PPB MAGAZINE STYLE GUIDE

PPAI-RELATED MATERIAL

1. Always spell out the full name—Promotional Products Association International—the first time it is used in copy. In text where the use of the full name becomes repetitive, substitute: the Association or PPAI. However, be certain the full name is used somewhere in the text. 

2. PPAI Board of Directors—after first reference use board.

3. Association Headquarters—after first reference use headquarters. 

4. Committees—capitalize particular committee names, such as Executive Committee.

5. Regional Association names—first reference, Specialty Advertising Association of Greater New York—second reference, SAAGNY.

6. Regional Association governing bodies—Specialty Advertising Association of Greater New York Board of Directors—second reference, SAAGNY Board.

7. Personal titles—Capitalize all titles before a name—PPAI Chairman Danny Sirmon, MAS. Lower case titles after a name.

8. The official PPAI address is: Promotional Products Association International, 3125 Skyway Circle North, Irving, Texas 75038-3526.

9. Capitalize PPAI shows—The PPAI Expo (note that The is also capitalized, as it is considered part of the official name) and the PPAI Solutions Summit, but lowercase it in general use: “More than 2,000 people attended the show.”

10. When listing a product, service or program sponsored by PPAI, include the PPAI main phone number or direct-dial number and the cooresponding website.

11. UPICs are listed in parentheses and cannot be hyphenated at a line break. For example, supplier Gill Studios (UPIC: gill) announces… is the correct format. Gill Studios (UPIC: gi-

ll) with the UPIC hyphenated at the end of a line is not correct. 

DATES

1. When using month and year, no internal punctuation is necessary—April 2005.

2. Use Arabic numerals for all dates without rd, th, st, nd—The meeting is on April 28, not April 28th.

3. In informal contexts, the full number of a particular year can be abbreviated—Our ’03 show dates are as follows... On the other hand, reference to a decade is written as—1950s, 1980s.

4. Centuries should be abbreviated—21st century.

5. When the complete date is in a sentence, put a comma after the date and the year—for example: It was on April 11, 2003, that I passed the test.

TIME

1. Use numerals except for noon and midnight—3:38 pm or 9:24 am. If using only an hour and not minutes, delete the colon and zeros—5 am.

2. Use noon or midnight—12 noon and 12 midnight are redundant.

3. Use am and pm—lowercase and without periods.

4. Time Zones—Capitalize the full name of a time zone, Eastern Standard Time or Eastern Daylight Time. Abbreviations such as EST and CST are acceptable in a first-time reference when used with a clock reading and in the time zones for the U.S., Mexico or Canada—9 am EST.

5. When publishing times in a list, use 5:30 - 6:30 pm with a hyphen and a single space on both sides of it. When listing two times and both are am or both pm, place the am or pm after the second time—5:30 - 6:30 pm, but when listing both am and pm times, both must be listed—8:30 am - 1:30 pm.

NUMERALS

1. Spell out numbers under 10—one, two, nine and use numerals for 10 and above, except for exceptions below. This usage applies to headlines, too.

2. Spell out casual expressions—“A thousand times no.” “Thanks a million.”

3. Try to avoid beginning a sentence with a number. If you must, spell out the number—“Two hundred and fifty people have been awarded the CAS designation.” It’s better to rewrite the sentence, “The CAS designation has been awarded to 250 people.” There is one exception to spelling out numbers that begin a sentence and that is for calendar years—“1988 was a very good year.”

4. Always use figures for monetary units—$5 or 10 cents. Delete zeros when you do not have cents involved. Exception: when you are trying to impress someone with a revenue figure, the zeros add extra weight to the figure: “Our sales for the year totaled $350,000.00.”

5. Monetary units—Always use a comma for units more than 1,000—$1,253, $32,789. Always use a dollar sign, not the word dollar. For a million or more, use the $, round numerals up two decimal places and spell out the word million—$1.23 million or $4 million. For international currency, indicate type of currency this way: $1,000 (U.S. dollars), DM 1,000 (Deutsche Marks), FF 2,500 (Francs). Because PPB magazine is published in the U.S., it is assumed that all currency not marked as foreign is U.S. currency so it is redundant to add U.S. dollars.

6. Percentage—In narrative use, use “percent;” for graphs and charts, use “%.”

7. Ordinal numbers—Spell out first through ninth when they indicate sequence in time or location—first base, first in line, First Amendment—starting with 10th, use figures. Use 1st, 2nd, 9th, etc. when the sequence has been assigned in forming names such as 7th Fleet, 1st Sergeant, 2nd District Court.

8. Temperatures—Use figures for all except zero—“The temperature was 10 below zero.” Also, “Temperatures are in the 30s.”—no apostrophe. For specific temperatures, use 86 degrees Fahrenheit or 86 F if degrees and Fahrenheit are clear in context.

CAPITALIZATION

1. In general, most people capitalize too many nouns unnecessarily.  Overall, capitalize proper nouns or nouns that constitute the unique identification of a person, place or thing such as John, Mary, Boston, England.

2. Capitalize common nouns such as river, street or west when they are an integral part of the full name of a person, place or thing such as Main Street or Trinity River.

4. Directions and regions—In general, lowercase north, south, east, west, northeast, northern, etc., when they indicate compass direction. Capitalize these words when they designate a region such as Midwest, East Coast, Sun Belt. Examples: “We drove east.” “The Midwest was hot today.” “He has a Southern accent, but he really came west from Eastern Europe.”

With names of nations, cities, states—lowercase unless they are part of the proper name—northern France, western United States, but South Dakota, West Texas, North Florida—capitalize if designating widely known sections such as Southern California, South Side of Chicago, etc. ** If in doubt, use lowercase.

5. Capitalize county when used with part of a proper name—Dallas County.

6. Capitalize city when part of a proper name—New York City—but lowercase when not part of the proper name—the city of Boston, a Texas city, the city government.

7. Lowercase state in all state constructions when not part of a proper name—the state of Texas.

8. Capitalize all words in headlines and subheads.

9. The following words are lower case (unless in a title): website, internet, t-shirt.

ABBREVIATIONS AND ACRONYMS

1. Generally, the promotional products industry is acronym and abbreviation happy and we need to be aware that they can be very confusing to many people. When using an acronym of an organization, spell out the first reference, then use acronym letters in subsequent mentions—“The American Society of Association Executives (ASAE) has members across the nation. Most association executives belong to ASAE.”

2. Before a name—abbreviate the following titles when they are used before a full name—Dr., Gov., Mr., Mrs., Ms., Rep., the Rev.

3. Addresses—PPB style is to spell out avenue, street, boulevard, etc. Also spell out state and country names. Periods are not used in PO Box, per the U.S. Postal regulation code.

4. Spell out states in sentence or paragraph form; abbreviate states in listings or addresses. Use the standard two-letter abbreviation—i.e., TX, MA, ID. Do not use periods with Washington, DC. Use states on all cities in first reference.

5. When a city and state are used within a sentence, put a comma after city and after state—for example: Don’t miss The PPAI Expo is Las Vegas, Nevada, from January 13-17.

6. In cutlines, spell out the words left and right to indicate items or people. Example: Jane Weber (left) demonstrates her company’s newest products to Patty Smith during the PPAI BF&M.

7. When initials are used for the first and middle names, do not put spaces between. Example: L.K. Horn.

PLURALS

1. Figures—add s—“Delta has 10 727s.” “Temperatures are in the low 20s.” “The custom began in the 1920s (or ’20s).”

2. Single letters—use ’s—“Mind your p’s and q’s.”

3. Multiple letters—add s (without apostrophe)—“She earned 10 CEUs.”

HYPHENS
1. Hyphens generally join words together to avoid ambiguity and to avoid duplicate vowels and tripled consonants such as “pre-empt” and “shell-like.” Exception: reestablish. To avoid ambiguity, hyphenate. “The president spoke to small-business men.” Businessmen normally is one word, but “The president spoke to small businessmen” is unclear and sounds like the men were small in size. “He re-covered his roof. He recovered his health.” is another example.

Also, use a hyphen to link compound modifiers or two or three words that express a single thought—the exception to that is the adverb “"very” and all adverbs that end in “ly”—“a first-quarter touchdown, a full-time job”—but—“a very good time,” “an easily remembered rule,” “a corporately sponsored seminar.”

GENERAL PUNCTUATION—FREQUENT PROBLEMS

1. Its vs. It’s—Its is a possessive pronoun—“The dog uses its bark to scare you witless.” Never use “its’” to show plural possession. The word doesn’t exist as such.

It’s is a contraction meaning “it is” or “it has.” “It’s almost noon.” “It’s been a long time.” 

It is incorrect to use an apostrophe with plural nouns—example: Pencil’s were given to all attendees.

2. Quotation marks—When quoting someone, always put commas and periods inside the quote marks—“I really liked the conference,” says Joan Doe. “It was the best one I’ve attended.” When using quotes within quotes, use single quote marks—“The other day I heard someone say ‘You can’t get blood out of a turnip’ and I agree,” says John Smith—or, “He told me, ‘I love you.’” (note the sentence ends with three quote marks.) Also, quote marks can be used to set off irony (The “debate” turned into a free-for-all.) and to indicate unfamiliar terms (Broadcast frequencies are measured in “kilohertz.”) These should be used sparingly.

3. Parentheses—Generally, use very sparingly to insert background or other absolutely necessary material. They are jarring and stop the reader, so try to avoid them by rewriting the sentence or using commas or dashes to set off the clause. When using, follow these guidelines: place a period outside a closing parentheses when it is not a sentence (such as this fragment). Put the period inside the parentheses when the parentheses contains a complete sentence. (An independent parenthetical sentence such as this one takes a period inside the parentheses and a capital first letter.)

4. Ellipsis—Three periods ... used to denote the deletion of one or more words to condense quotes, texts and documents, or to denote a pause or thought that the speaker or writer does not complete. Use sparingly, and treat them like a three-letter word with three periods and two spaces—“I always thought ... well, I guess that’s what I get for thinking.”

5. Dash—Use a dash—to denote abrupt changes in thought in a sentence or an emphatic pause. “Smith offered a plan—it was unprecedented—to raise revenues.” Note that there are no spaces around the dash. To distinguish a dash from a hyphen, always use two marks without space between, like this--.

Also, when a phrase that would otherwise be set off by commas contains a series of words that must be separated by commas, use dashes to set off the full phrase: “He listed the qualities—diligence, intelligence, natural ability and loyalty—that he admired in fellow workers.”

6. Commas in a series—Use commas to separate elements in a series, but do not put a comma before “and”—“They are requesting bran muffins, raisin bread and nut cake, but no danish.”

Place a comma before the concluding conjunction in a series, however, if an integral element of the series requires a conjunction (the word and, etc.)—“Let’s serve orange juice, toast, and ham and eggs instead.”

7. e.g.—Basically means “for example” or “such as.” The room has certain amenities (e.g., monogrammed towels, brass fixtures, chandelier) that I’m sure your guests will like.” Note the comma after e.g. Use it sparingly as it breaks up the flow of a sentence. Use “for example” and “such as” instead.

8. i.e.—means “that is”—The Executive Committee (i.e., the leaders of the organization) really do not like the idea.” Note the comma after i.e. As with the e.g., use very sparingly and try to use “that is” instead.

9. etc.—etc. is an abbreviation for “et cetera” which means, “and so forth,” “and so on.” Generally, use it sparingly at the end of a series of elements to shorten the series—“The firm manufactured nuts, bolts, nails, etc. in its plant on the river.” Etc. is often overused. A clearer description would result in better understanding for the reader. “The firm manufactured nuts, bolts, nails and similar materials in its plant on the river.”

10. a vs. an—Use “a” before consonant sounds—a historic event, a one-year term, a united stand. Use “an” before vowel sounds—an energy crisis, an honorable man (the h is silent).

11. affect vs. effect--affect is a verb meaning to cause or influence an outcome. Thus, “The downdraft in the Asian markets affected the Dow.” Effect is a noun describing the result of a cause. Thus, “The after-effects of the drug lingered.”
12. Published and Performed Works—The following titles should be italicized: books, magazines, songs, plays, poems, movies, televison shows, radio programs and other composition titles. Also italicize ship names: e.g., The U.S.S. Arizona.  However, titles of speeches and seminars are in quotes.
13. Apostrophe—An apostrophe (’) is used with certain words to indicate the omission of a letter—Po’ Boy sandwiches. It also denotes possession—Mary’s notebook. See also number 1, its vs. it’s.

14. Bulleted Lists—No punctuation if bulleted list is a fragment; punctuate if list is full sentences. After each bullet, the first letter is capitalized.

One word:

airfare

businessman

businesswoman

checklist

cannot

database

firsthand

fundraising/fundraiser

internet (lowercase)

marketplace

MasterCard

nonmember

nonprofit

online

ringspun

roundtables (used to designate a type of table configuration)

tabletop

tradeshow

website

update, updated

Two words:

business people/person

data file

hot stamping

laser engraving

market share

news stand

pad printing

screen printer/printing/printed

set up (verb)—“We must set up the room.”

setup (noun)—“Do you like the room setup?”

task force

Hyphenated Words:

attorney-at-law

chairman-elect

co-presenter

co-worker

dot-com

e-business

e-commerce

e-mail

father-in-law

full-time

gray-blue eyes

long-term

part-time

on-site

round-trip 

silk-screen/screening/screened

Preferred terms:

Attendee not attender

Respondent not responder

Note: The majority of words that begin with “re” are not hyphenated. Example: reestablish, reexamine. Check your dictionary.
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