Style Guide
Spelling and usage conventions for GAP publications
GAP-related or sponsored publications are produced by a variety of people at many institutions.  Here we provide some clarification on terminology related to GAP for the purpose of maintaining consistency among publications.  We also provide a style guide from the University of Idaho for your convenience, but feel free to follow one from your own organization, if available.

alliance (lower case, unless part of a proper name, e.g.  Western Hemlock-Sitka Spruce Alliance) 

ARC/INFO (all caps)

CD-ROM (all caps)

county (lower case, unless part of a proper name)

to cross-walk (with hyphen)

data set (two words)

database (one word)

dates:
on May 5, 1996, (commas precede and follow the year)


on 5 May 1996 (no commas)


in May 1996 (no commas)


the 1990s (no apostrophe)
decision making or decision maker (two words) but: decision-making procedures
to edge-match (with hyphen)

e-mail (with hyphen)
ERDAS (all caps)

et al. (period after al. but not after et [short for et alia = and others]; no need to italicize)
federal (lower case, unless part of a proper name)
GAP (all three letters capitalized) refers to the Gap Analysis Program

Gap Analysis or Gap Analysis Program (each first letter capitalized)

Gap Analysis project or GAP project (if it does not refer to a specific state project)
Gap Analysis Project or GAP Project (if it refers to a state's GAP project, e.g. the Florida GAP Project)

gap analysis (lower case if referring to the process or methodology, not the program)

to ground-truth (with hyphen)

hard copy (two words)

home page (two words)
Imagine (the software program; only first letter capitalized)

interagency (one word)
Internet (capitalized)
land cover (two words)

land use (two words)

MMU (minimum mapping unit, all caps)

to mosaic, but mosaicked, mosaicking

multi... (joined without hyphen or space)

national (not capitalized unless part of a proper name)
non... (joined without hyphen or space)

ongoing (one word)

PIs (principal investigators; no periods, no apostrophe)

ReGAP

socioeconomic (one word)

Spectrum (the software program; only first letter capitalized)

state (lower case, unless part of a proper name)
statewide (one word)

sub... (joined without hyphen or space)

to date (no hyphen)

under... (joined without hyphen or space)
under way (two words)

up-to-date (with hyphens)

web (not capitalized)

· We produce "land cover" maps, not "vegetation" maps.

· Our vegetation classification goal is to map at the "alliance" level of

the NVCS scheme, not the "cover type" (old term).

· The coverage which contains the ownership and management attributes is the "stewardship" coverage.

· GAP predicts animal "distributions" not "ranges."  Known ranges (general

geographic extent) are mapped, preferably with the EMAP hexagonal grid.

Following is a list of commonly broken grammar rules (from the University of Idaho’s style guide):
· In headings and in the titles of books, lectures, etc., capitalize the first word, the first word after a colon, the last word, and all other words except articles, conjunctions, and prepositions of fewer than five letters.

· Both parts of a hyphenated compound are capitalized in headings and titles if both are actual words.

· Abbreviate page(s)" to "p." (singular) or "pp." (plural) in footnotes or bibliographical material; spell out when used in text material.

· Do not abbreviate names of states when following names of cities and towns in the text.

· In general, use the word "percent" (one word), but in scientific, technical, and statistical copy use the symbol (%).  Use "percentage" when no figure is given.

· Use a comma before the word "and" or "or" in a list of three or more items.

· Place a comma after digits signifying thousands, millions, etc.: 1,150 students; except when reference is made to temperature: 4600 degrees.

· Introductory words or their abbreviations such as "namely," "i.e.," and "e.g." should be immediately preceded by a comma or semicolon and followed by a comma.

· Periods and commas should always be placed inside the closing quotation mark.

· In making the plural of figures, abbreviations, or capital letters, do not use an apostrophe (PIs, FTEs, the early 1970s, two Ph.D.s).

· Except for "self," which as a prefix is always followed by a hyphen, a prefix is not followed by a hyphen unless there is a special reason such as to permit internal capitalization ("pro-German"), to avoid a meaning not intended ("re-lay," "relay"), or if necessary to clarify pronunciation ("anti-intellectual").

· A dash--two typed hyphens--should have no space before or after it.

· Use figures for a single number of 10 or more, but spell out numbers less than 10.

· Criteria, data, media, phenomena, strata.  These are the plural forms of the words "criterion," "datum," "medium," "phenomenon," and "stratum."  Do not use the plural form when the singular is required.  And, when the plural is used as the subject, the verb must be plural: the media are (not "the media is").

· Which and that.  It is a good practice to introduce defining (restrictive) clauses with the relative pronoun "that"; nondefining (nonrestrictive) clauses with "which."

· While and since.  Careful writers usually try to save these words for time relations and refrain from using them in place of such words as "although" and "because."

· Vary the length of sentences.  Too many short sentences make the writing choppy; too many long sentences can become burdensome.

