HOUSE STYLE FOR NYU Libraries  - A Work in Progress (2-24-03) updated (7-14-05)

What is House Style?
House Style attempts to standardize various spellings and forms of words. Common NYU Libraries' grammatical quandaries are also addressed. Standardized style is part of a more polished published face and it can also help save time. 

This House Style Sheet is an organic document intended to grow and change over time to meet Library needs; its usefulness and accuracy depends on library-wide participation and cooperation. The House Style Sheet is now 8 pages; this is only a beginning. Please suggest frequently confused terms and words to the Web Administrator, joanna.dipasquale@nyu.edu

What does the House Style Sheet mean to me?
Publications and web pages typically seen by users should comply with the Style Sheet.
If you disagree with a particular choice that was made on the Style Sheet and want to recommend another standard, please contact the Sheet's maintainer. (The Style Sheet does not claim to be the ultimate authority for what is correct, just a means of smoothing out our own communications to the public. It is a work in progress and you are invited to add commonly used but frequently confused words and terms to the Bobst Library Web Administrator.)
How to Use the House Style Sheet 

If there is no Note for a term, the term is in the standard form. (Some standard terms are further clarified with a Note.)
If a term is non-standard, you will be referred to the correct form with a USE note.

General Pointers

· Beware of library jargon (such as "monograph") & overuse of info-age jargon (such as the prefix "e-"). Be sensitive to the clarity of the context and the character of the audience. Words such as "resource" and "access" can sometimes be poorly understood by users.

· When describing collections, be careful not to over-differentiate among materials. Consider what is essential. 

· Instructional or policy-related materials can often be improved by rewriting them into the second person.

Beware of long paragraphs; try to “chunk” your content into digestible bites. Our usability testing demonstrated that users “scan” a web page instead of reading it like a book or newspaper.  See Writing for the Web: Guidelines for NYU Libraries at http://www.nyu.edu/library/bobst/info/instruct/webwriting/webwriting.htm

House Style Sheet

	Term/Issue
	Note

	Access Services
	USE Library Privileges

	A-level
	USE Lower Level 2.

	alumni/ae
	Try to use this form in prose. "Alumni" approved for special short text uses (such as link names).

	Arch
	USE the Arch. Capitalize “The” only at the beginning of a sentence.  Refers to Bobst Library’s search tool for databases and e-journals.

	Archives
	singular noun

	Ask A Librarian
	USE italics whenever possible and no hyphens; capitalize each word.

	audio cassette, audio-cassette
	USE sound cassette. USE sound recordings when you want to refer to CDs, LPs, and sound cassettes in general.

	Avery Fisher Center for Music and Media
	USE full name to introduce Center but okay to shorten it to Avery Fisher Center (2nd floor of Bobst) when context and function of center have already been clarified.

	B-level
	USE Lower Level 1.

	BobCat

BobCatPlus
	 USE BobCat, note upper case C. Please note that we have discontinued use of BobCatPlus



	Bobst Library
	USE this shortened name in most cases. USE Elmer Holmes Bobst Library when initially describing the main library for the university.



	Books24x7
	the "x" is lower-case

	Business & Documents Center
	

	catalog
	  

	catalogue
	USE catalog, not catalogue 

	CD ROM, CDROM, 

CD-ROM
	USE CD-ROM

	CDs , CD's
	USE CDs for plural

	Christmas vacation
	USE winter recess 

	Coles Science Reference Center
	USE Coles Science Center

	Collection Services
	"Collections" is plural. USE Collections and Research Services..

	compact disc
	 

	compact disk
	USE compact disc 

	copy card
	 

	copycard
	USE copy card 

	data
	plural, ex: "the data prove…"

	data base, data-base
	USE database

	desk top, desk-top
	USE desktop

	Digital Library Services
	

	download, n. or v.
	one word, no hyphen

	DVD's
	USE DVDs for plural

	ERC
	Use when it’s already clear that you are referring to the Electronic Resources Center on the B-Level of Bobst

	e- or electronic
	Make sure context is clear. Consider audience and whether the concept is familiar.

	e-book,
how to capitalize
	when at start of sentence or in title: "E-book" (do not capitalize the "b") 



	ebook
	USE e-book

	e-journal, 
how to capitalize
	when at start of sentence or in title: "E-journal" (do not capitalize the "j")

	email
	 USE e-mail with a hyphen.

	e-mail
	

	EndNote
	note capital "N"

	e-reserves
	when at start of sentence or in title: "E-reserves" (do not capitalize the "r")

	e-resources
	when at start of sentence or in title: "E-resources" (do not capitalize the "r")

	EZProxy
	One word, no hyphen, first 3 letters capitalized.

	Fales Library
	

	FAQ
	not "FAQ's" for a single set of questions. When referring to more than one set of questions, it would be "FAQs"

	Fax
	do not capitalize (e.g., not "Fax" or "FAX") in midsentence

	full-text, fulltext
	USE full-text – with a hyphen. It’s normally used as a modifier.

	General, Humanities & Social Sciences 
	

	Information Technology Services [ITS]
	USE when introducing existence of this unit. Do not use ACF (obsolete).  For possessive, use ITS’s. When referring solely and specifically to Bobst Library’s IT department, use LITS

	inter library, inter-library, interlibrary
	USE interlibrary

	Interlibrary Borrowing
	USE when referring to service where the NYU Libraries procure books from other libraries for members of the NYU community 

	Interlibrary Loan
	USE when referring to service where the NYU Libraries lend our own materials to members of the outside world  or to the department/general service in Bobst Library

	Internet
	capitalize Internet as a noun, but not as adjective (ex: "internet resources")

	ITS
	USE when it’s already clear that you’re referring to NYU’s Information Technology Services.

	JSTOR
	No hyphens; note all capitals.

	laser disc
	 

	lend
	this is the correct verb to use--"loan" is a noun only 

	Lexis-Nexis
	 

	Libraries'
	USE apostrophe in constructions such as "Libraries' web site," "NYU Libraries' policy," etc.

	Libraries, the
	ALWAYS capitalize the word "Libraries" in "the NYU Libraries" or "the Libraries" when NYU Libraries are meant (but do not capitalize "the" midsentence).

Wrong: "Please visit The [NYU] Libraries."

Right: "Welcome to the Libraries."

	Libraries, the
	plural. Ex: "The Libraries are eager to support your research….”  

	library, as adj.
	ok to use as adjective, but do not capitalize it

	library, the
	lower-case "the library" even when referring to a particular library

Ex: "Courant Library is located in Warren Weaver Hall. The library collects material on mathematics." 



	Lower Level 1


	Refers to first subterranean level of Bobst, one flight down from street level.  Use full name to introduce the area, but okay to shorten to LL1 when context and function of area have already been clarified.

	Lower Level 2
	Refers to second subterranean level of Bobst, two flights down from street level.  Use full name to introduce the area, but okay to shorten to LL2 when context and function of area have already been clarified.

	log in
	as verb: two words



	login
	as noun or adjective: one word. Ex: "the login screen"

	LPs, LP's
	USE LPs

	media collections
	...include CD-ROMs, videotapes, films, DVDs 

	New-York Historical Society Library
	Note hyphen between New-York and add “The”.  USE The New-York Historical Society Library

	NYU 
	USE "an" not “a” as article with "NYU." Ex: "an NYU thesis." (The general rule is that you choose the article based on the way the acronym is pronounced.)

Don't include periods in "NYU."

	NYU Libraries, the
	plural. Ex: "The NYU Libraries are creative partners…."

	NYU-Net
	 

	OCLC FirstSearch 
	note capital "S"

	Off site
	

	Office of the Dean of Libraries
	

	on line, on-line
	USE online 

	online
	 

	on site
	 

	onsite
	USE on site

	photo copy, photo-copy
	USE photocopy

	ProQuest Direct
	Note capital “Q”   

	proxy server
	

	remote access
	

	research guides
	USE when referring to the guides that highlight and describe key resources (including encyclopedias, dictionaries, article databases, and more) available in Bobst Library in 57 subject areas. See also Subject Web Pages.

	semesters
	fall, spring, summer – do not capitalize

	services
	All units ending in "Services" are treated as singular within sentences: "Public Services provides you with the latest information," "Technical Services catalogs electronic resources."

	SFX
	

	sound cassette
	USE this terminology when referring to a cassette tape rather than "audio cassette” because this is the term used in our catalog.

	sound recordings
	USE this when referring to the general category of CDs, LPs, and sound cassettes.

	staff, n. 
	This collective noun generally sounds better when it is used as a plural, e.g. “staff assist students who need lockers…..”  

	The Studio for Digital Projects and Research
	USE this complete name when introducing this facility/service on the 2nd floor of Bobst Library. Use the shorter version, The Studio, after the full name has already been introduced.

	subject web page
	USE to refer to those pages created by librarian subject specialists that provide links to information in a particular discipline, including: class websites, Internet resources, databases, electronic journals, professional websites and librarian-recommended resources. Subject web pages also include a link to research guides. Research guides list key Bobst Library resources in a specific subject area.

	Tamiment Library
	Do not use Tamiment Institute Library.

	telephone numbers
	USE  hyphens between each set of numbers, e.g., 

Ex: "212-998-1234" 

(When set off on the page as in letterhead, mastheads, etc.)

	telephone numbers, use of area codes with
	Include area codes in all publications which could be conceivably viewed by those not in NYC--that is, include the area code on the Web & in brochures & other widely distributed materials. 

N.B. area codes will be required even for local calls after February 1, 2003.



	titles (for jobs)
	ask Human Resources staff for official list of job titles when in doubt

	U.N. Collection
	USE periods and no space between initials.

	URLs
	 

	URL's
	USE URLs for plural

	URLs, how to represent
	Include the http:// 
(note that using http:// in Eudora makes the URL clickable)

Do not include a final slash after the last directory:

Correct: http://library.nyu.edu
Be sure to include http://

If URL goes over a line in length, break after a slash--do not use hyphens to indicate continuation. 

	U.S. Documents
	USE periods and no space between initials.

	VBL
	USE NYU Virtual Business Library.

	VCRs
	 

	VCR's
	USE VCRs for plural

	versions: electronic,  web
	electronic version: describes resources such as CD-ROMs that are electronic but not online (networked)
web version: describes resources that are in HTML & can be accessed through a web browser. This is the most specific term.

	video cassette, video-cassette
	USE videocassette

	videocassette
	 

	videotapes
	may want to decide which to use: videotapes or videocassettes

	Wagner Labor Archives
	USE this short title unless you’re describing it in some depth; in that case, use Robert F. Wagner Labor Archives in the introduction.

	Web, the, n.
	capitalize Web as a noun, but not as adjective (ex: "web site") 

	Web site, web-site, website, web site
	USE web site

	World Wide Web, the Web; nouns
	Capitalize as nouns

	WWW
	USE all capitals and no periods
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