.

B.
Use periods between a.m. and p.m.

Phone Numbers:


Phone numbers should have their distinct parts separated by periods.  For handouts, the area code may be omitted.  For newsletter articles, the area code should be used with the first phone number in a list of contact numbers in a sentence; the other numbers may omit the area code.

Examples:

910.521.6656 

1.800.949.UNCP

Contact Dr. Foster at 910.521.6212 or the Reference Desk at 521.6656. (article)

Contact Jean Sexton at 521.6659 if you have questions about this exercise. (handout)

Problem Words:


Use the following as documented in The American Heritage College Dictionary:



bestseller



Bestseller Collection



community borrowers

e-mail

Internet

listserve use electronic discussion group

NC LIVE



the Web (as a name)



web (as an adjective (web resource))



webpages



websites

Programs/Lectures:


Use quotation marks to set off the name of the program or lecture. 

Quotations:


See HCH p. 211-219 for complete information on the proper use of quotations. See HCH, p. 217-218 for placement of other punctuation marks when used with quotation marks. 

Racial References:

A. Native American, American Indian, or Indian (but never “red.”)

B. African American (black is not preferred)

C. Caucasian (white is not preferred)

Reclassification/Upgrade:


Reclassification is preferred.

Related Articles:


Within an existing sentence, use a parenthetical phrase.

Example: Author Margaret Maron will be our speaker during National Library Week (see related article, p. 6).

Sexist Language:


Use gender-neutral language for titles when possible: chair, police officer, or actor. If possible, gender-neutral pronouns should be used. Suggestions for rewriting sentences to accomplish this goal can be found in HCH, p. 62-63.

State of North Carolina:


When referring to the State of North Carolina as an entity, use the full name or the State. When using it as an adjective, use state. When referring to the landmass, use state. 

Examples:


The State of North Carolina appropriated extra money for disaster preparedness.


The State was very generous with its funding.


We all rode to the meeting in a state vehicle.


We crossed the state searching for gold.

States:


Spell out the name of a state used in a sentence.

Time:


Use 1:00 p.m. (or a.m.) and 12:00 noon (or midnight).

Titles of newsletter articles:


These should not appear in all capital letters. Only the principal words should have the initial letter capitalized. For the description of principal words, see HCH, p. 255.

Titles of works cited:


As a general rule, works published as a whole have italicized titles; works that are a part of a larger work have titles in quotation marks. Software and databases have italicized title.  For a specific list of types of works that have italicized titles, see HCH, p. 259-260.  

United States:


Always spell out.

The University Name:

A. Use The University of North Carolina at Pembroke.

B. Use UNC Pembroke or UNCP.

C. Use the University.

D. Use The University of North Carolina when referring to the 16-campus system. After the first use, UNC system may be used.


Examples:


The University of North Carolina at Pembroke is a premier regional university.


As the University grows, so does the Library.


The University’s faculty is expanding.


The University community is vibrant.

URLs:

Underline the link, omitting http://.

Example: Go to the Library’s homepage at www.uncp.edu/library/.
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Style Manual for Creating Mary Livermore Library User Guides and Handouts
Creation of guides and handouts:

All user guides and instruction handouts should be created with a version of Microsoft Word for formatting efficiency. Library handouts of special sizes may be created with other software such as Microsoft Publisher.
Standard heading for guides (10-point, Arial):
	
	Mary Livermore Library

The University of North Carolina at Pembroke
PO Box 1510
Pembroke, NC 28372-1510
Reference: 910.521.6656

Circulation: 910.521.6516
Fax: 910.521.6547
www.uncp.edu/library/


See Using Academic Search Premier handout or the  guide template
Fonts:
A. Main page headings (16-point, Bold):

Using Academic Search Premier
B. Subheadings (14-point, Bold):

Access:

C. Regular paragraph text (12-point):

To access Academic Search Premier go to the Library’s homepage at www.uncp.edu/library/. 

Arial font should be used with all guides and handouts. Size exceptions can be made for library handouts where space is a concern.

URLs:
No parenthesis, bold, or italicization; just the link with underline (http:// not necessary):

www.uncp.edu/library



E-mail addresses for service desks and work areas:
E-mail addresses should not be referenced in a guide or handout when contacting the Circulation Desk or Reference Desk. These can be found by the user in the heading of the document. E-mail addresses for specific library employees or other work areas (Interlibrary Loan) however, may be used: 

illiad@uncp.edu (no underline, bold, or italic; just plain text)
Citing Brands of Software and Computer Applications:


A.
Appearing only in the text of a paragraph or heading:




Microsoft Word shall be used for creation of all guides (Italicize only).


B.
Appearing as an instruction or point of emphasis:




Double-click the Ad-Aware icon (Italicize and bold).

Database Titles:
Italicize all instances, including headings:

To access Academic Search Premier go to the Library’s homepage.
Using Academic Search Premier
EAudiobooks are searchable in BraveCat.
Telephone Numbers:
A.
For guides and handouts that are one or two pages:

Include telephone numbers only in the heading of the page (see guide template or Style Manual for phone number style).


B.
For guides and handouts longer than two pages:

Telephone numbers may be listed for desks or service areas in addition to the page heading. Area codes are not necessary unless being used in a Distance Education guide or handout. 

Giving directions to users: 
A.
Emphasizing or clicking on links, buttons, tabs, etc. (Italics and bold):


Click Request Selected Item button



Click N in the alphabetic listing 



Click www.uncp.edu/library/electronic/ (URLs are underlined)



Full-text articles are listed as PDF Full Text or HTML Full Text.
B.
Choosing a search parameter (Italics and bold):



Conduct a Keyword search



Check the Scholarly box



Select File and click Print

C. 
Entering data (Bold only):




Combine keywords using AND



Try searching Islam AND women



Or search by phrase (e.g. "binge drinking")




Enter your University ID number p123456789
Screen Shots:


Screen shots should be centered on page and cropped appropriately. If using Snag-It, 
arrows should begin at caption words and point to the area of description. See Using Academic Search Premier guide for example.
Guide attribution and currency (10-point, italics, no bold):
A. Creation date (Original date documented was created) 

created 7/06 ach

B. Revision date (Last date that changes were made to the document)

revised 10/05 rja


C. Reviewed date (Last date document was reviewed but changes were not made)



reviewed 1/06 dwy

Use either ‘created,’ ‘revised,’ or ‘reviewed’. Use month/year and three-letter initial, all in italics. Place in the last line of the bottom right-hand corner using right margin formatting. Do not use as a footer.
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