Library Web Site

Editorial Style Sheet
Draft February 5, 2009
Based upon the College web style sheet:  

http://lemoyne.edu/FacultyStaff/OfficeofCommunications/StyleGuide/tabid/1540/Default.aspx See the word doc that can be downloaded from this page.

Abbreviations

i.e.?

e.g.? 

or use “For example,…”

lab

Do not abbreviate the word room with rm.

Capitalization 

Capitalize job titles when they appear before a name, but not after.

e.g. Head of Public Services, Gretchen Pearson, is the contact for questions about copyright.
Gretchen Pearson, the Library’s head of public services, is the copyright diva.
The College …..
Major/minor programs at the college are never capitalized, except for languages.

PDF, not pdf

URL, not url

Do not use text that contains all capital letters, except in above cases. Capitalized words are difficult to read for those who have some forms of disability and read English as a second language.

Font style

Default of the CMS, except use Times Roman when …. ? Or no Times Roman? [currently Pam is using some New Times Roman in some subject page headings I think. Way easier to stick with one font style! –IHB]
Font sizes and heading types
x-small for all text 

xx-small only for page authorship??

H3 for …

H2 for …

H1 only for…

Links 
Bold

If comes at end of sentence in a text block, do not include the period in the highlighted, bolded text.

Numerals 

· Spell out the numbers zero though nine. 
· Numerals are appropriate for sums of 10 and greater. 
· However, all numbers should be spelled out if they are at the beginning of a sentence. For example: 1946 was the year Le Moyne College was founded. 
· Call numbers should appear as 
Punctuation
Do not use a comma before the conjunction in a simple series. For example: She is studying calculus, English and history. 

Do use a comma before the conjunction in a complex series: He ate toast, fruit, and ham and eggs for breakfast. 

Periods should be used in time designations such as 8 p.m. 
Links composed of text that have periods at the end are not to be part of the linked text, i.e. This page compiled by Inga Barnello.  Last update is February 5, 2009.
Spelling

Course work, not coursework

e-mail, not email

Fundraising, not fund raising

Full time and part time as nouns. For example, “If you work at the Library full time, then you must….”

Full-time and part-time as an adjective.  For example, “The Library has part-time positions available for Fall 2009.”

?Full text, when used as a noun, as a format.  For example, “    
?Full-text, when used as an adjective, i.e. “Westlaw is a full-text database.” 
Off campus access, not off-campus access?

Web site

Web page

Web browser

The Web or the World Wide Web, not WWW, not web

?? Sub-headings  
· Font/heading style:  
· Times Roman or default font?, bold ?
· H3 for content sub-headings ?
· H2 for … headings under Sub-headings?
· i.e. Web resources  (h3)
· under Web resources, i.e. Research institutes
·  capitalize only the first word unless a proper noun, i.e. Getting started, Encyclopedias and dictionaries, Web resources   
· Bibliographers may develop their own sub-headings for their disciplines 

· Contents

· Databases

· Encyclopedias or

· Encyclopedias and dictionaries.  Both permissible.

· Getting started

· My recommendations (plural, not singular)

· Web resources or Web sites

· [Top], Top,  or Return to top of page 

Subject pages, Layout of
· Single pane with right panel of narrow width

· Chat space not mandatory, but use only Meebo until College releases its version.  Limit to right pane.

· Photograph of bibliographers is mandatory and placed in right pane at top after job title.

· Attribution of each page should appear in italics(?) at the very bottom of the page, at the left margin, i.e. This page compiled by Inga Barnello.  Last update is February 5, 2009; where the name is an e-mail link to the person responsible for content, even though they may not do the editing work.
Titles of Published Works and Titles of Addresses

Titles of books, movies, databases, computer games, operas, plays, poems, albums and songs should be italicized, i.e., The ASA Style Guide, Academic Search Elite. Titles of talks given on campus, however, should be in quotation marks. The titles of foreign works should be translated into English unless the work is known by the general public by its foreign name. 

Web Addresses

Include “www” in URLs to signal to the reader that a Web address is coming, i.e., www.lemoyne.edu/CCES. It is not necessary to include “http” prior to that, as it is understood. 

Web page authorship
This page compiled by Inga H. Barnello. Last updated February 5, 2009.

Name is an e-mail link with a prepared subject line of “xyz web page”

Font size is _______________

Italics? 

Word usage and writing style
“Because of the ….,”  or “With the upcoming renovation, …”  (not Due to)

Interlibrary loan, not ILL

Patron, not user or customer or client. For example, off campus patrons, not off campus users.
Reference services, not reference desk, not reference area (same with circulation and media)

Regarding …. Not “with regard to” Not “in reference to”

Regardless …. (not irregardless).  For example, “Regardless of borrower status (student, faculty/staff, special patron….”
Simon, not SIMON.

Active voice; not passive:
Noun, verb, …..  For example, “The Library holds 225,000 volumes.”  Not 225,000 volumes is held by the library.  “The committee will announce the award winner on April 14, National Library Day.”  Not, On April 14, the award winner will be chosen.    “Applications are due on April 1, 2009.”  Not “April 1, 2009 is the last day that applicants can apply.”
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