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Visit Concord NH Blog Style Sheet

Names

Check the spelling of every name. People are referred to initially by first and last name, and then by last name.

People with tiles are referred to with the title preceding the name, and the Mr. and Ms. being dropped, as in President Tim Sink. When two titles are involved, because the person is being mention for a specific responsibility, the permanent title goes before the name and the temporary title goes after the name, as in Executive Director Frank Long, organizer of the program. Titles are only capped when preceding a name.

Punctuation

Magazine titles and newspaper names get a capital letter to start each word. They are not quoted, boldfaced, or underlined, but may be italicized.
Book, magazine, and newspaper article names, and film, play, television, and radio show names, as well as music album and song titles, go in quotes.

CapitalIZATION

When in doubt, do not capitalize. Do capitalize names of people, institutions, organizations and places. Do not capitalize the name of programs unless it is a formal program. Languages and nationality is ALWAYS capitalized, such as English, American, French and so on.

Hyphens

Do not use them unless two words might be confused (recreation, re-creation). Use them to unite words that together form a name or adjective. 

Times

Ciphers (zeros) are omitted for the hour mark (8 p.m., not 8:00 p.m.) and a.m., p.m., noon or midnight are always specified. There is no 12 a.m. or 12 p.m. It is simply noon or midnight. Do not use military time (24H), of write 8.00. Always give time, day, date, place in that order:

“The event will take place at 8 p.m., Friday, March 18th at the Cultural Center of Concord.”

Numbers

Numbers from one to nine are spelled out. Numbers from 10 and above go in numerals. Exceptions: Ages, weights, measures, street addresses and streets with numbers for names always go in numerals. And, numbers starting sentences are spelled out.

Words for weight and measure are spelled out, such as inches, pounds, feet. Never use abbreviations such as lbs, km.

Addresses

Abbreviate everything possible and put everything in numerals.

Dates and Places

Months and days of the week are not abbreviated. Months and days are always written out when without a date. “The meeting will take place the second Monday in January.” 

Miscellaneous Usage

Percent is one word, Percentage is one word. Vice President has no hyphen. There are chairpersons, but a chair is to sit in. Adviser has no “o.”  And, “over” is not the same as “more than.” You go over a bridge, but earn more than $50,000. “More than 200 people attended the meeting.”
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