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	A/B


	C/D

Claus, Santa


	E/F

Email (not e-mail)
	G/H

	I/J/K

JPEG (not jpg)

Internet (not internet)
	L/M

Lancaster, Sara


	N/O

Obama, Barack President
	P/Q

	R/S

Rumpelstiltskin

Supercalifragilisticexpialidocious

	T/U


	V/W

Website (not web site)

Washington, George
	X/Y/Z

Yahoo!

	What style book are you following?

Chicago Manual of Style, 15th ed.

What dictionary are you following?

Merriam-Webster’s Collegiate Dictionary, 11th ed.

	Abbreviations

am / pm (not A.M. / P.M.)

Ms. (not Mrs.)
	Bibliography

No foot notes
	Capitalization

A and B headers only use initial caps



	Dates

December 25 (Christmas)


	Design

2 inch margins

Captions no more than 20 words


	Lists

Use numbered lists, not bullets


	Punctuation

Serial comma 

One space after sentences



	Numbers

Spell out numbers under ten only (unless figures i.e., 6%)

Use comma in numbers over 1,000


	Typography

Arial, 11 pt font for body text

14 pt Times New Romans for A headers

12 pt Times New Romans for B headers


	URLs

don’t use “http” before web addresses
	Misc.

Use “he or she” not “they”
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