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PREFACE.

Clear and pesitive rules for composition and proof reading are needed in printing
offices to prevent confusion and uonecessary delay and expense. Inflexible rules for
style in all works can not be given, but for the general work of the Government
Printing Office the rules hersin eontained will be observed. When important
changes are to be made, written or printed imstrootions will be furnished or there
will be & special preparation of copy.

All persona sonnected with the typographical divisions of this office are reguestad
to preserve this book and study carefully and well the rules and suggestions offered
for their guidanea,

Department editors are requested to make their copy conform as nearly as possible
to the style here presented, and to specify folly when sending work to this office

any general deviation therefrom that may be desired.
5
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ABBREVIATIONS.

1. Follow FPostal-Guide contraotions for Btates and Torritories (sxcept Oregon, for
which use Oreg. ) after names of forta, barracks, arsenals, navy-yards, naval stations,
post-offices, counties, military or Indian reservations, and Indisn agencies. Note the
following examplea:

Fort Barranoas, Fla. Hndm Mulm.
Vantgorer Barracks, Wash. I‘f Haev.
Trook Talamd Araanl].,r ua ]ibd Apency, B. Dok,
Mug&g Island Nu liti ard, Pa. n-EﬂnEﬂ Armory, Maes.
Ee m Naul Station, Fla. rt Millitary Heservation, Va.
POSTAL-GUIDE CONTRACTIONS.
ATABAMB. 0 sernsnienan All Ennta ieanesresnine Forth Dakots «.iueeee. N, Dak.
T Alanks I.kunmman“:l‘:Ir K}* Ohdo .. Obio
okIMAiarﬂm - Din,
Oregon . - Oragon
P‘qnlr]l.‘lh
Hhede [aland..
South Caroling

Bouth Takota .
Tannesass ..
Texan.....
Diah, oo
Vermont. .
Fi:glnia.

ashin
Wm Tiegin
Wiseomain. .
W Fomlng. . oozveneess. WFG.

2. Titles of conrtesy and professional titles preceding names will be contracted or
spelled according to the followiug list:

Profeesor (with sarname} = MM, (masalencs) ‘ﬁlsnﬂlm
Prof. {witl Christian zma) * Mmw, (mademoy *
Itightkm * Mlle. (mademoisells) * Beliorita
t * Myr. {monnigoor) * Bafiorn
5 I;Iacu = Big. (slgnor) * Horr
. (momaieur) *Hlgpons

Fotk.—~Whea any of tho titles marked with an astecisk, with or withoat the Chrintisn name, pre.
cedes ' de," mae lower-casa **d;" olbarwing ase capital “D." This rule spplics also to “du" and
P

3, Military and official tities precsding names will be speiled ont in text when the
Christiap name or initial is not used, but in tabular work and where the Christian
name of iuitinl is nsed the anoexed list will be the goide:

Prosident Arm lillm m; Littea: Havy bitlen:
Governoer S‘ . Sergt, T-Admiral
B {brovee) .G A jordanon Sargt.  Capt
4 T . P
Army Litles: Lh,ut.UoL Bergt, Commandar
o, Maj. Flrdtﬂwgt. Liuuhbu'nwndu
Lisnt Gan, Burg. Hocomd Serge, Lieat,
ll . Gem. Chagplain Orderly Bargt. Lisnt. (Jantor Grade)
Gan. Capt., Corpl. Eneign
.&d.l (wm Anst Burg. Private I:n_?
T eteom. ot oy i Ko
O e L] L2 9 2
nap Borecs Alnj. "} dmiral Chlef
Cln (..an. Hosp. Stewarnd Vieo-Admiral Chaplain

4. Distingunishing titles and college degroes, following names, will always be con.
tracted, na jr., er., esq.; Ph.D,, LL. D, ; T 8. A, U, B. N. (8ee also under *“ api-
talization.”)

Motk,—Tha contractions T, 5. A" and " . 8. K.," for Tmited mmmumm&mr{n‘
will b nsed when g0 writien, When weitten . 5, Army " or * U, B. Navy," epell in full, gs—

John L. Werden, T7. 5 H.A Milea, T8 A,
H. W, Meads, United Hhmnlﬂ'» G . Crook, United States Army.
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5. Im parenthetic references to books nse “p.” and “ pp.” for page aud pages, and
*ger,” and secs.” for section and sections,

f. 50" will be used for Saint, lut Fort and Mennt will not Le abbreviated.

7. Uaa “eto.” inatead of “ &c.” Use the character & " in firm names, but not in
titles of companies having geographie or commercial words as part of the corporate
name, nor in literary, scientifie, artistic, or musical companionships. Examples:

Bmith & Brown. Warhington ami Norfolk Steambost Company.

Geo W Johason & Co, Attantic aml Paclic Telepraph Conipany.

Wigton Brothors: S b L L
Fot e, A s

Wigton Brue. & Co. Gilbert and Sullivan,

Harlan & Hollingeworith Company. Cuvler and Valenciennes.,

Brown & Fones inhﬁ wod Milling Company. Hay aed Nicolny.

Philedalphis and K g Company.

8. Comprehensive examples of the nse of the word * Compauy * and its contraction
“Co."” are given above, (Hee also “Contractions” under “ Tabular style.”)

9. Dvonotnse abbreviation © 17, 2." except in connection with naval and other vessels
of the Government, as U. 8, 8, Kearzarge, 1. 8. gunboat Hatahdin, 1. 8 monitor Mizn-
tononioh, U, 8, torpedo bont Ericssen, U. B, light-housa tenider Maple, ate.; bub the
eontraction may be used in signature aud address lines where extreme Jength makes
it degirable,

10, Bet references to soriptaral texts ne follows: Genesis xv, 34; IT Bawuel vili,
9-18; Bt, Matthew vii, 5.

11. Btreets of the District of Columbia: Fifth street NW.; Florida avenue NE.;
Four-and-a-half street W,

12, Where compass directions are conbracted, nss the form NE., NNW., etc.

13. Uee “F." for Fahrenheit and ¢ C." for contigrade when temperatures are given,

14. Use © PL" and “ Fig.” for plate and figure before roman nnmerals, as Pl. VI,
Fig. XII; “pl.” and *fig.” before figures, as pl. 6, fig. 12,

15. Use *“ Rev, Btat.” for Revised Statutes, and * Btatd. L." for Btatotes st Latge,
in citationa.

16. Bet abbreviations for seetlon, township, range, eto., thus: 8E, $ sec, 5, T. 9 N.,
R.2E.

17. Use “loe, eit.” for loco citato; “*op. eit.” for opere citato; “ap. gr.” forspecifio
gravity, and ‘‘sp. nov.” for species nova,

18, Wherse the metrie ayatem of weighta and measures is used, follow copy, and
where eontractions ocenr oss romsn lower-case or superior letters, according to
indicated preference, s “cm,” or “o=" for centimeter; * mm.” or “==? for milli-
meter; e 0. or Yoo for enbic contimeter.

18. After “per coat™ and “viz” omit the period.

20. Usa period after abbreviated Christian names, 8aml., Thoa., Edwd., ete., omit-
ting apostrophe.

21. Heferemces to Congressional doonments: Honse Doe. No. 6, Fifty-fifth Con-
grean, second pession; SBenate Doe. Ko, 10, Fifty-fifth Congress, first aession.

22, Use “¢,” (versns) in all cases except ““fol.” and “fol, lit.""

23, The aymbol * =/, " gsed in connertion with Bouth Awmerican financial state-
ments, will be spelled *“national meney,” in parentheses, immediately following the
amonnt, 08 $146 (national money); Rs. 146 {astional meney).

24. English money will be expressed by the use of the symbels © £ g/ wvq.n
when amounts are given, ps £227 14s, 64.

(Bes alao “ Contractions™ vnder “Tabular style;” ' Soprome Qourt recorda™ and
“Court of Claims opinions, briefs, and decisions” under “ Court style.”)

CAPITALIZATION.

1. Use eaps for roman nomerals designating pages, chapters, articles, or plates.

2, Use oapa for oollege degreea, viz, I, I, Ph, D,, LL. D., A. M., B, A,, ste.

3. Use lower-cage “'c" in Sr. and Jr., sud “8q." in Esq. In addresses and signa-
tures,
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4. Capitalize “*department,” “Lurean,” and “survey” only when referring defi-
nitely to an exeentive department or important burean of the United Btates Gov-
erument and Cesst and Geodetie or Geological snrveys; otherwise lower-case it.
Also capitalize " congresa,” referring to the United States Congress, and * honae,”
referring to the United Btates Benate or House of Repressntatives.

5. Capitalize, singnlar and plural, Benator, Representative, and Delegate of tha
United Statea Congress, and the principal ofticers of both Honses,

6. Capitalize legislative bodies, with their sections, of Governmenta, viz:

Farlismort Rigad Cortes

House of Lords llegh:r‘ﬂ.l tare (Hawsii)
Housns of Commona National Assembiy the ht

the Lorda Corpe the Center

the Commona Brundearsth the Lefs

the Hedohatag Sknpalitinn Btatea. General {Holland)

7. The words * president,” ** king," “‘queen,” “czar,” “emperor,” ete., when used
definitely and referring to rulers of countries, shonld be capitalized, ss the Presi-
dent, the Emperor, the Emperor of China, the Chiness Emperor, ete,

B, Capitalize the first word of a direct quotation. Example: Bolomon says, “Pride
goeth before destruction.” Do net caplialize such indireet quotatioos as “a wise
man says that pride goeth before destruction.”

8. Capitalize the first word of snch indirect quotations as the following, but do
not quote:

The aratar's chiel thought was, How shall wo pay the debt?

10, Capitalize all commissions and boards aathorized by act of Congress only
when given in full, singnlar and pinral, as Fish Commission, Civil Serviee Commis-
sion, Mississippi River Commission, Distriet of Colambia Board of Commissioners,
Light-Honsa Board, ete.

11, Capitalize all words denoting the Deity; also “Reformation” (the), “Revolu-
tion™ (1776}, * Bevolutionary war,” “French Revolution.”

12. Capitalize the words “army™ and ‘‘mavy™ only when they mean the entire
Army and Navy of the United States, and lower-cass when used as adjectives.
Examplea:

The troops were supplisd with army asddlos sod blankets,

The army before Nashrille was commanded by Genoral Thomas,

He spoke for the Army and Navy, ae well as the A dminisiration.

Thair clothes wors mads of navy oloth, and their goneral appearants was that of navy offiaials.

He in st the head of o Amerlons vy und sorvarsant with everything pertainlng to nuvy affairs.

18. Capitalize * government,” both aingular and plural, when referring to a die-
tinet or independent nation or nstiong; also “crown,” “‘empire,” “kingdom,”
“republie,” ‘administration,” or “state,” when nsal as & synonym for ' govern-
ment.” When indefinite or applied to dependencies, lower-case it. Examples:

The Gevernmeat of the United States, which Guvesnment ia the best of goversments,

Preatdent Cloveland's Administration compared favorsbly with preceding Administrations.

Hin eatates wers forfeited to the Crown, asd his jewals were nsed to ndorn the King's erown.

Tpon the ikl of the French Emplre, the Empire of Germany waa proclaimesd.

The government of Canada snd the government of Indls are dapendencies of Grest Britain.

14, Capitalize “state,” ‘‘territory,” “canton” (in Switzerland), “province” (in
Canedn and Australia only), ate., both singnlar amd plural, when referring to admin-
istrative divisions of any country.

16. When the word “state™ ie nsed in eontradistinetion to "chareh,” lower-cass
it, a8 A unlon of chureh aud state;" also *‘sscretary of state of New York,” ** state
policy,” “ affairs of state,” ete.

16. Capitalize bends of departments and bureaus (of the United States Govern-
ment only), but lowsr-cage division and seetion officers.

17. Capitalize nawes of political partiea: Republicans, Demoorats, Tories, Home
Ralers, Populists, People’s Party, Prohibition party, Prohibitionists, Farmers' Alli-
anee, Liberals, eto.
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18, Capitalize names of sooleties: 0dd Fellows, B'nai B'rith, ete.
19. Capitalize names of geological ages, aras, and periods:
1 Parbois:

Eras
Archman ‘Trinsnie— Calelferons
e it Coralterons
Canusoio Middls Corn
Eras: L5 Eunbearboniferons
Luwer Silorian !?-Ele!-lo Carbonifarons
TUpper Biturian Crataceons— Fermian
Ig;% Te'rtil':;ﬂ I]'Iimr.:'ll
L]
Mespzaic nElernsTy Mivcena
Jurs-Triss gut-'l'wliw Plivcens
Azole Glacial

Lism Eozain Recent

Oollte Cambeian

Pusrheck

20. Capitalize all designations in conneetion with capital letters or roman numerals,
es Title XV, Chapter 1X, Volume XX, Bection VII, ete. ; but lower-case when used
with fignres, as chapter 10, volame 3, schedule No. 5, ete. “Appendix.” *“Exhibit,”
“Form,” and “Table” will be capitalized in all esses when preseding nnmersls or
fignrea.

21, Capitalize the prineipal words in full titles of books, plays, and pictures, but
do not quote. Also short titles of books, when in the singular, as Brown's Gram.-
mar, Bancroft's History, Webster's Diotionary, ete. When referring to a sahjeot i
a book, quote, but capitalize only the fimt word.

22, Capitalize ¢ Presidential,”  Congressional,” ' Senatorial,” and “ Territorial,”
reforring to the President, Congress, Senate, and a Territory of the United States.

23. Signature and addrees names will be et in caps and small cape, with title or
direction following in italics, in the same line if not over half the line ia used for the
purpose; otherwise hanging two ems or more, Capitalize principal worda in linea
connseted with signatures and addresses. Make signatures and nddresses compact,
nsing partially filled lines where the contiguons matter is open snough to give a
signoture proper promioenca, If ia well to have n.white line between text and
signaturs, but this is not imperative; goneral sppearanee must govern, Bignatures
are placed at the right of the pags, indented 1, 8, or b ems from the right, as may ba
necessary ; addresses are placed to the left, flush if at the fop of & paper, indented one
em if #t the bottom, ilalie lines following indented as much as necessary to & good
appesrance. Do not nss slugs to separste dash lines from signature or address lines
where the dash will bear off one of more blank lines if solid, The following examples
eover the moat cormmen forma:

.!.I!ILJG ]g}lqragﬂof the House of Representatives on the 4th day of December,

O ﬁn:'?ery }espectlnjly, James KErr,000
Clerk of the House of Kepresentatives.o

oHon, CHEARLES F. CRISP,

Do Speaker of the House of Representatives.

oool am, very respectfolly, yours, ete.,
Joan RawNpoLPH,0O0O0
Assigtant Clerk Court of Claims.O

disposed of, both as a record of the fact and as a limitation of the
anthority conferred.
ooo(Signed) JoaN 5. HENDERSON,0OC
Jxo. A, CALDWELL,
Comamitiee on the part of the House of Representatives. O
ko ikones W, F. VILAS,
JAMES MOMILTAN,
Oommittes on the part of the Senate,0



