MC  Basic Style Guide for Writers and Editors
References: The Elements of Style, Chicago Manual of Style, NY Times, A List Apart
http://en.wikipedia.org/wiki/Wikipedia:Manual_of_Style_(titles)


Titles

Magazine, Journal, Newspaper, Periodical, Exhibition or Series and Album
Italicize
Harper’s Magazine, The Catcher in the Rye, Jaws, Revolver 
The New Yorker’s cartoon (‘s not italicized)

Book, Article, Story, Essay, Poem, Film, Song, Artwork, Lecture and Event Titles

Quotations 
The last poem in Andrea Jones’s latest book, Selected Aquatic Poetry, is called “The Fish.”

Web sites
No treatment
“I have one message today for the entire eBay community,” said Postmaster General John E. Potter in a speech to the crowd. “We, the Postal Service, we love you.”

Web site not website
Both are acceptable, but Web site (capital W, lowercase s) is what MC will use.

Internet not internet (capitalize “I”)

Punctuation
Apostrophe
Possessive
Charles’s friend

Indefinite Pronouns and Possession
One’s rights

Contraction
It’s a great day.

Plural
He has had several years’ experience.

Serial Comma
apples, oranges and bananas
He opened the letter, read it and made a note of its comments.

Quotes
“I can’t attend,” she said.
Mark Twain says, “A classic is something that everybody wants to have read and nobody wants to read.”

Semicolons
Use semicolons with two or more grammatically complete clauses that are not joined with a conjunction. A semicolon should be able to be replaced by a period.
It is nearly half past five; we cannot reach town before dark.
It is nearly half past five, and we cannot reach town before dark.
It is nearly half past five. We cannot reach town before dark.

Short clauses are the exception. 
Here today, gone tomorrow.

Colons
Introduce a list of particulars
Your dedicated whittler requires three props: a knife, a piece of wood, and a back porch.

Amplification
But even so, there was a directness and dispatch about animal burial: there was no stopover in the undertaker’s foul parlor, no wreath or spray.

Illustrative Quotation
The squalor of the streets reminded her of a line from Oscar Wilde: “We are all in the gutter, but some of us are looking at the stars.”

Abbreviated Degrees
Parenthetic
Horace Fulsome, Ph.D., presided.

Non-parenthetic
The novelist Jane Austin

Nonrestrictive Clauses
Parenthetic 
The audience, which had at first been indifferent, became more and more interested.

Dashes, Hyphens, Em-Dashes and Ellipsis

Dashes 
An “em” is a unit of measurement defined as the point size of the font—12 point type uses a 12 point “em.” An “en” is one-half of an “em.”
Use em dashes to set off abrupt interruption to set off a long appositive or summary.
The em dash is stronger than a comma, less formal than a colon, and more relaxed than parenthesis.
(Shift+Option+Minus on Mac)
His first thought on getting out of bed—if he had any thought at all—was to get back in again.

The en dash is used to indicate range with numbers, including dates, game scores, publication pages, and joint authors.
(Option+Minus on Mac) 
The Bose–Einstein paper

Hyphens
Adjoining words
chemical-free

Ellipsis
The ellipsis consists of three evenly spaced dots (periods) with spaces between the ellipsis and surrounding letters or other marks. Spaces do not occur between the dots. 
If the omission comes after the end of a sentence, the ellipsis will be placed after the period, making a total of four dots....

Indicate Omission 
If words are left off at the end of a sentence, and that is all that is omitted, indicate the omission with ellipsis marks (preceded and followed by a space) and then indicate the end of the sentence with a period ... . If one or more sentences are omitted, end the sentence before the ellipsis with a period and then insert your ellipsis marks with a space on both sides. ... As in this example. 

Indicate Pause 
Juan thought and thought ... and then thought some more.
“I’m wondering ...” Juan said, bemused.

