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The attached chapters on "Words," "Capitalization," 
and "Itemization" are part of 11 revised chapters that 
will supersede chapters of the GAO Style Manual. 
Please insert them in the red binder and remove any 
corresponding material. (Additional binders are 
available from the Writing Resources Branch, 275-3798) 

These revisions to the GAO Style Manual are generally 
consistent with the first edition: Words Into Type 
remains the basis for most editorial decisions except 
for those on numerals, which continue to be derived 
from the Government Printing Office's Style Manual. 

The Editorial Style Committee has also ensured 
consistency between this revision and the GAO 
Operations Manual: Supplement for Secretazs and 
Typists, 

The manual has been revised to 

-- reflect changes in GAO's new design, 

-- provide an efficient format for deciding issues of 
editorial style, and 

-- provide a guide for using various references as 
tools to improve the quality of our products. 

I would like to thank the members of the Editorial 
Style Committee--Jean Knowles (OPC), Diane Lee (OPC), 
Donna Leiss (GGD), Judy Manhan (GGD), Beth Morrison 
(RCED), Nancy Ragsdale (NSIAD), and Earl Williams 
(RCED)--whose deliberations were essential to revising 
this manual, as well as all the other contributors--too 
many to name here --whose comments were beneficial. 

Larry/E. Rolufs, Director 
Office of Publishing and Communications 
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Chapter 1 
WORDS 

STANDARD DICTIONARY GAO's standard authority on spelling, usage, and word 
division is Webster's Ninth New Collegiate Dictionary. 
Consult Webster's Third New International Dictionary 
(unabridged) or an appropriate technical dictionary for 
any words not found in this dictionary. (See chapter 
on references.) 

SPELLING Follow Webster's for preferred spellings (not.the U.S. 
Government Printing Office's Style Manual). Be careful 
with words such as "gauge" (not "gage"), "align" (not 
"aline"), "judgment" (not "judgement"), "programming" 
(not "programing"), and "acknowledgment" (not 
"acknowledgement"). 

Use only the first spelling given in the dictionary 
(e.g., "requester" and "adviser"). 

Be careful with the plurals of these words. 

appendix, appendixes 
basis, bases 
crisis, crises 
criterion, criteria 
curriculum, curricula 
datum, data 
formula, formulas 
index, indexes 

maximum, maxima 
memorandum, memorandums 
minimum, minima 
minutia, minutiae 
money, moneys 
parenthesis, parentheses 
phenomenon, phenomena 
stimulus, stimuli 
synopsis, synopses 

WORD DIVISION Do not divide words (other than hyphenated words, such 
as "step-by-step") in documents that will be typeset 
because line length will change during typesetting. 
However, during the page proof stage, carefully check 
division of words that can be used as more than one 
part of speech since the typesetter cannot make such 
distinctions (e.g., whether "project" is a verb or 
noun). 

In addition to following the guidance in Words Into 
Type (especially the rules on p. 239), ensure that 
word divisions on page proofs for typeset reports and 
on final copy for all other products follow this 
guideline: maintain a minimum of three characters on 
the first line and four characters on the second line 
(e.g., the verb "pro-ject" can be divided at a line's 
end, but the noun "proj-ect" cannot). 
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Chapter 1 
Words 

If you are unable to check the division of a word you 
are unsure of, revise the sentence to avoid breaking 
the word at all. 

During a final proofing, use professional judgment to 
determine if correcting the rare "error" in word 

( division warrants the extra delay. Also, ensure that a 
word is consistently divided throughout a document. 

TEXXNICAL LANGUAGE 
AND JARGON 

Distinguish between accepted technical terms recognized 
by a general audience ("biotechnology") and those 
recognized only by a limited audience ("hybridoma"). 
Avoid words not commonly in use except for necessary 
technical terms. If you cannot find a word in 
Webster's and it is not a necessary technical term, try 
to find a plain English synonym. Rephrase all jargon 
into more meaningful expressions. (Also, see ch. 6 on 
technical language in GAO's Writing Guidelines.) 

BUREAUCRATIC LANGUAGE Avoid stilted, inflated language whose tone would annoy 
readers, and choose words that are appropriate for the 
context. (See app. I for alternatives to bureaucratic 
words and phrases.) Notice how revising the following 
constructions reduces wordiness and avoids a 
bureaucratic tone. 

-- Replace weak nouns with stronger verb forms (e.g., 
"GAO made an evaluation of" should become "GAO 
evaluated"). 

-- Replace wordy phrases with more concise words (e.g., 
"at this point in time" should become "now"). 

-- Avoid redundancies (e.g., 'basiC fundamentals" 
should become "basics" or "fundamentals" and 
"absolutely complete" should become "complete"). 

Avoid new coinages created by juggling suffixes (e.g., 
"numeralize" or "safetywise"). Even though Webster's 
may include some of these trendy words, avoid overusing 
them, especially those ending in "ize" or "ization" 
(e.g., "finalize," "prioritize," "politicization," or 
"institutionalization"). 

Avoid using "input" as a verb. 
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Chapter 1 
Words 

ABBREVIATIONS AND 
ACROMyMS 

Be careful not to overuse abbreviations and acronyms. 
Always use professional judgment to determine whether 
an abbreviation, acronym, shortened title, or full name 
will be easiest for the reader to understand, 
especially in introductory sections of a report. To 
verify the exact wording of a federal name, use the 
United States Government Manual. 

Write out the full name of any title the first time it 
is used. However, since report covers contain GAO's 
full name and acronym, there is no need to write "GAO" 
out the first time it is used in the body of a report. 
Write out the name of a division before using its 
acronym. 

USAGE 

Titles, headings, and executive summaries may use 
familiar acronyms, such as the following: CIA, CPA, 
FAA, FBI, DCD, GAO, IRS, NASA, NATO, U.N., U.S., 
U.S.S.R., and VA. 

Abbreviations and acronyms are especially useful to 
conserve space in captions, charts, tables, financial 
statements, footnotes, and bibliographies. 

As an aid to the reader, consider writing out a title 
instead of using an acronym if the acronym has not been 
used recently. 

While sentences can begin with acronyms, do not begin a 
sentence with an abbreviation. 

When the last letter of an acronym refers to a generic 
noun, such as system, plan, or program, do not repeat 
the generic noun after the acronym (e.g., write 
"system" or "HIS" to refer to "Health Information 
System"; do not write "HIS system," which is 
redundant). 

LISTING ABBREVIATIONS List all abbreviations and/or acronyms in the table of 
AND ACRONYMS IN THE contents. Include "GAO" so it will be correctly 
TABLE OF CONTENTS typeset throughout the report. In the list of 

abbreviations, acronyms composed of all capitals will 
be typeset in small caps. Acronyms that are composed 
of upper- and lowercase letters (e.g., "FmHA") and 
abbreviations with multiple words (e.g., "Trident 
11/D-5") will be set in regular typeface. 
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SHORTENED VERSIONS OF 
OFFICIAL TITLES 

ABBREVIATING "UNITED 
STATES" 

ABBREVIATING STATE NAMES 

ABBREVIATING FISCAL YEAR 

ABBREVIATING TEXTUAL 
REFERENCES 

Sometimes a shortened form of a title can be more 
meaningful than its acronym form (e.g., "Justice" for 
"Department of Justice" is better than "DOJ"). Check 
with the evaluator to determine agency usage and 
wording for shortened versions of titles or names, or 
refer to GPO's "List of Standard Word Abbreviations" 
and "List of Letter Symbols for Units of Measure" 
(pp. 143-153). If the usage is not covered there, 
refer to Webster's Guide to Abbreviations. 

When using the shortened form of a federal entity, 
retain the same appellation throughout the product 
(e.g., consistently use "Census" as the shortened form 
for "Bureau of the Census" rather than alternating 
to "Bureau" occasionally). 

Abbreviate "United States" when used as an adjective 
(e.g., "U.S. Geological Survey," "U.S. monitor 
Nantucket," or "U.S. wheat production"). However, to 
maintain parallelism in a compound, write "United 
States" so it corresponds to the other part of the 
expression (e.g., "U.S.-U.S.S.R. armament negotiations" 
but "United States-Soviet trade talks"). 

Write out "United States" when used-as a noun (e.g., 
"gross national product of the United States"). If at 
all possible, revise report titles to meet length 
limitations without using "U.S." as a noun (e.g., 
instead of "Forest Trade in the U.S.," write "U.S. 
Forest Trade"). 

Use zip code abbreviations (e.g., "CA" for California) 
only in addresses. Otherwise, use the abbreviations in 
Words Into Type, page 108 (e.g., "Calif." or "Cal."). 

Write out "fiscal year" in the narrative. If space is 
needed, abbreviate it in captions, charts, and tables 
in this order of preference: FY 1986, FY 86. 

Write out "page," "chapter," "footnote," and "appendix" 
when they are used in a direct textual reference. 
Abbreviate them if they are used in parentheses and 
accompanied by a number(s) (e.g., "p. 16," "ch. 3," 
"fn. 2," and "app. I"). 

Write a shortened version of a document's official 
title the same way as the original (e.g., Webster's 
refers to Webster's Ninth New Collegiate Dictionary. 
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Words 

INITIAL USE OF ACRONYMS 
REFERRING TO PLURAL OR 
POSSESSIVE NAMES 

ARTICLES PRECEDING 
ACRONYMS 

e PLURALS OF ACRONYMS 

POSSESSIVES OF ACRONYMS 

WAYS TO REDUCE ACRONYM 
USAGE 

Use quotation marks and capitalize the unofficial, but 
popularly known, title of a document (e.g., "Yellow 
Book"). 

If a name is in the plural or possessive form the first 
time its acronym is given in parentheses, the acronym 
should not indicate plurality or possession (e.g., "The 
Department of Defense's (DOD) plans"). However, try to 
avoid this situation by restructuring the sentence. 

Use "the" if the acronym is used as an adjective before 
a noun that usually requires a "the" (e.g., "the 
regulations" becomes "the EPA regulations"). 

Use "a" if the.acronym begins with a letter having a 
consonant sound (e.g., "a GAO report" or "a PHS 
project"). Use "an" if the acronym begins with a 
letter having a vowel sound (e.g., "an AEC report" or 
"an NSA ["en" sound] directive"). If an acronym is 
pronounced as a word, such as "NATO," these principles 
also apply. 

Do not use an apostrophe to make an acronym plural; 
merely add an "s" regardless of whether the acronym 
itself ends in an "s" (e.g., "T&As," "W-2s," "IGs," 
"ACGs," or "DBMSs" ["Data Base Management Information 
Systems"]). If a plural acronym appears in a title 
that has every letter uppercased, .keep the "s" 
lowercased to preclude possible confusion with another 
acronym (e.g., "REPORT WRITING FOR EICs," or "IGs WANT 
MORE AUTONOMY"). 

Lowercase the "s" in possessive acronyms in the body of 
the text (e.g., "EPA's plans"). Capitalize the "s" in 
possessive acronyms in titles and main headings (e.g., 
"EPA'S PLANS"). If an acronym ends in an "s," add just 
an apostrophe to indicate possession (e.g.,"HHS' 
plans"). 

As an alternative to using an acronym, find a key 
word(s) to replace the acronym (e.g., "Transportation" 
can replace "Department of Transportation" and 
"Agriculture" can signify "Department of 
Agriculture"). Be careful not to choose a word that 
could be confusing (e.g., "Veterans"). 
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Chapter 1 
Words 

To avoid excessive use of an acronym within a 
paragraph, cite the name of the organization within the 
topic sentence and use such references as "Bureau" or 
"Department," provided the paragraph contains no other * 
organizations with which the reference could be 
confused. Because this word will stand for the 
organization, capitalize it. Be careful not to choose 
a word that might have other, more familiar meanings 
(e.g., instead of using "Administration" for "Veterans 
Administration," use the generic term "agency"). 

Use a pronoun if the reference is clear or add 
a demonstrative adjective if necessary (e.g., "this 
requirement" or "these procedures"). 

Consult with the evaluator(s) to decide if any of the 
terms originally presented as acronyms are widely 
recognized as such. If not, rewrite them as common 
terms (e.g., instead of "MIS," use "management 
information system"). (See app. II for a draft and 
revision,that illustrate how to reduce distractions 
caused by too many acronyms.) 

COMPOUNDING A compound is a word or group of words that consists of 
two or more parts that work together to express a 
single idea. 

FORMATION Compounds can be formed by combining 

-- two or more words ("cost-effective"), 
-- suffixes or prefixes with words ("prenuptial"), or 
-- two or more word elements ("telephone"). 

EVOLUTION Compounds reflect changes in the English language. As 
common root words acquire suffixes and prefixes, their . 
usage evolves to include new meanings and contexts. 
When two words are frequently used together, they often 
start out as separate words, gradually become 
hyphenated, and eventually merge into one word. As a 
general rule, a compound noun is expressed in two words 
and a compound adjective is hyphenated (e.g., "for a 
short term" and "a short-term loan"). However, the 
English language has many exceptions (e.g., the noun 
"runover," the adjective "run-over [line]," 'and the 
verb "[to] run over.") 

Page 6 GAO/OPC-87-1 Style Manual 7187 



Chapter 1 
Words 

Because of rapid etymological changes, especially in 
such technical fields as ADP and defense, no set of 
principles can cover all potential situations, and even 
the form of a word in the dictionary may become 
outdated (e.g., "germplasm" appears in Webster's as two 
words but is currently used as one by technical 
experts). For credibility, always check evolving 
technical terms with the author or contemporary, 
authoritative references. 

MEANING AFFECTS FORM Many compounds change their form according to their 
meaning and their position in the sentence; often a 
hyphen can clarify the meaning of a phrase that could 
be read two ways, such as "an old bill collector." An 
old person who collects bills would be written as "an 
old bill-collector"; a person who collects old bills 
would be written as "an old-bill collector." 

Similarly, there is a difference between "to follow 
up9 " "for follow-up," and "a follow-up study." Be 
careful'to distinguish between a true compound (e.g., 
"an in-depth study") and a prepositional phrase (e.g., 
"to study in depth"). 

USING THIS GUIDANCE The following guidance focuses on the most frequently 
encountered situations. If a word is not listed, find 
the example that most closely parallels the situation. 
The guidance is consistent with Words Into Type 
(pp. 226-237) and Webster's but is presented in a 
format that enables a writer to quickly determine the 
most appropriate form for frequently encountered 
compounds. However, because there are many exceptions 
to these basic principles, use Webster's to verify any 
compounds you are uncertain of. If a compound is not 
in Webster's (e.g., "work flow"), look for analogous 
words (see "work force" and "work load" on p. 8). 

ORGANIZATION OF The following principles for compounding combinations 
PRINCIPLES of words are arranged according to this structure: 

-- They are first divided into major categories 
according to how the compound is grammatically used 
in the sentence (i.e., noun, adjective, adverb, or 
verb). 

-- They are then grouped into subcategories according 
to how the compound is written (two words, . 
hyphenated, one word, or treatment varies). 
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Chapter 1 
Words 

COMPOUND NOUNS 

Separate Words 

-- The are then listed within each subcategory 
according to the elements (in boldface) that 
constitute the compound. 

Examples follow each specific principle. 

The principles for compounding by combining words with 
word elements cover prefixes and then suffixes. The 
principles for compounds involving numbers are treated 
as part of the chapter on numbers. 

Throughout this chapter, the symbol "+'I means "followed' 
immediately by" (e.g., "noun + noun" means "a noun 
followed immediately by a noun"). 

Compound nouns function as nouns and consist of 
combinations of words (often a noun with another noun 
or a modifier) or word elements. 

Write compounds as separate words in the following 
situations. 

1. Noun + noun compound consists of short common a 
words pronounced with equal stress on both nouns. 

air strike 
case study 
cover sheet 
fuel oil 
picket line 
pocket veto 

time card 
time frame 
time line 
word processor 
work flow 
work force 
work load 

Note: As a noun + noun compound becomes more familiar 
through increased usage, it often becomes written as 
one word (e.g., "casework," "deadline," "groundwater," 
"workplace, " "workroom," "workshop," and 
"workstation"). Similarly, GAO usage has established 
"workpapers" as one word, and recent publications on 
computer technology are now writing "database" as one 
word. 

2. Noun + noun compound consists of two longer nouns. 

assembly line television camera 
radiation sickness wildlife sanctuary 
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3. Compound denotes a single office, such as a civil 
or military title or position. 

assistant attorney general notary public 
commander in chief prime minister 
master of ceremonies 

Exceptions: 

ambassador-at-large attorney-at-law 

Hyphenated 

One Word 

Hyphenate noun compounds-in the following situations. 

1. Noun + noun compound describes a double function 
or title. 

secretary-treasurer writer-editor 

2. Compound consists of a verb + ingjer + particle.1 

falling-out 
runner-up 

summing-up 
talking-to 

3. Compound expresses a unit of measurement. 

ampere-minute 
kilowatt-hour 
light-year 

staff-hour 
staff-day 
staff-year 

Exceptions: 

fiscal year 
freight ton 
long ton 

workday 
workweek 

Note: Although "freight mile" and "passenger mile" are 
not in Webster's, GAO consistently writes them as two 
words. 

Write a noun compound as one word in the following 
situations. 

IA particle is usually a preposition or adverb that 
forms part of a compound to provide prepositional, 
adverbial, or adjectival meaning. 
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Treatment Varies 

1. Noun + noun compound consists of two short, 
coumonlg used words that are pronounced with falling 
stress (e.g., first noun receives most stress and 
second noun receives less or no stress). 

airfreight landfill 
bedrock letterhead 
boilerplate typeface 

Exceptions: 

type size type style 

2. Compound consists of a noun or an adjective + a 
noun that denotes an occupation, such as "keeper," 
"maker," "man," "people," "person," or "woman." 

bookkeeper 
breadwinner 
congressman 
decisionmaker 
lawmaker 
lifesaver 

policewoman 
policymaker 

. salespeople 
spokesperson 
taxpayer 
typesetter 

Note: Many words, such as compounds with "worker," are 
inconsistent. 

social worker steelworker 

3. Compound consists of a particle + noun (especially 
if the compound is short and pronounced with falling 
stress). 

input 
offshoot 
outpatient 
output 

outplacement 
-overcompensation 
overdose 
upkeep 

Because treatment varies for noun compounds consisting 
of the following elements, you will need to use 
Webster's to determine the appropriate form for 
compounds in the following situations. 

1. Although temporary compounds consisting of a noun + 
verb + ing (in which the noun is logically the verb's 
object) are usually written as two words, writers often 
use a hyphen to clarify the meaning of the compound. 
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._ _ 

-- the elimination of duplicate office and automatic 
data processing equipment at each installation. 

-- improved service resulting from the greater impact 
of punitive action against carriers and their 
agents. -. 

Revised Example This type of arrangement could result in the following 
Phrased as Sentences benefits: 

-- The total number of people handling personal 
property matters could be reduced by eliminating the 
need to perform all of the functions at each 
installation. 

-- Duplicate office and automatic data processing 
equipment at each installation could be eliminated. 

ITEMS CONTAIN WORDS 
WITH EXPLANATIONS 

Explanations Are 
Sentences 

Example 

-- Service could be improved because punitive action 
against carriers and their agents would have 
greater ef,fect. 

If the items consist of words with explanations- 
following, separate the words from the explanations 
with a colon and use parallel structure when phrasing 
both the items,and their explanations. (Note: the 
following example uses a period after the lead to avoid 
a double colon since one is used to separ'ate the item-' 
from the explanation.) ,,' ,. 

Capitalize the first word of each explanation. End 
each item with a period only if it expresses a complete 
thought. Underlining may be used if additional 
emphasis is necessary. 

The structured interviews were divided into three 
parts. 

-- Performance data: Managers were asked if the trends 
were valid and why performance had increased or 
decreased. 

-- Barriers to performance improvement: Managers were 
asked what barriers had negatively affected staff's 
performance. 
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-- Opportunities for performance improvement: Managers 
were asked what changes in human, managerial, and 
technological factors could enhance their 
performance. 

Explanations Are Not Lowercase the first word of each explanation and use 
Sentences commas (or semicolons if necessary to clarify items 

with internal commas). Consider revising the lead into 
a complete thought if the,items are numerous or fairly 
complex. 

Example Simply stated, the four e lements of a finding are 

-- criteria: what should be, 

-- condition: what GAO observed, 

-- cause: why there is a difference between criteria 
and condition, and 

-- effect: what the result is. 

ITEMS ARE NUMBERED Number items if there is a specific reason, such as to 
emphasize degrees of importance, list procedures that 
must be performed in a certain sequence, or provide 
breaks between lengthy items. 

Numbered Items Are 
Listed Below Lead 

Whenever items are numbered below a lead, begin each 
item with a capital letter. End each item with a 
period if the items are sentences (remember to keep all 
items parallel, i.e., all sentences or all phrases). 
If the items are phrases, do not use any end 
punctuation. (See examples in Words Into Type, pp. 26 
and 181.) 

To determine whether the introduction should end with a 
colon, a period, or no punctuation, follow the earlier 
guidance given for items. 

Example Planning an effective meeting depends on 

1. Defining desired outcomes 

2. Considering alternatives 

3. Selecting the right attendees 

4. Preparing a complete agenda in advance 
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career planning 
data processing 

profit sharing 

cost-cutting 
decision-making 
fund-raising 
gene-splicing 

policy-making 
price-fixing 
risk-taking 

2. Noun + adjective compounds are either written as 
two words or hyphenated. 

consul general letters patent 

court-martial 
governor-designate 
mayor-elect 

president-elect 
secretary-general 

3. Adjective + noun compounds are either written as 
two words, hyphenated, or written as one word. 

blue print short cut 
dry rot short run 
red tape sick leave 

red-eye 

shorthand wetland 

Note: GAO usage has established "hotline" as one word. 

4. Verb + particle or verb + adverb compounds may be 
hyphenated or written as one word. 

Compounds with'two-letter particles are generally 
hyphenated to clarify their meaning. 

call-up 
fly-by 
follow-up 
lead-in 
run-on 

sign-on 
trade-in 
warm-up 
write-in 

Compounds with three-letter particles are hyphenated as 
often as they are written as one word. 

lift-off 
phase-out 
tip-off 

sick-out 
write-off 
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blackout layoff 
dropout layout 
fallout tryout 
handout workout 

Compounds with longer particles or adverbs are 
generally written as one word. 

breakdown 
breakthrough 
fallback 

kickback 
takeover 

Exceptions: 

follow-through get-together 

5. Letter(s) + noun compounds may be written as 
two words or hyphenated. 

COMPOUND ADJECTIVES 

C ration 
D day 
I beam 
K ration 

PT boat 
Rh factor 
X ray 
Y chromosome 

A-frame 
H-bomb 
T-square 

U-boat 
V-engine 
Y-axis 

Compound adjectives are groups of words used together 
to function as unit modifiers. 

Unit modifiers are usually hyphenated to clarify the 
relationship between words. The hyphen in "a request 
for more-specialized equipment" indicates equipment 
that is more specialized (degree) whereas "more 
specialized equipment" indicates more equipment 
(amount> that is specialized. 

Be careful to distinguish unit modifiers from 
coordinate modifiers. Both expressions precede a noun, 
but unit modifiers work as a unit to modify a noun and 
coordinate modifiers modify the noun separately. 
Coordinate modifiers are separated by a comma that is 
replaceable by the word "and." (For example, a "cool, 
humid climate" refers to a climate that is "cool and 
humid." Likewise, the phrase "a low, level airfield" 
describes an airfield that is both low and level, while 
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a "low-level airfield" describes one that is at a low 
level). 

Separate Words Write compound adjectives as separate words in the 
following situations. 

1. Compound consists of an adverb ending in "ly" + 
participle + noun. 

generally recognized duties rapidly changing industry 
internationally known study widely read-report 

2. Phrase consists of very + adjective (this 
combination is not a unit modifier). 

a very thorough study 

3. Compound consists of foreign words + noun. 

ad hoc committee 
a priori argument 
bona fide agreement 
de facto decision ' 

per capita cost 
per diem basis 
pro rata assessment 

Exception: 

laissez-faire approach 

4. Compound adjective consists of scientific or 
technical terms, such as names of chemicals, diseases-, 
animals, insects, or plants. 

boric acid solution hog cholera serum 
carbon monoxide poisoning nitrous oxide gas 

5. Compound adjective consists of a noun + complement 
or predicate adjective. When a compound adjective 
follows the-noun, the words do not form a unit 
modi,fier. 
principle.) 

(See p. 15 for an exception to this 

Position requirements have become more specialized. 
They were ill prepared for the audit. 

6. Compound adjective follows the noun it modifies and 
consists of three or more words. 

The official's remarks were off the record. 
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7. Through usage, GAO has established that "blue cover 
report" is written as separate words. 

Hyphenated Hyphenate compound adjectives in the following 
situations unless the clarity of the phrase is obvious, 
such as in the phrases "computer assistance program" or 
"fiscal year 1986 budget." 

1. Compound consists of unit modifier + noun. 

fixed-price contract risk-free investment 
follow-up study self-employed taxpayers 
full-time work short-term market 
high-priority case sole-source procurement 
middle-aged patients Spanish-American trade 
profit-loss statement tax-exempt investment 

2. Compound consists of an adverb (e.g., "well," 
"more, " "less," " still") + participle (or sometimes an 
adjective) + noun. 

fast-moving conveyor belt still-growing problem 
just-completed project well-funded project 

3. Compound consists of noun, adjective, or adverb + 
present or past participle + noun. 

cancer-causing additives fire-tested materials 
decision-making ability government-procured goods 
defect-testing procedures income-producing benefit 
EPA-approved procedures long-standing regulation 
far-reaching implications policy-making decisions 

-Note: Technical experts still write the following 
phrase as three distinct words: "data processing 
system." Many analogous compounds have become 
permanent and are now hyphenated or written as one 
word. I 

backbreaking task 
childbearing years 

laborsaving device 
lifesaving drugs 
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4. Compound consists of adjectives that are hyphenated 
in the dictionary. 

camera-ready copy no-fault insurance 
labor-intensive procedure part-time work 
letter-perfect copy public-spirited group 
mind-boggling problems 

case-by-case basis ready-for-issue form 
do-it-yourself project pay-as-you-go plan 
most-favored-nation status 

However, when these expressions are used differently 
their structure changes (e.g., "a plan in which you pay 
as you go"). 

5. Compound consists of three or more words that 
precede the noun and do not appear in the dictionary as 
a single expression. 

Treatment Varies 

lower-than-anticipated rates soon-to-be-released draft 
out-of-date reference spur-of-the-moment deed 
over-the-counter drugs 

1. If a permanent adjective that is hyphenated in the 
dictionary (well-defined) appears with a'temporary 
compound that would normally be written as two words 
(well supported), it is preferable to resolve this 
apparent inconsistency by either hyphenating both 
compounds or leaving both compounds open. 

a well-defined and well-supported finding 
a well defined and well supported finding 

Avoid: a well-defined and well supported finding . 

2. If the first adverb modifies the whole 
compound, use a hyphen. 

a most ill-fated plan a thoroughly well- 
written report 

3. A compound that denotes color and vhose first 
element ends in "ish" is hyphenated when it precedes a 
noun but need not be hyphenated when it follows it. 

reddish-orange blossoms the paint is reddish 
brown 
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4. A compound consisting of a noun + "wide" is 
usually written as one word. 

agencywide ‘governmentwide 
areawide nationwide 
bureauwide statewide 

However, use a hyphen to attach "-wide" to a proper 
name, shortened title ("Defense-wide"), or acronym 
("GAO-wide"). If the resulting compound causes awkward 
phrasing, use "throughout". to introduce the acronym 
("throughout GAO"). 

COMPOUND ADVERBS 

Separate Words 

One Word 

Treatment Varies 

COMPOUND VERBS 

Compound adverbs consist of groups of words used 
together as an adverb. 

A compound consisting of more than two words that 
follow the word they modify is written as, separate 
words. 

accomplished bit by bit 
done over and over 

worked off and on 

A compound consisting of preposition + noun is written 
as one word. 

alongside 
beforehand 
downtown 

outside 
overseas 
underhand 

Exceptions: 

in-house 
off-hours 

offlline 
on-line 

An adverbial compound that is identical to a three-word 
adjectival compound is either hyphenated or written as 
separate words. 

living hand to mouth 
settled case by case 
spoken off the record 

a hand-to-mouth life 
a case-by-case basis 
off-the-record remarks 

interviewed face-to-face face-to-face interview 
printed back-to-back back-to-back printing 

Compound verbs consist of words combined to form a 
verb. 
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Separate Words A compound verb consisting of a verb + adverb or 
preposition is written as two separate words. 

break through 
fill out 
follow up 
get together 
hang on 
mark up 
pay off 

print out 
run across 
strike out 
take over 
trade in 
work over 

Hyphenated 

One Word 

A compound verb that is derived from an open or 
hyphenated compound noun is hyphenated. 

blue-pencil 
cross-reference 

double-check 

1. A compound verb that is composed of a particle + 
verb is written as one word. 

bypass overcharge 
downgrade uphold 
outnumber withdraw 

2. A compound verb that is derived from a compound 
noun is written as one word. 

bankroll 
brainstorm 
crossbreed 

rustproof 
mainstream 

COMPOUNDS FORMED WITH By adding word elements to existing words or combining 
WORD ELEMENTS them with each other, many new or temporary compounds 

are formed. Most often, prefixes or suffixes are 
combined with existing words to expand their meaning. 
(Refer to Words Into Type, p. 223, for a list of common 
prefixes "set solid" or written as one word when added 
to form a compound.) 

One Word Many new technical terms are created by combining 
prefixes or suffixes with word roots or other words to 
form permanent compounds that may not be listed in an 
abridged dictionary. Such words are usually written as 
one word. 

biofeedback 
electrotherapy 
nonnuclear 

nonproliferation 
radiochromatogram 

Page 17 GAO/OPC-87-1 Style Manual 7187 



Chapter 1 
Words 

Hyphenated Hyphenate compounds formed by combining word elements 
in the following situations. 

1. Compound would be identical with another word and 
misleading if written as one word. 

a multi-ply covering 
re-collect the funds 

un-ionized particles 

2. Compound would be confusing without a hyphen 
because it contains consecutive vowels, doubled or 
tripled letters, or an odd sequence of letters. 

anti-inflation 
battle-worthy 
bi-level 
co-ed 
co-owner 
de-emphasize 

hull-less 
shell-like 
tri-city 
tunnel-like 
un-iced 

Note: If uncertain, refer to Webster's because there 
are many exceptions. 

coinsure 
cooperate 
coworker 
overreact 

reemphasize 
reentry 
reregister 

3. Compound consists of a prefix added to a 
capitalized base word. 

anti-American post-Vietnam 
non-Title X program funds pro-European 
pan-Asian trans-Alaska 

Note: If the prefix and base word form a new proper 
noun (Precambrian), write the compound as one word and 
capitalize the prefix. However, because of frequent 
use, "transatlantic" is now one word, lowercased. 

4. Compound contains "self-" or "ex-" (meaning 
"former"). 

self-governing ex-governor 
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5. Compound consists of prefix + hyphenated compound. 

non-self-governing province non-tumor-bearing tissue 

6. Compound consists of prefix + open compound. 

post-coup d'etat 

7. Compound contains a prefix that is repeated. 

sub%ubheading re-reorder 

8. Compounds consisting of different prefixes with the 
same base word joined by "and" or "or" are often 
shortened by writing just the prefix and a hyphen to 
represent the first compound. 

pre- and postoperative care pro- or anti-American 
acts 

One Word 1. Except as previously mentioned, compounds formed 
from a word preceded by a prefix, such as "anti," 
'ken, " "out," "over," "pre," "pro," "re," "semi," and 
"un ,'I are usually written as one word. 

interagency 
postwar 

refurnish 
suborder 

2. Highly technical reports often contain compounds 
that may be written as one, two, or three words 
according to current technical usage. 

USAGE 

- 
electrocardiogram radio frequency 
rapid eye movement ultrahigh frequency 

For troublesome distinctions in usage, rely on 
Webster's and Words Into Type, pages 416-469. However, 
because the dictionary's distinctions between "ensure," 
"insure," and "assure" are vague, apply the definitions 
below. 

"Assure" implies removing doubt from a person's mind. 
(To assure the evaluators of the facts' validity, I 
gave them copies of the records.) 
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"Ensure" involves taking specific steps to make an 
outcome certain. (To ensure that the facts in a GAO 
report are accurate, a referencer checks them.) 

"Insure" means to guarantee against loss by a 
contingent event, as in life insurance. (The evaluator 
insured the package that was mailed.) 

Although Webster's illustrates the contemporary use of 
"data" as a singular noun, follow the more traditional 
and exacting use of data as a plural noun (e.g., "the 
data are plentiful and easily available"). Consistent 
with Webster's, use "criterion" for the singular form 
and "criteria" for the plural form. Avoid using 
"phone" and "memo" although they are now listed in 
Webster's. 
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GENERAL GUIDANCE For general guidelines,on capitalization, use Words 
Into Type, pages 142-172. The following guidelines 
address specific GAO style or frequently asked 
questions. 

When deciding whether to capitalize a term, 

-- use professional judgment and consult with the 
author to determine if it merits the respect 
conferred by capitalization and 

-- take special care to distinguish between usi,ng a 
shortened form of an official name to represent it 
(which should be capitalized) and using it 
generically (which should be lowercased). 

TITLES AND HEADINGS Capitalize all prepositions of four or more letters; 
lowercase "to" even when used to introduce an 
infinitive. See Words Into Type, pages 146-148, for 
special situations. 

PROPER NOUNS AND Follow Words Into Type, pages 148-172, and note 
ADJECTIVES these special situations. 

Lowercase "federal" unless it is part of an official 
name. 

LEGISLATIVE BODIES Capitalize "Committee" or "Subcommittee" when referring 
to a federal government unit by name or standing alone 
in place of the full name (e.g., "Subcommittee on J 
Finance" becomes the "Subcommittee," but lowercase an 
agency "committee"). 

Use lowercase letters when referring to the executive, 
judicial, or legislative branches of government. 

LEGISLATION Capitalize the name of an act (e.g., "Davis-Bacon Act" 
and "Budget and Accounting Act of 1921") or a shortened 
form of an act's official name ("Paperwork Reduction 
Act"). 

Do not capitalize "act"~when used alone (e.g., "the 
act"). 
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DEPARTMENTS, BUREAUS, Capitalize such words as "agency," "board," 
OFFICES, AND OTHER "commission," "office," "bureau," "department," 
FEDERAL ENTITIES "authority," or "council" if used as part of the name 

or standing alone if they refer to a federal unit 
(e.g., "Army Corps of Engineers" becomes the "Corps," 
"Naval Sea Systems Command" becomes the "Command," 
"Civil Aeronautics Board" becomes the "Board," 
"Bonneville Power Commission" becomes the "Power 
Commission," and "John F. Kennedy Center for the 
Performing Arts" becomes the "Kennedy Center"). 

Be careful to distinguish between a true name for a 
group and a generic name (e.g., the "Secret Service" 
versus "the military service" or the "U.S. District 
Court in Alexandria" versus "a district court"). 

Capitalize the official name of regional offices (e.g., 
"Washington Regional Office" but not audit sites (e.g., 
"Rockville audit site"). 

OFFICIAL TITLES 

PROGRAMS AND PLANS 

Capitalize "President" and "Vice President" when they 
refer to the incumbent official of the United States or 
when they precede an individual's name. Lowercase 
"presidency," "presidential," "vice-presidency," and 
"vice-presidential." Because of GAO's relationship to 
the Congress, capitalize "Member of Congress." 

Capitalize other civil and noble titles when they 
precede or stand for the name of the individual, 
whether used alone or in apposition (e.g., the 
"Secretary" for the "Secretary of Defense," the 
"Director" for the "Director of AFMD," the "Inspector 
General" for the "DOD Inspector General," and the 
"Manager" for the "Manager of the Travel Branch"). 

Capitalize the official name of a program, plan, list, 
system, etc. (e.g., "Witness Security Program," 
"Automated Management Personnel Systems," or 
"Integrated Logistics Plan"). Lowercase words, such as 
"program," "plan," "list," or "system," when they are 
part of a title but used alone to replace it. 

Do not capitalize an informal designate, such as the 
"food program" or the "poverty program," to represent 
a formal title, such as "Aid to Families With Dependent 
Children." 
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Do not capitalize such words as "program," "plan," or 
"system" if the use is generic (e.g., the plan will 
reduce costs). 

MILITARY EXERCISES Capitalize the full names of military exercises (e.g., 
"UPSIDE, " "CODE V"). 

NOUNS WITH NUMERALS Nouns used with numerals (e.g., region 3, chapter 5, 
volume 4, appendix II, section 4 of the act, title IV 
of the Staggers Act, or piers 4 and 6) are usually 
lowercased. (This policy differs slightly from Words 
Into Type, p. 66.) 

However, capitalize nouns with numerals when 

-- the phrase refers to filing under a specific chapter 
for bankruptcy (e.g, 'filed under Chapter 11 
proceedings"); 

-- the phrase represents the official title of a 
program (e.g., HUD has a program called 
"Section 8"); or 

-- in your and the author's judgment, the phrase 
represents a title that should be capitalized (e.g., 
DOD Directive 502.8 or GAO Order 0930.1). 

PARTS OF BOOKS AND Lowercase parts of books (e.g., glossary, table of 
REPORTS contents, and appendix). 
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ADVANTAGES Occasionally, listing information as items in a series, 
parallel steps, or bullets can aid the reader by 
clarifying the relationship between ideas. 

For example, compare the following excerpt from a draft 
and its revision. Notice how the revision makes the 
items' number and significance more apparent. 

Draft Example 

a 
Revised Example 

The U.S. Army Toxic and Hazardous Materials Agency 
(USATHAMA) is evaluating three site option plans for 
demilitarizing and destroying these obsolete chemical 
munitions. One option anticipates the construction and 
operation of a demilitarization facility at each site 
where chemical munitions are currently stored, except 
for Europe. A second option consists of a single 
national site, which would be located at Tooele Army 
Depot, Utah. Option three calls for two regional 
sites: Tooele Army Depot in the West and Anniston Army 
Depot, Alabama, in the East. 

The U.S. Army Toxic and Hazardous Materials Agency 
(USATHAMA) is evaluating three site option plans for 
demilitarizing and destroying obsolete chemical 
munitions; These options are as follows: 

-- A demilitarization facility would be constructed and 
operated at each site where chemical munitions are 
currently stored, except for Europe. 

-- A single national site would be located at+Tooele 
Army Depot, Utah. 

-- Two regional sites would be established: Tooele 
Army Depot in the West and Anniston Army Depot, 
Alabama, in the East. 

GENERAL PRINCIPLES When itemizing, use parallel constructions for the 
items (e.g., if one item begins with a verb, all items 
should begin with a verb). Parallelism is one of the 
most useful devices for achieving emphasis because 
using the same grammatical relationship clarifies the 
logical relationship between the ideas. 

Using parallelism to list items also increases 
coherence because the repetition of similar grammatical 
structures conditions reader expectations. On the 
other hand, any break in parallelism can cause a reader 
to stumble, like a flight of steps with uneven treads. 
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Notice how the revision to the following set of 
directions uses parallelism to increase clarity. 

Draft Example 

Revised Example To type an indented quotation, follow these steps: 

An indented quotation is always preceded by two 
carriage returns to separate it from previous 
material. This type of paragraph always begins at 
cursor position 15. To accomplish this within 
WordPerfect, use the center-indent function (Shift-F4) 
rather than a tab at the beginning of a paragraph. The 
text is typed using the wraparound technique. Indented 
quotations are always followed by two carriage 
returns, which will stop the indentation. 

-- Insert two carriage returns to separate the 
quotations from previous material. 

-- Begin at cursor position 15 by using the center 
indent function (Shift-F41 twice rather than a tab 
at the beginning of a paragraph. 

-- Use the wraparound technique to type text. 

-- Insert two carriage returns after the quotation to 
stop the indentation. 

BBLLRTING Bulleting is a way to reformat a series of items that 
are embedded in a paragraph by starting each item on a 
separate line. Because the increased ,white space is a 
visual clue that draws the reader's attention to the 
items, bullets are a handy device to 

-- emphasize main points, such as recommendations and 
conclusions; 

-- use in introductory sections to present the 
--, structure for material that follows; 

-- emphasize the logical development of an argument; 
and 

-- summarize preceding text. 

Bullets also enable a writer to avoid repetition. The 
lead to the bulleted items should contain any 
information that would have been repeated in each of 
the items. (Compare draft and revision on pp. 25-26.) 
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While bulleting increases reader appeal by varying the 
text's layout, avoid overuse because its impact then 
diminishes. 

In the following example, a chapter's opening charge 
paragraph clearly tells the reader what the most 
important topics are and how they will be presented. 

Example Federal agencies whose projects may affect endangered 
or threatened species must consult with the Fish and 
Wildlife Service (FWS) to resolve any potential 
conflicts. Although FWS had continually improved the 
consultation process, conflicts involving ongoing and 
planned projects had not always been identified or 
resolved promptly. 

-- Some Interior agencies had not adequately reviewed 
their projects to identify or promptly resolve 
potential conflicts. 

-- FWS had not promptly rendered some biological 
opinions to explain how federal projects affected 
listed species and their critical habitats. 

-- FWS had not developed adequate procedures to 
identify where consultations were occurring so that 
resources, including staff, could be allocated 
accordingly. 

DETERMINING PUNCTUATION Determining the punctuation and capitalization for 
AND CAPITALIZATION bulleted items largely depends on whether the lead is a 

sentence and whether the bulleted items are each 
sentences. 

LEAD IS A SENTENCE When the introduction to items expresses a complete 
thought, end it with either a colon or period. (See 
Words Into Type, p. 181. For guidance on items that 
contain explanations and numbered items, see pp. 32-33 
of this chapter.) 

If the introduction contains wording such as "as 
follows" or "the following," use a colon after it. 
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Example You probably will have to answer the following 
questions: 

-- How long have you been unemployed? 

-- Why did you leave your last position? 

-- What work experience have you had? 

If the listed items are long and/or complex, consider 
ending the lead with a period to increase readability. 

Example 

Items Are Sentences 

In 

-- 

-- 

the past, the program has resulted in two problems. 

A separated or divorced parent who had not been 
relocated encountered hardships when trying to 
enforce legally established parental rights against 
the relocated parent. [Lengthy narrative presenting 
supporting details has been omitted.] 

Third-party creditors were harmed financially by 
being hindered in their ability to collect debts 
from witnesses. [Lengthy narrative presenting 
supporting details has been omitted.] 

When the introduction ends with a colon, capitalize the 
items only if they are complete sentences. 

We recommend that you take the following actions: 

-- See that the system of accounting and internal 
control meets management standards and related 
requirements prescribed by the Comptroller General. 

-- See that financial reports and cost data provide 
adequate support for the budgeting system. 

-- Work with the Office of Personnel Management to 
develop a more rigorous program for recruiting and 
developing professional personnel to design and 
operate effective financial management systems. 
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Items Are Not 
Sentences 

Example 

LEAD IS NOT A SENTENCE 

Items Are Not Sentences 

Example 

When the introduction,ends with a colon and the items 
are not complete sentences, begin each bulleted item 
with a lowercase letter, end each bulleted item with a 
comma (or a semicolon if commas fall within an item), 
and use a conjunction before the last item. If only 
two items are listed , place the conjunction after the 
first item with no punctuation. 

According to this policy, each critical DOD civilian 
employee would have to agree to one of the following 
three levels of commitment: 

-- joining the reserves if eligible, 

-- accepting officer status upon mobilization, or 

-- signing a contract to remain on the job. 

When the introduction is not a sentence and the items 
are needed-to complete it, use no punctuation after the 
introduction. (See Words Into Type, p. 181; see also 
pp. 31-33 of this chapter for guidance on items that 
contain explanations and numbered items.) 

Begin each item with a lowercase letter, end each item 
with a comma (or a semicolon if commas fall within an 
item), and use a conjunction before the last item. If 
only two items are listed, place the conjunction after 
the first item with no punctuation. 

We must have financial systems that 

-- provide the information our managers need for 
effective cost control, 

-- develop cost consciousness at every level of 
responsibility, and 

-- enable the government to apply the best and most 
efficient management techniques. 
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Items-,Are Sentences 

: 

I 

Example 

When the items are sentences and the lead is not (e.g., 
"These questions include"), rewrite the lead to express 
a complete thought by adding an expression (e.g., "the 
,following"). Since the items express complete 
thoughts, they should begin with capital letters. 

These questions include the following: 

-- Would the appointment of a master be appropriate in 
these types of cases given the limitations on their 
use contained in both federal and state laws? 

-- Under what authority would a master or referee, 
appointed by the court in which the judgment was 
obtained, bo able to enforce that judgment against a 
witness located in another jurisdiction? 

_. 

. 

-- Will the master or referee concept be as costly and 
burdensome to the parties as it has proven to be in 
the past? 

_' -- Can the master concept be effectively and legally 
operated when the third party cannot have complete 
access to the information pertaining to the suit? 

I_ 

ITEMS ARE ~A MIXTURE OF When one or more items are composed of both a phrase(s) 
PHRASES 'AND SENTENCES' and a sentence(s), rewrite the phrase(s) to form 

sentences. This revision is necessary to avoid the 
ungrammatical situation in which an item(s) ends with a 
period followed by another item(s), which begins with a 
'lowercase letter. The following set of examples first 
shows an incorrect draft and then an appropriate 
revision. (Although the revision reduces each bulleted 
item to a single 'sentence, other situations might 
require more than one sentence.) 

Draft Example This type of arrangement could result in the following 
benefits: 

:-- a reduction of the total number of personnel at all 
installations who deal with personal property 
matters. This reduction results from the 
elimination of the need to perform all the personal 
property functions at each installation, thus 
permitting the achievement of economies of scale 
with respect to personnel. 
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Numbered Items Are 
Within Text 

When the text has only a few short items, a preferable 
option is to keep the items within the body of,the 
paragraph and separate them with numbers in 
parentheses. Use commas to separate the items (or 
semicolons, if necessary, to clarify items with 
internal commas). 

Example 

Example 

The weights we used are not the only type of valid 
weight. The agency could apply other types to the 
output, such as (1) 'a product complexity factor, (2) a 
difficulty rating for processing the product, or (3) a 
factor that reflects the amount of legal involvement in 
the product. 

Before a loan could be made, the committee had to 
determine that (1) the borrower's earning power, 
together with the security pledged, ensured loan 
repayment; (2) the lo an was needed to avoid adverse 
economic effects; and (3) credit was not available 
elsewhere. 
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LIST OF ALTEXWATIVES TO BUREAUGRATIC LANGUAGE 

OVERUSED WORDS 
AND PHRASES 

able to be objective 
ad infinitum 
afford an opportunity 
aforementioned 
a good deal 
agreeable to 
agree with an idea 
a large portion of 
allocation of 
all of 
along the lines of 
answer in the 

affirmative 
appears that 
append 
are desirous of 
are in possession of 
are in receipt of 
arrived at (a decision/ 

conclusion) 
as a result of 
ascertain 
as compared to/with 
as of 
as per 
assistance 
as stated above 
assumption that 
as to 
as yet 
as you can see 
at a later date 
at an early date 
at a price of 
attached hereto 
attention is called to 
at the present/this time 

be advised 
because of the absence 

of... 
beneficial aspects of 
brief in duration 
broken down intd 

PREFERREDALTRRWATIVl3S 

are objective, were objective 
endlessly 
allow, permit, let 
previously mentioned (or delete) 
much 
agree to 
agree to an idea (agree with a person) - 
many 
allocate, distribute, assign 
all 
like, the same way 
agree 

apparently, seemingly 
attach 
want to, would like 
possess 
received, have 
(decided/concluded) 

because 
learn, find out 
compared to, with 
on, by 
according to, through, by, under 
aid, help 

I 

as previously stated 
assume 
about 
yet 
(delete) 
later 
soon 
costs $,, for $ 
here are 
(delete) 
now 

(delete) 
because . . . were missing, lacking 

benefits 
brief 
divided into 

. 
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Appendix I 
List of Alternatives to Bureaucratic Language 

OVERUSED WORDS 
ANDPRRASES 

bulk of 
by means of 
by the name of 
by which 

call a halt to 
cancellation pf the 

notes was effected 
cannot help but know 
check into, check on 
clarification be given 

to 
close proximity 
comes into conflict with 
component 
computation of 
concerning 
conclude 
concur, concurrence 
consideration be given 

to 
consider favorably 
constitute 
contingent upon receipt 

of 
continuous basis 

date of receipt 
deem 
designate 
despite the fact that 
destroyed by fire 
determination of 
determine 
different than 
directed at 
disseminate 
draw the attention of 

. . . to 
due to the fact that 
during the course of 
during the time that 

PREJ?ERREDALTERNATIVES 

most 
by, through 
named 
how 

stop, cancel 
the notes were canceled 

cannot help knowing 
check 
clarify 

near 
conflicts with 
part 
compute 
about, on 
close, end 
agree, agreement 
consider 

approve 
are, form, make up 
as soon as we receive 

'continually 

day it was received 
think 
appoint, choose, name 
since, because, although, though 
burned 
determine, decide, specify, settle 
decide, figure, find 
different from 
aimed at, for 
issue, send out 
show, point out 

since, because 
during 
while 
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Appendix I 
List of Alternatives to Bureaucratic Language 

OVERUSED WORDS 
AND PHRASES 

early date 
effect an improvement 
effective &mediately 
employ 
enclosed herewith 
endeavor to ascertain 
engaged in (reviewing) 
equally as good 
estimated about 
estimated amount 
evaluation of 
evidenced 
examine into 
except for 
expend 
expenditure analysis 
(to) the extent of 
extent to which 

facilitate 
failed to 
finalize 
for a period of 
foregoing 
formulate 
for the most part 
for the purpose of 
for the reason that 
forward 
fullest possible extent 
furnish 

give (consideration) to 

have a need for 
held a meeting 
help but know 
herein 

a PREFEXRED ALTERNATIVES 

soon 
improve 
now 
use 
here are 
try to find out 
is (reviewing) 
equally good, just as good 
estimated 
about, approximately 
evaluate 
showed 
examine, look at 
except 
pay out, spend 
analyze spending 
nearly, about 
how much 

help, ease, simplify, or specify action 
did not 
finish, end, complete 
for 
previous, earlier 
prepare, state, develop 
mainly 
to, for 
since, because 
send 
fully 
give, send 

(consider) 

need 
met 
help knowing 
here 
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Appendix I 
.List of Alternatives to Bureaucratic Language 

OVERUSED WORDS 
ANDPHRASES 

PREF'ERREDALTERNATIVES 

impact (verb) change, affect 
in accordance with your as you requested, you asked for 

request 
in a manner'similar to 
in a situation in which 

like 
when 
since, because 
to include 
comply with 
like 
by, in, for, with, about 
must 
instead of, in place of 
many, frequently 
to 
so 
in our opinion (or) we believe (not both) 

inasmuch as 
irzzlusion in 
in compliance with 
in conformity with 
in connection with 
incumbent upon 
in lieu of 
in many cases 
in order for/to 
in order that 
in our opinion we 

believe 
input (verb) 
in reference to 
in regard to 
,instructed that they 
in support of 
in the amount of (sa 
in the event that 
in the nature of 
in the order of 

magnitude of 
in the period of 
in the process of 

preparation 

include 
concerning, about 
about, concerning 

must instructed to 
support, supporting 

les) for, of $ 
if 
like, similar 
about 

(use specific period) 
being prepared 

in the very near future 
in this connection 
in use of 
in view of the fact that 
irregardless of 
is due in large measure 

to 
is of the opinion that 
issuance of 
it is apparent that 
it is recommended that 

consideration be 
given to 

soon 
(delete) 
use 
since, because 
regardless 
is due largely to 

believes 
send 
apparently 
we recommend that consider 

justification for reason for 
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Appendix I 
List of Alternatives to Bureaucratic Language 

OVERUSED WORDS 
ANDPEIRASES 

knots per hour 

liaise with 
limitations 

made out of 
make a determination of 
make an adjustment in 
may/might possibly 
month of 
mutual cooperation 

new beginning, creation, 
innovation, recruits 

necessary requisite 
necessitate 
negotiation of 

PREZERREDALTERNATIVES 

knots 

coordinate, talk with 
limit ' 

made, made from, made of 
determine, decide, resolve 
adjust, change 
(delete "possibly") 
(delete) 
cooperation 

(redundant, delete new) 

requisite, necessity 
require, cause 
negotiation 

nonavailability of unavailable 
nonconcur disagree 
notwithstanding the fact although, even though 

that 

obligate 
obviate 
off of 
of necessity 
on the order of 
on a continuous basis 
on the grounds that 
operational 
optimum 
original source 
our review disclosed 

that 
outside of 

over and above 
over with 

compel, bind 
prevent 
off 
(delete) 
magnitude of, about 
continuously, continually, 
because, since 
working 
best, largest, most 
source 
we found1 

outside 
more than 
over, finished 

1Use judiciously when important to identify findings or to distinguish GAO's work 
from another group's. Otherwise, consider deleting the expression. To preclude 
redundant attribution throughout a paragraph, mention the citation in the topic 
sentence. 
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Appendix I 
List of Alternatives to Bureaucratic Language 

OVERUSED WORDS 
AND PRRASES 

per annum 
, per item 

pertaining to 
pertinent evidence 
plan for a (meeting) 
plan on (going) 
point in time 
preplan 
prioritize 
promulgate 
provide you with 
purport 
pursuant to 
pursuant to our 

agreement 

raise the question 
realize 
recordation 
regarding 
regulatory official 
render 
results so far achieved 

should be noted that 
start out' 
subsequent to 
sufficient enough 
surrounding 

circumstances’ 

take into consideration 
temporary reprieve 
termed as 
than does 
the following are 

(reports) that show 
the reason is due to 
there is 
time period 
to a large extent 
to the fullest possible 

extent 
try and collect 
-type 

PREFFRRED ALTERRATIVES 

per year 
for each item 
about, on, of 
evidence 
plan a (meeting) 
plan to (go) 
point, time 
plan 
rank, set priorities 
make known , publish, announce, issue 
give 
pretend, try 
following, by, according to, under 
as we agreed 

ask 
achieve, get 
record 
of, about, on 
official 
submit, leave 
achievements 

note that (for emphasis) (or delete) 
start 
after 
enough 
circumstances, situation 

consider 
reprieve 
termed, called, named 
than 
the following (reports) show 

because, since 
(find more meaningful subject and verb) 
time, period 
mainly, largely 
to the extent possible 

try to collect 
(try to delete or rephrase) 
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,Appendix I 
List of Alternatives to Bureaucratic Language 

OVERUSED WORDS 
ANDPHBASES 

unavailability 
until such time as 
use was (not) being 

made of 
usual custom 
utilization of 
utilize 

violent explosion 

we are not in a 
position to 

we found 

we noted 
whether or not 
with a view to 
with due regard for 
within the framework of 
without further delay 
with regard to 
with respect to 
with the exception of 
with the knowledge that 

, with the result that 

yield 

PREFERRED ALTERNATIVES 

lack of 
until, when 
was (not) using 

custom, customary 
use 
use 

explosion or major explosion 

we cannot 

(avoid overuse; see footnote on p. 5) 
(delete) 
whether 
to 
for, considering 
within 
now, immediately, right away 
about, concerning 
concerning 
excluding, except for 
knowing 
so that 

produce, give 
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in response to review cments, chapters 4-9 of the ' 
Editorial Style Manual have been revised. 

Some of the significant changes in these chapters 
follow: 

- Chapter 4 clarifies end-of-line breaks that involve 
numbers and contains more examples to illustrate 
specific situations. 

- Chapter 5 clarifies the use of ellipses points. 
t- 

- Chapter 6 clarifies the use of shortened forms, 
abbreviations, and acronyms in footnotes. The 
chapter also contains guidance on how to cite 
various GAO documents. 

-- Chapter 7 contains guidance on a new option, listing 
"Related GAO Products.” 

- Chapter 8 clarifies how to sequence information in a 
legal citation. 

-- Chapter 9 explains how to avoid sexist language. 

chapter 6 
chapter 8 
chapter 3 
chapter 1 
chapter 5 
chapter 9 

INSERT 

chapter 4 Numerals '. ' 
chapter 5 ploted Material 
chapter 6 Footnotes 
chapter 7 Bibl,+graphies 
chapter 8 Lega'1 Citations 
chapter 9 Sexism in 

Language 

Larry E. F&lufs, Director 
Office of Publishing and Comnunications 
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In response to review cannents, chapter 10 on tables 
has been revised and rxx includes suggestions for 

i , \ revising a misshapen table into a more attractive and 
t-7 c. concise layout. (In a few weeks, appendix III, which 

illustrates the guidance in chapter 10, will be 
issued.) Chapter 11 on miscellaneous topics has been 
developed to answer frequently asked questions. In 
addition, the manual now has a glossary of important 
terms and an annotated bibliography of useful 
references. 

. 
Some.of the significant points'in the chapter on tables 
are as follows: 

- Do not include a reference mark (for a table note) 
wit3Xhe table tit-l-e. (see p. 77.) 

- For consistency, express units of measurement (e.g., 
dollars, percentages, or metric tons) as follows: 
Put the unit of measurem&t first followed by the 
Wrd "in" to introduce the amount (e.g., "IMlars in 
Billions" not "Billions of Ibllars"). (see p. 79.) 

- Avoid bullet@ entries in a table. Subordinate 
entries in the stub by indenting two spaces (see 
pp. 81-82) and do not use bulletsrmens to 
designate empty cem (see pp. 85-86). 

- Do not use parentheses to indicate percentages. 
(Se?i?i. 84.) 

- Avoid empty cells. (See pp. 85-86:) 

- List table notes in this order: (1) general notes, 
(2) notes to specific parts of a table (the only 
notes that are lettered by using a reference mark), 
and (3) source notes. (See p. 89.) 

mpics in chapter 17 include guidance on how to 

- provide a glossary (R. 96-97), 

- provide a list (p. 97), 

- sequence matter-in GAO products (m. lOO-lOl), and 

- provide visuals in briefing reports and fact sheets , 
(pp. 101-102). 

- 
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FILIkGIWEUETI= - 
INSERT 

table of contents 
chapter 11 

table of contents 
chapter 10 
chapter 11 
Glossary 
Annotated Bibliography 

Appendix I should begin on tie 103 and end on page 
109. 

IIFpendix II should begin on page 111 and end on page 
112. 

Larry E. mlufs, Director 
Office of Publishing and Comnunications 
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Chapter 4. 

BAsIsFm- The guidance that follows is based on 80's Style 
Manual (pp. 165-171), which contains a more extensive 
treatment than this chapter. (See also the G.N 

\ Operations Manual: Supplement for SecretariZTand 
Typists, ch. 13, “Numerals ," for numerous examples.) 

Deciding whether to write out numbers in text or to 
express them in figures can often be difficult because 
there are many conventions, some of which may conflict 
in a particular situation. This chapter 

- explains the major exceptions to GPO's conventions, 

- discusses some general principles, and 

- provides detailed information on sane specific 
situations. 

~IIaxmmmgX;ICL?SlPIOHS The following five guidelines address the major 
differences from GPO's manual. 

1. If a sentence.contains two or more related numbers, 
spell out only the first one if it begins the sentence. 
(This exception to 80 is based on Words-Into Type 
p. 128.) (See chapter on tables for using figures'at 
the beginning of a table note.) 

Fifty or 60 tanks, 30 jeeps, and 140 trucks . . . . 

2. Use "nd," "rd," "St," or "th" for ordinals, not 
just "d" or "t." (See also section on ordinals, 
pp. 43-44.) 

92nd Congress 323rd Fighter W ing 
100th Congress 1st Infantry 

3. If the words "between" or "fran" precede the first 
of two related figures, do not shorten the second 
figure or use a dash instea=f "and." 

Write "between 1953 and 1959" instead of "between 
1953-59." 

Write "between 200 and 225" instead of "between 200- 
225." 

Write "from 1935 to 1940" instead of "from 1935-40." 
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Chapter 4 
Numerals 

4. Beginning with millions, repeat units, such as .. 
billions, in inclusive ntiers (to avoid confusion). 

5 billion to 10 billion barrels of oil 
$10 million td $20 million 

5. Add "s" or "es'. to form the plurals of written-out 
numbers. Add "s" to form the plurals of figures. (Do 
not add an apostrophe.) 

groups of twos and threes new W-4s 
in the thirties 
during the 1'960s (decade) 

Boeing 747s 
a man in his sixties 

GlMZBZKpm Since figures are easier to ccmprehend than numbers 
expressed as words, figures are used most often and 
numbers are written out only for the reasons specified 
in this chapter. Use figures for nLrmbers.of 10 or more. 

Write out numbers at the beginning of a sentence and 
isolated numbers of less than 10. If a number is 
written-outi do not parenthetically provide its 
equivalent figurTZfter it. 

ARABICPREFERRED Generally use Arabic numerals instead of Roman 
numerals, which are more difficult to understand. (See 
GPO, p. 171, for a list of Roman numerals.) 

BULLETS Use professional judgment to decide whether to use a 
figure following a bullet. 

!Ihe results of the audit revealed that 

- 48 percent contained . . . 

- 37 percent contained . . . 

- 5 percent lacked . . . 

Note: Since figures are easier to read than nu&ers 
expressed as words, avoid bulleting sentences that 
begin with nu&ers expressed as words. 

colxmi A colon preceding a number does not affect how it 
should be expressed. 

The result was as follows: 12 transferred and 5 
retired. 
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Chapter 4 
Numerals 

CDQOUNDS 

tipounds With Adjacent 
Numbers 

CONSISTENT DESIGNATION 

Ihe result was as follows: nine transferred and five 
retired. 

Use a hyphen between the elements of ccnnpound numbers 
from twenty-one to ninety-nine. 

Use a hyphen in adjective ccmpounds with the first 
element expressed as a figure or as a word. 

40-plus people 5-foot-wide entrance 
4-l/Z-percent tax ..22-caliber cartridge 
3O-day period (not thirty) 8-hour day 
Z-percent increasle ZOth-century progress 
Z-percent tax increase 5- versus 8-hour day 
five-plus people six-passenger van 

Use a hyphen between the numerator and denominator of a 
fraction, unless a hyphen appears in either or both. 

twethirds one on-thousandth 
forty-five hundredths four five-hundredths 

Do not use a hyphen in a modifier consisting of a 
possessive noun preceded by a numeral (because it is 
notacompund). 

1 month's pay 2 hours' mrk 

A number and the word "fold" is written as one word if 
the number is written out but hyphenated if it is 
expressed in numerals (e.g., for parallelism with other 
numerals in a sentence if they are 10 or over). 

twofold 2-fold 

Spell out numbers of less than 100 preceding a cunpound 
modifier containing a figure. 

three l/16-inch dowels (but) 120 8-inch,boards 
twelve 6-inch guns seventeen 25-cent stamps 

Use the same designation to consistently represent a 
figure throughout a report. If an amount is designated 
by a fraction (e.g., "l/Z-percent increase") in an 
executive summary, do not refe.r to it in decimal form 
k.cbI "0.5~percent increase") elsewhere in text. 
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Chapter 4 
Numerals 

JmQ3Esl3xPmssEDAs Use a figure to express a single ncmiber of 10 or more 
ET- within a sentence. 

about 30 men 
50 ballots 

nearly 10 acres 
12 times as great 

GROUPS OF 'IWO OR MORE Use figures to express related groups of 2 or more 
NUMBERS numbers in a sentence if any one of the nun&ers is 10 

or more. 

The division has issued 20 reports, 3 of which were 
signed by the &mptroller General. 

That office has four phones, two canputers, and five 
dictionaries. 

END-OF-LINE BREAKS Check final copy to ensure that numbers, symbols, or 
letters are not separated from the matter to which they 
pertain. Revise sentences to avoid other numerical 
breaks that impede readability. 

$325.68 
page 29 
pages 23-29‘ 

441 G Street NW 
33 percent 
30 days 

If a date must be divided, use the procedure shown 
below. (The examples contain slash marks to indicate 
where end-of-line breaks may occur.) 

March 15,/ 1988 
September 1988 

(not) March/ 15, 1988 
(not) September/ 1988 

Avoid dividing GAO publication numbers except at the 
slash mark or first hyphen. 

86-50 (not) 86-/ 50 

CBEMICALELEMENTS Use a hyphen with chemical elements that appear with 
figures unless the figures are superscripted. (See 
GF& p. 169.) 

uranium-235 (but) U235 

Use a cOmna in a nwnber containing four or more digits, 
except in serial numbers, years, and cOrnnOn and decimal 
fractions. We GPO, p. 168.) 
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Chapter 4 
Numerals 

EQUATIONS If an equation completes a sentence, rephrase the 
sentence to avoid confusing the reader, who may 
interpret a period at the end of the equation as a 
decimal point. 

The following equation expresses how to compute the 
answer; 

l/4 x 3/7 = N 

TIME,MEZSUREWWI, AND Use figures to express units of time, measurement, or 
money. 

Use figures to express'dates. (See also GPO, p. 166.) 

in May 1986 the May 1, 1986, cost 
March 5 to April 14, 1988 May, June, and July 1988 
fiscal years 1971 to 1973 fiscal years 1985-87 
in the 1960s and 1970s 20th-century technology 
July 4 Fourth of July (holiday) 

June 8 and 9, 1988 (not) June 8th and 9th, 1988 
1901-2 (not) 1901-02 

from July 1, 1971, to January 5, 1972 
June 30, 1970, 1971, and 1972 
the first part of May (not referring to specific days) 

F&vise a sentence to avoid beginning it with a numeral 
representing a year. 

Always express dates in the traditional style unless a 
product requires using the military style. 

June 8, 1986 (traditional) 8 June 1986 (military) 

Avoid using figures to abbreviate dates except when 
space necessitates (e.g., tables or visuals, such as 
charts). Use "6/8/86" (month/day/year) rather than 
"6-8-86." 

When prefixes are attached to dates, the compounds are 
hyphenated. 

mid-1982 expenses post-1986 production 
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Chapter 4 
'Numerals 

Decimals 

Degrees 

Fractions/Percentages 

Market Quotations 4-l/2-percent bonds 

Mathematical Expressions multiplied by 2 

Measurements 

Metric Units 

In text, place a zero before a decimal where there is 
no unit, except in market quotations. Cmit a decimal 
point and zeros after a whole n&r unless the zero is 
needed to indicate exact measurement. 

0.25 inch gauge height 10.0 feet 

If any number in a column of numbers contains a 
decimal point and a digit, include a decimal point and 
a zero with all the other numbers to assure the reader 
that nothing has been dropped. 

4.57 
5.00 
0.30 

longitude 77"04'06" E. 104" temperature 

To‘decide between using a fraction or a percentage to 
designate an‘an-ount, determine which would be more 
meaningful to the reader. Comn fractions (l/2 
through l/10, l/16, l/32, etc.) are preferable to 
percentages. However, percentages, such as 0.09, are 
more complrehensible than unmn fractions, such as 
12/138. (See p. 43 of this chapter for an explanation 
of when to express fractions in mrds.) 

Indicate mixed numbers (whole numbers with fractions) 
as follows: 

l-2/3 15-l/4 

sugar, .03 

2-l/2 times 

8 by 12 inches 
2,500 horsepower 

8-l/2- by 11-inch paper 
2 feet by 1 foot 8 inches 

Note: 

fourfold three-ply 

Consistent with the guidance in GPO (pp. 143-144), do 
not use periods after abbreviations of metric units. 

20-mn cartridges 6 an3 of fluid 
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lrrbney. Oonsistentwith the guidance in GPO (p. 167), express 
amxnts of rrcney in numerdls andTace the syrrbcl for 
the currency imnediately next to the numerals. 

$0.75 or 75 cents $4 per 200 pounds 
0.5 cent $3.00 to $3.65 

Note : In reports write figures in even dollars, 
rounded off as appropriate. Round numbers of a million 
or mxe are usually written as follows: 

Percentages 

a Proportions 

$22.3 million 
$668 million 
668 million dollars (rarely used) 
$668,000,000 (rarely used) 

Always write out "percent" when used in.text. 

25.5 percent 
20-percent sample 
0.5 percent 

5 percentage points 
20 percent of the class 

Although GPO (p. 167) allows t&e use of either the ~rd 
'Y-0, " a hsen, or a colon for proportions, avoid using 
the colon. 

mted 3 to1 lto4to6 
1 chance in 60,000 (no-Q 1:60,000 

a 3-to-1 ratio (unitdifier) 

Serial Numbers Use figures for serial nra&ers. 

Bulletin 726 
chapter 2. 
(202) 275-2348 

290 U.S. 325 
pages 352-357 

Time Use figures to express units of tima. When using 
"a.m." or "p.m." do not add "o'clqck." 

10 a.m. 
10 o'clock 

(no-Q 1O:CO a.m. 
lo:30 p.m. 

To avoid confusion between 12:00 noon and midnight, 
indicate these times as follows: 

12 o'clock midnight (or) 12~00 midnight 
12 o'clock noon (or) 12:00 noon 
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Designate time zones wi-lhcapitalized, unpunctuated, 
unspaced letters. 

4:30 p.m. EST 

Note: (See GPO, p. 167 for additional examples.) 

3 fiscal years in any one year 
8-hour day in the 1980s 
6 hours 8 minutes 20 seconds one-half hour 
halfpast four decades 

JmiYBEsExpREssEDAs Numbers are rareiy expressed as words except in the 
following instances: 

STARTOF SWENCF Write out nukribers at the beginning of a sentence or 
heading. Rephrase a sentence or head to avoid 
beginning with figures. 

Use a hyphen between the elements of vund numbers 
from twenty-one to ninety-nine. 

WITEIINASENTENCE Write out single numbers of less than 10 within a 
sentence, except when a sentence has related groups of 
tsm or more numbers and any one of the nmrs is 10 or 
more. 

FRACTIONS Write out fractions standing alone or followed by an 
explicit or implied 'of," "of air or "of an." 

three-fourths of an inch one-half of an acre 
one-half inch (but) l/2 to l-3/4 pages 
one-half of 1 percent 

ORDINALS LESS THAN 10 Write out ordinal nurtibers less than 10th. 

second mile fourth dollar 

ORDINAL JxJmEss Generally, use figures,in text and footnotes to text 
for serial ordinal numbers beginning with 10th. 

20th Congressional District 171st street 
2Oth-century progress 38th parallel 
711 Fifth Avenue 518 10th Avenue 
seventh region 17th region 
99th Congress 

Circuit Court of Appeals for the Third Circuit 
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DATES Use ordinals for days preceding the month. 

29th of May May 29 

MILITARY UNITS 

TWOORMOREIN 
JUXTAPOSITION 

Use Arabic figures -to designate military units (except 
at the beginning of a sentence and for "corps," which 
is designated by FWnan numerals). 

6th Fleet 
2nd Infantry Division 
XII corps 

9th Naval District 
7th Air Force 

Note: X Army 

Use figures for ordinal numbers when they appear in 
juxtaposition and one of them is 10th or more. 

'Ihe legislation was passed in the 1st session of the 
92nd Congress. 

The district was ccmposed of the first and secolad 
precincts. 

See GPO (p. 171) for a list of Roman nmerals and their 
AraG-equivalents. 

?& avoid confusing a reader, use "MMMM" instead of '%" 
to represent 4,000. 

Note: Although Anerican spacecraft were formerly named 
with I&man numerals, Arabic numerals are now used. 

Rangers VII, VIII, and IX took pictures of the moon. 
Apollo 11 landed on thexoon. 
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GENERAL- Whenever a text contains quoted material, the editor 
needs to know how the original version was written to 
ensure that the excerpt is appropriately incorporated. 

m be effective, a quotation often needs an 
introduction to clarify its relevance to the narrative 
or to place it in the proper context. Likewise, a 
quotation's significance may need to be made more 
apparent by explaining its implications after the 

‘excerpt. 

For some general guidelines on quoted material; see 
Words Into Type, pages 20-21, 145, 199, 213-222, and 
255. However, note the exceptions and clarifications 
that are explained in this chapter. 

MERGE SHOET QUOTATIONS 
WITHTEXT 

Example 

SET LONG QU0IATIONS 
OFF FROM TEXT 

!Ihe length of a quotation usually determines whether to 
include it within the paragraph or set it off beneath 
the paragraph. However, the principles that follow are 
sometimes overruled if 

- setting off a shorter quotation will provide needed 
emphasis or make it easier for the reader to locate 
it or 

-- merging a slightly longer quotation will make a 
passage read more smoothly. 

If quoted copy iS shorter than five lines, include the 
passage within the paragraph and set it off with 
quotation marks. 

Tne law stipulated that "employees shall have a right 
to bargain collectively." 

If quoted copy is five canplete lines or longer, set it 
apart from the text'in the following manner: 

- Introduce the quoted copy with a colon (unless it 
continues the sentence introducing it). 

-- Insert a blank line before and after the quoted 
COPY. 

--Begin each paragraph of the quoted copy with 
quotation marks, and use close quotation marks only 
after the last word of the entire quotation. 
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ALTERING ORIGINAL !JBC’T 

USE "[SIC]" TO INDICATE 
ERRORS 

USE BRACKETS TO INDICATE 
ADDED INE'OPMATION 

FMmples 

- Indent the quoted material five spaces from each 
margin. (When a publication is typeset, the quoted 
material will not be indented but will be set in 
smaller type size to distinguish it from regular 
text.) 

In general, avoid long quotations. If the quotation 
runs more than a paragraph or tm, try to paraphrase it 
and excerpt only the key phrases or statements. 

Except for obvious typing errors (which should be 
fixed), leave quoted copy exactly as it is written in 
the original form. Ib not change quoted text to 
conform with GAO editorGi style (e.g., 
capitalization). 

'lo indicate an error in the original text, insert the 
Latin word "sic" (which means "thus") in brackets 
following the error. 

Use brackets around any information added by GAO, 
except a number indicating a footnote. Adding 
information in brackets can be especially helpful to 0 
supply words to complete the meaning of a quotation or 
to clarify pronoun references or other ambiguities that 
are usually caused by removing an excerpt from its 
context. 

When adding bracketed &formation within a quotation, 
try to minimize the disruption by wording this 
information as a short phrase. (Do not capitalize the 
first word or use a period unless the bracketed 
information begins or ends a sentence). When bracketed 
information follows a quotation, phrase the information 
as a sentence. 

?Ihis may be the one positive step in searching for a 
solution to malpractice. The [risk management] program 
must have teeth to deal with providers and must be free 
to take strong action." 

"Consultants' mrk requirements were satisfied through 
daily interaction with the Secretary and her key staff 
and regular and intermittent meetings with them." [GAO 
note: HEIS did not provide more detailed statements of 
mrk and expectations.] 
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USE UNDEE6CORING FOR 
EMPHASIS 

ESraple 

USE ELLIPSIS FOINTS TO 
INDIcATE oM1SS1GNs 

0 
Example 

Qnissions From a 
quotation's Beginning or 
End 

Example 

Using Ellipses With 
a period 

ESrmple 

Using Ellipses With 
Other B-d Punctuation 

"The specific duties performed were those shown on the 
individual H&S Form 410 'Supplemental Information On 
Experts and Consultants.'1 No examples of work 
products are available." [Footnote added.] 

If underscoring is added to a quotation for emphasis, 
indicate so in brackets after the close of the 
quotation. 

"Unless payment of an installment is received in full 
before the next ensuing installment due date, interest 
will accrue at the contract rate on the unpaid balance 
of the loan, but no other charge or penalty will be 
imposed. " [Underscoring supplied.] 

Ib indicate an omission from quoted text, insert three 
ellipsis points (not.asterisks). Space before, 
between, and after the points, except the point that 
immediately precedes or follows quotation marks. Allow 
only one space after end punctuation preceding an 
ellipa. Do not break ellipsis points at the end of a 
line. 

"A national compensation system for medically induced 
injuries . . . would help stabilize the situation." 

Because ellipsis points are distracting and any 
quotation is obviously an excerpt, ellipses are 
frequently not used at the beginning or the end of a 
quotation. However, ellipses may be added to emphasize 
that information has been deleted. 

The Council of State Governments cmmented that 
liability insurance ". . . has gotten much worse in the 
last 2 years." 

If a quoted passage is cut off before a period, three 
ellipsis points and a period m be added to emphasize 
that the last part of the original sentence was 
omitted. 

"Facilities shall not be provided by the government 
solely for nongovernment use . . . ." 

If the final sentence in the original version ends in a 
question mark or an exclamation point, retain the 
punctuation and precede it with ellipses to indicate 
that the end of the sentence was anitted. 
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Ex;nnple The course covers such issues as "What does my speaker 
want to say and how can I find out? How can I write a 
speech that will be suitable to the speaker . . . ?' 

Cknissions Within a 
Sentence 

Examples 

Use three ellipsis points to show that material was 
omitted from within a sentence. The punctuation that 
falls on either side of the ellipses is usually omitted 
unless it helps clarify the quotation's meaning or 
structure. 

"The type of medical adversity insurance described 
would . . . only increase costs and would make the 
entire system even more of a nightmare than it is now." 

VI the other hand, . . . the concept of a modified no- 
fault approach with right of appeal has sane promise." 

Qnission of One or E3re If one or more sentences are omitted within a 
Sentences quotation, include the preceding sentence's end 

punctuation but allow only one space before the 
- ellipses that follow. 

Example "Large awards and settlements have been inflated by 
jury enthusiasm to punish the doctor/hospital at 
'fault. . . . Million-dollar payments . . . are often 
excessive in relation to the health care delivery 
system's ability to fund them." 

Wrong: ". . . fault.##. . . Million-dollar 
11 

. . . . 

Cknissions of a If passages are excerpted from various parts of a text 
Paragraph or mre Prom with an intervening paragraph(s) omitted, indicate the 
the Original omission(s) by 

- enclosing each excerpt with quotation marks, 

- inserting "[%xt amitted.]" flush left between 
excerpts, and 

- double-spacing between the quotations to 
denote paragraph distinctions. 

.- 
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' Example "GM decided in January 1973 to convert its U.S. 
operations to the metric system. It was the first 
industry to make such a decision." 

[Text omitted.] 

"Anerican Motors Corporation began studying the 
adoption of a metric policy in October 1973--10 months 
after CM had announced its policy. About 1 year 
later, Anerican Fbtors issued policy and guidelines." 

f 
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Chapter 6 

Glsm?ALm For general guidelines on footnotes, refer to Words 
Into Type, pages 22-32, 52, 77, 110, 116, 135, 254-255, 
and 273-274. (See this manual's annotated bibliography 
for additional references and ch. 8 for legal 
citations.) This chapter addresses issues specific to 
GA0 editorial policy. 

EMmple - 

Referencing a Specific 
Word 

Example 

To indicate a footnote, use a superscript numeral both 
in the text reference and at the bottom of the page. 

Because the table of contents for a typeset product is 
automatically generated from the text during 
typesetting, do not footnote titles of chapters, 
sideheadings, orxtles of tables or figures. 

Except in notes to a financial statement, avoid 
referring to other footnotes in a,footnote. 

For readability, try to place a footnote reference at 
the end of a sentence, clause, or some other natural 
break in the sentence. Place a footnote reference 
after a punctuation mark, if any, except the dash. 

The programs included 25 WIN Demonstrations,1 20 CMEPs, 
6 Job Search prgrams, and 9 grant diversion programs.2 

Place a footnote reference after a specific word, 
rather than a natural pause, only when clarity 
requires it. (See the placement of footnote 
reference 37 in Words Into Type, p. 212.) 

One method for reducing overcrotiing in large state- 
operated facilities for the mentally retarded has been 
placing the retarded in other Medicaid-certified 
nursing homes, such as skilled nursing facilities3 and 
intermediate care facilities.4 

3A skilled nursing facility is a home that provides 
24-hour nursing services according to a physician's 
orders. 

4An intermediate-care facility is an institution that 
provides health-related care and services to 
individuals who do not require 24-hour nursing care but 
who, because of their mental or physical conditions, 
require care in addition to room and board. 
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NuMBERlNGm Number footnotes consecutively throughout each chapter, 
and rencrmber subsequent chapters anew. Bowever, if a 
report has fewer than 10 footnotes, you may number them 
consecutively from the beginning to the end of the 
report. 

-OF- Generally, place footnotes flush left at the bottom of 
a page. 

Although splitting a footnote over two pages is 
undesirable, it is sametimes necessary. Avoid, if at 
all possible, splitting footnotes over pages that do 
not face each other. 

The following example shows the format for a footnote 
split over facing pages with a subsequent note. 

Example of a Footnote 
Carried Over Two Pages I I 

[Text cnnitted from top of page.] 

Federal regulations, as set forth in 49 C.F.R. 23, 
specify that participation in the DBE program is 
contingent upon firms' submitting applications to state 
transportation agencies or other certifying units and 
then being granted DBE status.5 Essentially, DBE 
certification means that state certifying agencies have 
determined that firms (1) meet Small Business 
Administration (SBA) small business size standards,6 
(2) are at least 51 percent owned by one or several 

5FBWA regulations specify that DBEs must annually 
submit sworn affidavits that include information that 
muld indicate whether they still qualify as small 
businesses and are still owned and controlled by 
eligible individuals. 

%A size standards are categorized by standard work 
categories (e.g., general construction, engineering, or 
electrical), with the standards that apply depending 
upon either the nu&er of individuals employed by a 
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[Text omitted fron top of next page.] 

The DBE provision is just one of many requirements that 
states and highway contractors must abide by throughout 
the highway contracting process. As figure 1.1 
illustrates, FHWA allocates federal-aid highway funds 
annually to states, which in turn establish . . . . 

Example of Carryover 
Lines From Preceding 
Footnote 

firm or the firm's average annual gross receipts over ' 
the most recent 3-year period. The 1987 Highway Act 
lowered the gross receipts requirement from SBA's 
$17 million threshold to $14 million, adjusted for 
inflation. 
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BIBLBXRAPHIC- 

END-OF-LINE BREAKS 

ABBREVIATIONS 

SHORTENED FORM FOR 
SUBSEQUENT REFERENCES 

ACRONYMS IN SUBSEQUENT 
REFERENCES 

Examples 

Follow Words Into Type, pages 25-28. 

A footnote in a typed (not typeset) document should 
have two spaces after a colon or period, except for the 
periods in an abbreviation or an individual's 
initial(s), which should be followed by one space. 

If a document does not have a publication date, use 
"n.d." 

If a footnote includes page numbers, place them outside 
the parentheses enclosing the date and precede them 
with a mama (e.g., see fn. 7 below). 

See the discussion on end-of-line breaks in the chapter 
on miscellaneous issues. 

Abbreviate months (except for May, June, and July) and 
parts of books and publications (e.g., "vol." and 
",.") . 

After a reference has been fully cited, additional 
references should be written in a shortened form (for 
various examples, see Words Into Type, p. 28) instead 
of the Latin abbreviations (e.g., "ibid.," "10~. cit.," 
or llop. cit."). If a document numbers foot&%% anew 
at t= start of each chapter, subsequent footnotes to 
the same reference should use the shortened form. 

Once an institution has been identified (e.g., U.S. 
Government Printing Office [GPO]), use its acronym in 
subsequent references. 

7Cynthia M. Taeuber, America in Transition: An Aging 
Society, U.S. Bureau-of the Census, Current Population 
Reports, Special Studies, Series P-23, No. 128 
(Washington, D.C.: U.S. Government Printing Office 
[GPO], 1983), pi 3. 

8Projections of the Population of the United States by 
Age, Sex, and Race: 1983 to 2080, Bureau of the 
Census, Publication P-25, No. 952 (Washington, D.C.: 
GPO, 1984), pi. 43-44. 
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If the text names the agencyand includes its acronym, 
the corresponding footnote may use the acronym. 

Example While estimates of the actual size of the deficit are 
continually being revised, in February 1986 the 
Congressional Budget Office (CBO) estimated that the 
deficit for fiscal year 1986 would be over 
$200 billion.9 

REFERENCES TO GAO 
PUBLICATIONS 

0 Examples of a Chapter 
or Letter &port 

Example of a Briefing 
&port 

Example of a Fact Sheet 

Examples of Testimony 

9The Economic and Budget Outlook: Fiscal Years 1987- 
1991, CBO (Washington, D.C.: 1986), pp. xxi and 64. 

When citing a GAO publication in a footnote, underscore 
the entire title (i.e., topical title and subtitle) and 
use GAO style of capitalization for titles and headings 
(see p. 21). 

Place the publication number and date of the 
transmittal letter in parentheses. Because "GAO" is 
written out on the cover, use our acronym. 

loMedical Malpractice: No Agreement on the Problems or 
Solutions (GAO/BRD-86-50, Feb. 24, 1986). 

The following example illustrates the form for a report 
issued before GAO's current style of numbering reports 
was adopted. 

11Defense Industry Profit Study, GAO (B-159896, Oct. 5, 
1972). 

12Parks and Recreation: Park Service Managers Report 
Shorttalls in Maintenance Funding (GAO/RCED-88-91BR, 
Mar. 21, 1988). 

18Weapons Acquisition: Processes of Selected Foreign 
Govemnents (GAO/NS~86-51FS. Feb. 26. 19861. 

, I 

lkuality of Care Issues in the Medicare Prcgran, 
statement by Eleanor Chelimskv, GAO, before the U.S. 
Senate, Cor&ittee on Finance <June i, 1986). [Use for 
testimony lacking a publication number.] 

15Status of the Navy's New Seawolf Attack Subnarine and 
Its New Canbat System (GAO/T-NSIA&87-14, Mar. 24, 
1987), p. 4. [Use for testimony with a publication 
n-r.1 

- . 
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Examples of Pamphlets 

Textual Reference 

Examples 

REFERENCESTOGOVERNMENT 
AND TECHNICAL STUDIES 

Example 

16Standards for Audit of Governmental Organizations, 
Prcgrans, Activities, and Functions, GAO (Washington, 
D.C.: GPO, 1981). 

17Guidance on Employee Ethics and Conduct (GAO/CGC- 
86-10, June 1986), p. 2. 

18Ar-1 Rnployee Guide to Dealing With Sexual Harassment, 
Federal Women's Program Managers, GAO (Washington, 
D.C.: n.d.), p. 6. 

If the text mentions a 
consider including the 
parenthetically within 
footnote. 

publication's full name, 
publication number and date 
the text rather than using a 

Depending on how these lawsuits are resolved, they 
could affect the IRS tax administration urouram. In a 
a report entitled Department of Energy N&is to Resolve 
Billions in Alleged Oil Pricing Violations (GAO/EMD- 
81-45, Mar. 31, 1981), GAO recomnended . . . . 

A DOD Inspector General (IG) report, Financial Reports 
and Credit Program Division, Defense Security 
Assistance Agency (No. 84-105, June 28, 1984), stated 
that . . . . 

When referring to a government or technical report that 
does not indicate authorship, begin the footnote with 
the publication title. (See guidance on technical 
bulletins and government publications in Words Into 
type, P* 27.) 

Initially include "U.S." as part of a federal agency 
name (to distinguish it from a state or local 
organization that might have the same name). However, 
if subsequent references to the same federal agency are 
obvious, cmit mentioning "U.S." 

19Health, United States, 1985, U.S. Department of 
Health and Human Services (HHS), National Center for 
Health Statistics (Hyattsville, Md.: Dec. 1985), 
p. 40. 

2%ocial Security Area Population Projections, 1985, 
HHS, Social Security Administration, Pub. No. 11-11542 
(Oct. 1985), p. 33. 
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Example of a Qmunittee 21Comnittee on Federalism and a National Purpose 
Proposal (Daniel J. Evans and Charles F&b, Chairmen), To Form a 

More Perfect Union (Washington, D.C.: National 
Conference on Social Welfare, Dec. 1985), pp. x-xi 
and 4. 

Examples of -22Cynthia M. Taeuber, "Age Structure of the U.S. 
Preconference Papers Population in the 21st Century," a preconference 

working paper for the First Annual Conference of 
Anericans for Generational Equity (Washington, D.C.: 

. . Apr. 10, 1986), p. 4. 

23Kenneth:G. Mar&on and Korbin Liu, "The Future Growth 
of the lbng-!Cerm~@re~Population: Projections Based on 
the 1977 National-Nursing Home Survey and the 1982 
Long-Term Care Survey," prepared for the Third National 
Leadership Conference on Long-Term Care Issues 
(Washington, D.C.: Mar. 7-9, 1984), p. 7 and table 3. 

'P-a See discussion iri chapter 9, which covers miscell&neous 

0 
issues. 

-. ; 
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0 

BIBIiTtERWHlS 

GlNERALPRINCIPlXS -For general guidelines on bibliographies, use Words 
Into Type, pages 37-40, 90-93, and 266-269. We 
annotated bibliography for,additional references.) 

The following guidelines note a few exceptions and 
clarify some situations that are specific to GAO. 

llom!rIcN Bibliographies should appear after the last appendix 
(but not as part of one) and after the glossary (if 
there= one). (See "Sequence of Matter in GAO 
Products” in ch. 11.) 

Follow Words Into Type (pp. 37-40). When providing 
date of publication, abbreviate the month except for 
the months of May, June, and July (see Words Into Type I 
p. 105). 

AumoRs’NAMEs Follow Words Into Type (pp. 41 and 266), with the 
following exceptions. When listing two or more works 
by the same author, the second and any subsequent 
entries should 

- replace the author's name with a line consisting of 
five hyphens with no space between them and 

- not use the Latin word "idem" (the same person). 

REUU!EDGAlDPKXXJC!E If this option is used, follow this guidance: 

-- Include the list of products separately on the last 
page opposite the inside back cover. (Do not 
include the list as the last appendix.) 

-- Limit the list to one page. 

-- List the products by publication date, starting with 
the most recent. 

- Include the entire title and underscore it. 

- Place the publication number and date in 
parentheses. 
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Examples 

- At the final proof stage, ensure the following: 

- The list of "Related GAO Products" is the 
second-t-last item in the table of contents (the 
list of abbreviations and acronyms follows). 
(See "Sequence of Matter in GAO Products" in 
ch. 11.) 

- The page containing the list has a complete 
footer, and the appropriate page number is 
indicated in the table of contents. 

(For additional guidance and examples, see the Report 
Manual, ch. 9, pp. 11 and 17, and the Workstation 
Handbook, ch. 5, pp. 5-12, 5-38, and 5-39.) 

Cultural Resources: Results of Questionnaire on State 
Historic Presewation Activities (GAO/RCED-86-60FS, 
Dec. 10, 1985). 

Federal Government's Progress in Implementing a 
National Archeological and Historic Preservation 
Program (GAO/RCED-84-114, May 30, 1984). 
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GlaumAL PRI5KxPr.s Although legal citations in products prepared by the 
Office of the General Counsel (OGC) are governed by the 
Uniform Citation Guide (1984), legal citations in other 
products (e.g., reports, letters, or memorandums) may 
follow,the guidance in this chapter rather than CGC*s 
rules of citation because these products are intended 
for a more general audience. 

PURPOSE 

While the guidelines explained in this chapter will 
cover most citations, they they are not ironclad rules. 
If you are in doubt about how to apply them to a 
specific citation, consult OGC. 

A legal citation is a reference to the source of 
information; its purpose is threefold: 

- to identify the source, 

- to distinguish it from other sources, and 

- to provide the necessary information for a reader to 
quickly and reliably locate it. 

SEQUENCE OF INFOFNATION Arrange the information in a legal citation as follows: 

- volume ncrmber, 

i source name, and 

t number of page on which the citation starts if the 
information occurs on sequential pages within a 
section. 

Because of this standardized format, cOmnas are not 
used to separate the elements of a legal citatioa 
the numbers referring to the volume or page are 
provided without-any descriptive designations (e.g., 
"volume," "vol." or "p."). The following example 

Exmple 

refers to page 65 in volume 26 of the U.S. Code. / 
26 U.S.C. 65 
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Indicating the Part or 
Section 

TEXTUAL CITATIONS 

CITATIONS AS FCXYI'NOJXS 

E'ULLANDABBREWIATED 
TITLES 

Example 

If a citation refers to information appearing on 
scattered pages within a section, a-nit the page 
reference and provide the number of the section with 
the word "section" preceding it. Likewise, provide the 
word "part" followed by the appropriate number if the 
information is scattered through several sections 
within a part. As an aid to the reader, always provide 
the most specific citation because it will be the most 
useful source of authority. (See also the discussion 
on citing part of a regulation on p. 65.) 

Citations should generally be included in the text 
(rather than a footnote) and require parentheses only 
if their grammatical position in the sentence requires 
them.' 

When a legal citation,is enclosed in parentheses within 
the text, use a double set of parentheses, rather than 
brackets, to set off internal parenthetical 
information, such as the date. (See examples in the 
section on specific citations, p. 64.) 

Use footnotes only when citing several different 
sources at the same time, such as statutes, 
regulations, and cases, or when explanatory material 
must be included with the citation. 

If the full title of a legal document is part of the 
narrative, underline it. If an abbreviated form is . 
used as a legal citation, do not underline it. 
Abbreviations incitations, such as "U.S.C.," "P.L.," 
and "C.F.R.," need not be identified or included in the 
abbreviations list in the table of contents. 

The Code of Federal Regulations contains most of the 
important agency regulations. According to 4 C.F.R. 
section 2 . . . . 

FEDERALS- The Congress has enacted certain titles of the U.S. 
Code as permanent law. For example, in 1982, the 
Congress enacted title 31, which contains most of the 
statutory authority concerning GAO. If a statute has 
been enacted into permanent law, cite only the title 
number, section, and date of the U.S. Code or 
cunulative supplement. (Do not include a short title 
or public law number for the statute.) 
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ENACTEDTITLES Ihe following titles have been enacted in whole or in 
part: 1, 3-6, 9-11, 13-14, 17-18, 23, 28, 31-32, 35, 
37-39, 44, and 49. OGC can provide specific 
information on the status of a particular statute. If 
a statute has not been enacted, the text should follow 
the guidance'for general citations. (Note that the "S" 
in "Supp." is capitalized in the first example.) 

Examples Under 5 U.S.C. 1201 (Supp. IV 1980), the Merit Systems 
Protection Board, which was established in 1978, 
consists of three members. 

As provided in 10 U.S.C.~5153 (1976), the Naval 
Research Advisory Committee consists of not more than 
15 civilians. 

GmERALczIlwrI~ Many statutes have short titles (given in the law 
itself) or well-recognized popular names. These should 
generally be used when they are available. An . h ' 
exceptionmay be made for appropriation acts that have 
cumbersune titles. For example, in a report concerning 
the Departments of State, Justice, and Commerce, the 
Judiciary, and Related Agencies Appropriation Act, 
1980, abbreviate the citation as follows: 

Example The Justice Department's 1980 appropriation act 
(P.L. 96-68) provided $5.5 million for the U.S. Parole 
Commission. 

IWXFZNCES To.WHOLE 
LKWS 

For general references to whole laws, cite the public 
law number or the title number, first section, and date 
in the U.S. Code. Appropriation acts and some other 
statutes do not appear in the code. 

Whether to cite the public law or the U.S. Code will 
depend on the circumstances. For example, the public 
law number may be preferable if the statute is very 
recent, is widely known by the public law number, or 
appears in scattered sections of the U.S. Code. 

A-code citation is preferable for statutes that are old 
or have been amended significantly. A citation to the 
code often eliminates the need to repeat "as amended 
by." 

Examples . 

l 
The agency carries on this program under authority of 
the Job Training Partnership Act (P.L.‘ 97-300). 
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Public Law 92-345 extended the program for maternal and 
child health services through fiscal year 1973. 

The General Services Administration carries out a 
number of responsibilities under the Federal Property 
and Administrative Services Act of 1949, as amended 
(40 U.S.C. 471 (1976)). 

SPECIFIC C-m Citations should be specific enough to allow the reader 
to find the source easily. U.S. Code citations, if 
available, should be used for this purpose. 

Examples The disposal of foreign excess property held by federal 
agencies is governed by title IV of the Federal 
Property and Administrative Services Act of 1949, as 
amended (40 U.S.C. 511 (1976)). 

Section 402 of the Federal Property and Administrative 
Services Act (40 U.S.C. 512 (1976)) specifies the 
methods to dispose of foreign excess property. 

BILIS Bills should be cited by the House or Senate bill 
number and the Congress in which they were introduced. 
References to bills may include a descriptive title. 
The short title proposed for the act may be used for 
this purpose. 

Rxamples The pending Rehabilitation Act Anendments of 1983 
(S. 447, 97th tong.) . . . . 

Five years ago, the Congress considered a bill 
(H.R. 345, 95th Cong.) that would have . . . . 

The 1983 HUD appropriation bill (H.R. 20, 97th Cong.) 
. . . . 

J!GEtcYRBaLATI~ Most of the important regulations are in the Code of 
Federal Regulations. In general, regulations may be 
cited by title, section, or part. Generally, provide 
the section since it is more specific than the part. 
(Note that the 'Is" in "section" is not capitalized.) 

@ample According to 4 C.F.R. section 203, . . . 
(See 4 C.F.R. section 203.) 
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CITING PART OF A 
REXXJLATION 

For general citations in which many sections may be 
involved, cite a relevant part of a federal regulation 
as follows. (Note the "p" in "part" is not 
capitalized.) 

Example 4 C.F.R. part 38 

CITING AN UNPUBLISHED Ebr final regulations not yet published in the C.F.R. 
REGULATION and for proposed regulations, cite the volume and page 

n&r in the Federal Register in the following 
abbreviated format. (The example that follows refers 
to p. 236 in vol. 38 of the Federal Register.) 

Example 38 Fed. Reg. 236 

oouRTcl%33s Underline the abbreviated case name (including the 
"V." ) and provide citations according to the following 
guidance. 

FEDERAL DISTRICT COURT Cite the volume before abbreviating the Federal 
Supplement, and include the page ntir afterwards. 
If the text uses a short reference, use commas to set 
off the citation. A citation need not include the 
court or year unless relevant to the context of the 
citation, and this information should be included 
parenthetically. (In the first example that follows, 
"(0. Va; 1978)" refers to the district court of 
Virginia in 1978.) 

Examples In Merrill v. Lynch, 238 F. Supp. 128 (D. Va. 19781, 
the court held that . . . . 

In Merrill v. Lynch, 238 F. Supp. 128, the court held 
that . . . . 

CASES DECIDED IN APPEALS Cite the Federal Reporter (first or second series). 
COURTS Do not include a space between the "F." and the "2d." 

Example In one case (United States v. Deere, 428 F.2d 1119), 
the court held . . . . 

Page 65 GAO,/OPC-87-1 Editorial Style Manual 4/88 



Chapter 8 
Legal Citations 

SUPREMECOURTDECISIONS If the case has been published, cite the volume of the 
official United States Reports in which it appears. 
If the case has not been published, contact OGC. 

Example The decision in Buckley v. Valeo, 424 U.S. 1, addressed 
the constitutionality of the Federal Election 
Commission. 

-GENERAL When citing a decision or an opinion of the Comptroller 
DEc1s1oN!3mDoPINIas General, provide its B-number and date. 

Example The Conptroller General has ruled (E&90972, Feb. 8, 
1950) that . . . 

DECISIONS PUBLISHED IN Some decisions and oninions are included in the 
THE "CCMP. GEN." official volumes entitled Decisions of the Comptroller 

General (abbreviated "Camp. Gen."). To verify that a 
cited decision has been included in the mn. Gen.. 
check with the staff of OGC. If so, then cite it-first 
by the volume, then the abbreviation followed by the 
page number on which the decision begins, as well as 
the year of its issue in parentheses. 

Example 64 Comp. Gen. 296 (1984) 

PROCUREMENT DECISIONS Some decisions are also published in a private 
publication entitled Camptroller General Procurement 
Decisions (C.P.D.). If it would be appropriate or 
useful in a particular case, the C.P.D. citation may 
include other relevant information about the decision. 
In those instances, consult CGC about the proper 
citation format. 
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GBJERAI;PRINCIPlXS Be alert to discriminatory words, descriptions, or 
-illustrations-that make sexist assumptions about the 
social or occupational roles of men and women. 
Although the areas discussed below cause the most 
problems, also be sensitive to less noticeable 
instances of discrimination involving tone and 
attitude. 

-Plalmms Use g& judgment and ingenuity to avoid the outdated 
convention of using "he," "his," or "him" to refer to 
both sexes. Although no single method of revision will 
work in all contexts, the following three methods will 
resolve most situations. 

'USE PLURALS Make both the pronoun and its antecedent plural. 

Example Draft: Each applicant should bring his resume. 

Revised: All applicants should bring their resumes. 

REPLACETHEPKNOUN Replace the pronoun with an article or a word that does 
not designate gender, such as "person," or eliminate 
the pronoun altogether. 

Examples Draft: An evaluator should lock up his workpapers 
before leaving the office. 

Revised: An evaluator should lock up all workpapers 
before leaving the office. 

Draft: When a new evaluator is assigned to your staff, 
meet with him for orientation. 

Revised: When a new evaluator is assigned to your 
staff, meet with that person for orientation. 

USE BOTH PmOUNS Use both masculine and feminine pronouns together. 
Since this last method can result in sentences that are 
annoyingly awkward, use this alternative as a last 
resort: (Do not use the masculine and feminine form in 
alternate sentences.) 

Examples Make sure that each employee has clompleted his/her 
- -- financial disclosure statement. 

Each witness must state his or her full legal name. 
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TITLES Use "Member of Congress" or "Members of Congress" 
unless referring to a particular member (e.g., 
"Congressman William Rain," or "Congresswoman Margaret 
Fletcher"). To avoid gender distinctions, either 
"Representative" or "Senator" may be used. 

Use "Chairman" when referring to heads of congressional 
wittees and subconnnittees. If the head of a 
committee prefers "Chairperson," "Chair," or 
"Chairwoman," follow that preference. When in doubt, 
contact the Office of Congressional Relations. 

When possible, use generally accepted alternatives to 
occupational titles ending in "man" (e4., "policeman" 
beccmes "police officer, " "mailman" becomes "mail 
carrier," and "fireman" becomes "fire fighter"). 

Those titles that have no generally accepted 
alternatives are-best left alone (e.g., "foreman," 
"longshoreman," and "fisherman"). In most cases, 
substituting "-person'* for "-man" is not satisfactory. 

Do not assume that unknown addressees are male. 

In the salutation of a letter addressed to a woman, use 
the title she prefers. If her preference cannot be 
determined (by calling her office), use "Ms." 

IJS’ISOF- If individuals are grouped into categories, names 
RIBmmmGmB(ITBMEN within each category may be listed either 
ANDWOMEN alphabetically, by rank, by office, by sex, or whatever 

is most appropriate for the situation. 

Use the first names for.women only when also using the 
first names for men. Similarly, when men are referred 
to by last names only, do not attach "Ms.," "Miss," or 
“ME..” to the names of women. 

Example 

CYI'HF,ROPTIONS 

Present were AFMD Group Directors Jones, Lawless, 
Robinson, and Smith. 

Any of the following three options, in order of 
preference, may also be used: 

1. Provide the first and last names for everybody. 
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2. Preface the list of both names with "Messrs./MS." 

Example Present were Messrs./M% Bowsher, Socolar, Horan, 
Chelimsky, Hagenstad, and Kopelson. 

3. Preface the list of the mens' names with Wessrs." 
and preface each woman's name with Vs.," Wrs.," or 
"Miss." (Since this last option emphasizes 
distinctions between marital status, use it only if 
one or more of the wOrnen prefer the specific 
designations.) 

Example Present were Messrs. Brown, Carlos, and Rogers; Ms. 
Jones and Smith; Mrs. Little and White: and Misses 
Mams and Chen. 
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moPEoFTEIsczEmm!m This chapter pr&ides basic guidance for developing 
tables that clearly and concisely cuununicate tabular 
information and are consistent with GAO's Visual 
Carmunication Standards. The guidance focuses 
primarily on the appearance of page proofs in typeset 
mpy. endix III (tobepublished ina fewweeks) 
will illustrate this chapter's guidance. 

Ebr typing guidance and examples for producing tables 
that will be in typeset products, see chapter 5 of the. 
Workstation Handbook (pp. 5-13 to 5-16) or consult with 
OPC's Composition Branch (CB) (room 4827, 275-1584) for 
advice. mce GAO establishes the format for nontypeset 
products, guidance for typing tables in those documents 
will be issued. This chapter does not discuss 
financial statements because they have special 
requirements. CDnsult with AFMD or OK's CB. 

-c-N A table is a matrix of either nunbers or narrative 
organized into rows and columns according to the data's 
logical relationship to a subject. 

GENEMLPRINCIPIzS Because tables can vary greatly, exercise professional 
judgment when applying this chapter's guidance to a 
specific table. If a set of tabular information seems 
to require a rather canplex format, consult OPC's 
CB for advice! in presenting the data. Often, a clanplex 
table that is technically acceptable can still be 
improved to more clearly and concisely convey its 
information. 

USES 

- 

Use a table if 

- agreat amount of specific, detailed information 
must be compared, because tables are precise and 
ccsnpact ; 

- the numbers are too far apart to be presented 
visually as a figure (such as a bar, a pie, or a 
line chart); or 

- exact nunbers or quantities must be presented, 
rather than illustrated as a generalized trend. 

Do not use a table if a canplex set of data requires a 
simz, easily comprehended presentation. A figure 
is usually much easier to amprehend &cause it 
visually highlights data. 
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- Do not use a table to present information that is a 
1isT (Follow the guidance on lists in ch. 11.) 

AD-ES Tables provide a concise and orderly way to objectively 
arrange detailed information that is frequently 
numerical. Often, they are the best way to present 
large numbers of individual facts that can be group& 
by categories because tables can depict these data in a 
relatively small space. 

Tables enable authors to mention only the most 
important information in the narrative and still supply 
more detailed information to which the reader may 
refer. 

DISADVANTAGES 

IL3cATIoN 

Tables can easily became data dunps that do not clearly 
relate to the narrative or convey meaningful 
information to the reader. 

Tables are not graphic. Unlike-visuals (figures), 
which depict information in a way that helps the reader 
quickly spot noteworthy trends, tables often require 
the reader to exert more effort to fully canprehend 
theirmeaning. thus, cQnplex tables may intimidate 
sane readers or slaw their reading canprehension. 

Tables may occur in any product; in reports they may 
occur in the executive sumnary, the body of a chapter 
or letter report, or appendixes. 

Insert tables as close as possible to the narrative 
discussing them. However, put a table at the end of a 
paragraph, not in its middle. 

TEXTREFERENCE Clearly express a table's purpose in the narrative that 
s precedes it, and cite it by its nunber, either directly 

or parenthetically. (Do not cite a table by a page 
nunber because any subsec$Git change in pagination 
would require changing the reference.) 

Usually, the narrative interprets or discusses the 
data's significance , such as noteworthy trends or 
contrasts. Sometimes when the narrative discusses the 
meaning of a table's data, a simple parenthetical 
reference, such as "(see table 3.9)," suffices. A text 
reference may also be incorporated into a sentence, 
such as "The results of the survey, as shown in 
table 3.2, indicate that . . . ." 
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Avoid stating the obvious in a reference, such as 
"table 1 lists," since scanning a table's title, column 
headings, and/or stub (the colunn that is farthest 
left) muld reveal this. Also avoid referring to a 
table with such language as "table 2.4 proves," since 
tables cannot draw conclusions. 

TED help readers quickly locate tables, list them in the 
table of contents. (See section on "Sequence of Matter 
in GAO Products” in ch. 11.) 

FREQUENCY 

coNc1sEN?Ss 

Use tables to support major points in the report. Dj 
not use so many tables that they overwhelm the rest of 
the report. (Saie readers may either ignore the tables 
or not read the entire report.) !the fewer tables a 
report contains, the more attention each gets. Put 
supplementary tables in an appendix. 

Keep tables concise. Do not make them cluttered and 
hard to understand by try= to convey too much 
information. Consider dividing a long, ccmplex table 
into a series of short, related tables to make the data 
easier to canprehend. Likewise, strive for 
canpactness; consider canbining two tables (especially 
if each contains an identical column of figures) if the 
resulting table-can be equally clear. 

Avoiding I&petition 

Keep all narrative within a table as brief as 
possible. While abbreviations, acronyms, or other 
shortened names are often used, be careful to identify 
obscure ones in a table note if they have not already 
been identified in the text. (See section'on table 
notes, pp. 89-91.) However, avoid overusing shortened 
forms because too much condensation can discourage 
readers. (See ch. 1, section on abbreviations and 
acronyms, pp. 3-6, as well as Words Into !Fype 
pp. 100-120, and GPO’s Style Manual, pp. 135-i53.) 

Try to avoid repeating information by rearranging 
information (e.g., by moving material to a headnote, 
colunnhead,colomnnote,or spanning head). (Ebra 
discussion of these terms, see pp. 78-80.) 

If an entire verbal passage applies to more than one 
entry within a column other than the stub, substitute 
the parenthetical expression "(Same as above)" below 
the information that is repeated. Use sentence-style 
capitalization, which is used for all verbal entries 
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CONSISIENCY 

EDITING STYLE 

within a table. Align the expression flush left. 

Do not use this expression to designate nunerical data 
or Ft of a verbal passage. Also, do not use ditto 
marks or the abbreviation "do." to desi$&te repeated 
data. 

Ebr consistency, try to do the following within each 
table: 
- 

- 

In 
- 

- 

Place only one type of information beneath each 
column head. 

Use parallel construction if a set of entries 
consists of words. 

a series of related tables, try to do the following: 

Consistently place the same types of items in either 
the stub or the column heads. 

Use the same designation for names, terms, or 
abbreviations. Once an expression is abbreviated, 
use that abbreviation throughout the series. 

Before revising a specific table, review any related 
tables to check for relevance and redundancy. 

I33 not use all capitals. 

Singlespace tables. 

For emphasis, specific entries or figures, such as 
totals, may be boldfaced. (See Workstation Handbook, 
pp. 5-15.) 

Underline names that require underlining in narrative 
text (such as titles of publications or legal cases, 
names of airplanes or ships, or certain scientific 
terms). (& Words Into !&per pp. 136-142.) 

Ik not use the following in tables: 

- hyphenation to divide words (use hyphens only in 
words that require them, such as "staff-day") or 

- rules or leaders (periods, dashes, or hyphens that 
are align&). 
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. 

Avoid bulleting entries in a table. (For a discussion 
of subordinating stub items, see pp. 81-82; for a 
discussion of designating empty cells, see pp. 85-86.) 

Proper horizontal and vertical alignment is essential 
for clarity. flo ensure proper alignnent and enhance 
legibility 

- columns should be separated from each other by at 
least a three-character space and 

- the width of columris should be as equal as possible. 

Horizontal Alignment A table's horizontal alignment is as follows: 

-Allitmsin the stubalignwithcorresponding 
entries in the columns. Usually, numerical column 
entries are lower aligned and verbal column entries 
are upper aligned. 

Vertical Alignment A table's vertical alignment is as follows: 

- Stub items of the same level align flush left. 
If a stub entry is more than one line, the carryover 
line(s) is aligned flush left. Indent two spaces to 
indicate subordination. (See pp. 81-82r 

-- Numerical columns align flush right. 

- Verbal calms align flush left. 

A tabIe's appearance should enhance its meaning; the 
physical shape should organize information so its 
purpose is readily apparent. The central meaning 
behind every table is depicted by the relationship 
between the column heads, the stub entries, and the 
data in the cells within the body of the table. (See 
p. 85.) -Fijr proper emphasis, the key points being 
canpared are usually listed as calm heads 
(pp. 79-80), rather than as items in the stub 
(pp. 81-83.) 

When planning a table, ensure that it will fit conform 
to one of the standard image areas presented on 
pages 100-101 of the Visual Cannunication Standards. 
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Whenever possible, design a table so that it is longer 
than it is wide; avoid sprawling or misshapen tables 
that are difficult to read and almost impossible to 
typeortypeset. (A table that requires a 2-page 
spread costs 20timesmoretotypesetthan the same 
information arranged as a continuous table that runs 
for 2 pages because the typesetter requires extra time 
to arrange the former.) (Far a discussion of 
continuous tables and for suggestions on revising a 
misshapen table into a more concise and attractive 
layout, see pp. 92-93.) 

Avoid turning a table sideways unless the table was 
originally prepared that way by another organization. 
Such a table will be mounted onto a flysheet as camera- 
ready copy by an artist and requires a source note. 
(This is one of many instances that requires a source 
note, see p. 91.) 

-!mEm The GA0 design for presenting information in tabular 
form follows the modern publishing conventions of a 
simple arrangement for most of a table's elements. 
(See app. III for examples.) 

TABLE NUMBER The location of a table determines how to number it. 

- In an executive sumnary or the letter in a letter 
report, use Arabic nunerals (e.g., table 2 is the 
second table in an executive sumnary or a letter). * 

- - In the main body of a document, use a pair of Arabic 
numerals separated by a point. The first numeral 
indicates the chapter the table appears in; the' 
second numeral designates the sequence within that 
chapter. Number anew with each chapter (e.g., 
'table 2.3 is the third table in the second chapter). 

- In'anappendix, use accmbinationof Eamanand 
Arabic numerals. Number anew with each appendix 
k-g-, table II.3 is the third table in the second 
appendix). However, if an amndix consists of one 
table only and no text, the title of the appendix is 
the table title. (Do not nunber the table or give 
it a separate title.) - 

Nunber tables separately fKmn figures (e.g., charts, 
graphs, illustrations, or photographs). 
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- 

TABLETITLE The table title should briefly identify the table and 
is usually a short phrase, such as "-rating Expenses 
for Selected Day Care Services." 

Content 

Conciseness 

siting Style 

Avoid including information that is amarent fran 
skimning the table. (Inatabletitled nRecidivism 
Among Former InxWes Fran Six Different Institutions," 
delete "From Six Different Institutions" if it is 
redundant with the stub items. In a table titled 
"Effect of Agent Orange on Mice After 20 and 90 Lhys," 
delete "After 20 and 90 Days" if the column heads 
indicate the time intervals.) However, -times 
information such as a time period should be included in 
the title to enable the reader to easily locate a 
specific table in the table of contents. 

If a title requires a canplicated or lengthy 
explanation, mention the information in the narrative 
text or provide it in a general note to the table. 
(see p. 90.) 
- 

. 
- 

Do not include a reference mark with a title because 
thexperscripted letter is retained as part of the 
title when the table of contents is generated . 
autcmatically. 

Do not include editorial camnents in the title. 
Limia title to the facts; reserve discussion for 
the text (e.g., "High Degree of Recidivism Among 
Former Irnnates" should be revised to "Recidivism 
ATIO~ Former Inmates"). 

Phrase titles concisely by omitting articles, 
unnecessary phrases, and such obvious redundancies as 
"sumnary of, 'I "degree of," or "amount of" (e.g., in 
the title "Degree of Wcidivism Among EUmer Inmates,'* 
"Degree of" is not needed). 

Replace relative clauses with participles. (Instead of 
"Mnnber of Wfugees That mtered the Dnited States 
Illegally," write 'Wfugees Entering the United States 
Illegally.") 

Place the table title two spaces after the colon that 
follows the table number. 

The title may be underlined (although typesetting 
removes this underlining). 
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PAREmHEmcAL 
INE'ORMATION 

B3iting Style 

Use headline-style capitalization (i.e., capitalize the 
first letter of all important words and prepositions of 
four or more letters). 

Do not place a period after the title (even if it is a 
senGiice). 

Parenthetical information is used to present additional 
information that pertains to an entire table that the 
reader needs to know before reading it. Parenthetical 
information is often added to explain 

- the time period represented by the data (e.g., 
"calendar years 1986-88"); 

- how the information was obtained (e.g., "frcm 6 of 
10 hospitals"); or 

- limitations on the data (e.g., "excluding . . .'I). 

Ib not include the following as parenthetical 
infGation: 

- units of measure (e.g., "Dollars in Millions") (see 
section on headnotes that follows); 

a - an explanation referring to all the data within 
a specific colunn (see section on column heads, 
pp. 79-80); or 

- an explanation to a particular item in a table 
section on specific notes, pp. 90-91). 

(se 

Place parenthetical information imediately after the 
title. Enclose the data in parentheses, and use 
headlinestyle capitalization. Do not underline the 
information. 

When reviewing page proofs, check the table of contents 
to ensure that parenthetical information has not been 
included with table titles. 

Like parenthetical information, the headnote provides 
anexplanation that is importantenough tobe set above 
the table. Generally, the headnote is a short phrase 
that clarifies the similarity between all the items in 
the bcdy of a table. 
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Bditing Style 

COLUMN HEADS 

l 
Miting Style 

The headnote is most frequently used to indicate units 
of measurement, such as dollars, percentages, or metric 
tons. For consistency, put the unit of measurement 
first foll& by the word "in" to introduce the 
amount. The following examples illustrate how to 
phrase a headnote and demonstrate how it enables 
authors to eliminate the extra zeroes throughout a 
table in which all the figures end in three or more 
zeroes. 

Dollars in Billions (not) Billions of Dollars. 
Bushels in Millions (not) Millions of Bushels 
Acres in Thousands __ lnc=l Thousands of Acres 

(For other options to avoid repeating units of 
measurement, see also p. 84.) 

The headnote appears at the top of the table and is 
aligned flush left with it. Use headline-style 
capitalization. Do E use parentheses. 

A table must have at least two columns (one of which is 
the stub) and usually has more. Each column must have 
a head to indicate its subject. 

Keep column heads as brief as possible since their 
width affects the total width of a table. Wordy column 
heads appear topheavy. 

'lo ampress CO~LNIII heads, stack words into several 
lines, choose short words, and/or use familiar 
abbreviations. I%wever, do not use symbols (e.g., "$," 
"%,'I or 'I#"). 

CO~IXNI heads use sentence-style capitalization (i.e., 
only the first letter of the first word autanatically 
requires capitalization) and appear boldfaced when 
typeset. 

Align colunn heads as follows: 

- flush left over verbal text and 

- flush right over colunns of numbers. 
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Column Mtes 

N-ring Columns 

If any column head runs more than one line, - 
- do not use hyphens to divide words by syllables (use 

hyp&% only with hyphenated ozmpounds, e.g., 
"staff-day") and 

- ensure that all column heads have the same 
baseline (bottom line). 

If two or more columns represent different units of 
measure throughout their respective columns,.the 
respective columns may each contain a cdlunn note. A 
alumn note appears on the baseline of the appropriate 
coltlmn head and should be 

- enclosed in parentheses, 

- lowercased, and 

- aligned flush right with the column head. 

Avoid nunbering columns unless the text needs to 
nunerically refer to them. If numerical designations 
are required, the nunber for each colt should 

- be an Arabic numeral enclosed in parentheses, 

- be centered over the respective column, and 

- have a line beneath it that extends from that 
column~s left to right margins. 

Spanning Column Head Use a spanning column head (spanner) to provide 
information that aplies to two or more colllmns. A 
spanning columnhead should 

- use sentence-style capitalization, 

- be centered over the appropriate column heads, and 

- have a line beneath it that extends fran the left 
margin of the first applicable calm to the right 
margin of the last a@icable column (to help the 
reader understand which ~01~s the spanner applies 
to) l 
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STUB 

Stub Head 

Listing Stub Entries 

0 
Numbering Stub Wtries 

Subordinating Grouped 
Entries 

The stub, or column that is farthest left, contains a 
vertical list of categories about which a table's 
mlumns provide information. 

Like the other colunns in a table, the stub requires a 
head to clarify the comrron relationship between all its 
entries. The stub head uses sentence-style 
capitalization and should be sirqular in nunber. 

List items in the stub according to some logical 
sequence, such as 
- 

- 

- 

- 

alphabetical order; 

chronological order; 

frequency of an important variable (e.g., under 
the stub head "Cause of cancer," instead of 
alphabetically listing alcohol or drinking before 
smoking, smoking might be listed first because it is 
the leading cause of cancer); or 

classification into groups. 

Avoid numbering stub entries unless the text refers to 
them by n&r. If so, insert an Arabic numeral, flush 
left with the table's edge followed by a period and two 
spacesbefore the stubentry. 

I33 not put these numbers in parentheses. 

When stub entries are classified into groups, the stub 
needs a clear and consistent system to designate the 
division into major groups and subgroups. Because' no 
one system can be effective for the diversity of data 
in GAO tables, consult CB for advice in presenting data 
in a complex set of tables. 

Following, are sane general guidelines: 

- If a table has two or more levels of subordination, 
first-level stub &tries are often boldfaced. 

- Indent two spaces for each level of subordination 
that foe a first-level entry. (Avoid bulleting 
subordinate entries.) 
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- Do not add a colon after a first-level stub entry: 
theXentation of the items that follow shows their 
subordination. 

- Cells to the right of first-level stub entries 
should be blank because these entries serve as 
labels for the data beneath them. 

- Avoid more than three levels of subordination in a 
stub. lb reduce the cunplexity in a table that has 
mre than three levels of subcategories, 

- reorganize the table, 

- divide it into subtables through spanning 
subheads (see below), or 

Editing Style 

- divide it into separate tables. 

Use sentence-style capitalization for all stub entries. 

Try to express stub entries in parallel structure 
(e4bI the stub head "Type of position" might be 
followed by such entries as Vublisher," "Printer," and 
Quthor" but not "Publishing concern," "Operates 
printshop," and "Author"). 

Except for acronyms and information in explanatory 
notations, avoid using abbreviations and symbols in the 
stub. Write out expressions such as "dollars" or 
"percent." Whenever possible, write out the names of 
months. If the names of months must be abbreviated and 
space allows, use the verbal rather than numerical 
style in the stub (e.g., "Sept. 3, 1988" rather than 
"g/3/88"). 

Do not use the parenthetical expression "(Same as 
abcGG in the stub. (See pp. 73-74.) Do not use 
periods at the ends of stub items unless ticare 
sentences. 

Spanning Subheads Just as first-level stub entries visually divide a stub 
into classified groups, a stub can contain spanniq- 
subheads to divide a table into major sections. While 
both options help owz data within a table, the 
effect of a spanning subhead is greater because the 
spanner is centered. If two tables have identical 
calm heads, a spanning subhead provides a way to 
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- 

ozxnbine them. If a stub has several levels of 
subordinated entries, a spanning subhead provides an 
alternative that can reduce the stub's cunplexity. 

Ibnotrepeatcolilmnheads beneathaspanning subhead 
becze the spanner provides only a-visual division; 
the table's column heads still logically a=ly to all 
the data beneath them. 

Because a spanning subhead cuts across all the ~01~~s 
like first-level-stub entries, the cells in that row 
remain blank. 

Providing Explanatory If all the items in a given row share a cannon 
Notations designation (e.g., "at the end of fiscal year . . ." or 

"in Spanish pesos"), provide an explanatory notation 
imnediately after the appropriate stub entry to 
preclude repetition across the cells in that row. 

Use lowercase letters for a notation, and enclose it in 
parentheses. 

Even though abbreviations are rarely used in the stub, 
because these notations are enclosed in parentheses 
abbreviations are appropriate. 

Vertical Alignment mtries at the same level of importance vertically 
align flush left within the stub. 

If a stub entry runs for more than one line, align the 
camover line(s) flush left. 

Horizontal Alignment If a stub entry runs for more than one line, ensure 
that the data in the columns to the right align with 
the corresponding stub entry as follows: - 

- Numerical column entries are lower aligned. 

- Verbal calm entries are upper aligned. 

Theterm"'Ibtal" usuallyappearsin the stub. As an 
aid to the reader, "Subtotal" is often used if a table 
requires two levels of totals and "Grand total" may be 
used if a table requires three levels of totals. 

If numbers have been rounded to make patterns more. 
noticeable, provide a note, such as the following: 
"Columns may not add to totals because of rounding." 

Page 83 Gl-Q/OEC-87-1 Mitorial Style Manual 5/88 



Chapter 10 
'irables 

miting Style 

MEANS AND A-S 

All tctals align flush left, are initial capped, and 
are boldfaced to make them highly visible. Provide the 
appropriate symbol (e.g., "$") next to every number 
that represents a metary total. 

.T 
Like totals, these terms are usually used at the foot 
of the stub, are aligned flush left, and are initial 
capped and boldfaced. 

CLARITYOFNUMBEDS Convert all fractions to decimals. 

Percentages 33 make a,&olurul or row of nutibers more meaningful, 
consider adding corresponding percentages next to 
thE¶L If the related numbers are in a coknnn and space 
permits, provide a separate column of percentages. If 
space is limited, provide the corresponding percentage 
and percent sign beneath each nwnber and add the word 
"Fercent" in the stub. 

Units of Measure 

Do not use parentheses to indicate percentages kcause 
theFan be used for negative numbers. (See p. 88.) 

TW make the meaning of every n&r clear to the 
reader, be as specific as possible (e.g., "Bushels of 
Wheat" tells the reader more than "Wheat Production.") 

Express units of measure in the plural. 

In columns or rows containing different units of 
measure (e.g., under the general label *'COstrW the 
monetary value might reflect dollars, pounds, and 
pesos), place the appropriate symbol, abbreviation, or 
designation with each repeated sum. 

Whenever possible, avoid repeating units of measure 
(e.g., "Dollars in Billions") within a table. If the 
same unit of measure a=lies to all the numbers in 

- a table, use a headnote (see p. 79); 
- a specific column, indicate that in the column head 

(see p. 79) or use a ~01~ note (see p. 80): 

- two or more columns, use a spanning oolunn head (see 
p. 81); or 

- a row, indicate that in the stub (see pp; 81-83). 

Page 84 GAO/OFC-87-l mi.tori_dl. Style Manual 5/88 



Chapter 10 
Tables 

BODY 

Cell Alignment 

A table's body consists of the vertical columns to the 
.rightof the stuband belowthecolunnheads. !the body 

is -posed of individual cells, which represent the 
intersection between the colunn head and the 
corresponding stub entry. A table's meaning is 
conveyed to the reader through the information in the 
cells. 

To be readable, a table's cells must be precisely 
aligned, both horizontally and vertically. At a 
glance, a reader should be able to relate the 
information in a cell to its appropriate column head 
and stub entry. 

Horizontal 

Vertical 

l "Bnpt~ cells ' 

Align cells with the stub items to which they apply. 
If the stub has carryover lines, ensure that cells with 
nunerical entries are lower aligned and cells with 
verbal entries are upper aligned. (See p. 83.) 

Align a numerical ~llimn flush right and a text column 
flush left. Do not center cell entries beneath a 
column. 

Because the reader might think that the anission of 
information in a cell is an oversight, avoid "empty' 
cells except to ensure proper alignment in tables with 
either of the following: 

- first-level subhead(s) (see pp. 81-82) or 

- spanning subhead(s) (see pp. 82-83). . 

If a cell does not contain any information, provide an 
explanation by placing a reference mark (or a symbolic 
reference mark) (see p. 91) in the cell and by 
providing a corresponding table note to indicate the 
reason, such as 

- "data not applicable" (if the column heading does 
not apply to one of the items in the stub), 

- "data not available," or 

- "data not significant." 
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Do not do any of the following: 

- use a zero because this number signifies a definite 
amount (see below), 

- use "N.A." (which could be interpreted as either 
"not available" or "not applicable") or 

- use hyphens/bullets. (This former GPD practice 
has been changed because the convention was 
confusing to our readers.) 

Cells With Zeros If the quantity for x cell is zero, align a single 
zero flush right. If the first cell in a colmn of 
monetary value is zero, provide the appropriate symbol 
next to the first quantity that is not zero. 

Column of Cells With Align all nmbers, including zero, flush right. 
All WholeNumbers 

Column of Cells With 
Whole Nmbers and 
Decimal Fractions 

If the cells 
(e.g., "26") 
whole nmter 

- Align all 
points. 

- Carry all 

within a column contain both whole numbers 
and decimal fractions that are less than a 
(wh w.30w), do the following: l 
entries, except zero, on the decimal 

numbers (except zero) to the same number 
of decimal places by adding the appropriate nmber 
of zeros to the right of the decimal point (i.e., 
numbers should extend equally to the right edge of 
the column.) 

- Add a zero to the unit colmn to the left of each 
decimal fraction. 

26.00 
0.30 

0 
2.76 

cblunn of Cells With Follow all the rules in the preceding section except 
All Decimal Fractions the last one. 

.05 
0 

.05 
.10 
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Cells With Dates If the cells within a column have enough room, 
write out the names of months. If necessary, 
abbreviate or use nmerical designations, but be 
consistent. Use slashes to separate the month, date, 
and year (e.g., "10/12/88"); do not use hyphens (e.g., 
"10-12-88"). Align dates express in narrative form 
flush left. 

Mar. 4, 1986 
June 13, 1987 
Oct. 2, 1988 

Align dates expressed in numerical form flush right. To 
enhance readability, add zeros to single digit numbers. 

. 
10/23/86 1968 
08/19/85 1972 
12/05/86 1976-78 

If cells contain ranges of dates, see page 88. 

Cells .With Symbols 

0 

- 

- 

In a colunn containing all the same kind of figures 
(e4bI dollars), includae symbol with only the first 
cell entry and the total. (If the quantity of the 
first cell is zero, see p. 86.) 

Mathematical symbols (e-g., "+" or "-'I) that precedes 
figures in a column do not affect their vertical 
alignment. Place the s$&ls directly before the 
figures (i.e., do not insert a space). 

+20 
-6 
+5 

-14 

A column of cells consisting entirely of letters, 
letters and numbers, symbols, signs, or any 
cmbinations of these is called a symbol colmn. 
Align data flush left. 

Treatcolunns canposedofboth symbolsand numbers as 
figure columns and align them flush right. 

If letters are used as symbols, capitalize them so they 
won't be mistaken for reference marks. (See p. 89.) 
Supply a legend (see p. 89) to explain unfamiliar 
symbols, signs, or letters. 

Page 87 GZ?Q/OiC-87-1 SBitorial Style Manual .5/88 



Chapter 10 
Tables 

Cells With Ranges or Align inclusive nunbers, such ai "30-35" or "30 to 35," 
Double Fbws of Mmbers on the hyphen or the word "to." Align ranges or double 

rows of figures on the connecting hyhen or plus or 
minus signs. 

-87.14 + -3.98 
-20.28 + -31.70 

-2.30 + -27.00 

lb enhance readability, align ranges of dates on the 
. connecting word "to" (instead of a hyphen). If the 

dates are expressed in narrative form, align each 
co1u1111 in the range flush.left. If the dates are 
expressed in nunerical. form, align each calm in the 
range flush right. 'IQ enhance readability, add zeros' 
to single digit numbers. 

Mar. 4, 1988 to Mar. 15, 1988 10/16/87 to 12,'02/87 
June 13, 1988 to May. 1, 1988 01/06/88 to 03/12,'88 
*pt. 22, 1988 to Sept. 30, 1988 05/14,'88 to 11,'15/88 

In a double money column, align the range on the 
hyphens and the decimal points. Use dollar signs only 
in the first group of figures and the totals. 

$22.00 - .$48.50 
i,276.50 - 1741.75 

$1,298.50 - $1790.25 

Cells With Parentheses Avoid using parentheses to indicate negative numbers or 
or other data unless they are-needed to clarify 
information. If parentheses are used, provide a note 

a (see pp. 89-91) indicating their meaning. Ib not use 
parentheses to indicate percentages. (See p. 84.) . 

When some cells have nunbers enclosed in parentheses, 
align the ntirs on the right and/or on the decimal 
points (if applicable). Put the closing parenthesis in 
the gutter (i.e., the spacebetween thecolunns). 

($304,567) (1,589.25) 
(27,239) 10.50 

10,500 (35.75) 
(146,889) (225.25) 

($468,195) (1,839.75) 
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Cells With Words If a column consists entirely of narrative, try to 
express the text in parallel structure and align it 
flush left. Use periods only for sentences. If a 
column has combinations of words and nunbers, itmaybe 
aligned on the right or left, whichever looks better. 

Editing Style 

TABLENOTES 

A legend contains explanatory or descriptive 
information for symbols in a table's body. 

A legend follows a table's body and precedes any notes. 
Put each symbol and its explanation on a separate 
line. B not include a colon after the word "Lagend." 

Use sentence-style capitalization for both the term 
"Legend" and the explanations that follow the symbols. 
Letters used as symbols are usually capitalized. (See 
p. 87.) 

Phrase explanations concisely and use periods only if 
they are sentences. Try to express all explanations in 
parallel structure. 

If table notes follow a legend, double-space after the 
legend. 

Q = Questionnaire 
T= Telephone Survey 
o= Other 

Tables frequently contain notes to provide explanations 
that are too lengthy to include in the table proper 
t-g., notes are often used to keep column heads 
brief). However, minimize the n&r of notes and keep 
them as brief as possible. Tb avoid using too many 
notes, consider adding data to a calm head or adding 
a new column for the data. 

Order for Listing Notes The three basic types of table notes should be listed 
in this order: 

- general notes, 

- notes to specific parts of a table (the only notes 
that are lettered by using a reference mark), and 

- source notes. 
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Bditing Style The following guidance pertains to types of table 
notes: 

Place notes imnediately below the body of the table (or 
M lines after the legend if there is one), align them 
flush left,.and extend them to the right margin of the 
table. 

When practical, organize related notes into paragraph 
form rather than listing them separately. Single-space 
within a one-paragraph note; doubl+space between 
'paragraphs of the same note and between notes. 

Align carryover lines flush left. 

End every note with a period, even if the information 
is expressed as a phrase. 

If a note contains a number, treat the note as 
narrative text and follow the guidance in chapter 4. 

General Notes 

Specific Notes 

Use the word "Fbte*" or "N&es:" to introduce note(s) 
applying to the tile as a whole. These general notes 
might include remarks on data reliability, collection, 
or analysis, as well as the meaning of any nonstandard 
abbreviations used throughout the table. 

lbte : GAO has not independently verified the 
reliability of the data in this table. 

Use a specific note to add explanatory information to a 
particular item(s) in a table. This type of note may _ 
be used to add information to a table's column heads, 
stub items, or cells. Do not use a specific note to 
explain a table's title; instead use a general note 
that applies to the entire table and does not require a 
reference mark. (- P- n-1 

Begin each specific note with a superscripted reference 
mark that matches the appropriate item. Do not leave a 
space between a reference mark and a note. - 
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F&ference Marks m avoid confusion with nmrical data, tables 
generally use superscripted lowercase letters as 
reference marks for specific notes. 

To provide reference marks for specific notes, begin at 
the table's upper left and move across the table left 
to right, row by row. Place each mark inxnediately 
after the pertinent figure or word in a table. If an 
item reguires two separate table Ix)tes, separate the 
corresponding reference marks by a superscripted ~UTIKB 
with no interevening space. 

If a specific note applies to more than one item, 
use the same letter as a reference mark for 
corresponding items throughout the table. 

If the reference mark is the only item in a cell, place 
the superscripted letter representing the reference 
mark in the right-hand gutter. 

Begin reference marks with the letter "a" for-each new 
table. 

l . Symbolic eference Marks If a reader might mistake the meaning of lettered 
reference marks (e.g., in a table with mathematical or 
chemical egnations) , consider using the following 
series of traditional symbols: 
* asterisk 
t dagger 
tt double dagger 
§ section mark 
// parallels 
# nmber sign 

Ifmxe symbolsare ne&ed,theymaybedoubledor 
tripled in the same seguence. 

Source Notes 

- 

- 

If an entire table is reproduced without change fran 
another source, acknowledge this by introducing the 
note with the word Vource:" and the citation. If more 
than one source needs to be cited, group the references 
into one paragraph after the word "Sources:" 

If selected data are derived fran another source, 
acknowledge this by introducing the note with the word 
"SOurCe:" and such phrasing as the following:"Our 
analysis of USDA data." 
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coNTINucus TABLES A continuous table is any table that runs for more than 
one page. The guidance that follows applies to only 
camereready copy. 

If a continuous table requires the reader to turn a 
w9er "(cont.)" should appear 

cOlunn Heads 

- on the lower right-hand corner of the first page 
irfcnediately after the bottan of the table and 

- flush right with its edge, 

In a continuous table, the column heads (but not the 
table title) are repeated on successive pages. Use the 
same table format to keep alignment consistent. 

cOlumns of Cells With If any of the columns contain cells with symbols (see 
Symbols p. 87), the symbol at the top of each column is 

repeated. 

Notes While table notes are usually provided after the end of 
a table, consult with OPC's CF3 at the pageproof stage 
if a table's length suggests that the reader's needs 
would be better served by providing scxne notes on the 
lower right-hand side of each set of facing pages. e 

REVEZNGAMI- If a table's initial appearance is sprawling or 
misshapen, consider the following options to achieve a 
more attractive and concise layout. (See also 
"Conciseness," p. 73, and "Planning and Constructing a 
Table," pp. 75-76.) 

Consider reconfiguring a table by making the items in 
the stub into column heads or vice versa. Generally, 
the number of rows should be greater than than the 
nunber of colunns (i.e., a table shouldbelongerthan 
it is wide). 

If reconfiguring a table makes it unattractive, 
consider splitting a wide, shallow table by dividing it 
in half. Put the secondhalf under the first half and 
repeat the stub items. 

Double up long, skinny tables; run the table in two 
halves, side-by-side, and repeat the column heads over 
the secondhalf. 
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_ RJ3vIsINGcoLuMNs Make column heads as brief as possible by choosing 
short words -or familiar abbreviations or -stacking 
words. (See'p~. 79-80.) 

If a factor is ccmon to all the cells in a column, 
reduce the width of that colunn by incorporating the 
information in its head. (See pp. 79-80. ) 

If lengthy information pertains to only a few cells, 
consider providing refefence marks and a corresponding 
note to keep these cell entries as brief as possible. 
(see p. 90.) 

REVISMG THE STUB Decrease the width of the the stub column by phrasing 
entries more concisely and by allowing carryover 
lines, While acronyms are permitted and dates may be 
abbreviated if space rquires, avoid using symbols 
(e.g. r "$" or "%I*) and abbreviations except in 
parenthetical explanatory notations. (See pp. 82-83.) 

If any entry requires lengthy information, consider 
providing a reference mark and a corresponding table 
note to keep the stub as consise as possible. 
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- 

- 

-1CNAL TQ determine if a serial ccma should be used in the 
-NAr'5 name of a congressional ccmittee or subcmnittee, 

refer to the Congressional Directory or call the 
ccmittee. 

ADDRESSES 

See chapter 6 of GAO's Operations Manual, Supplement 
for Secretaries and Typists, for information on forms 
of address. See chapter 10 of the Report Manual and 
Design Implementation Bulletin 14 for information on 
transmittal letters. \ 
Whenever an address is provided, follow these policies: 

-- Do not abbreviate directions that are part of a 
street name. 

226 North Cameron Street 
8614 University Boulevard East 

-- Abbreviate section designations (e.g., "NW"); 
however, do not use periods. 

1789 M Street NW 

- Use periods when abbreviating post office box. 

P.O. Box 78 

Aldresses in Block When an address is expressed in block form (rather than 
E&m narrative text), 

- 

- 

- 

do not use a cama to separate a street name from a 
section designation; 

use the mstal Service abbreviations (which do not 
use periods) (see Words Into Type, p. 108); and 

insert two spaces between the state and the zip 
code. 

Example U.S. General Accounting Office 
441 G Street NW 
Washington, DC 20548 
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l . 

. . 

lam-OF-LINE EREXCS DO not separate nunbers, symbols, letters, or words 
fran the matter to which they pertain. Revise 
sentences to avoid other numerical breaks that imp&e 
readability. (Each of the following examples should be 
treated as a unit that may not be split at an end-of- 
line break.) 

Examples 

Namesand Dates 

$325.68 441 G Street NW 
page 29 33 percent 
pages 23-29 30 days 

' Avoid dividing first names, initials or middle names 
and surnames, and dates. When necessary, use the 
examples shown below as a guide. (Slash marks indicate 
the end-of-line breaks.) (See also ch. 4 on numerals, 
p. 38.) 

Mrs. Ann Marie/ Jones (not) Mrs. Ann/ Marie Jones 
Gnator Eric K./ Murphy (not) Senator Eric/ K. Murphy 
March 15,/ 1987 (not) March/ 15, 1987 

See Words Into Type, pages 139 and 481-87. Most 
foreign expressions that are now freguently used in 
English are no longer italicized (or underlined). Do l 
not underline "ad hoc" (i.e., follow the style of 
p.139 rather than that of p. 482). 

Provide a glossary when a docment contains many 
technical terms that must be used to precisely 
comnunicate a message. Explain all glossed words the 
first time they appear in the text, but generally avoid 
referring in the text to the glossary except in an 
introductory or background section, such as the 
objectives, scope, and methodology section in a GAG a 
report. (For guidance on using technical language and 
avoiding jargon, see ch. 4 of GAO's Writing 
Guidelines.) 

- Although a glossary is treated as back matter, label 
it as a glossary rather than an appendix. 

- List the glossary in the t&e of contents after the 
appendix(es). (See "Sequence of Matter in GZQ 
Products," p. 98.) 

- Use headline style capitalization for each term. 
(See Words Into Type, pp. 146-148, for guidance on 
capitalizing hyphenated ccqounds.) 
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- Begin each definition with a capital letter. 

- cry to use parallelism when phrasing definitions. 

- End the definition with a period (even if it is only 
a phrase). 

See the glossary at the end of this manual as a guide. 

While rarely used in 0 reports, indexes are most 
often included in a reference to enable the reader to 
locate specific information very quickly. Ebllcw the 
guidance in Words Into Type, pages 76-96. 

LISIS’ Present information as a list if it cannot be 
logically aligned horizontally and vertically. 

A list may occur in any product; in reports they may 
occur in the executive sumnary, the body of a chapter 
or letter report, or appendixes. 

To present material as a list, do the following: 

- Provide a title written as a head two (formerly 
called a first subheading), aligned flush left, and 
initial capped. 

- Follow the rules of style regarding tables except 
for numbering them. (List titles do not 
appear in the table of contents.) HoGer, if a 

--list consistutes an appendix, include the appendix . 
number and the title in the table of contents. 

Check with OPC's Composition Branch for assistance in 
presenting information as lists. For guidance on 
listing "F&ala&d GAci Products," see page 98. 

Whenever a word or a phrase modifies another w&d or 
phrase, the modification should be clear. The 
following guidance explains how to resolve two ComKln 
modification problems. 

DAN&INS MODIFIERS Dangling modifiers are imprecise because the word the 
modifying expression describes is not included in the 
sentence, Most often, dangling modifiers involve 
present or past participles (verbal adjectives) for 
which no doer of the action is mentioned. Present 
participles end in "ing,,, and past participles end in 
'I&,!' "en," or other irregular forms. 
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Draft Bample 

Revised Examples 

A dangling modifier is most often corrected by either 

- supplying thenounortheprorrounthephrase should 
modify or 

- rephrasing the verbal phrase as a dependent clause. 

While talking with agency officials, the issue of 
cross-matching canputer files was discussed. 
(Participial phrase dangles.) 

While talking withagency officials, we discussed the 
issue of cross-matching ccanputer files. (Sentence now 
contains the pronoun the phrase should mcdify.) 

While we were talking with agency officials, the issue 
of cross-matching mnputer files was discussed. 
(Verbal phrase is now a dependent clause.) 

MISPLACED MODIFIERS Pevise a sentence with a misplaced modifier so the 
modifying phrase describes the correct word. 

Draft Example Based upon the Navy's projection, the third simulator 
at Cecil Field would be needed for 2 years. 
(Asimulatorcannotbe "based upontheNavy's 
projection.") 

F&vised Example According- to the Navy's projection, the third simulator 
at, Cecil Field would be needed for 2 years. 

PB33REFEmxB - Consistent with Words Into Type (p. 131), use a hyphen 
to connect inclusive page references. (For example, 
write "pp. 63-64" instead of "pp. 63 to 64" or "pp. 63 
and 64.") 

PEINRl!I~OF!CEXl! Be surepagenumberingis consecutive through the end 
---- -of areport; do not renunber after the table of 

contents. 

P-CALB Like shortened footnotes, parenthetical references 

- imnediately follow the quotation or the information 
*se source they refer to and 

- include abbreviated bibliographical information 
(usually the name of the author or the work followed 
by a page number) or 
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- refer the reader to another part of the same 
publication; 

Unlike shortened footnotes, parenthetical references 

- are placed within the text, which eliminates the 
need for footnotes; 

- must be kept as short as possible to avoid 
interrupting the text's flow; and 

- generally precede internal sentence punctuation and 
follow end punctuation, except when parallelism 
dictates similar treatment. 

While sane of these programs limit their participants 
to these legal services (see table 4.1), others make 
educational and vocational services available as well 
(see table 4.2). 

Press releases are issued to notify the public of the 
potential safety problem and to obtain public 
information to help the Safety Administration determine 
the magnitude of the problem. (See p. 11.) 

-ON The following guidance clarifies sane points in Words 
Into Type. 

BRACKETS Consistent with Words Into Type, pages 212-13, use 
brackets to enclose parenthetical matter within text 
already included in parentheses. However, do not use 
brackets if their use would alter a legal citation. 

&ample 

corns WITH 
ITEMI!ZATIONS 

mce an institution has been identified (e.g., U.S. 
Government Printing Office [GPO]), use its acronym in 
subsequent references. 

Consistent with Words Into Type, pages 180-82, use a 
colon after an introductory statement (aanplete 
sentence) that includes the words "the following" or 
"as follows." If the introduction is not a cannlete 
sentence and depends on the listed items to can&ete 
it, do not use a colon. Never use a colon when a list 
immediately follows a verb or a-preposition. (Do not 
separate a verb or a preposition from its object.)- 
(See also ch. 4 on itemization.) 
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Ekamples Such factors as the following contribute to poverty 
among elderly wren: 

- Social Security benefits paid to a surviving spouse 
aretypicallytwo-thirdsof theamountreceived 
previously by the couple. 

- A divorced wcman's marriage must have lasted 
10 years to receive spousal Social Security 
benefits. 

- If the deceased spouse 
surviving spouse loses 

Foreign aid organizations 

-food, 

- clothing, 

- medical supplies, and 

- emergency eguipttent. 

had beenemployed, the 
theearnedincane. 

sent 

sEQtmJmoFcQslcrwIN The seguence of matter in the table of contents 
GmPxnxxs reflects the structure of the product. 

1. Transmittal letter (included in the table of 
contents if the product is a letter report) 

2. Executive sllnanary (if product is a chapter report) 

3. Chapters (if product is a chapter report) 

4. Appendix(es) 

5. Glossary (optional) 

6. Bibliqraphy (if footnote references require) 

7. Index (optional) 

0. List of tables (if any) 

9. List of figures, such as charts (if any) 

10. Related GAL) products (if included) l 
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Baseline 

Boldface 

Citation 

001UlUl 

~tin~!l!able 

Elipses 

Flush 

Flyleaf 

plysheet 

Gutter 

A word formed fram the initial letter or letters of 
each of the major parts of a qund term (e.g., 
radar). 

In tables, the bottan line of text that is stacked into 
more than one line. 

In tables, the vertical colunns, which consist of 
figures or text, that are below the colunn heads and to 
the right of the stub. 

A type with a heavy, dark face (e.g.,.the ter& in this 
glossary are in boldface). 

All lines after the first line of a particular entry. 

In a table, the single intersection of a row and a 
COlUIM. 

Reference to a source. 

A vertical row of information in a table. 

A word or group of words consisting of two.or more 
parts that work together to express a single idea 
(e.g. I "~tline" or "data base"). 

A table-that continues over'more than one page. 

'Ib reduce a photograph or an illustration to a desired 
size or eliminate extraneous details. . 

In quoted material, the three points (dots or periods) 
indicating an omission from the original text. 

In typesetting, lines set "flush left" are aligned 
vertically along the left-hand margin; "flush right" 
means the opposite. 

The traditionally blank page at the end of the book. 

A page in a document upon which information frcm an 
another sourceismounted. 

In tables, the spacebetween columns. 
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Head 

EdMne-Style 
capitalization 

He- 

Jargar 

R4atrix 

ChxCnalNder 

ParallelStructure 

Parenthetical 
Informtion 

eference Hark 

Rzle 

Sentenas-Style 
Capi~ization 

I SpamlngBead 

A word or series of words placed at the top of a CO~UIUI 
to introduce or categorize the information that 
follows. 

Capitalizing the first letter of all important words 
d prepositions of four or more letters. 

A short phrase located on the line that follows the 
table title and used to clarify the similarity (often 
units of measurement) between all the figures in a 
table (e.g., "Dollars in Billions"). 

Wrds that have a precise meaning in one field but when 
used in another context becane vague. 

Explanatory list of symbols used in a table or figure. 

A presentation of information organized into columns 
and rows (e.g., a table). 

A nunber indicating the place (e.g., first or second) 
occupied by an item in an ordered sequence. 

The expression of logically equivalent ideas in the 
same gramnatical structure, 

Information pertaining to an entire table that is 
placed in parentheses inmediately after the title. 

A group of two or more gramnatically related words. 

A footnote to a table; a superscript character (e.g., 
an asterisk) placed next to information to direct the 
reader's attention to an explanatory note following a 
table. 

A horizontal line used to separate information. (GAO's 
Visual Cannunication Standards permits only horizontal 
rules.) 

A horizontal line of information in a table. 

Capitalizing o&Ly the first letter of the first word. 

A head that extends across two or more column heads in 
a table. a 
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stub 

StubBead 

-w- 

Table 

Table Ncke 

'lkd%kicalIanguage 

The vertical column at the extreme left side of a 
table that lists items related to entries in the 
vertical columns to its right. 

The head over a table's stub. 

A small numeral, letter, or other symbol printed 
imnediately above and to the right of another 
character. 

Statistical qaterial grouped intc colmns and rows of 
data. 

An explanation that follows the body of a table because 
it would be unwieldy to include in a table proper. 

Special vocabulary of a subject used to precisely 
ccmmnicate among those knowledgeable in a particular 
field or discipline. 

The implied attitude toward the subject and the 
audience. 

- 

- 
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- "Acronym and Abbreviation List, 1983-1984,” Army 
Cannand and Management: Theory and Practice. Carlisle 
Barracks, Pa.: U.S. Army War College, 1983. Extensive 
list of Army acronyms and abbreviations. 

&nerican National Standards Carmittee. &nerican 
National Dictionary for Information Processing 
systems. Washington, D.C.: Cxnputer and Business 
Dquipnent Manufacturers Association, 1982. (Used by 
IMTEC wri.terMitors.) 

Barzun, Jacques. The Modem Researcher. New York: 
Haroxrt Brace Jovanovich, Inc., 1977. Written for 
authors of historical research papers. Discusses 
researching, writing, and revising a paper. (Available 
in GAO's Technical Library.) 

-Simple and Direct. New York: Harper & ww, 
1975. Discusses usage, writing sentences, and 
punctuation. (Available in Tachnical Library.) 

Baskette, Floyd K., Jack 2. Sissors, and Brian S. 
Brooks. The Art of Editing 3rd ed. -New York: 
Maanillan, 1982. Written f& newspaper copy editors. 
Discusses usage, style, headline writing, copy editing, 
layout, use of photographs, and proofreading. 

Brmge, Mary C. Writing Audit Reports. New York: 
McGraw-Hill, 1984. Excellent reference for GAO 
writer-editors. Discusses paragraph unity, redundancy, 
grammar problems, and punctuation. (Available in 
Technical Library.) 

Dorland's Illustrated Medical Dictionary. 25th ed. 
Philadelphia: y. B. Saunders Company, 1974. A handy 
source to check the spelling and meaning of medical 
terms, (Available in Technical Library.) 

Downing, Douglas, and Michael Covington, Dictionary of 
Canputer Terms. Woodbury, N.Y.: Barron's, 1986. 
Illustrated dictionary of carquter terminology. 
(Available in Technical Library.) 
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- Editorial Experts, Inc. Directory of Editorial 
Resources. Alexandria, Va.: Bditorial Experts, Inc. 
(issued annually). Lists dictionaries: style manuals: 
reference works on production, grammar, punctuation, 
usage, and writing; general reference works; 
periodicals; professional organizations; and training 
qportunities. 

Flower. Linda. Problem-Solvinc Strateaies for 
New York: Harcourt Brace Jovanovich, Inc., 

Discusses analyzing problems, knowing readers' 
needs, organizing ideas, and editing. (Available in 
Txhnical Library.) 

Follett, Wilson. Modem American Usage: A Guide. New 
York: Avenel Books, 1966. Consists largely of items 
arranged alphabetically; also discusses punctuation. 
(Available in Technical Library.) 

Frank, Marcella. Modem English: A Practical 
Beference Guide. Englewcod Cliffs, N.J.: 
Prentice-Hall, 1972. Contains detailed treatment of 
parts of speech, clauses, and phrases. 

Gamer, Diane L., and Diane H. Smith. The Complete 
Guide to Citing Govemnent Docunents. Bethesda, MI.: 
Qngressional Information Service, Inc., 1984. 
Contains thorough instructions on how to cite U.S. 
federal, state, and local docunents as well as 
international documents. 

Gibaldi. JoseDh. and Walter S. Achtert. MLA Handbook 
for Writers of Hesearch Papers, Theses, and 
Dissertations. 1st ed. New York: ModemLanguage 
Association, 1977. Contains a good discussion on 
footnotesand bibliographies. (Available in Technical 
Library.) 

Glossary of Abbreviations, Acronyms and Definitions. 
Crystal City, Va.: U.S. Department of the Navy, 
Acquisition/Logistics Management Training Center, n.d. 

Gocd,C.E;dward. Citing &Typing theLawz ACourse 
on Legal Citation & Style. Charlottesville, Va.: 
Legal Education, Ltd., 1983. Discusses citing 
statutes, court cases, legislative materials,- 
administrative law, and case law. (Available in GAO's 
Law Library.) 
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Gray, Dwight E. SoYouHavemWrite aTechnical . 
Report. Washington, D.C.: Information *sources 
Press, 1970. Explains how to write technical reports 
and abstracts. (Available in Technical Library.) 

Holccmbe,MaryaW., and Judith K. Stein. Writing for 
Decisionmakers: Memos and Reports With a Competitive 
Ed4e. Belmont, Calif.: 
Publications, i981. 

Lifetime Learninc 
Discusses knowing rehers' needs, 

analyzing problems, writing first drafts, and 
revising. Has good section on graphics. (Available in 
lechnical Library.) 

Hunter, Iaura Grace. The Language of Audit Reports, 
Washington, D.C.: GAO, 1957. Covers jargon, weak . 
sentences, unnecessary use of passive voice, and showy 
language. (Available in Technical Library.) 

Hutchinson, Lois Irene. Standard Handbook for 
Secretaries. 8th ed. New York: McGraw-Hill, 
Has gad section on prepositions canbined with 
words; covers gramTlar, usage, and punctuation. 
(Available in Technical Library.) 

Kett, Merriellyn, and Virginia Undeti.' Haw to Avoid 

1969.1 
other 

Sexisn. Chic&o: Lawrence Ragan Carmunications, Inc., 
1978. -Discusses use of generic "he'* and contains 
substitutes for sexist constructions, 

Langan,John. Sentence Skills: A Workbcok for 
Writers. New York: McGraw-Hill, 1983. Discusses 
gramnar, usage, punctuation, and sentence variety. 

A Manual of Style. 13th ed. Chicago: University of 
Chicago Press, 1969. A widely used manual that 
includes detailed sections on-words, punctuation, and 
documentation. 

The New York Times Manual of Style and Usage, ed. Lewis 
Jordan. New York: Times Books, 1976. mntains items 
arranged alphabetically. Covers punctuation, 
gramnar,and geographical and political terms. 
(Available in Technical Library.) 
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O'Hayre, John. Gobbledygook-Has Gotta Go. U.S. 
Department of the Interior, Bureau of Iand Management. 
Washington, D.C.: U.S. Government Printing Office, 
n.d. Good discussion of how to write clear, strong 
sentences and eliminate jargon. (Available in 
'Ilechnical Library.) 

Producing Organized Writing & Effective Reviewing: 
HWER. 5th ed. Washington, D.C.: GA0. Reviews 
writing principles that are essential for producing 
audit reports. (Course text is available frwn the 
GAO Training Institute.) 

Roget's International Thesaurus. 3rd ed. rev. New 
York: Thanas Y. Crowell Co., 1962. A useful 
dictionary of synonyms for writers and editors. 

Sabin, William A. The Gregg Reference Manual. 5th ed. 
New York: M&raw-Hill, 1977. Good general reference 
on gr-r and usage; has glossary of granunatical 
terms. 

Strunk, William, and E. B. White. The Elements of 
_ Style. 3rd ed. New York: MaQnillan, 1979. Discusses 

usage and writing clear sentences. (Available in 
Technical Library.) 

Tufte, Edward R. The Visual Display of Quantitative 
Information. Cheshire, Conn.: Graphics Press, 1942. 
Excellent reference on how to use graphics to present 
statistical information. 

'llurabian, Kate L. Manual for Writers of Term Papers, 
Theses, and Dissertations. 3rd ed. rev. Chicago: 
Universitv of Chicago Press, 1967. Good reference 
on foot&es and bibliographies. (Available in 
Technical Library.) 

A Uniform System of Citation. Cambridge, Mass.: 
Qlunbia Law &view, Haward Law I&view Association, 
1981. Discusses citing statutes, court cases, 
legislative materials, administrative law, case law, 
international materials, books, pamphlets, periodicals, 
and unpublished materials. (Available in Law Library.) 
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The Unite& States Gove lrrment Manual. Washington, D.C.: 
GKI (issued annually). Lists names and titles of 
principal U.S. govenment officials, quasi-official 
agencies, and selected multilateral organizations; 
contains organization charts. (Available in Technical 
Library.) 

Webster's Guide to Abbreviations. Springfield, 
Mass. : Merri-ebster, Inc., 1985. Identifies comnon 
abbreviations and contains cunnonly abbreviated words 
and phrases. 

Webster's Standard American Style Manual. Springfield, 
Mass. : Merriam-Webster, Inc., 1985. Clearly explains 

. and illustrates the basic conventions of style. 

Wilson, F&ert F., John M. Kierzek, and M. Walker 
Gibson. The Maanillan Handbook of English. 7th ed. 
New York: Macmillan, 1982. Good general reference on 
grammar, usage, punctuation, and writing sentences. 
(Available in Technical Library.) 

Writing Guidelines. Washington, D.C.: GAO, 1986. 
Contains chapters on the writing process, developing 
effective paragraphs, revising sentences for emphasis, 
presenting conclusions, achieving appropriate tone, and 
using technical language. Contains useful checklists 
and worksheets. (Available fron Distribution, 
room 1000.) e 
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