Oldcastle Books - House Style Sheet

Always use single quotes not double except quotes within quotes

Running heads should be chapter right book title left 
Hardback: book title: left; chapter title/author: right

Paperback: author: right; book title left

Chapter numbers: these are to be included on the Contents page, but dropped from the chapter title in the text, unless required for a particular reason.
Subheads are no longer to be included on the Contents page – if the author has followed the old Pocket Essential style and put them in, please remove. 

Spelling: Always use English spelling except with an American author

i.e. ise not ize, the exception being when you are not dealing with Crime Fiction, as it may  not be appropriate to anglicise (in other series, anglicise the spelling if it is an American author)
The final stop of a quote should be placed before the closing quote, unless the quote is part of a longer sentence, in which case it will be outside. If the quote is a full sentence itself the point should come inside the closing quote.

Use em-spaced dashes for parenthesis and en for hyphens.
Numerals: written out up to and including ten, then as numerals (but don’t mix within one sentence – write out both)
Dates: use the cardinal style i.e. 12 March 2006, 13 March 2006, 14 March 2006
Money should be written with the comma i.e. £2,000 not £2000.

For times use 5 o’clock not 5am

Ellipsis points… no space, three dots and then a space

Titles of people should be without the dots i.e. Ms Claire Watts not Ms. Claire Watts. For initials, drop both the full stop and the space i.e. CW Watts.
Abbreviations e.g. USA full caps without points

Possessive apostrophe can be used without the double ‘s’ if appropriate i.e. Reservoir Dogs’, but, if the ‘s’ sounds, include it i.e. St James’s Park
Chapters start on an rhp when practical/possible
nineteenth century not nineteenth-century or 19th
However, hyphenate when adjectival i.e. nineteenth-century carriage.
Serial commas – should usually come out (with perhaps the exception of technical writing)

Titles should use the upper and lower convention i.e. The Ship has Sailed, The Cat Sat on the Mat, Writing a Screenplay, Filming on a Microbudget. As a general guideline, use caps for all words except prepositions. Where authors are updating an old Pocket Essential, the style may be All Initial Caps, so it will be necessary to alter to u/lc.
All titles must appear in italics, i.e. films, book titles, magazine titles, songs, but poetry and songs that are part of a bigger piece should be in quotes.

Hyphenation – where words have become commonly known without the hyphen it may be dropped but otherwise it is usual to use a hyphen to join an adjective to a verb e.g., well-known, post-war; do not hyphenate adverbs, e.g. ‘slowly moving car’ not ‘slowly-moving car’
Square brackets when bracketed text appears within curved brackets.
It is now considered acceptable to use ‘they’ with ‘he or she’ to avoid repetition.
Specific words

General

no one not no-one,

per cent, not percent,

cooperation not co-operation 
filmmaker, filmmaking not film-maker, film-making (authors usually prefer it not to be hyphenated).
adviser not advisor

judgement not judgment

acknowledgement not acknowledgment

High Stakes

each way (no hyphen)

Hibs v Hearts (no dot)

half way not halfway
Horse race (no hyphen)

Horse racing (no hyphen)

Short run (no hyphen)

Racecard not race card

In-running with hyphen

Fixed-odds with hyphen

Race-track not race track

5-2 not five to two in betting terms otherwise numerals to ten written out.

Endnotes: if there are any, the author will most likely have used the automatic Word system. However, this system does not import into Quark, so the editor will need to strip the notes off the automatic system and replace them manually (best not to strip them all at once; replace one at a time so that the positions in the text are not lost). The endnote numbers in the text have to be rekeyed manually – to get superscript numbers, use the ‘control D’ function. However, in the Endnotes chapter itself, the numbers do not need to be superscript – they are full size with a full stop. (See ‘Tarkovsky’ for style.)
Use a tab for the start of a paragraph.

Do not set bullet lists using the automatic Word system as this will not import into Quark – use a tab and a bullet point from the symbol list instead.

Pocket Essentials

We write out words like Director: or Producer: in the C headings contained in ‘film list’ PEs.
Headings for Paperbacks: There are three levels of heading for the standard ‘film list’ PEs:
A heading is centred roman upper and lower (chapter opening)

B heading (usually film title) is semi-bold upper and lower centred, but the film title itself should be in italic
C heading is bold ranged left upper and lower, usually with a colon and the text runs on. (The headings under the film titles in the standard ‘film list’ PEs are C headings.)
However, some PEs have more substantial text sections and more levels of subhead may be required. (Discuss with Claire if uncertain how to proceed.)
A heading is centred roman upper and lower
 (chapter opening)

B heading is centred caps/small caps

C heading is centred semi-bold upper and lower

D heading is centred italic 
But if the book moves into the standard ‘film list’ style after initial chapters/blocks of text, switch to the B/C headings from the ‘film list’ style – this will give consistency across the series:

The Film Title is Semi-Bold Centred

Producer: Claire Watts.
Director: Ion Mills

Headings for Hardbacks: The hardbacks have a different style to the paperbacks.
A heading is centred Roman upper and lower (chapter opening)

B heading is centred, semi-bold, smaller point size
C heading is centred, same point size as B but roman.
Bibliography/Endnotes
Author surname, first, title in itals, place, publisher, date, ref.

i.e.

Algren, Nelson, Chicago, City on the Make, Chicago: The University of Chicago Press, 1987. (First published 1951)

 

Austin, The Texas Stories of Nelson Algren, Texas: The University of Texas Press, 1995

 

Andrew, Geoff The Films of Nicholas Ray, London: Charles Letts & Co, Ltd, 1991
 

Anger, Kenneth Hollywood Babylon, New York: Dell Publishing Co, 1980 (First published 1975)
Pocket Essentials Prelims

Page 1 half title –  title of book - the half title should now always carry the www.pocketessentilas address at the foot like a logo

Page 2 Other books in this series by the same author [see website for this info and insert]
Page 3 title page [author/title/logo]
Page 4 imprint page

This edition published in [Year] by Pocket Essentials

P.O.Box 394, Harpenden, Herts, AL5 1XJ

www.pocketessentials.com

 
© [Author’s name/date]


The right of [Author’s name] to be identified as the author of this work has been asserted in accordance with the Copyright, Designs and Patents Act 1988.

All rights reserved. No part of this book may be reproduced, stored
in or introduced into a retrieval system, or transmitted, in any form
or by any means (electronic, mechanical, photocopying, recording or
otherwise) without the written permission of the publishers.

Any person who does any unauthorised act in relation to this publication
may be liable to criminal prosecution and civil claims for damages.

A CIP catalogue record for this book is available from the British
Library.

ISBN  1 904048 XX X

( if not supplied can be found on the website www.pocketessentials.com)

EAN 978 1 904048 XX X

(These must be used from Jan 2007 onwards but we are using them from Jan 2006. Please insert, again this can be found on the website.)
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Typeset by Avocet Typeset, Chilton, Aylesbury, Bucks

Printed and bound in Great Britain by Cox & Wyman, Reading

Page 5 Acknowledgement and or dedication

Page 6 blank or acknowledgement

Page 7 Contents

Page 8 Contents or blank

Page 9 Start of text

Please ensure all of this material is included with the mss when sent for typesetting

Alternative Page 4 for No Exit Press follows;
Page 4  imprint page

This edition/First  published in [Year] by No Exit Press,

P.O.Box 394, Harpenden, Herts, AL5 1XJ

www.noexit.co.uk


 
© [Author’s name/date]


The right of [Author’s name] to be identified as the author of this work has been asserted in accordance with the Copyright, Designs and Patents Act 1988.

All rights reserved. No part of this book may be reproduced, stored
in or introduced into a retrieval system, or transmitted, in any form
or by any means (electronic, mechanical, photocopying, recording or
otherwise) without the written permission of the publishers.

Any person who does any unauthorised act in relation to this publication
may be liable to criminal prosecution and civil claims for damages.

A CIP catalogue record for this book is available from the British
Library.

ISBN  1 84243 XXX X

( if not supplied can be found on the website www.pocketessentials.com)

EAN 978 1 84243 XXX X

(These must be used from Jan 2007 onwards but we are using them from Jan 2006. Please insert, again this can be found on the website.)
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Typeset by Avocet Typeset, Chilton, Aylesbury, Bucks

Printed and bound in Great Britain by Cox & Wyman, Reading
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