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University of Maine Cooperative Extension
Manual of Style
and Editing Checklist
What this is

This is what is commonly known as a “house” manual of style.

This is a guide to language usage for employees of University of Maine Cooperative Extension. It is intended to address usage issues we are likely to encounter in our work, in order to facilitate consistency among materials produced by different staff members in different media, as well as support organizational identity. It addresses words and phrases, punctuation, and common errors, and includes an editing checklist for self-editing or editing colleagues. It also lists required elements for UMaine Extension print and electronic material—the logo, UMaine non-discrimination statement, and ADA statement—as well as guidelines for when and how to use them.
What this is not

This is not a graphic design style guide or a branding guide. It does not address layout, formatting, color, fonts, or other graphic design details. For information regarding University of Maine branding, visit the Branding Guide on Plugged-In. 
Originally developed by Kyle McCaskill, communications leader/editor, University of Maine Cooperative Extension, 2006; updated by Tracey Ferwerda, publications and e-commerce manager, University of Maine Cooperative Extension, 2019, 2023
Parts of this guide were excerpted or adapted with permission from the CSREES Editorial Style Guide, July 2004 version, and Kathleen Frost’s Editing Checklists compilation, provided to Copyediting-L, the listserv for copyeditors, July 2000. 
In complying with the letter and spirit of applicable laws and pursuing its own goals of diversity, the University of Maine System does not discriminate on the grounds of race, color, religion, sex, sexual orientation, transgender status, gender, gender identity or expression, ethnicity, national origin, citizenship status, familial status, ancestry, age, disability physical or mental, genetic information, or veterans or military status in employment, education, and all other programs and activities. The University provides reasonable accommodations to qualified individuals with disabilities upon request. The following person has been designated to handle inquiries regarding non-discrimination policies: Director of Equal Opportunity, 101 Boudreau Hall, University of Maine, Orono, ME 04469-5754, 207.581.1226, TTY 711 (Maine Relay System).

Required Elements on Publications

All publications published by University of Maine Cooperative Extension (whether statewide publications or county-specific material) must include the following items: 
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Our logo:     

· UMaine Non-Discrimination Statement

To be included in bulletins, announcements, publications, catalogs, application forms, other recruitment materials, or other publications that are made available to students, employees, applicants or participants. If you are actively seeking participation in a workshop or event, please add the ADA statement below. When using the non-discrimination statement without the ADA statement, be sure to include a local or 800 # phone contact and our TTY line (800.287.8957).
	In complying with the letter and spirit of applicable laws and pursuing its own goals of diversity, the University of Maine System does not discriminate on the grounds of race, color, religion, sex, sexual orientation, transgender status, gender, gender identity or expression, ethnicity, national origin, citizenship status, familial status, ancestry, age, disability physical or mental, genetic information, or veterans or military status in employment, education, and all other programs and activities. The University provides reasonable accommodations to qualified individuals with disabilities upon request. The following person has been designated to handle inquiries regarding non-discrimination policies: Director of Equal Opportunity, 101 Boudreau Hall, University of Maine, Orono, ME 04469-5754, 207.581.1226, TTY 711 (Maine Relay System).


The following civil rights notification can be used on postcards and may be appropriate for posters and displays. Generally, if a poster/display is informational, you may use the one line statement below. If the poster/display is intended to encourage a person to enroll in a program, use the short form non-discrimination statement and ADA above. Please consult with Fran Sulinski.

	The University of Maine is an equal opportunity/affirmative action institution.


· The Americans with Disabilities Act (ADA) Notice

When actively seeking participation in a workshop or event use the short form statement and the ADA notice:

	If you need a reasonable accommodation, please contact [insert first and last name of the person to contact at sponsoring unit here] at [insert telephone number or other contact information here] by [insert a date two weeks or some other reasonable interval before the event]. If requests are received after this date, we may not have sufficient time to make necessary arrangements.
 However, all requests will be considered.


Style Guide
Words and Phrases

4-H—never spell as “four-H.” A 4-H member is a “4-H’er.”

After-school/after school—after-school should be hyphenated if describing a time of day (e.g., after-school practice, after-school activity) If you’re saying ‘After school I took the summer off then started college.’ It would be two words. Never spelled as one word.
agency—lower case 

agribusiness

child care when used as a noun (access to child care), child-care when used as an adjective (child-care facility)

county—lower case, except when part of a formal name

college—lower case, except when part of a formal name

Congressional—capped when it refers to the U.S. Congress (e.g., Congressional action)

Cooperative Extension—capped

CYFAR—refers to NIFA Children, Youth, and Families at Risk Program (but there is no such thing as CYFARnet—see next item)

CYFERnet—refers to NIFA Children, Youth, and Families Education and Research Network

ensure means to guarantee; insure refers only to a financial insurance transaction

Extension—Always capitalize when referring to Cooperative Extension

fact sheet—never factsheet

federal—lower case, except when part of a formal name 

food-borne 

forestland 

groundwater
HACCP—full reference is Hazard Analysis and Critical Control Point (don’t forget the “and”)

Internet—capped, but lower case intranet

land-grant—lower case, except when part of a formal name (e.g., Land-Grant University System) 

media is plural and uses a plural verb (“The media are relentless.”); medium is singular and uses a singular verb (“Paint is her preferred medium.”)

multi with any ending is one word, but use a hyphen when the ending starts with a vowel (multicultural, multidimensional, multi-ethnic, multi-industrial, etc.)

nation or national—lower case, except when part of a formal name
NIFA—National Institute of Food and Agriculture. NIFA replaced the former Cooperative State Research, Education, and Extension Service (CSREES), which had been in existence since 1994.
nonprofit 

online 
partnership or partners—lower case, even in reference to NIFA partnership

recordkeeping or recordkeeper 

state—lower case, except when part of a formal name

timeframe 

turfgrass
underserved (adj.)

under way—two words when used as an adverb meaning “in progress,” “in motion,” or “afoot”

United States—abbreviate as “U.S.” Do not add a period when it falls at the end of a sentence.

university—When referring to the University of Maine, lowercase as an adjective (“. . . since university policy states that . . . ); capitalize as a noun (“. . . as the University is negotiating . . .”)

up-to-date—only when used as a preceding adjective; otherwise, up to date
Web—if in reference to the World Wide Web

website—1 word, not Website or web site

well-being
Our Name
· University of Maine Cooperative Extension: when referring to University of Maine Cooperative Extension, use our full name, “University of Maine Cooperative Extension,” in the first mention. After the first use, use “UMaine Extension” as the short version of our name. In documents aimed at a UMaine/campus audience, “Extension” may be more appropriate for subsequent references.

Titles
· In general, titles are capitalized only when they precede a name without intervening punctuation (“Program Specialist John Doe” but “John Doe, program specialist”). Exceptions are made for singular titles or titles of high-ranking persons:  e.g., John Doe, President of the United States or Jane Smith, Secretary of Agriculture.  

· An example of an exception is the word “Fellow” in NIFA summer Fellows, which should be capitalized to avoid confusion with the common noun “fellow.”

Abbreviations 

· Don’t abbreviate the names of months: January 15, 2005; March 1987.

· Spell out building, whether part of a formal name or not (Whitten Building, never Bldg.).

· Use FY for fiscal year only when it precedes a date: FY 2015 or FY ‘15, but this fiscal year.

· Spell out the name of an entity and use its acronym in first reference; use only the acronym in subsequent references: Agricultural Research Service (ARS); subsequently ARS.

· Use 2-letter postal abbreviations for state names following a city or town name, but the full name of the state when mentioned alone: e.g., Arlington, VA but Virginia.

Numbers
· In general references, spell out single-digit numbers (one to nine), and use digits for 10 or more.  However, if they are mixed within a sentence, use digits for all: e.g.  “I saw seven horses and three cows.” but “He had 7 horses, 3 cows, and 12 sheep.”

· Use numerals for single digits in reference to measurements, time, and age:  e.g., “This process usually requires submitting three to seven forms, each of which takes only 1 or 2 minutes to fill out.”  One Extension educator, five farmers, and two equipment dealers will present a 1-hour demonstration.”  “She is 6 years and 5 months old.” “The program will begin at 9 this morning.”  
Dates and Times 
· The following examples apply when using dates: 
· The meeting is scheduled for June 30.
· The meeting is scheduled for the 30th of June.
· We have had tricks played on us on April 1.
· The 1st of April puts some people on edge.
· To designate morning of afternoon hours you should use a.m. or am. Insert periods and a space before the abbreviation, like this: 4 p.m. or 4:00 p.m. You may use AM and PM, A.M. and P.M., am and pm, or a.m. and p.m. The most important thing is to be consistent. 
· Spell out noon and midnight to avoid any confusion. 

Punctuation
Apostrophe

· Do not use an apostrophe in: farmers market, the 1960s, BTUs, ARMs, CDs, FAQs, etc.

· Use an apostrophe in “4-H’ers” (n.); possessive would be “4-H’er’s” or “4-H’ers’”.

· Distinguish between

· its (a possessive) and it’s (a contraction for “it is”),

· your (a possessive) and you’re (a contraction for “you are”),

· whose (a possessive) and who’s (a contraction for “who is”), and

· theirs (a possessive) and there’s (a contraction for “there is”).

· The possessive of CSREES is CSREES’—not CSREES’s.

Colon

· A word following a colon is lower case: this is an example.

Comma

· We use terminal serial commas: use a comma before “and” or “or” in a series (three or more items).

· Do not use a comma between a month and year with no day (March 2003).

Dash

· Use an em dash (—), with no space on either side, for a dash.

· Use an en dash (–), with no space on either side, to indicate a range of numbers, e.g. 20–40

Parentheses

· Do not put telephone area codes in parentheses: e.g., 202.846.2950, not (202) 846.2950.

Period

· Use periods in 2-letter all-cap abbreviations (U.S.) but not in 3 letters or more (USA, USDA), nor 
after 2-letter state abbreviations (DC, MD, VA)

Quote marks

· Commas and periods go before a closing quote mark. However, question marks and exclamation points should be placed outside the closing quote to avoid changing the meaning of the quoted material, unless such a mark is part of the quote:


I heard the official say, “Will the voters reject the proposal?”


Did you hear the official say, “The voters rejected the proposal”?


The farmer said, “Government crop subsidies are unnecessary!” (the farmer exclaimed)


The farmer said, “Government crop subsidies are unnecessary”! (the writer is exclaiming)

· Use single quotes in headings or for material within a quote: “I heard her say, ‘I’m leaving.’”

Slash

· A slash mark (/) between two words should not have a space before or after it (e.g., “and/or” 
or “a NIFA/partnership effort”).

Space

· Use only one space between a period and the beginning of the next sentence.

· Use spaces between ellipses marks: . . . not … 

Common errors

· Use a rather than an before an aspirated “h”—as in “historic” (adj.).

· Don't substitute all for all of. (Rather than “All the pigs won ribbons,” write “All of the pigs won ribbons.”)

· Avoid using “and then” when you mean “then” (“He went first to the grocery store, then to the gas station.”)

· Write could have, not could of (“She could have won if she had entered the contest.”)—also, should have not should of, must have not must of, would have not would of, etc.

· Write different from, not different than. (“Yams are different from sweet potatoes.”)

· If something happens every day (2 words), it’s an everyday (1 word) occurrence.

· Use its as a possessive, but it’s as a contraction for “it is.”

· Use less for singular references and fewer for plural references (“less talk” but “fewer words”). 

· Use more than rather than over before a number (“Save more than 50 percent.” “More than 200 people attended.”). Use fewer than rather than under before a number. (“Fewer than 1 percent were surprised.”)

· Write “the past 10 years” rather than “the last 10 years” (unless it refers to the end of something).

· Write per, never as per. (“There is an upward trend in stocks, per most Wall Street experts.”)

· Write reason that, not reason why (“The reason that cows are starving is that there’s been no rain.”)

· Use that instead of which if the phrase it contains is essential to the sentence. Use which instead of that if the phrase it contains is non-essential and could be cut without changing the meaning of the sentence.  Phrases containing which are usually set off with commas.  Phrases containing that are not. (“The remark that Senator Lott made at the birthday party for Senator Thurmond cost Lott his job.” “The remark, which Senator Lott made at the birthday party for Senator Thurmond, cost Lott his job.”)

· Use that or which in reference to things. Use who or whom in reference to people. 

“The book in the glass case is the one that disappeared.” 

“The book, which is very rare, is worth thousands.”

“Julie's supervisor was the one who hired her.” 

“John is the one to whom she sent the roses.”)

· Use their as a possessive, but they’re as a contraction for “they are”—but use there are for plural items (“There’s much to be learned, but there are many ways to go about it.”)

· Do not use they and their for singular references (instead of “A person likes their water clean,” write “People like their water clean” or “A person likes his or her water clean”).

· Use italics rather than underlining for emphasis or for publication or movie titles.

· Use whose as a possessive, but who’s as a contraction for “who is.”

· Use your as a possessive, but you’re as a contraction for “you are.”

· Use e.g. and i.e. only in informal, routine, or technical documents or those in which space is an issue. These abbreviations are not interchangeable. The abbreviation e.g. stands for exempli gratia, meaning “for example.” The abbreviation i.e. stands for id est, meaning “that is.”

· Always follow said with that, unless a direct quote follows. (“He said that she is the victim of an enemy conspiracy.” OR “He said, 'She is a victim of an enemy conspiracy.'”)

· Do not use a combination of phrases and sentences in a bulleted list—items should be parallel. Do not use a period after items in a bulleted list unless they are full, stand-alone sentences.

· Use bullets rather than numbers in a list, unless the list contains sequential steps to follow.

· If a bulleted list is introduced by a sentence that is completed by the items in the list, do not insert a colon after the introductory sentence, and (generally) do not cap the bulleted items. Example:

The reasons include

—insufficient people,

—inadequate resources, and

—heavy work loads.

· Do not include “1” before a toll-free number: e.g., 800.445.2233.
Editing Checklist

Organization and content

· Do an initial read-through to assess the status of the project. Is the manuscript complete? Are there any significant problems that might hinder production?

· Determine whether the manuscript’s organization makes sense. 

· Determine whether all figures and tables referenced in the text are included. Also, do the tables and figures fulfill their descriptions in the text? Do they have captions/titles?

· Examine all tables and figures for consistency (of style) and completeness. Can each table and figure stand alone or are footnotes needed to make them complete?

· Assess whether all figures and tables are attributed to a source.  

· Keep a list of items or sections of text that may require permission before use. (Even material taken from other Extension organizations requires permission.)

· Verify that all phone numbers, addresses, and website addresses are accurate. (You can usually verify all of these things using the Web.) 

· Check all math, including math in tables.

· Check names of federal agencies, universities, etc., to ensure that they’re correct.

· Examine the references section. Check for grammatical mistakes and other issues, such as whether the list is properly alphabetized and consistently formatted using Chicago style.

· Check text references against the reference list. 

Usability and Comprehensibility

· New concepts and terms should be fully explained in context.

· The information should be complete, easy to read and assimilate, and reflect an appropriate level of detail for the audience.

· The document should not contain unnecessary jargon.

· Documents intended for low-literacy audiences should have a reading level no higher than grade 5–6.

· Titles and headings should clearly identify content and carry information and appeal.

· Similar topics should be presented in a similar manner.

Writing Style

Strive for these results:

· Both the tone and level of information are appropriate for the audience.

· Terminology is consistent; new terms are defined when they are introduced, each term has one meaning, and the same term is used throughout the document. Create a glossary if necessary.

· Paragraphs are complete, organized units of information. Transitions between paragraphs are smooth.

· Voice is active.

· Sentences are well structured and clear.

· Lists are parallel. 

· Writing style is economical and concise and does not contain throwaway words and phrases.

· “People-first” language is used that is free of bias in terms of disability, race/ethnicity, religion, gender, or sexuality. (Refer to www.apastyle.org for examples of avoiding bias in language.)

· Acronyms and abbreviations are spelled out the first time that they are used in a section.

For writing and editing standards not addressed in this guide, please refer to the Chicago Manual of Style, 16th edition, and the Merriam Webster Collegiate Dictionary, 11th edition. [Exceptions include work written for submission to journals that use different style guides; for instance, the online Journal of Extension uses the APA (American Psychological Association) Guide.]








