ALEXANDER & EDWARDS’ STYLE GUIDE

Revised March 25, 2004

General style

Follow AP style with exceptions as noted in this document. Refer to The Associated Press Stylebook and Briefing on Media Law (as of March 2004, the most recent version carried a copyright date of 2002). The actual AP style guide is not available on the Internet, but if you need to look something up when your style guide isn’t with you, check the following, which is based on AP style: http://garbl.home.attbi.com/stylemanual/. For a guide to spelling and hyphenation not contained in this document, use Webster’s New World Collegiate Dictionary, Fourth Edition. Also see the Alexander & Edwards’ glossary, a separate document.

Preferences in spelling, word usage, and compound modifiers

%, not percent

1% to 2%

$36 million project

AAA-rated bonds, BB-rated bonds, etc.

accommodations (two c’s, two m’s)

adviser, not advisor

affordable housing project

Alzheimer’s-care unit

apartment management companies

asset management teams

assisted-living group

B-piece

bedroom – one-, two-, and three-bedroom apartments

below-market interest rates

block-grant (as verb)

board member

bond allocation agency

bond-authority caps

break-even

break-in

broadband

business-to-business (B2B)

cash flow

chamber of commerce (unless preceded by U.S. or city name)

child-care services

Class A or Class B funds (uppercase Class)

Class A properties

clubhouse

co-developer

commercial mortgage-backed securities (CMBS)

community development grants

continuing-care retirement community

co-op, but cooperative

co-owner

co-sponsor

countertop

creditworthy

credit enhancement 

credit-enhanced (as verb or adjective)

day-care facilities

dealmaker

debt-service coverage ratio

decision maker

decision-making

deferred developer fee

downpayment

downside

downtime

due diligence materials

due process rights

e-commerce (in headlines, e-Commerce)

e-mail

elderly – do not use to modify projects, buildings, programs, or services, only persons

essential-purpose equipment

euro – currency

Euro consumer

fair-market rent (FMR)

Fannie Mae (not FNMA)

farmworkers

FHLBank of Atlanta (Federal Home Loan Bank)

first-come, first-served basis

first-round applications

fiscal year (not FY)

fixed-rate loan

fixed-to-float loan

floating-rate loan

floor plans

flowchart

fold – twofold, not two-fold

follow-through

for-profit company

forward-financing commitment

fourplex

Freddie Mac (not FHMA)

full-service loan

full-time job

fully amortizing loan

fund-raiser

fund-raising

garden-style apartments

general equivalency diploma (GED)

geographic, not geographical

Ginnie Mae (not GNMA)

government-sponsored enterprise (GSE)

grant-making program

grassroots

green space (but green-space regulations)

groundbreaking

guaranty, guaranties (noun – a pledge to cover another’s debt

guarantee (verb)

hard-debt coverage

Haz-Mat suits

health-care property

high rise, but high-rise building

homebuyers

homeownership

home-rule petition

housing-cost burden

includible

independent-living facility

in-depth look

infill

interest-rate caps

Internet

investment grade subordinate loans

its (possessive); it’s (it is)

joint-venture equity

judgment (one “e”)

jump-start

large-family projects (when the projects are for large families)

lease-up (adjective and noun but lease up as verb))

letter of credit, but Letter of Credit No. 324

life-care community

lifestyle

loan-to-value ratio, 80% loan-to-value (even without noun to modify)

long-term interest rates

low-cost loans

low-floater bonds

low-floaters

low-income housing tax credit (LIHTC on second mention)

market-rate financing

Mark-to-Market

Mark-up-to-Market (not the same as above)

memory-care units

microenterprise

mid-Atlantic

midrange

midmonth but mid-May

midterm

mind-set (noun but mind set as noun/verb)

mixed-income housing

move-in (noun or adjective but move in as verb)

multi-housing

multifamily

National Low Income Housing Coalition (no hyphen)

National Multi Housing Council (two words, no hyphen)

the Net

New Urbanism

NIMBYism

nonexecutive

nonexempt

nonguaranteed investment

nonprofit organization, but for-profit organization

nonrecourse loan

notice of funding availability (NOFA)

OK, not okay

online

off-site building

on-site inspection

open-space preservation

opt out

page (not pg. or p.)

pay-in

payoff

per-capita allocation

policymakers

pre-election

pre-eminent

preferred-equity investor

preferred-equity-return requirements

press time

private-activity bonds

private-sector experience

problem solving (noun)

problem-solving skills

pro forma analysis

propertywide

publicly traded bonds

pullback (noun)

purchase-price limits

qualified allocation plan (QAP)

recordkeeping

re-emergence

refi

reissue

rental-assistance budget

resident-screening software

reuse (all forms)

risk-management department

senior-care operator

seniors housing, not senior or elderly housing

service-sector jobs

service members

set-aside (noun and adjective; no hyphen as verb)

shopfront

storefront

single-asset deals

single-family home

single-room occupancy (SRO)

skilled-care facility

skilled-nursing units

Smart Growth

special-needs population

start-up (noun)

supportive-housing services

tax-abatement plan

tax credit allocations

tax-exempt bond financing

tax-exempt private-activity bonds

tax-incentive programs

taxpayer

tenant-screening software

third-party check

time frame

townhome

townhouse

Treasury/Treasuries

turnaround

under-served (to avoid being read as “undeserved”)

under-used

under way

upfront

upscale

upside

use agreement

variable-rate loan

versus, but in a case name, Roe v. Wade
very low income tenants (but low-income tenants)

watch list

Web site

the Web

wind farms

workforce

Numbers and dates

Spell out numbers one through nine, use numerals for 10 and above, but spell out any number that is the first word in a sentence (including percentages and dollar amounts).


One to nine, 10, 12, 23, 135, 53,000

Use the % sign rather than spelling out “percent”

Ranges: 

1% to 2% (not 1-2% or 1 to 2%)


$150 million to $250 million (not $150 to $250 million)


June 10 to June 25


low- to mid-80s


1999 to 2003


81% of homeowners aged 62 to 75


June 10, 2001, to August 15, 2001

1980s or the ‘80s (but not 1980’s, the 80s or the eighties); mid-1980s

Spell out the month if it stands alone or precedes just the year; abbreviate for full date. Don’t use the current year unless it would be confusing not to do so (for example, in a discussion that compares one year to another).


examples: February; February 2001; Feb. 15, 2001


but do not abbreviate March, April, May, June or July

Don’t use “on” before a date unless confusion would arise otherwise. Preferred: The board meets Dec. 1, 2004.

Don’t use a hyphen when a monetary amount modifies a noun, for example, a $36 million project, not a $36-million project.

For dollar amounts under one million, use numbers to represent the whole number, but over one million, generally round the numerals to the first decimal point and spell out million:


$600,000, not six hundred thousand


$6.5 million, not $6,543,000

For cents: Don’t spell out numbers under 10:

3 cents, 7-cent surcharge

Numbers of people or items:


1 million Democrats, not one million Democrats

Treatment of inexact numbers: 

nine-plus years (not 9+ or nine+), 12-plus years


20-some years

Telephone numbers: (415) 123-4567; do not use “1” preceding the area code.

Fractions: Spell out amounts less than one, and use hyphens: two-thirds, three-quarters. Do not hyphenate fraction higher than one, for example, two and a half years.

Dimensions: Don’t spell out numbers under 10 when they modify dimensions, such as feet:


4-foot window, not four-foot window

Ratios:


3 to 1 (not three to one or 3-to-1)

50-50 chance

Abbreviations

States: Don’t abbreviate a state name that stands alone in text. When the city is followed by the state in text, follow AP style for state abbreviations rather than using two-letter postal codes. 

Don’t abbreviate Alaska, Hawaii, Idaho, Iowa, Maine, Ohio, Texas and Utah.


Examples of other states: Fresno, Calif.; Worcester, Mass.; Orlando, Fla.

Certain cities do not need to be followed by their state names – in general, large cities that the average person would know. See the “dateline” entry in the AP style book for which cities need to be followed by states.

Acronyms: On first mention, spell out the full name of an organization, department, or other commonly abbreviated word group, and enclose the acronym in parentheses after the name if you will be using it later in the article. (See also “Preferences in spelling, word usage and compound modifiers.”)


Examples: Department of Housing and Urban Development (HUD);

low-income housing tax credit (LIHTC); Federal Housing Administration (FHA), Internal Revenue Service (IRS), London Interbank Offered Rate (LIBOR), Delegated Underwriting and Servicing (DUS), Community Development Block Grant (CDBG), private-activity bonds (PAB), public housing authority (PHA), GSE (government-sponsored enterprise), CDO (community development organization). See also company names, below.

Plurals: CDBGs, not CDBGS or CBDG’s. Note: Do not add an “s” to an acronym that is already a plural, such as CMBS (commercial mortgage-backed securities).

Titles: Don’t abbreviate a person’s title. Exceptions: CEO, Sen., Rep., Gov.. Lt. Gov., Gen., Pvt., Dr., when directly preceding the name of the person. Add an “s” without an apostrophe to pluralize these abbreviated titles. (See also “Capitalization.”)

Junior and Senior are abbreviated as Jr. and Sr. but not followed or preceded by a comma.

Roman numerals after a name are not followed or preceded by a comma. Example: John Paul Smith IV

Company names: Following the company’s name, abbreviate as follows:

Corp., Co., Cos., Inc., LLC (note no periods), L.P., Ltd.

Note: Use commas on both sides to set off Inc., LLC, L.P. and Ltd. regardless of whether the company does.

Exception: If “Company” or “Corporation” appears in the middle of a company’s name, do not abbreviate it. Do not abbreviate association.

With acronyms: To avoid an excess of commas, when a company name is followed by both an abbreviation set off with commas and an acronym for the company’s name, put the acronym inside the comma that follows the abbreviation. Examples:

Absolutely Horrible Construction, Inc. (AHC), is building 90 units

Best Affordable Housing, L.P. (BAH), is the general partner.

Legislators and legislation: For a Congressman or Congresswoman, abbreviate the title and give party affiliation and state as follows: Sen. Barbara Boxer (D-Calif.), Rep. Dick Armey (R-Texas). (Note that the states are abbreviated except for the eight exceptions listed above.) Use “U.S.” to precede the title of senators and representatives only if confusion would otherwise arise (for instance, if you are speaking of federal and state legislators in the same sentence). Don’t abbreviate other legislative titles such as president, assemblyman or city councilman. (See also “Capitalization.”) Bill numbers should be displayed as follows: H.R. 1736, S. 1324; notice the periods. (Note that bill numbers may lose any meaning at both federal and state levels once a legislative session has ended, so use its title and year for a bill once it has passed; in the case of federal legislation, you can use the P.L. – public law – numbers because they carry the legislative session as part of the number.)

Miscellaneous: 

Abbreviate HUD program section numbers (for example, Sec. 232, not Section 232).

Do not abbreviate “page” (as p. or pg.).

Use “for example” rather than “e.g.,” and “that is” rather than “i.e.”

Capitalization
Capitalize a title only when it immediately precedes a person’s name. When the title follows a person’s name, it is lowercase. 


Example: Managing Director John Smith, but John Smith, managing director.

Don’t capitalize directions (north, south, east, west) unless they are used as proper nouns to indicate a certain part of the country (for example, the South, the Midwest) or they are part of a formal name (for example, South Dakota, West Palm Beach).

Don’t capitalize “city” or “state”: Use the “city of Boston” and the “state of California.”

Lowercase “the administration,” “the president’s administration,” “Bush’s administration.”

Lowercase “board of directors.”

When a word that would ordinarily be a proper noun is plural in the following sort of construction, it is lowercased: San Diego and Los Angeles counties, the Sacramento and American rivers.

Seasons are never capitalized except in old poems.

The “s” added to make a plural of an acronym is not capitalized or set off by an apostrophe: CDBGs, not CDBGS or CDBG’s; LIHTCs, not LIHTCS or LIHTC’s. Use an apostrophe only if you want to make an acronym possessive (for example, the FHA’s report).

Capitalize program and organization names and the formal name of legislation.

Capitalize the names of studies and reports and enclose them in quotation marks.

Formal names for tax credits are capitalized when they are new, although they may become lowercased over time. For example, the New Markets Tax Credit should be capitalized, although the low-income housing tax credit should not.

In any title or term that is capitalized, do not capitalize articles or prepositions of four letters or less unless the preposition is the first word of the title or term.

Punctuation

Commas: Do not use serial commas unless you’d confuse the reader by not using one. A serial comma is the comma that comes between the next to the last item in a series and the last item: red, blue and green.

Dashes: Use an en dash with a space before and after it – like that. Don’t use two hyphens for a dash and don’t use an em dash (which is longer than an en dash). On Macs, pressing Opt-hyphen gives you an en dash. On PCs, press the Control key in combination with the minus sign on the numeric keypad.

Semicolons: Use semicolons instead of commas when you have a series constructed of long phrases, or when the items in the series have internal commas.

Ellipses: AP style is to leave a space before an ellipsis, then use three periods with no spaces, and then another space … like this.

Trademark, copyright and registered symbols: Use ©, ®, and ™ only on first mention. Exception: Per the publisher, if you cannot use the term real estate agent and must use Realtor, capitalize it but do not use ® with it.

Quotation marks: Commas and periods that are necessary to the punctuation of a sentence go inside quotation marks regardless of whether they are actually part of the quote, but semicolons, colons, question marks and exclamation points go inside the quotation marks only when they are part of the quote.

General grammar and house style

Tense: Always use the past tense when conveying what someone has said: John Smith pointed out, not John Smith points out. The exception to this is when you’re talking about what someone thinks or believes, if the expectation is that these thoughts or beliefs are ongoing: John Smith believes that the economy is improving. If you used “believed,” you would be indicating that he longer thinks this.

Titles of books, magazines, reports, studies, movies: Italicize the titles of books, magazines and movies. Enclose the titles of reports, studies, brochures and the ilk in quotation marks, and use standard rules of initial capitalization. Exception: House style is not to italicize acronyms of titles that would otherwise be italicized (for example, Affordable Housing Finance, but AHF).

Case names: Italicize the name of court cases: Roe v. Wade.

Spaces: Never use two spaces after a period or after a colon.

Internet addresses: Normal style: www.housingfinance.com. Exception: When “www.” does not follow “http://” or a secure site begins with “https://” rather than “http://,” then spell out the entire URL (for example, include the entire URL with these addresses: http://humanities.uchicago.edu/; http://www3.sk.sympatico.ca/erachi/).

Quotations: Use quotation marks around words that were spoken by a person or come from printed matter or any copyrighted material. Even when quoting from a report or study in the public domain, use quotation marks. If a quote is too long, use an ellipsis to indicate where you have removed irrelevant verbiage. Alternatively, paraphrase the speaker or material for part of the sentence and then switch to an actual quote for the pithy part. Quoting without attribution is plagiarism..

Notes: Avoid using “said” every time you attribute a quote. Also try “observed,” “pointed out,” “explained,” “argued,” “noted,” “remarked,” “stated” and so forth.

Don’t pad an article with quotes that are redundant or irrelevant.

Use the past tense of a verb when attributing a quotation to someone – “said,” not “says.” Exception: Don’t put “feels” or “thinks” into the past tense because doing so suggests that the person no longer feels or thinks this way.

Paraphrasing: Never paraphrase a person or any copyrighted material, or even public domain government reports or studies, without giving attribution.

Identifying sources: On first mention, give the full name of the person along with the name of the company or organization, the full title of the study or report and who issued it, the full name of a coalition or organization or similar. From then on, you can use the person’s last name, an acronym or a clearly identifiable shortened name. If an article is very long and contains many names and many quotes, when a quote appears at some distance from the introduction of the speaker, use an abbreviated identifier to avoid confusion (for example, Related’s Smith said).

Vary sentence structure: Avoid subject/verb, subject/verb, subject/verb writing. Open some sentences with prepositional phrases or clauses.

Hyphenated construction: See the “Preferences” section for specific examples of commonly used constructions. Generally, do not hyphenate modifiers that are not likely to be misread without a hyphen. If you have a long series of modifiers before a noun, you may want to hyphenate some of the modifiers that might not normally be hyphenated so that the reader doesn’t get confused. Always consider the flow of your sentence in choosing to use hyphenated constructions. In general, rephrase to avoid awkward hyphenation. For example: When providing the city where a firm is located, try to avoid constructions such as “St. Petersburg, Fla.-based Fluffy Finance” in favor of “Fluffy Finance, based in St. Petersburg, Fla.” Also see “Prefixes” below.

Note: Do not hyphenate an adverb/adjective combination. Particularly, don’t hyphenate “ly” words. Example: commonly used constructions.

Prepositions: Use prepositions properly. (Words into Type has an excellent section listing common words and the prepositions that should be used with them.) “In” indicates location, “into” indicates motion. Pay particular attention to correct pairing: from X to Y, between A and B.

Prefixes: First, see if the word you’re using is listed in “Preferences.” In AP style, a hyphen isn’t used to set off a prefix from a word starting with a consonant. Per the AP Stylebook, “Except for cooperate and coordinate, use a hyphen if the prefix ends in a vowel and the word that follows begins with the same vowel [for example, pre-empt, pre-election, re-emergence]. Use a hyphen if the word that follows is capitalized. Use a hyphen to join doubled prefixes: sub-subparagraph.” Otherwise, use Webster’s New World Collegiate Dictionary, Fourth Edition to look up words with prefixes.

That/which: “That” is restrictive and is used when what follows is integral to the meaning of the sentence: I hope the company that is responsible for this is punished. “That is responsible for this” defines what company you’re talking about. “Which” is nonrestrictive and is used when what follows is additional, but not defining, information: The company, which is based in Florida, has built 200 affordable housing projects.
Who/whom: Use for human beings and named animals, not for companies or organizations. “Who” is correct as the subject of a sentence, clause or phrase: Who is there? Trickier: Give it to whoever wants it (“whoever” is the subject of a prepositional phrase). “Whom” is the object of a verb or preposition: The woman to whom the apartment was rented moved out. Trickier: Whom did you wish to see? (“You wish” are the subject and verb, “whom” is the object of the prepositional phrase “to see.”)

Who’s/whose: “Who’s” is the contraction of “who is”: Who’s coming? “Whose” is the possessive: Whose coat is that?

Fewer/less: “Fewer” is used for numbers, “less” is used for quantity: Fewer men require less money.

Because/since/as: Use “since” to indicate the passage of time – for instance, between an event and the point you want to make: Since the legislation passed, housing funding has been more limited. Use “because” to indicate causation: Because the legislation limited HUD funding for low-income housing, PHAs have been looking for other funding sources. Avoid using “as” instead of “because.” “As” is used in so many different ways that it can cause a reader to misunderstand or have to reread the sentence to understand the meaning.

Contrasted to/contrasted with: From the AP style guide: “Use contrasted to when the intent is to assert, without the need for elaboration, that two items have opposite characteristics: He contrasted the appearance of the house today to its ramshackle look last year. Use contrasted with when juxtaposing two or more items to illustrate similarities and/or differences: He contrasted the Republican platform with the Democratic platform.
Miscellaneous: 

Per the publisher, never start a sentence with “And.”

Use “between” for two things, “among” for three or more.

If you have three or more items, use “last” to refer to the final item, not “latter”; latter is for the second of two items.

Use “either” to juxtapose two things, not three or more.

“Use” is preferable to “utilize.”

“Compared to” is for similarities, “compared with” is for differences.

“Half the time,” not “half of the time.”

“Took it off,” not “took it off of.”

“Principle” is a belief, “principal” is an owner or primary component.

The project “comprises 10 buildings,” not “is comprised of.”

“Rebut” means to argue to the contrary, “refute” means to successfully counter the point; generally, use “denied,” “disputed,” “responded” or “rebutted” in an article because these words do not pass a value judgment on the point being made.

“Toward,” not “towards”; “upward,” not “upwards.”

Use “v.” only in case names – otherwise use versus.

When referring the reader to another issue of one of our magazines, use this format: For more information, see Affordable Housing Finance, March 2003, page 24 – OR – (see Affordable Housing Finance, March 2003, page 24).
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