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Introduction

This book is designed for business managers, employees, editors, authors, and reporters. The art of self-expression is challenging and, as schools have emphasized this less and less, the need for guidance is more critical than ever.

Modern language changes continually. Here are some examples of how the complexities of language change over time. The distinction between singular and plural forms of words is not absolute—common usage ultimately defines the proper form. For example, the word “data” is a plural word (the singular form is “datum”). However, “data” is used broadly as both singular and plural, and “datum” has become archaic. As a result, usage has redefined the word away from strict application. The same is true for the word “media” (the plural of “medium”). Common usage allows “media” to be used as both singular and plural. The word “whom” is used less and less, and “who” has become both subjective and objective. Many writers at every level can tend to use words that are not truly words (such as “irregardless”), resort to cliché expressions rather than effective communication, and switch voice between first, second, and third person. Everyone develops writing habits that take away from effective communication, and no one standard can solve all of those problems.

The purpose of this book is to offer some basic standards for not just the essentials of punctuation, grammar, and style, but also for how more advanced expressions can be made uniformly more effective. This ideal (effectiveness rather than absolute conformity to original rules) applies in every form of writing. For example, in describing a statistical report, great care ensures that statistical inference is supported by the facts and not just assumed to be applicable. Even worse than lack of proper inference is inference in error. Many of the errors that occur in writing—including statistical narratives and financial reports—can lead to the wrong conclusion. For example, a budget variance report may blame overruns on lack on control when, in fact, they were caused by the addition of unanticipated new product lines during the year. In this case, the inference was in error, so that the narrative is misleading.

The importance of clear and precise writing makes a difference in how a communication is received. Documentation supporting conclusions is of critical importance in proposals, reports, and articles of every kind; so developing and applying basic skills is at the beginning of the process of becoming effective. For the experienced business writer, revisiting the basics ensures that gradually deteriorating habits are kept in check and prevented from negatively impacting communication style and accuracy.

The book is arranged alphabetically by major topic and appropriate cross reference is provided at the conclusion of each entry. The index provides an additional cross reference to quickly and easily find the section needed. The goal of each entry is to address the very basic elements of expression known as style and to provide a series of “rules” for how particular ideas should be communicated. For example, when communicating a date, what at first would seem a basic and simple task involves many variables and a need for agreement about consistency and usage—there are many varieties of expression for the year, month and year combined, day, approximate date, and season.

With that in mind, this style guide is intended as a reference that may be of value in many different situations. Over time, the “rules” change. For example, guidelines for email and online messages did not even exist a few decades ago. In the future, new modes of communication are likely to present similar challenges. As language grows and expands, the perpetual challenge is both exciting and demanding. This style guide—aimed at business communication specifically—is a worthwhile starting point in mastering the art of self-expression.



A

A or an

As a general rule, use “A” when the following word starts with a consonant, and “an” when it starts with a vowel.

Examples:

A man

A woman

A bus

An elephant

An octopus

There are exceptions. Some consonants have a vowel sound and are preceded by ‘an’:

Examples:

An hour

An honor

An herb

An MBA

Some vowel-starting words have a “y” or “w’ sound and are preceded by ‘a’:

A Utopian ideal

A one-time event

In summary, it is the sound of the word following the article that determines which to use, rather than the actual letter.


Abbreviation

An abbreviation is a form of shorthand, enabling readers to understand the meaning of a word or phrase without needing to see it written out in full. Abbreviations may take the form of letters to represent a longer organization or agency name (see also Acronym) or a few letters used to represent a longer word. Use consistent and universally accepted forms of abbreviations for common words.

1.Know when to use abbreviations.

In most formal business writing, do not abbreviate mathematical symbols, numbers, days of the week, or months when used in sentences. However, these may be abbreviated in technical writing, financial reports, and graphic presentations.

Incorrect:

The deadline is the 3rd Wed. in Oct.

Correct:

The deadline is the third Wednesday in October.

Informal writing, including brief memos and notes, may include abbreviations of many terms, with few rules except one: The meaning should always be clear.

Unacceptable due to lack of clarity:

D.L.3rd W/ 10

Acceptable in informal writing:

The deadline is the 3rd Wed. in Oct.

Abbreviations for units of measure should never be used unless combined with a numeric value, and never if the number is spelled out.

Incorrect:

The current budget covers a three mo. period.

A budget is broken down by mo. and yr.

The $ amount of the budget has been approved.

How many in. long is your desk?

Correct:

The current budget covers a three month period.

A budget is broken down by month and year.

Our $6,000 expense budget has been approved.

There is room for a 60-inch desk.


2.Know when to use periods with abbreviations.

When abbreviating the names of organizations or agencies, do not use periods.

Incorrect:

I.R.S.

A.B.C.

A.M.A.

M.M.M.

N.Y.C.

T.S.E.

Correct:

IRS

ABC

AMA

MMM

NYC

TSE

In technical writing, omit periods after most abbreviations of units of measurement, except no. and in. (because they have entirely different meanings as short words).


	Incorrect:
	Correct:


	in [inch or inches]
	in.


	no [number]
	no.


	lb. [pound]
	lb


	ft. [foot or feet]
	ft


	yd. [yard or yards]
	yd


	doz. [dozen]
	doz




Abbreviations of phrases usually include a period after each letter. Incorrect:

am. or am

pm.

eg. or eg

Correct:

a.m.

p.m.

e.g.

Abbreviations of single words include one period only. Do not use two periods when an abbreviation comes at the end of a sentence.

Incorrect:

I work as a receptionist for SampleCo, Inc..

Correct:

I work as a receptionist for Sample Company, Inc.


3.Use the same abbreviation for singular and plural units of measurement.

When abbreviating a unit of measurement, use the same abbreviation for singular and plural.

1 cm

1 ft

1 gal

1 yd

3 cm

6 ft

9 gal

4 yd


4.For other plural abbreviations, add the letter s and place the period at the end.


	Singular
	Plural


	mgr.
	mgrs.


	dept.
	depts.


	acct.
	accts.




5.Spell out unfamiliar abbreviations the first time you use them.

When using an abbreviation not readily identified by your reader, clarify by using the full term at the first usage only. Use parentheses around the full wording.

Example:

From now on, the BRC (budget review committee) will meet every other Wednesday. Members of the BRC should notify their supervisors of this commitment at least one day prior to scheduled BRC meeting dates.

Some abbreviated names that contain more than one word can be expressed by using capital letters in place of periods.

Acceptable formats:

RevCom

Revcom.

Such alternative usage is normal within an organization, where such abbreviations become commonly recognized. When communicating to the outside, spelling out the name of an internal group is a preferable practice. Some organizations will name their products or their company using internal caps. If so, the wishes of the organization should be followed unless there is inconsistency in their own usage.

Example:

The Budget Review Committee of Greatco, Inc., meets every other Wednesday. The committee is responsible for ensuring that new policies and procedures meet management’s objectives.


6.Abbreviate titles only when they precede a name.

Titles should be abbreviated only when they precede an individual’s name.

Incorrect:

Our technical division is headed by a Dr.

The speaker at today’s luncheon is a prof. from the university.

Correct:

Dr. Adams is vice president of our technical division.

Prof. Johnson will speak at noon today.

Most abbreviations are not to be used as the first word in a sentence. Titles are an exception; when titles are not spelled out in common usage, such as Mr. and Ms., they can be used to start a sentence.

Incorrect:

Dept. supervisors will meet this morning.

Mister Hansen reports to Ms. Green.

Correct:

Department supervisors will meet this morning.

Ms. Green is vice president of the finance division.


7.Observe punctuation rules.

When abbreviating a word before a comma or semicolon, precede the punctuation mark with a period.

Incorrect:

At GreatCo, Inc, employees receive good benefits.

He was hired by GreatCo, Inc; it was the job he had long been waiting for.

Correct:

At GreatCo, Inc., employees receive good benefits.

He was hired by GreatCo, Inc.; it was the job he had long been waiting for.

An interrogatory sentence ending with an abbreviation should include a period followed by the question mark.

Incorrect:

Is this GreatCo, Inc?

Correct:

Is this GreatCo, Inc.?



Abridgement

A condensed, summarized, or reduction of a work is called an abridgement. This may be of a book, article, manual, or other source. The style goal in abridging a work is to retain its core message and character while providing a brief overview.

The abridged version will represent the opinion of the individual performing the work, and the purpose should be to represent the larger version fairly and accurately. This practice is of value in a business setting, notably for textbooks, technical manuals, and books or articles based on theories of interest to the business audience. Those unable or unwilling to read a full version may gain from the abridged summary, assuming it truly represents the original in every respect.


Abstracts

An abstract is a summary of a work, normally appearing at the beginning of a journal article or in a book review, for example. Its purpose is to explain what the reader may expect to find in reading the entire piece.

Example, abstract of a published paper:

This paper examines the risk tendencies among IT personnel to discover whether vulnerabilities unique to this area of operations can be addressed in a unique manner. Observations have included a tendency to apply exceptions to accepted risk-preventive practices based on an assumption of exceptional risk awareness. This appears from several studies to increase in severity as actual risk levels rise. We base our research on several recent studies as well as on interviews conducted in three organizations over a six-month period.

Example, abstract of a book:

The Motivated Manager studies several management styles and contrasts them to one another. Among conclusions drawn and documented are (a) a direct correlation between self-motivation and an ability to motivate others; (b) relationships between inspirational leadership and employee responsiveness; and (c) popularity as a test of responsiveness and motivation. The book contains 14 chapters and is well-documented. It includes interviews with 30 managers and 63 employees, with conclusions based on common themes observed among those interviewed. The primary value in the book is its strong guidelines for development of successful management skills and the ability of managers to motivate others.

The abstract should define the scope and benefits of the work, but be as brief as possible. Style should be narrowly focused on the purpose, benefit, and quality of the larger work.


Accessibility

The concept of accessibility refers to the design of devices or services for disabled persons. The purpose is to facilitate both direct access (without assistance) and indirect access (via assistive technology). Business writers requiring accessibility due to special needs (for example, hearing or vision impairment) may face special challenges in acquiring devices or services. The accessibility standard most often is applied to employees and students, for example. A consulting business writer might be assumed to not need the same level of assistance. As a consequence, accessibility for many business writers presents special and often difficult adjustments, both for the writer and for the organization.

Accessibility is related to universal design, creation of devices or services aimed for the widest range of utility and situations. Universal design aids access for everyone, whether disabled or not.

Assistive technology is used to create accessibility, and includes the use of devices for learning or task completion that would not be possible otherwise. Examples for the disabled include screen readers or listening devices. Adaptive technology is modification to existing devices to enable a disabled person to participate in activities. Examples include remote control and specialized adjustment to word processing programs.

These accessibility technologies may be applied in cases of communication, hearing, visual, and mobility disabilities; and further to assist those with physical, mental, or learning disabilities. Web-based accessibility was initiated as party of the World Wide Web Consortium and identified as the Web Accessibility Initiative (WAI), intended to ensure web accessibility to everyone, including the disabled. The Web Content Accessibility Guidelines (WCAG) 2.0 are the standard for accessibility. Four principles within WCAG 2.0 are that technology and information should be (1) perceivable, (2) operable, (3) understandable, and (4) robust.


Acknowledgments

Some forms of business writing include acknowledgments for help received from others. This is appropriate in books, articles, and journal papers, but not normally seen in internal reports.

The typical acknowledgment is written in the first person. However, avoid passive voice when writing acknowledgments.

Examples, passive voice acknowledgments:

I would like to express my thanks to …

I want to also thank my mentor and friend …

Examples, active voice acknowledgments:

My thanks to …

Many thanks to my mentor and friend …

An acknowledgment should be reserved for those who actually assisted in preparation, research, or editing of the work. Some acknowledgments also include past acquaintances, family members or teachers—these are less relevant to the current project, but are also appropriate for inclusion if the influence was directly associated with the work.


Acronyms

Acronyms are abbreviated names of longer multiword organizations or technologies. They are usually formed by taking the first letter from each word of a multiword combination in such a way that the abbreviation can be pronounced as a word.

1.Follow the rules of capitalization.

The letters of an acronym are usually capitalized when the first letters of the corresponding words are capitalized when spelled out. But some acronyms that describe technologies eventually come into such common use that they are lowercased.

Examples:

NASDAQ (National Association of Securities Dealers Automated Quotations)

SPEND (System Plan Expenditure Numerical Database)

radar (radio detecting and ranging)

Some acronyms are constructed from syllables rather than from the letters of corresponding words or from a combination of syllables and letters.

Examples:

BUZOFF (Business Office Functions)

AUTOCAP (Automatic Consumer Action Program)

Some acronyms are capitalized even though their corresponding words are not, and some commonly used acronyms are never capitalized. The rule to follow is that of convention; common usage dictates proper form, even though the result is inconsistent. Consult a dictionary for specific acronyms.

Examples:

CAD (computer-aided design)

cal (computer-aided learning)


2.Introduce unfamiliar acronyms to your reader.

When using an acronym in text for the first time, spell it out in full for the reader’s benefit.

Examples:

We intend to incorporate the System Tabulation and Evaluation Accounting Ledger (STEAL) as our primary financial control mechanism.

In order to introduce a new acronym, the full name can be spelled out, followed by the acronym, the first time it is used. The acronym can be placed within text, in quotation marks, or in parentheses.

Examples:

Our project leader is a member of the Professional Association of Consulting Engineers, also known as PACE.

The system is called the Automatic Tabulating, Listing, and Sorting System, or “ATLAS.”

Complaints should be directed to the Business Efficiency and Expediting Function (BEEF) office.



Active and passive voice

Use of the active voice is preferable in most writing because it instantly identifies the action with the person who is performing that action. It creates strong, lively writing. In comparison, a passive voice form may be less clear because it does not identify the doer of the action until much later in the sentence, and it sometimes avoids identifying the doer at all. Nevertheless, passive voice is sometimes useful to create variety within a paragraph, when you deliberately want to draw attention to the action rather than to who did it, or for emphasis.

1.Learn the differences between active and passive.

The following examples demonstrate the differences in clarity between active and passive voice.

Active voice:

My department prepared the report.

I recommend that we perform a study.

The division earned a profit last year.

I will start working on that task next week.

Passive voice:

The report was prepared by my department.

The report was prepared.

It is my recommendation that a study be performed.

A profit was earned last year by the division.

Next week is when I will start working on that task.


2.Be aware of your writing habits and traps.

Be aware of writing habits to avoid the trap of using passive voice when active voice is a more effective way of expressing yourself. Remember these rules of thumb:


–Avoid beginning sentences with the object rather than with the subject, or actor. “My department” is the actor that prepared “the report,” the object. Place the actor before the verb and the object after the verb.

–Avoid indirect nouns, often represented at the beginning of a sentence with the words "it is." Your writing will vastly improve by simply avoiding this phrase (see also False subjects). You may use indirect pronouns (I, we, or me, for example) in business writing and avoid the awkward sentence structure common to excessive passive voice sentences. In a document of any kind, decide on the use of I, you, and so on and stick with it, “you” being more friendly than the use of the word “one” which should be avoided. People are less likely to buy a book if the word “one” is used in this manner. The use of “you” eliminates the problem and is well liked by readers. “I” gets authors into binds sometimes. First person is rarely appropriate in business writing other than e-mail.

–Edit your writing by replacing passive voice sentences with the active voice. This change will clarify your statements by eliminating unnecessary and awkward construction.




3.Use passive voice when called for.

Passive voice is preferred in three instances:


1.When you do not know the identity of the subject.

Examples:

The report was not prepared because essential information was not provided in time.

Our company picnic was delayed because of unexpected changes in the weather.

2.When you want to place greater emphasis on the receiver than on the subject. By arranging sentences according to active or passive voice, you determine where to place emphasis.

Examples:

Complete documentation of procedures is required by our internal auditing department.

Deborah was hired by a major law firm.

3.To affect a better transition between thoughts.

Passive voice:

The upcoming management seminar was planned to include a forum for discussion of unnecessary committees in business. A panel presentation for that purpose is scheduled.

Without expressing the first sentence in the passive voice, the transition would not have been as smooth.

Active voice:

Managers can discuss excessive use of committees in the forum of the upcoming management seminar. A panel presentation for that purpose is scheduled.




4.Change verbs to eliminate passive voice.

Replacing one verb with another or eliminating entire phrases can clarify your writing while removing both passive voice and unclear expression of ideas.

Before editing:

Accounting processes may be thought of as a means for achieving balance control.

After editing:

Accounting processes achieve balance control.



Adnouns

When an adjective is used as a noun in a sentence, it is termed an adnoun. This is common in English usage, notably in business writing. However, excessive use of adnouns may cross into the realm of cliché and should be used with caution.

Examples:

Tax cuts for the rich. (Adnoun “rich” is a reference to rich people.)

The passive will not be promoted. (Adnoun “passive” refers to passive employees.)


Afterword

Any concluding section of an article, paper or book is a form of afterword (not to be confused with “afterward” or “afterwards”). It is intended to summarize, wrap up, and conclude what the primary work presented. In some cases, a topical publication may be appended with an afterword if the original conditions evolved beyond the body of the work.

An afterword may be written with several names, including epilogue (or epilog), postscript, or conclusion. It is usually written by the author of the larger work, but may also be penned by someone else—this is seen in cases when the original author is deceased and a new edition of a book or reprint of an original article is published. The afterword in this instance may be a commentary on the continued applicability of arguments presented in the original document.


Agreement

Agreement, a rule of English grammar, states that singular subject nouns are to be accompanied by singular verbs and plural subject nouns must be accompanied by plural verbs.

1.Connect singular subject nouns to singular verbs and plural subject nouns to plural verbs.

Singular subject nouns are always connected to verbs that are also singular.

Examples:

The office is located downtown.

The manager arrives today.

Plural subject nouns are always connected to verbs that are also plural.

Examples:

The buildings are located downtown.

The managers arrive today.

Avoid the mistake of having the verb agree with its complement, not its subject.

Correct:

The topic of concern to managers was expenditures during the last quarter.

In this example, the subject (topic) and the verb (was) are in agreement. The verb should not agree with the complement (expenditures).

Incorrect:

The topic of concern to managers were expenditures during the last quarter.


2.Connect compound subject nouns to compound verbs.

When a sentence contains more than one subject, the verb should be plural as well.

Incorrect:

Supervisor and employee is required to follow this rule.

Correct:

Supervisor and employee are required to follow this rule.

Subject nouns connected by joiners, as in the examples above, are usually accompanied by plural verbs. There is an exception: when the two subjects are in fact a single noun (as in a company name) or when a single entity is made up of many parts.

Examples:

Smith and Jones is our accounting firm.

Our best friend and worst enemy is the vocal customer.

Baker and Brown is responsible for its image.

Certain modifiers demand plural nouns. These include the words both, few, several, and many.

Examples:

Few employees are working overtime.

Many suppliers were planning price increases.

Some modifiers can confuse the selection of singular or plural verbs. The subject, however, dictates agreement.

Examples:

All of the work is complete.

All of the employees are in the office.

In the first example, work is a singular subject, so the verb, is, is singular as well. In the second example, employees is a plural subject, so the verb, are, is plural as well. The same rules apply to modifiers such as any, more, most, none, and some.


3.Use singular or plural verbs for collective nouns based on context.

Some nouns identify groups of individuals but are treated as singular subjects, such as committee, group, public, government, and audience. The verb used with these subjects depends on the context:


a.A singular verb is used when the subject refers to the group singularly.

Example:

The committee is meeting in room 305.

b.A plural verb is substituted when reference is clearly to the individual members of the group.

Example:

The committee are working through their agenda.

c.Subjects representing measurement or value are expressed in singular form when presented as one unit.

Examples:

Four thousand dollars is too high a variance.

Three months is enough time to complete a report.

d.Special treatment is allowed in conventional use for certain words.

These include data and number. Data is a plural word whose singular form, datum, is rarely used. Using data exclusively has become common use and practice. In fact, readers of books and reports tend to reject the use of “data” as a plural (“the data are conclusive,” for example). It is distracting and in spite of the proper usage, the language is evolving and “data” is transforming into a singular reference. Common usage (data as both singular and plural) replaces strictly correct usage. The same applies to media as singular and plural with rare use of “medium” as the singular form.

Correct:

The data [plural] are compiled and available.

The media [plural] are reporting on this matter.

Incorrect but in common usage:

The data [plural subject] is [singular verb] in my office.

The media [plural subject] is [singular verb] reporting on this matter.

The word number may be used in either singular or plural form, depending on the intent of the writer. Generally, if number is preceded by the, it is singular, and if preceded by a, it is plural.

Examples:

The number of employees [singular] is growing.

A number of employees [plural] are attending.

e.Words ending in ics are singular if referring to a science or body of information and plural if referring to action or a quality.

Examples:

Economics [singular] is the study of money.

The market tactics [plural] depend on the market environment.




4.Avoid awkward phrases.

When subjects are connected with phrases such as together with, as well as, and in addition to, the subjects are treated as singular and should be coupled with singular verbs. This construction is often awkward and should be avoided in the interest of clarity of expression.

Examples:

Top management, together with each department, wants to work to improve profitability.

The western division, as well as the central division, has effectively controlled costs.

Proper procedure, in addition to controls, ensures lower budget variances.

Use of the phrase one of those who requires a plural verb. However, this is an awkward form of expression and should be replaced with a clearer, more concise alternative.

Examples:

I am one of those who believe [plural] managers should become involved only if a problem emerges.

I believe managers should become involved only if a problem emerges. [clearer alternative]

Some qualifying words require singular verbs when they are used in front of plural subjects. For example, part, portion, series, and type. Avoid using these phrases to eliminate awkward sentences.

Correct but awkward:

Part of the activities in our department is [singular] the control of costs and expenses.

Clearer:

Control of costs and expenses is one of the activities in our department.


5.Do not be confused when a phrase intervenes between subject and verb.

When a phrase with a plural noun is inserted between a singular subject and the verb, the verb is singular.

Example:

A marketing plan [singular], including advertising budget or promotional efforts [plural], has [singular] been our most profitable way of moving products to market.


6.Use “they” or “their” as a singular reference is some cases.

The word “they” is a plural; however, there are instances in which agreement can be suspended.

Examples:

Remind the new employee that they must attend orientation.

An employee is expected to respond to their supervisor.

Who prepared their evaluation in a timely manner?

Although these mixed agreements have become normal, they can also be avoided with a revision to the form of a statement.

Examples:

Remind new employees that they must attend orientation.

Employees are expected to respond to their supervisors.

Who prepared evaluations in a timely manner?



Alphabetizing

Two primary methods for alphabetizing may be used: letter-by-letter and word-by-word. Use either one but only one—that is, make a decision and apply it consistently to avoid problems of inconsistency in a filing system or index.

Under the letter-by-letter method, strict alphabetizing is applied regardless of where word breaks occur and regardless of spaces, commas, or periods. In the word-by-word method, a break occurs at the end of each word in a title or multiword name. Each unique word is completed before proceeding to the next. Word-by-word is the more commonly used method.


	Letter-by-Letter Method
	Word-by-Word Method


	Mace, Barbara
	Mace, Barbara


	Mane, J.
	Man, M.J.


	Manis, R.
	Man, Steven


	Man, M.J.
	Mane, J.


	Man, Steven
	Manis, R.




1.Arrange names of people by last, first, and middle.


a.For proper names of individuals, alphabetize in the order of last name, first name, and middle initial.

Arrange all identical last names, followed by alphabetized first names, and third by middle initial.

Examples:

Adams, Andrew A.

Adams, Andrew B.

Adams, Betty R.

Adams, Charles L.

Adams, Charles M.

b.Initials precede full names.

Examples:

Adams, A.

Adams, Andrew

Names beginning with Mc and Mac should be filed in strictly alphabetical order, regardless of capitalization or spacing within the name.

Examples:

Mabley

Mackinley

MacTavish

Mason

McDonald

c.Prefixes should be treated as part of the name, regardless of capitalization or spacing.

Examples:

de la Guardia

Des Norte

van der Hope

von Schmidt

d.Alphabetize St. as though spelled out Saint.

e.File by name even when professional designations are included.

Use designations only as a last default for filing otherwise identical names.


	Name
	File as:


	Dr. Hal Adams
	Adams, Hal, Dr.




f.Alphabetize abbreviated names as though spelled out in full.


	Name
	File as:


	Jones, Wm.
	Jones, William


	Smith, Chas.
	Smith, Charles


	Thomas, Bill
	Thomas, William




g.File nicknames in strict alphabetical order when the individual is known by that name. Cross-reference to legal names when known.


	Name
	File as:


	Big Willy
	Big Willy


	
	Jones, William, see Big Willy


	Illinois A
	lIllinois Al


	
	Jones, Al, see Illinois Al







2.Name locations by unique name rather than designation.


a.Alphabetize place names by the unique name, not by the type of place.

However, when the full name is the name of a city, file by the first word.


	Name
	File as:


	Lake Tahoe [lake]
	Tahoe, Lake


	Lake Tahoe [city]
	Lake Tahoe


	Mount Adams [mountain]
	Adams, Mount


	Mount Adams [city]
	Mount Adams




b.File non-English article names (de, el, la, etc.) by article, as part of the full name.


	Name
	File as:


	El Dorado
	El Dorado


	Los Angele
	sLos Angeles







3.Name organizations by first name, but exclude articles (the, a, an).


a.File organization names by the first word of the organization’s name.


	Name
	File as:


	Union Carbide
	Union Carbide


	Standard Oil
	Standard Oil


	The Smith Co.
	Smith Co.




b.When the organization name is also a personal name, follow rule a. Cross-reference the individual name.


	Name
	File as:


	William Jones Corp.
	William Jones Corp.


	
	Jones, William, Corp., see


	
	William Jones Corp.




c.Treat corporate names according to rules 3a and 3b, even when titles are used as part of the name.


	Name
	File under:


	Sly Guy Pizza
	S


	Captain Bob Parker
	C


	Miss Fashion
	M


	Happy Time
	H




d.Disregard articles, conjunctions, prepositions, and punctuation in organizational names unless they are integral parts of the name.


	Name
	File under:


	The Anderson Co.
	A


	In the Know, Inc.
	I


	Oh Vermont
	O




e.File abbreviated organizational names at the beginning of the letter category when companies are commonly known by those names.

Cross-reference the full name.


	Name
	File as:


	IBM
	IBM


	
	International Business


	
	Machines, see IBM


	MMM
	3M


	
	Minnesota Mining and


	
	Manufacturing, see 3M




f.Some organizational names are derived from acronyms or purposely misspelled words.

Alphabetize exactly as spelled, ignoring spacing, capitalization, and punctuation.

Examples:

BusConsult

Buy-Chek

Buy-N-Sav

Buz Net




4.Alphabetize numbers as though they were spelled out.

Numbers should be alphabetized as though spelled out, whether expressed in alpha or numeric form.


	Number
	File as:


	81
	eighty-one


	800
	eight hundred


	50
	1five hundred and one


	1,000
	one thousand


	700
	seven hundred


	22
	twenty-two


	2
	two





5.Cross-reference when placement is uncertain.

Provide file cross-references in the following circumstances:



	 You are uncertain of the correct file placement.

	 More than one version of the same name exists as an acronym, nickname, or alternative spelling.

	 The organizational name is the same as the name of an individual.

	 An exceptionally large file section is placed outside the normal filing sequence. For example, an insurance company may have a large section filed as “Claims.” Under the “C” section in the main file, cross-reference to the location of “Claims” files.






6.Alphabetize consistently.

Be consistent with alphabetizing methods. Select your method for filing based on the volume, scope, and purpose of the files. Most business files will be arranged in the word-by-word method. The organization’s filing policies should be described and summarized as a brief written procedure that all employees with access to the files can refer to. Periodic file audits can check for consistency of method.

In an automated filing system, alphabetizing is normally assigned automatically. However, some of the rules (such as filing for cases beginning with numbers) might not conform to a generally understood set of rules.



Annotations

Annotations are notes to expand on an introduced subject, and are organized in several different formats. In books and articles, annotations may be listed as footnotes, chapter endnotes, or a section of endnotes at the end of the book.

Annotations may include citations of sources, definitions, or sidebar information related to the referenced topic. A sidebar, often found as a footnote, may be listed in the following manner:

The calculated price/earnings ratio describes whether or not the current reported price of stock is a bargain price or an inflated price. This conclusion is based on the calculated multiple. As a general observation, a reasonably priced stock is expected to report price/ earnings at multiples between 10 and 25.*

* The ratio, also called P/E, is calculated by dividing current price per share by the most recently reported earnings per share. The result, the multiple, represents the number of years’ earnings reflected in the current price.

Another form of annotation is the sidebar or callout. This is a brief explanation of something in the text, and often is set apart by a box or different font in the text.


Sidebar: a highlighted annotation placed within narrative to define or expand on the topic.



The sidebar may also be used to add explanation or highlights to a chart or graph, in which case it may be accompanied by arrows from the explanatory sidebar to the section of the referenced graphic.

A variation on the sidebar is the margin note which consists of notation, often in long-hand within a book, written by a student to draw attention to a passage or to elaborate on it.

An annotated bibliography provides a summary of cited works within a book or article. The section normally is placed at the back of the document between endnotes and the index. See sections for “Bibliography” and “Citations” to compare style (APA, Chicago or MLA) in formatting an annotated bibliography.

Examples:

Levey, M. (1996). Florence: A Portrait. Cambridge MA: Harvard University Press.

Mumford, L. (1999). The City in History. New York: Harcourt.

Parsons, N. T. (2008). Vienna: A Cultural and Literary History. Oxford UK: Signal Books.

Robinson, A. (2011). Genius: A Very Short Introduction. New York: Oxford University Press.


Annualization

In reporting financial information (dollar values, percentages, returns), side-by-side comparisons are made valid by annualization so that all outcomes are expressed on the same timeframe, even when the actual time being compared is not the same.

For example, two investments are opened and closed in a corporate portfolio during the year. One yielded 4% over a seven-month holding period and the other yielded 3% over a four-month timeframe. An unannualized conclusion would be that the 4% return was superior to the 3% return, but this would be inaccurate.

Based on the number of months, each return is annualized with the following calculations:

4% ÷ 7 months * 12 months = 6.86%

3% ÷ 4 months * 12 months = 9.00%

Through annualization, the two outcomes are expressed with a like-kind basis. This may be done using months, weeks, or days. The daily method may be the most accurate. For example, if the actual number of days was rounded up to seven months and four months, it is less accurate than using actual days:

4% ÷ 213 days * 365 days = 6.85%

3% ÷ 116 days * 365 days = 9.44%

This procedure should be applied whenever dissimilar periods of time are involved in creating outcomes. For example, a new division is added but is in operation only seven months. Comparing this to other divisions in operation for the full year would distort outcomes.


Anonymous publication

Publication credits are common for academic papers, magazine articles, and books. Authorship is commonly excluded from internal reports, however. The source department may be listed on a cover page of a report, but the name of the employee preparing the report is not included in most instances.

Many works of literature and art have been produced anonymously, either because the names have been lost with repeated editions, or because the author purposely declined credit (due to threat from authorities in power at the time, for example).

Online blogs or websites often are published without an author’s name or with a fictitious name. The use of a pen name (non de plume) is a form of anonymous publishing. For example, the well-known website The Motley Fool is the title of an organization but does not directly name its owners or authors. Many blogs are published anonymously, including hacker blogs or those blogs so controversial that the author does not want direct association. Some authors choose to write under a pseudonym to avoid controversy or for personal safety reasons.

A question arises when an employee writes critically about the company itself. Criticism often is not welcomed by organizations, and freedom of speech ensured by the government does not extend to members of organizations (although many people believe that it does, or that it should). Fear of retaliation, including the possibility of losing a job, is a reason to publish anonymously.


Anthology

An anthology is a collection of works compiled with a common theme. This is associated with many literary forms. For business application, an anthology is useful for describing a range of sources for relevant materials applicable within a specific industry or for a particular form of research.

Examples include Business in Ethical Focus: An Anthology, Bioethics: An Anthology, and Anthology of Business Strategy.


Antonyms

Words with definitions opposite that of other words are antonyms. In many cases, antonyms are unintentionally used when the opposite is intended. For example, the word “inflammable” has the same definition as “flammable.”

1.Graded antonyms.

Some versions of antonyms deal with degrees or grades of difference. For example, “low” is an antonym of “high,” but it may be further distinguished as lower or lowest. These gradings apply to many other words as well.


2.Relational antonyms.

Some antonyms involve converse words, in which the relationship between the two sides is opposite.

Examples:

Win and lose

Inside and outside

Above and below

Parent and child (also father and son, or mother and daughter)

Buy and sell


3.Complementary antonyms.

Some antonyms are absolute, with no grading or relational adjustments.

Examples:

Alive and dead

Mortal and immortal

Solvent and insolvent

Worker and employee


4.Creating antonyms with a prefix.

Some antonym forms are created with a prefix, such as “non,” “un,” “in,” or “anti.”

Examples:

Existent and nonexistent

Profitable and unprofitable

Tolerant and intolerant

Consistent and inconsistent

Expansion and contraction



Appendices

Appendices (preferred plural of “appendix” over alternative of “appendixes”) are materials incidental to the main text in reports and other documents. By including appendices, business writers can keep reports short and clear, with major points easily found in the main body of the report. Supplying the supporting data statistics, lists, studies, tables, and so forth, in one or more appendices can help the reader verify information of interest, without cluttering the report.

1.Use appendices to keep the main report brief.

Short, easy-to-read reports get more attention from busy executives than longer, less-organized ones. Emphasize the most important information in a one-page report summary, and break down the rest of the report in major sections. When additional but incidental information is referred to, create an appendix for it. Do not include unnecessary information in an appendix.


2.Cross-reference materials accurately and thoroughly.

When a report or section of a book refers to information supported by an appendix, include a cross-reference to the appendix, citing its number or title. Number appendix information as continuation of the book’s paging. For example, if the body of the book ends on page 315, begin the first appendix with page 316. The same guideline applies for generation of paging for reports, articles and papers.



Appositives

An appositive is a noun or noun phrase that renames or clarifies a preceding noun. It may consist of a single word or a phrase of several words. An appositive should be used in business writing only when absolutely necessary. Concise form prefers avoiding unnecessary appositive expression.

Examples, excessive appositive use:

Robert Smith, who is my manager and friend, wrote the report.

We initiated Six Sigma, a project management system to improve efficiency.

Mr. Brown, who formulated the widely used management program, has retired.

Examples, necessary appositive use:

Smith, author of the widely published report, was my manager and a friend.

Six Sigma, a project management system, is designed to improve efficiency.

The management program, a widely used system, was designed by Mr. Brown.

In each of these examples, the initial form of expression is distracting and awkward. By turning the sentences around, the appositive adds value and clarification. For example, in the second sentence, many readers might be unfamiliar with Six Sigma, so the appositive explains what it is.


Apps

For business writers needing to improve skills, many writing apps can be downloaded and used to check style and tone, and to modify the method of expression to strengthen the message. Some of these apps are free and others charge a fee. Many are available only through limited outlets (such as the App Store) and can be down loaded only for certain devices (such as iOS, for example).

Apps worth reviewing for possible download include Danger Text, Flowstate, Refly Editor, Writefull, Ulysses, Paragraphs, Rough Draft, iA Writer and Scrivener. One editing tool is Expresso, an online text editor that does not require download. A sample of any size is uploaded to the page and it is analyzed for style, usage, and voice.

For example, the following sentence was uploaded to Expresso:

The purpose in drafting this report is to initiate a dialogue among supervisors, and to improve our internal control systems.

An analysis reported 33.3% weak verbs, 125 characters in 20 words, 20 words per sentence, average 1.9 syllables per word, breakdown by parts of speech (nouns 35%; pronouns 5%; verbs 15%; adjectives 5%; other parts of speech 40%). It further identified the sentence as declarative with 45% stopwords (words not necessary or containing significance).


Archive

The term archive refers to a collection of records, documents, and other material that contains valuable information, either as primary source documents, records required to be retained, or collections of historical value.

In writing procedures for retention of records, retrieval methods, and limitation of what must be included in an archive, determining factors should be defined in advance and enforced internally. For organizations, an archive may be described as two primary types.

First are those records required for legal, tax, or verification purposes. These should be stored with identification of retention time. For example, a series of records that must be kept for the current year plus three additional years should be labeled “C+3.”

The second broad classification includes permanent archives containing items of historical or cultural value. Examples of well-known historical archives include the World of Coca-Cola museum (Atlanta, GA), and Levi Strauss Museum Archives (San Francisco, CA).

Physical archives may require different preservation and retrieval attributes than those archives generated and preserved online.


Articles

An article is a word defining or modifying a noun. Articles include common words such as a, an, and the.

1.Definite articles.

A definite article describes use of “the” to identify a noun.

Examples, definite article ‘the’:

Please complete the report.

Provide the new employees with the orientation manual.

Let’s add new topics to the meeting’s agenda.


2.Indefinite articles.

The indefinite article consists of either ‘a’ or ‘an.’ This is indefinite because it generalizes the nature of the noun or adjective and action involved.

Examples, indefinite articles:

Should we set a time for the meeting?

Let’s set up an organizational meeting to plan our new marketing campaign.

The first example of “a” is related to “time” but does not specify the time itself. The second example uses “an” which relates to the adjective “organizational” but is also indefinite because it does not tell when the meeting will take place.


3.Articles for unknown quantities.

Some articles are not limited to a meeting, an answer, or the employee. Misuse of articles in business documents is one of the most common forms of error (another being the use of excessive capitalization). The number of nouns or adjectives is not known or not specified. In this case, “some” or “any” may also serve as articles.

Examples of articles for unknown quantities:

We need to arrive at some solutions.

The meeting did not conclude with any recommendations.

The use of “a,” “an,” or “the” may also include unknown quantities.

Examples of “a”, “an,” or “the” as articles for unknown quantities:

They provided us with a number of possible answers.

In this case, an unusual set of circumstances affected the outcome.

What is the range of possibilities?


4.Articles are not used with possessive pronouns.

When a possessive pronoun is used in a sentence, articles are not needed.

Examples, incorrect article usage with pronouns:

The committee reviewed the our budget.

The managers met with a their board of directors.

Examples, correct usage with pronouns:

The committee reviewed our budget.

The managers met with their board of directors.


5.Articles are omitted in some situations.

In some usage forms, no article is needed. This is especially true when including an article makes the expression awkward or distracting.

Examples, unneeded articles:

We met with visiting executives for a dinner.

Employees were asked for the creative solutions.

Examples, excluded articles:

We met with visiting executives for dinner.

Employees were asked for creative solutions.



Artwork

Writing style for descriptions of artwork is relevant for many business applications. These include ad campaigns, logo design, or marketing initiatives based on the use of visuals.

The creative aspects of a visually-based presentation rarely stand alone, and need to be augmented with narrative descriptions. The narrative should be brief, descriptive, and may be of greatest benefit when it points out attributes that may not be obvious to an audience.

Examples, narrative pointing out hidden meanings:

The FedEx logo includes an arrow pointed to the right.

The Bronx Zoo logo consists of two giraffes in silhouette. But the space between the animals’ legs also represents the famous New York skyline. Wendy’s shows a cartoon of Wendy’s face, but on her collar, the word “Mom” is also shown, which is subtle but sends a clear message.


[image: ]
Figure A.1: FedEx logo


[image: ]
Figure A.2: Bronx Zoo logo


[image: ]
Figure A.3: Wendy’s logo

In presenting a subtle or hidden symbol or other message, the narrative or verbal style should point out the items of interest. Effective presentation adds drama and significance to artwork. In an informal book, an illustration may be used where art is placed on a separate line. Generally, if there are more than one illustrations per chapter an author will submit an illustration numbered by chapter and the number within the chapter and the publisher will remove the numbering for the final book. In some informal books, the author/ publisher may want captions but not numbering; in that case the caption should be in the manuscript under the figure, not part of the figure. For most books with many figures, the figures are numbered and in those cases, they would be called out as Figure 4.1 or Figure 4-1 and generally include a caption. If one illustration has a caption, they all should. All figures that use this feature should be referenced in the text and you should not say “below” or “above” as you are not guaranteed the placement of a numbered figure.


Attribution

Giving credit for the source of an entire work, part of a work, or a citation are all forms of attribution. In business, attribution should be included whenever external ideas, expressions, or concepts are used. However, internally, attribution often is not the custom. For example, a report generated by one department does not include attribution for the employee or employees who actually drafted the document. However, if that document includes quotations or sections of external articles, papers, or books, those should be properly attributed by way of footnote or in-text notation.

The form of attribution should be based on the type of document. Attribution for a large section of an external document may be mentioned in passing or referred to an appendix. Frequent usage may be summarized with an end-of-document “References” section and mentioned in text by the name of the author or authors, and year. A publisher may impose a style guide preference for the use of in-text attribution, and these may appear in many formats.

Examples, in-text attribution:

The test concluded that security systems were ineffective (Anderson, 2016).

Analysis demonstrated that “customer interest was not widespread even

with the extensive promotional campaign” (Campbell and Nelson, 2013).
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