


EditorialStyle Sheet
Book Title: Inside the Mind of Timothy Leary
Author: George Litwin
Authorities
Style Guides: Chicago Manual of Style, 17th Edition (CMS17)
Dictionary: Merriam-Webster.com (free online edition)
Copyediting policy is to avoid queries wherever possible. Therefore, many of the changes are for the author’s consideration and are not to be set in stone. The author is free to direct the copyeditor to “stet” (i.e., nullify) a change, keeping in mind, however, that rephrasing or restructuring might be advisable to avoid the error or misunderstanding that prompted the revision. Alterations to direct quotes should be restricted to suggestions pertaining to possible typographical errors in the quoted material. Also note that the rules documented in this style sheet are unique to this project or part of the house style of the publisher. Such items might not be subject to change because they are used to make publications consistent.
[bookmark: General][bookmark: AlphabeticalList]Specific to this Project
•	Proper nouns. The MS contains a lot of proper nouns. The author is responsible for the accuracy of spelling, capitalization, hyphenation, and so forth of proper nouns. You don’t need to look up every one of them online. Please include proper nouns in the style sheet, though, as a check and authority. Query where you find inconsistencies.
General
· See specifics of expectations of a medium copyedit provided separately.
· Use “which” for nonrestrictive clauses, “that” for restrictive (CMS 6.27).
· While CMS17 generally recommends avoiding the use of the singular they (CMS 5.255), when referring to a person who does not identify with a gender-specific pronoun, however, they and its forms are often preferred (CMS 5.48).
[bookmark: DatesNumbers]Dates and Numbers
•	Spell out whole numbers from zero through one hundred and round multiples of those numbers (CMS 9.2).
•	Any number beginning a sentence is written out (CMS 9.5).
•	Always use a numeral with the word “percent” (12 percent; CMS 9.18).
[bookmark: Punctuation]Punctuation
Commas
· Use serial commas.
•	The adverbs too and either used in the sense of “also” generally need not be preceded by a comma:
Anders likes Beethoven; his sister does too.
The airport lacked charging stations; there were no comfortable chairs either (CMS 6.52).
•	Use a comma, not a colon, for introducing short quotations with “said,” “writes,” and so forth (CMS 13.14).
•	Two independent clauses joined by a conjunction take a comma before the conjunction. Two predicates do not, except to prevent misreading (CMS 6.22).
•	Some adverbs are not usually followed by a comma when beginning a sentence or clause (e.g., Thus, Hence, Here, Now, Then, Often, Sometimes).
Colons and Semicolons
•	If a colon is used within a sentence, the first word after it is lowercased; if a colon introduces multiple sentences, the first word after it is capitalized (CMS 6.63).
•	To merit a colon, the words that introduce a series or list must constitute a grammatically complete sentence. But an exception may be made when a word or phrase introduces a series or list and the verb is elided or otherwise understood (CMS 6.67):
Pros: accuracy and water resistance. Cons: cheap-looking exterior,…(The pros included accuracy and water resistance. Among its cons were a cheap-looking exterior,…)
Dashes
· Use en dash instead of hyphen for compound adjectives (e.g., Civil War–era backdrop; CMS 6.80).
· Always en dash connecting inclusive numerals (e.g., 115–27), not dash.
· When using an em dash in running text, there should be no space before or after.
Hyphenation
•	See CMS 7.89:
•	adjective + noun: hyphenated before but not after a noun (a middle-class neighborhood; the neighborhood is middle class). Same rule used for adj + participle.
•	noun + adjective: hyphenated before a noun; usually open after a noun (HIV-positive men; she is HIV positive).
•	noun + gerund: noun form usually open; adjective form hyphenated before a noun; some permanent compounds closed.
•	noun + participle: hyphenated before a noun; otherwise open (a clothes-buying grandmother; a day of clothes buying).
•	adjectival phrases: hyphenated before a noun; usually open after a noun (an up-to-date solution; his equipment was up to date).
•	adverb not ending in ly + participle or adjective: hyphenated before but not after a noun (a well-known actor; the actor is well known); compounds with “more,” “most,” “less,” “least,” and “very” usually open unless ambiguity threatens.
•	“-ly” compounds not hyphenated
•	proper nouns and adjectives relating to geography or nationality: open in both noun and adjective forms unless the first term is a prefix or unless between is implied (African Americans; African American president; Sino-Tibetan languages; the US-Canada border; Anglo-American cooperation; Anglo-Americans).

Italics
· Do not use both italics and quotation marks for direct quotations; use only quotation marks
· 
Periods
· Use periods at the end of URLs.

Alphabetical List
Key:
adj = adjective; adv = adverb
n = noun; v = verb
s = singular; pl = plural
lc = lowercase; UC = uppercase
rom = roman type; ital = italic type
Note: Always use American punctuation and spelling, except in directly quoted material.
[bookmark: Alpha123]123
[bookmark: A]7 Up
’80s
A
Aberle, David F. 
acknowledgments (not acknowledgements)
all (remove “of” whenever possible)
Alpert, Richard
ante- compounds closed
anti- compounds closed except before words beginning with i and proper nouns
[bookmark: B]B
Beat Poets
bi- compounds closed
bio- compounds closed
Boston Psychopathic Hospital
Burroughs, William

[bookmark: C]C
City Lights Books 
co- compounds closed except co-op, co-opt
confectioners’ sugar (possessive)
counter- compounds closed
cross- compounds open (if not specified otherwise in M-W)
curandera/o
cyber- compounds closed
[bookmark: D]D
different from (not than)
downward (not downwards)
[bookmark: E]E
e-book
e-commerce
email
everyday (adj); every day (adv)
ex- compounds hyphenated
extra- compounds closed except before words beginning with a
[bookmark: F]F
Ferlinghetti, Lawrence
follow-up (adj, n); follow up (v)
foreword (introductory section of a book); forward (direction)
free compounds (with free as second element) hyphenated both before and after a noun (accident-free driver; the driver is accident-free)
[bookmark: G]G



[bookmark: H]H
half compounds in adj forms hyphenated before and after the noun; noun forms open; some permanent compounds closed in M-W
help (v, not help to)
Hoover, J. Edgar
Huxley, Aldous
hyper- compounds closed
[bookmark: I]I
infra- compounds closed
inter- compounds closed
intra- compounds closed except before words beginning with a
[bookmark: J]J
[bookmark: K]
K
[bookmark: L]Kerouac, Jack
L
Leary, Timothy
like compounds closed if listed as such in Merriam-Webster’s; hyphenated if not in Merriam-Webster’s; compounds retain the hyphen both before and after a noun

[bookmark: M]M
macro- compounds closed
Massachusetts Mental Health Center (“Mass Mental”)
McClelland, David
mega- compounds closed except before words beginning with a
meta- compounds closed except before words beginning with a 
Metzner, Ralph
micro- compounds closed
mid- compounds closed except mid-July, the mid-1990s, the mid-twentieth century, mid-twentieth-century history
mini- compounds closed
multi- compounds closed except before words beginning with i
[bookmark: N]N
Navajo (but older spelling Navaho appears in titles of older books etc.)
neo- compounds closed except before proper nouns
non- compounds closed

[bookmark: O]O
odd compounds always hyphenated
old compounds hyphenated in noun forms; adjective forms hyphenated before a noun, open after (a three-year-old; a 105-year-old woman; a child who is three years old)
Orne, Martin
over- compounds closed
[bookmark: P]P
post- compounds closed except before proper nouns
pre- compounds closed except before proper nouns
pro- compounds closed except pro-life and before proper nouns
proto- compounds closed
pseudo- compounds closed except before proper nouns 
[bookmark: Editing]psilocybin (psychoactive substance); psilocybe (adj. describing the mushrooms themselves)

[bookmark: Q]Q
quasi- compounds usually open in noun form; adjective form usually hyphenated; a few permanent compounds listed in Merriam Webster’s

[bookmark: R]R
re- compounds closed except  re-cover, re-creation (as distinct from recover, recreation)
Roadman


[bookmark: S]S
self- compounds hyphenated except unselfconscious; selfless
semi- compounds closed except before words beginning with i
super- compounds closed
supra- compounds closed except before proper nouns

[bookmark: T]T
toward (not towards)
trans- compounds closed except before proper nouns

[bookmark: U]U
ultra- compounds closed
un- compounds closed except before proper nouns and words beginning with “un”
under- compounds closed
US (adj, n; no periods)
[bookmark: V]V
	

[bookmark: W]
W
Washington, DC (no periods)
[bookmark: X]X

[bookmark: Y]Y

[bookmark: Z]Z




