
STYLE GUIDELINES 
 

Although we ask that you generally follow the style guidelines in Publication Manual of the American 
Psychological Association (APA), Sixth Edition (2009), please note that OUP will edit for consistency.  
 
Spelling. We follow the New Oxford American Dictionary, 3rd edition (2010). In cases where two forms 
are presented, use the first spelling (for example, “catalog” rather than “catalogue”). 
 
Italics. Indicate italic letters or words by putting a single line under the material to be italicized; do not 
use italic font. Avoid using italics for irony or emphasis; reserve italics for foreign expressions and titled 
works. 
 
Abbreviations. Avoid using abbreviations in the text; use abbreviations sparingly in parenthetical 
material. Use standard abbreviations (ed., vol., no., and pp.) in bibliographies. 
 
Foreign words and expressions. Translate all material in foreign languages, except titles of works listed 
in the bibliography. The translation, in parentheses and without quotation marks, should immediately 
follow the foreign-language material. Italicize single words or short phrases; if the foreign-language 
material is a sentence or longer, put it in roman—not italic—in quotation marks. Names of institutions, 
buildings, and geographical locations should be in roman. Make sure that accent and diacritical marks 
are clear and distinct. 
 
For titles of primary works, supply a “courtesy translation” if the work has not been published in English 
translation. For all works, if there is a translation, supply the English title and date of publication. Do not 
supply a courtesy translation for untranslated secondary works. For example: 
 

INCORRECT: … Herder’s Von deutscher Art und Kunst (On German manner and art; 1773) … 
 
CORRECT: … as Hazard wrote in La crise de la conscience européenne, 1680–1715 (1935; Eng. trans., 
The European Mind, 1680–1715, 1953) … 

 
Foreign words and expressions listed in Merriam-Webster’s Collegiate Dictionary are considered to be 
naturalized English words and need not be italicized. 
 
Names. Use the common form of names that will be most familiar to English-speaking readers. For 
example: 
 

Robert Cecil, not earl of Salisbury or Viscount Cranborne 
Cardinal Richelieu, not Armand-Jean Du Plessis 

 
Particles can be a problem not only for the alphabetization of article terms and index entries but also for 
the form of a surname used alone in text. We propose the following distinctions. 
 
Part of the name and capitalized: 
 

Flemish and Dutch De, Den, Ten, Ter, Van, Ver 
French L’, La, Le, Les, Des, Du 



Italian and Spanish  Della, La, Las, Lo, Los 
 
Not part of the name and not capitalized: 
 

Flemish and Dutch het, s, t’, van 
French d’, de 
German am, an, im, in, von , zu, zum, zur  
Italian da, dal, de, de’, degli, dei, di 
Portuguese da, das, de, do, dos, as, os 
Spanish da, das, de, do, dos 

 
Accents and diacritics. If your word processing program does not support certain accents and diacritics 
(e.g., ayn, hamza, or underdot), indicate them with angle brackets; for example,  

 
<ayn>ilm al-h<underdot>adīth 

 
Gender-neutral language. Avoid as much as possible words such as “man” and “mankind” and 
masculine pronouns for everyone.  Please use gender-neutral language as much as possible. 
 
Gender-neutral alternatives: 
 
Man   Person, individual 
Mankind  Humans, people, humankind, humanity 
 
Dates. Use the following forms: 

 
24 February 1625 
February 1625 
1620s 
1624–1626 
24 February 1625/6 (only when appropriate) 
24 February 1625 O.S. 

 
Numbers. Generally write out all whole numbers up to and including one hundred, as well as any 
numbers that can be written in two words, and whole numbers followed by hundred, thousand, or 
hundred thousand. The exception to this rule occurs when a heavy cluster of numbers appears within a 
single sentence or paragraph, in which case numerals should be used. Above any rule, it is most 
important to be consistent. 
 
Spell out simple fractions (include a hyphen). This follows the two-word rule, as well.  
 
Use numerals with numbers as numbers (“the number 6”), percents, manipulated numbers, when 
numbers are clustered in a paragraph or section, and when numbers are mixed (“27 and 135,” not 
“twenty-seven and 135”). 
 
Examples of when and when not to spell out numbers and fractions: 

 
Spell out: one-fifteenth, thirteen hundred, forty-two thousand (not 42 thousand), 140 million 



 
Numerals: 1/32 (not “one-thirty-second”) 

 
Do not use abbreviated notion for numerical ranges; use expressions such as “170 to 179” in regular run 
of text and “pp. 170–179” for page ranges. 
 
When dealing with percentages in running text, use numerals for the amounts and spell out the word 
percent (e.g., “While 75 percent of NGOs…”). When percentages appear in parentheses to provide 
greater detail, use numerals and the percent symbol (e.g., “The majority (75%) of NGOs…”). 
 
Use day, month, year form for dates: 1 December  2004. 
 
Do not begin a sentence with a numeral; recast the sentence. 
 
Distances should rendered in miles (with the kilometer equivalent appearing in parentheses). The 
abbreviations km. and mi. should be avoided. Example: “The Portuguese voyaged 216 miles (360 
kilometers) south of the Cape Verde islands.” 
 
For treatment of money, follow CMS 9.21–9.26. Names of currency are roman. “$2 million” is acceptable 
usage. 
 
Examples of the above rules: 

 
2,345 (but: page 2345) 
 
5 million, 50 million (no hyphen), $50 million, 50 million ducats, a 50-million-dollar amount,  
 
2d, 3d 
 
5 percent 
 
15 to 1 ratio 
 
5 to 1 opinion 
 
6 to 10 vote, the vote was 6 to 10 
 
fifty miles 
 
2n; d2y/dx2 

 
°C, °F, 350°F, a 350°F oven 
 
1:00 P.M. (format for small caps [ctrl + shift + k]) 
 
753 B.C.E., 476 C.E. (format for  small caps) 
 
May 1858, 5 May 1858 



 
1890s 
 
Year IV (French revolutionary calendar) 
 
nineteenth century 
 
fifty-four years 
 
age thirty-seven, thirty-seven years old, thirty-seven-year-old person 
 
123 to 145 (ranges in text); 123–145 (ranges in bibliographies and tables) 
 
123–145 (all digits in ranges; insert en dash in ranges) 
 
from 1827 to 1834, during the period 1827–1834 (not: from 1827–1834) 
 
(1827–1834) (insert en dash in ranges) 
 
(1827–1834/35) (when date is doubtful use only last two digits after shil) 
 
(1827/8–1834/5) (when Julian and Gregorian dates are given) 
 
(1827– ) (insert space)—but in the case of a lifespan: (b. 1827)  

 


