Lapidus Magazine House Style

For Contributors

1. Wordage

Articles should be no more than 2500 words.

Reviews should be limited to 750 words. 

Poetry submitted should have a clear link with Lapidus' aims and objectives.

2. Layout

Typeface and Size

Where possible, work should be submitted in Times New Roman, size 12.

Paragraphs

All paragraphs should be left-only justified. 

Any ‘further reading’ or 'references' paragraphs should follow the main text, in roman. These should be indicated by ‘Further reading:’ or 'References:' in normal text with information running on.

Informative paragraphs at the end of main pieces should be set in italic with a line space above.

3. Punctuation

Full Points

The stop at the end of a sentence is always followed by one space, never two.

Quotation Marks

Use single quotes throughout, except when quoting within single quotation marks. Then use double quote marks.

Apostrophes
Do not use an apostrophe for plurals:

The job of PCs in the 1990s became difficult. (correct)


The job of PC’s in the 1990’s became difficult. (incorrect)

Ellipses

Ellipses are made up of three dots only. They should never be preceded or followed by a full point, comma, colon or semicolon.

4. Numbers

· Write out numbers one to nine as words unless they relate to a unit of measurement or are linked by a dash: 

7pm, £2, 9km, 5–14

· Write out a number if it starts a sentence.

· Put commas in thousands: 1,000
· Write out ordinal numbers: first, eleventh. Over 100 use numbers, keeping the ‘st’ on the same line: 101st
Units of Measurement

· Avoid the decimal place in money, unless absolutely necessary: £1 not £1.00 and 99p not £0.99. But, It cost me £3.57 would be correct.

· £6.3 billion, not £6,300,000,000 (one billion is defined as one thousand million)

· Dollars are assumed to be US, unless otherwise indicated, eg NZ$.

Dates

· Write out as 17 November 2002 or Sunday 17 November 2002
· The 80s
· 1990s

· The 21st century

· The class of ’89
· 1995–2002, but 1955–6
Time

Write out as eleven o’ clock, but if using a number make sure ‘am’ or ‘pm’ follows without a space and no full points.


It was 11.57pm when the gunshot was heard.

5. Abbreviations

Upper-case

Do not use full stops between the capital letters of the abbreviation: BBC, not B. B. C.

Write out the name of an organisation in full the first time you use it (unless it is universally recognisable, e.g. the CIA), using capitals for the key words only, and place the abbreviation or acronym in brackets after it: the Department for Culture, Media and Sport (DCMS). From then on just use the abbreviation or acronym. 

Lower-case
Use full points without spaces where abbreviations are used within the text, but note that abbreviations that retain the first and last letters of a word do not take a full point.


St, Mr, Mrs, Dr, Ltd

If the abbreviation does not end with the final letter of the full word, then it should have a full point. Circa, however, is abbreviated as c only.

Initials

Use a full stop followed by a space: E. B. White.

Measurements

Metric and imperial measurements are never followed by a full point, and plurals do not have ‘s’. Use the abbreviation when preceded by numbers in the text. 

In text set in the present and recent past, use metric measurement, but note that miles is still held to be more acceptable than kilometres as they remain in common use, particularly on all British road signs and maps.

While consistency within the text is crucial, do not try to change common expressions to metric, but leave as ‘tons of love’, ‘within an inch of his life’, ‘you live miles away’, etc.

6. Italics

Italics should be used sparingly for emphasis. 

Use italics for foreign words, but check whether thay are now accepted in English.

Use italics for titles of newspapers and magazines, although the definite article of a newspaper is usually in roman lower case. 


Titles of books, plays, films, TV programmes, records or CDs, ships and works of art are all in italic, but not short stories, songs or extracts. These should be in quotation marks.

7. Citing References

Be consistent with this form: Author, X. Y., Title, Publisher, year of first publication, page number

An item of a bibliography will follow the exact format above, omitting the final comma and page reference.

8. Preferred Expressions

Language used to describe people should be inclusive, inoffensive and person-focused. 

Do not use gender-specific language unless you are referring to one sex in particular. Use plurals, plural pronouns or the person’s profession to avoid ‘he/she’ awkwardness. 
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