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Mekong Wetlands Biodiversity Conservation and Sustainable Use Programme

Staff Guidelines for Editing, Formatting and Writing

May 2006
Regional Communications

Introduction

The following reference notes and word lists are intended to provide simple and concise guidelines for Mekong Wetlands Biodiversity Conservation and Sustainable Use Programme (MWBP) staff to produce quality products and ensure consistency of language use, referencing and formatting.
For cases where this guide does not provide advice please refer to: Stilman, A. (1997) Grammatically Correct: The Writer's Essential Guide to Punctuation, Spelling, Style, Usage and Grammar, Writer's Digest Books, Ohio
For spelling, please refer to: Soanes, C. & Stevenson, A. (2004) Concise Oxford English Dictionary Eleventh Edition, Oxford University Press, Oxford.

Your National Communications and Training Coordinator, and Outreach Officer have copies of both of the above listed books.
QUICK TIPS
· Set your MSWord spellchecker to English (UK).
· Use clear, simple language which keeps to the point. 

· Explain all acronyms and abbreviations. 

· Try to stick to one main idea in a sentence. 

· Keep sentences short. This does not mean making every sentence the same length. Be creative. Mix short sentences with longer ones.
· Use active verbs – they are livelier and more personal. 

· Use bullet points. 

· Underline sparingly. Underlining can confuse people with poor eyesight. 

· Avoid using BLOCK CAPITALS. Groups of capital letters are harder to recognise than lower case letters. Use a larger point size or bold type instead. 

USING THE ENGLISH LANGUAGE
MWBP uses British English.
The MSWord spellchecker set to English (U.K.) will accept the “ize” and “ise” word endings as both are considered acceptable spellings (e.g. recognize and recognise), however, to standardise use in MWBP documents and reports, ensure that only the “ise” endings are used. You may need to use the Find/Replace feature to search for occurrences of “ize” and change them to “ise”.
	British
	American
	Comments

	-our

	colour

harbour

armour

odour

honour

humour
	color

harbor

armor

odor

honor

humor
	Note that "glamorous", "humorous" are the same in both. 
"Pearl Harbor" is a proper name and should remain spelt the American way. 

	-re

	fibre

theatre

centre
	fiber

theater
center
	When “Center” is part of a proper name it retains its spelling, as would a specific theater in the United States. Theatrical and central are the same in both. 


	British
	American
	Comments

	-gue

	analogue

catalogue

dialogue
	analog

catalog

dialog
	Tongue and vogue are the same in both.

	Double "l"

	travelled

signalling counsellor
enrolment

fulfilment

skilful
	traveled

signaling counsellor
enrollemnt

fulfilment

skillful
	Americans sometimes use the British spelling (compelled, rebelling and excelled..

	-ce

	defence

pretence

offence
	defense

pretense

offense
	Advice (noun) and advise (verb) keep their British spellings in American usage, but there is no word "practise" in American English. "Practice" is the spelling for the noun and the verb. 

	-t endings in past tense

	dreamt

spelt

learnt
	dreamed

spelled

learned
	The -ed forms of these words are also seen in British English, but the -t form is rarely seen in American English. 


	Greek derivations

	encyclopaedia

foetus

archaeology mediaeval
	encyclopedia

fetus

archeology medieval
	"Encyclopedia" is becoming universally acceptable. Americans do use the British aesthetics and amoeba, but esthetics and ameba are just as common. 

	Specific spellings

	backwards

forwards

afterwards
	backward

forward

afterward
	Both forms are interchangeable in both forms of English, as long as consistency is maintained. 



	aluminium

cheque

grey

plough

programme

speciality

sulphur

tyre
	aluminum

check

gray

plow

program
 

specialty

sulfur

tire
	Some American words sound the same as their British equivalents, but are spelt differently.




Capitalisation

Capital letters is for starting sentences and for important entities. Some creative uses of capital letters do exist (see page 266, Stilman), however these are not generally used for scientific writing.

The main use of capital letters is to begin a sentence, after a full stop, question mark or exclamation mark. Capital letters are also used for well-known events or entities titles and identifiers, and abbreviations/acronyms. Most important, though, is to be consistent, e.g. do not use the Mekong River in one section, and change to the Mekong river in another section.
Examples, note the underlined letters:

Travelling along the Mekong River, one might be lucky to see an Irrawaddy Dolphin.
Paul is a Project Officer for the MWBP.
Attapeu Province is the demonstration site of the programme.
MWBP QUICK REFERENCE Spelling List
A

above-mentioned, aforementioned
aluminium

aquaculture, aquaculturist

B

baseline

barefoot, bare-handed

beehive, beekeeper, beekeeping, beeswax

biannual (twice a year), biennial (every second year)

brood fish, brood hen, broodstock

buffalo, pl. buffaloes

bycatch, bypass, by-law, by-product

C

cash crop, cash flow

catalyse (not catalyze)
cattle breeder, cattle feed, cattle hide (but cowhide), cattle owner

cheque (not check)
child-bearing, childbirth, child care

clear-cutting, clear-cut, clear-fell, clear-felling

corn – maize, grain or cereal preferred, but corn on the cob and sweet corn

cropland

D

data always use as plural (singular is datum [as in datum line])

data bank, data file, data sheet but database

daylight, daytime, day-to-day, but from day to day

decision-maker, decision-making

deforest, deforestation

demand-driven

developing countries (not Third World)

dialogue (not dialog)
dyke (not dike)
E

end use, end user, end product but end-point,

enquire, enquiry (not inquire, inquiry)
F

farmhouse, farmyard, farmland, farmhand, farm worker
feedback, feedlot

fertiliser

First World – avoid, use industrialised countries

first-rate, first-hand, second-hand, but at first hand

fish, pl. fish unless referring to more than one species of fish

fish culture, fish farm(ing), fish farmer, fishing gear, fish oil, fish pond, fish seed, fish stocks

fish-liver oil, fishmeal, fishnet

floodgate, floodplain, floodwall, floodwater, flood tide

flowchart

food-borne

food crops (not foodcrops)
foodgrain(s) (for human consumption)

feedgrain(s) (for animal consumption)

foodstuff(s), feedstuff(s) as above

foot-and-mouth disease (abbrev. FMD)

forest land

G

gene bank, gene flow, gene pool

gillnet

government (lower case when general; upper case when a specific government is named, e.g. the Government of Italy, the Italian Government but the government passed anti-inflationary legislation)

grain-fed

gram [abbrev. g] (not gramme)
grassroots

ground cover

H

handicraft, handcraft, handline (fishing term)

hillside, hilltop

home care, home-grown, home-made, homespun

I

inbred, inbreeding, inbuilt

in-country, in-depth, in-house, in-service

J

Jr (not preceded by a comma and not followed by a full stop, e.g. John Jones Jr)
K

kilogram [abbrev. kg] (not kilogramme)
L

labour force, labour-intensive, labourer

landfill, landholder, landowner, landownership, landlocked, landmark, land mass, land mine

land-poor, land use, land-use planning

leaseholder

least-developed countries (abbrev. LDCs)

life cycle, life span, lifelong, lifestyle, lifetime, life-saving

litre (not liter) avoid abbreviating (unless combined with a prefix, e.g. ml for millilitre)

long term (n.), long-term (adj.)

M

marketplace

midsummer, midway, midweek

millennium

mollusc

Mr, Mrs, Ms (not followed by a full stop)
N

nationwide

nighttime

no one

north, northeast, northeastern, northern (capitalised when part of a proper name or political

grouping, e.g. North Atlantic, North Africa, Northern Hemisphere; lower case for direction or

geographical grouping, e.g. northern Africa)

notebook

O

off-farm

offline, offshoot, offshore, offset, off-season, off-site

oil-palm, oilseed

ongoing (no hyphen)

online, onshore, on-site

organise, organisation
P

paddy rice, paddy-field

policy-maker, policy-making

programme (not program)
prototype

Q

quasi (avoid where possible; if necessary to use, hyphenate, e.g. quasi-official)

R

R&D (abbrev.) research and development

rainfall, rainfed, rainstorm, rainwater but rain forest

record-keeping

recur, recurrence (not reoccur or reoccurrence)
regime (no accent)

river bed, riverbank, riverside

runoff

S

sandbank, sandstorm, sand dune

sectoral (not sectorial)
shortfall

short-lived, short term (n.), short-term (adj.), short wave (n.), short-wave (adj.)

shutdown (n.), shut-down (adj.), shut down (v.)

side-effect, sideline

siphon (not syphon)
spreadsheet

staff (a collective noun, which takes plural verb for individuals, use staff members)

state (lower case when referring generally to nations or divisions of a nation; upper case when a specific state is named, e.g. State of New York; but state-owned enterprise

supersede (not supercede)
T

takeoff (n.), take off (v.), takeover (n.), take over (v.)

task force

teamwork

test run

Third World – use developing countries

time frame, time lag, time limit, time scale, time series, time-saving

tonne – tonne refers to metric tonne; avoid ton unless referring to shipping vessel tons

top-down

tyre (not tire)
U

update, up-to-date, but bring up to date

upgrade, upland, uproot, uprooted, up-river

usable (not useable)
V

value added (n.), value-added (adj.)

vaporise, vapour-burner

video camera, video recorder, videotape, videocassette, video-display

Viet Nam but Vietnamese

W

	Water words closed up
	Water words open

	wastewater
	water buffalo

	waterbird, waterbody
	water level

	waterborne
	water hole

	watercourse, waterfall
	water supply

	waterfowl
	water table

	waterline
	water flea

	watermark, watermelon
	well water

	waterproof
	drinking water

	watertight, waterway
	tap water

	freshwater, saltwater
	water power

	groundwater
	water soluble

	waterweed
	water tower


weekday, weekend

while (not whilst)
who (not whom)

wildlife

workday, workforce, workload, workplace, worksheet, workshop but work plan, work site

World War II – avoid; use Second World War

worldwide

Y

yearbook, year-end, year-long, year-round

Z

zeros (not zeroes)
Italicised Words

	Italicised
	Not Italicised

	et seq.
	ad hoc

	ex ante
	ad lib

	ex post, ex post facto
	cf. (abbrev.) compare

	ex situ
	cont. (abbrev.) continued

	in situ
	de facto

	in vitro, in vivo
	e.g. not followed by a comma, not used with etc.

	inter alia
	ibid.

	laissez-passer
	idem

	per annum
	i.e. not followed by a comma

	per se
	op cit.

	names of ships, but not the designations SS, HMS, etc.
	per capita

	vis-à-vis
	per diem

	
	pro forma

	
	status quo

	
	versus (abbrev. vs)

	
	vice versa


Other words to italicise: 

· Titles of publications, magazines etc.

· Scientific names (genus name capitalised and species name in lower case)

· Non-English words (An example is the twice yearly ceremony to honour the protective spirits of the local forest (leang puu taa) with offerings such as turtles, chickens, whiskey, tobacco, betel, etc.
Gender Words
	Avoid
	Use

	businessman
	business executive, manager

	Chairman
	Chair or Chairperson

	fisherman, fishermen
	fisher, fishers

	fireman
	firefighter

	forefathers
	ancestors

	foreman
	supervisor

	freshmen
	first-year student

	herdsman, mailman
	Herder, mail carrier

	mankind 
	humanity, humankind, etc.

	man-made
	human-induced, caused by humans, caused by human activities, etc.

	man-made forest
	use planted forest or plantation forest

	manpower
	workforce, human resources, labour, personnel, etc. 

	middleman, middlemen 
	intermediary, intermediaries, trader, traders

	workman, workmen
	worker, workers


Compound Words
	agri
	closed up: agribusiness, agrifood, agriculturist



	agro
	closed up: agroindustry, agroforestry



	anti
	closed unless followed by e: anti-erosion, antinutrient, antinutritional, antipollution



	bio
	closed up, except before some vowels:  bio-available, bio-assay, but bioelectricity, bioenergy biological diversity



	cross
	usually hyphenated: cross-breed, cross-breeding, cross-check, cross-fertilisation, cross-pollination, cross-reference, cross-section



	eco
	closed up: e.g. ecoclimate



	hydro
	closed up: hydropower


	inter
	closed up: interaction, intercountry, interdepartmental, intergovernmental,

interregional, interrelated



	intra
	closed up except before a vowel



	macro
	all closed up: macroeconomic



	micro
	closed up: microeconomics, but note micro-organism



	mid
	Usually hyphenated: mid-1980s, mid-year, mid-point, mid-term, but midday, midnight



	multi
	closed up unless followed by i:  multi-institutional



	non
	usually hyphenated, but note nonconformity



	post
	usually closed up except where confusion might arise:  post-harvest or when followed by t:  post-translational



	pre
	closed up except where confusion might arise:  pre-empt, pre-set, pre-test


	socio
	usually closed up, but note socio-economic



	sub
	closed up unless followed by b:  sub-basin; note sub-Saharan



	trans
	closed up, transhipment, transnational  (Exception trans-boundary)



	under
	generally closed up unless followed by r:  under-represented



	wide
	close up worldwide, countrywide, nationwide; hyphenate economy-wide, island-wide, organisation-wide, system-wide, wide-ranging, wide-reaching, wide-scale (adj.), but on a wide scale



	wood
	closed up:  brushwood, cordwood, fuelwood, hardwood, woodcutter, woodfuel, woodlot, woodwork; but wood ash, wood stove




WRITING AND FORMATTING GUIDELINES
Cover Page

The MWBP logo must be featured on the cover page of all documents* along with the full programme name (in colour or black and white).  Example layouts are below:
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Programme name should be in Times (New) Roman font

Cover title

· Times (New) Roman font size 16 (or appropriate)

· Centred

· Bold

· Title case

Image: centred

Additional text

· Font size 11

· Centred

* MWBP branded templates are already available for reports, fax cover sheet, letterhead, memo and media release. Please use these templates when relevant.

Internal Pages
Main text

· Arial font size 11

· Left justified

· One space between sentences and one line break between paragraphs

· Do not indent the first sentence of a paragraph

Section heading (Heading 1)

· Upper case

· Bold

· Arial font size 11

Section sub-heading (Heading 2)

· Title case

· Bold

· Arial font size 11

Heading 3

· Title case

· Underlined

· Arial font size 11

Use of italics

· Refer to page 6
Tables

· Arial font size 10

· Column headings to be title case, bold

· The table title should appear at the bottom of the table in title case, Arial font size 11. The table title should include the table number and the title following a colon, e.g. Table 3: Impacts on Trees

· The table number should be bold

· If the table is large, then 10 per cent grey shading should be used for alternate columns


Images

· Images inserted into Word documents should be reduced in size (approx. 10-50kb)

· Captions should be in sentence case

· The word caption should be in bold and followed by a colon, e.g. 



Caption: Villagers looking at a Giant Catfish Fish in Songkharm Basin, Thailand.

Page numbers 

· Should be included, either centred or right justified

Miscellaneous:

· Write numbers up to and including ten in letters, from 11 onwards use numerals

· Numerals less than one must be preceded by a zero e.g. 0.75
· Use the word “per cent” rather than the symbol (%), except in tables and figures

· Time should be in 24 hour clock e.g. 1600 hours

· Format dates as day month year e.g. 27 October 2003 (do not insert commas)

· Use abbreviations of units only beside numerals e.g. 15 m, otherwise spell out the units in full 

REFERENCES
References in the text

References must follow the Harvard style as shown below. Please make sure that the references in the text match those in the reference section. These should given be along the following lines:

Bray (2003) or Jacobsen and Forbes (1999) or (Williamson and Watanabe, 1987; Rodrigues, 2002a, b) and be ordered chronologically.

Abbreviate references to papers by three or more authors, even on first mention, to the name of the first author followed by et al. (e.g. Hortle et al., 2005). If two different authors have the same given name, their initials (e.g., N.H. Kawano, 2003) to avoid confusion.

Only refer to papers as ‘in press’ if they have been accepted for publication in a named journal, otherwise use the term ‘pers. comm.’ (e.g. W.T. Jones, University of Oxford, UK, pers. comm.).

Reference Section

 Arrange the reference list alphabetically by the first-named author. Ensure that each reference cited in the text is in list of references. It is very important that references are complete, fully accurate, and retrievable. Do not cite internal reports, contract reports, conference abstracts or handouts or other difficult-to-obtain material; if this is unavoidable, give the full address where readers can obtain the document.

Examples of reference formats are:

Books

Author, A.B. (2000) Book Title in Italics with Upper-case Initials to Nouns etc., 2nd edn. (Series Title, Vol. 24). Publisher, City. 
Author, A.B. (2001a) Chapter title in full. In: Book Title in Italics, Vol. 1. Subtitle also in Italics (eds. J.K. Editor and L.M. Editor), 2nd edn. Publisher, City, pp. 000-000.
Symposia

Author, A.B. (2001b) Full title of symposium contribution. In: Title of Symposium Volume in Italics (Proceedings of the Full and Exact Name of Symposium, City, 00 Month-00 Month, Year). F.X. Editor, ed. Publisher, City, pp. 000-000.

Theses

Author, A.B. (2001c) Thesis title in italics with important capitals only. PhD thesis, University of Wherever, 000 pages.

Journals

Author, A.B. and Author, C.D. (1999) Title of article. Full Journal Title in Italics 00, 000-000. [In Language if appropriate.]
Author, A.B., Author, C.D., Author, E.F. et al. [if more than 7] (2002) Title of article. Full Journal Title in Italics (in press).

Reports

Author, C.D. (1998) Title of published report. Occasional Technical Report of Fisheries Science No. 00, 000 pp. [for complete report] or No. 00, 000-000.
Websites

The content of websites change regularly and sometimes the sites may close, therefore, cite them sparingly, stating the date of your most recent access.

Author, A.B. Title of article in full, Title of complete work [type of medium, e.g. online journal], (date created, published or posted (day month year) <address of electronic source> pagination or online

equivalent, date accessed.

(Acknowledgement for reference guidelines: Tim Burnhill (2005) Mekong River Commission)






















What is Title Case?��If you use the format menu on your computer, the “change case” function includes a title case option, however MWBP applies a different version of title case….





Title case refers to using capital letters for the first letter of each word, except particles, e.g.�


Status Report of the Siamese Crocodile in Lao PDR��The Plight of the Giant Mekong Catfish��What is a Wetlands?��A Summary of Endangered Species in Viet Nam
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