Abrams Image Style Sheet
We adhere to Chicago style when editing work for Abrams Images, with a few house-style exceptions. Our style sheet points out the few “house-style” rules that differ from Chicago. It also provides quick answers to questions we have asked ourselves over and over again while editing.
ELLIPSES

The ellipsis mark consists of three periods with a space between each period as well as on each side of the ellipses: i.e. That’s just how it goes . . . And don’t forget it.
Do not begin or end a sentence with ellipses.

TITLES
Italicize 
· books

· newspapers

· academic journals

· albums

· films
· plays

· works of art

· websites
Use quotations for 
· songs

· poems
· chapter titles
· newspaper titles

· television shows

· radio episodes
Capitalize:

· All nouns, pronouns, verbs, adverbs, and adjectives

· Any conjunction or preposition of five letters or more: i.e. Between and Because
Don’t capitalize:

· Articles (the, a, an), unless the article is the first or (less likely, of course) last word of the title 

· Prepositions of four letters or fewer (unless the preposition is the first or last word of the title) 

· Conjunctions of four letters or fewer (unless the conjunction is the first or last word of the title) 

· The article "to" used with an infinitive (unless the "to" is the first or last word of the title)

NUMBERS

Spell out numbers that begin a sentence: i.e. One-hundred and thirty-five people attended the event. 

Numerals appear before units of measurements (and separated by a dash) when used as a compound adjective: i.e. 6-day period.
Spell out whole numbers less than 101: i.e. forty-five.
Avoid wording two numbers back-to-back. If this is necessary, spell one number out and use a numeral for the other: i.e. two 60-watt light bulbs.
Exceptions to these rules include the following in which numerals should always be used:

· Days of the month 

· Degrees of temperature 

· Dimensions 

· House numerals 
· Pages
· Percentages 

· Proportions 

· Scores 

· Serial Numbers 

· Speeds 

· Sums of money 

· Time of day 

· Time of races 

· Votes 

· Years

QUOTATION MARKS

Query all edits of content surrounded by quotation marks.

Use commas to introduce or interrupt direct quotations: i.e. He said, “I don’t care.”
If the quotation comes before the tag, end the quoted material with a comma: i.e. “I don’t care,” he said.

Periods and commas go inside quotation marks (this does not include the period that follows a tag): i.e. “I don’t care,” he said. “I really don’t.”

Quotations that contain more than four lines should use block formatting (indent and single space).
Add italics to songs that contain more than four lines (in addition to block formatting).
SPECUALIZED PUNCTUATION

Do not add spaces between em dashes. It should look like the following—got it?
Use a colon to introduce a block quotation that begins with a complete sentence. Here is an example:
We adhere to Chicago style when editing work for Abrams Images, with a few house-style exceptions. Our style sheet points out the few “house-style” rules that differ from Chicago. It also provides quick answers to questions we have asked ourselves over and over again while editing. For more information on block questions, please refer to The Copyeditor’s Handbook.
Do not use any punctuation when the block quote runs into the introductory sentence. This typically happens with lists. See the following extract from The Copy Editor’s Handbook: i.e. Whenever a direct question appears in a manuscript, copyeditors are expected to

correct and any obvious spelling errors in the quotation

call to the author’s attention any odd wording or within the quotation that suggests  that words were mistyped, deleted, or otherwise miscopied

enforce consistency in deciding which quotations are run into the text and which quotations are set off as extracts (block quotations)

make sure that opening quotations marks have closing mates and that quotation marks within quotation marks are handled correctly

make sure that the syntax of quoted matter fits the surrounding text

mark ellipsis points correctly and delete unnecessary ellipsis points

ensure that the quotation is attributed to its source

