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Foreword

Good intelligence depends in large measure on clear, coneise writing. The information CLA gathers
and the analysis it preduces mean little if we cannot convey them cffectively. The Lirectorate of
Intelligence and the Agency as a whole have always understood that. Both have been home, from
their earliest days, to people who enjoy writing and excel at it.

The Style Manual end Writers Guide for Intelligernce Publications is an essential reference for the
officers of pur Directorate. Now in its eighth edition, it reflects an enduring commitment to the
highest standards of care and precision.

This guide is designed to he helpful and convenient, sensible in organjuation, and logical in content.

It containg, armong other changes, a revised list of zecepted acronyms and new tips on word usage.
The world is not stztic. Mor is the language we employ to assess it

In dealing with foreign palicy and national security, our government has many sources of insight
on which te draw. The depth of our knowledge, the strength of vur thinking, and the power of our
wirds will ensure that our castomers, from policymakers to operations officers, continue to rely on
the Directorate of intelligence. '

_
Fran Mgore
Director for Intelligence
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Preface

The eighth edition of the Siyle Manua! and Writers Guide for Intelligence Publicotons provides
guidance for English usage and writing style in the Central Intelligence Agency. It incorporates most
of the improvements that appeared in previons editions but returns ta the organization by chapters
of the earlicst versions. The chapters on capitalization, numbers, abbreviations, italics, punctuation,
spelling, and compound words have numerons headings and subheadings to enable nsers to find
specifie subjects guicldy within the chapters themselves or through the table of contents. Further
subject tndexing is provided in chapter 9 —the Ward Watchers List—which incorporates many of the
style rules in abbreviated form;, it iz similar to the Word Watchers Index in the fourth edition and to
the overall organization of more recent editions, The manuat also includes a comprekensive Spelling
and Compound Words List, as have all previgus ediBions, and an index to the entire manual.

The counsel in this guide is derived from many sourees, including the works of Barmun, Bernstein,
Copperod, Follett, Fowler, the Morrises, Strunk and White, Gregg, and other recognized arbiters of
English usage. 1t also draws on the stylebooks of press services, newspapers, publishing houses, and
past and present C1A offices.

A basic reference for spelling, compounding, and other instructions for all cight editions is the US
Government Printing Office’s Style Manmual, the most recent edition of which was issued in 2008,
The GPC's authonty for spelling and compounding words is Webster's Third New International
Dictionary, published by G, & €. Mernarm Company. That dictionary or the more np-to-date
abridgments of it {the latest being Webster's 12th New Colfegiate Dictionary) are the authorities for
the preferred spellings listed in this guide that were nol found in the GPO mannal.

This puide is for both the creators and the processors of intelligence analysis—for the writers and
for the editors of their analyxes. It also serves writers and processers of administrative papers.
Moreover, it has been used and wall continue to be used by teachers and students of writing and
poblications processing.

The manual is available online in both web browser (HTML) and printer-friendly (PDF]} versions;
limited quantities are available in hardcopy. The browser version contains active links that take
asers from one related issee to another; these are indicated with the standard hyperlink convention:
underlined text. The browser version may be updated as needed.
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1. CAPITALIZATION

1.1. A Few Baslc Rules

When deciding whether or not to capitalize a word, [ollow the old maxim: *When in doabt, den't.”
D not, for example, capitalize the first atters of the words sxplaining #n uppercase abbreviation
unless the term abbreviated iz a proper name. :

LAN tlocal area network) USPS {Lnited States Postal Service)

The capitalization of abbreviations themselves is covered in chapter 3. One general rule is to aveid
the all-uppercase formulations comman in the military for weapon designators {use Scud, nor
SCUD} and for exercises. Lowercase is preferred for acronyms (such as comsat), but be aware of
exceptions (notably NATO and SIGINT).

This chapter covers other areas in which uncertainty about capitalization may arise. We assume
all users of this manus know that the ficst letter of a sentence should be capitalized, but a writer
may be unsure aboul what to do if 2 number begins a sentence—spell it out, even it is a number
normally written as a figure (see sections 2.2 and 2.14), or rephrase the sentence {for example,
change 1988 was o significant year for her 1o The year 1988 wos significant for her).

1.2. Proper Nouns

Generally, capitalize 2 common noun when it forms part of a praper name bat not when it is used
alone as a substitute for the name of the place or thing or when it becomes separated from the rest
of the name by an intervening word or phrase. Certain well-known short forms of specific proper
names, however, are exceptions to this mile.

agclal Democratic Party, the party

Catholic Church, the church

Harvard University, the university

Quebec Provinge, Provinge of Quebas: the grovinge: Quabec, Canada’s separatist pravince
but

the British Commonwealth, the Commonwaallh

the Fanama (or Suer} Canal, the Canal

the Golan Heights, the Heights

the Parstan Gulf, the Gulf

the Horn of Africa, the Horn

the Korean Peninsula, the Penlnsula

the Olympie Games, the Games, the Hympics, the Winter (or Summer] Olympics
the Taiwan Strait, the Stait, cross-Strait

A noun commot t¢ two oT more proper names is capitalized in the plural fnrm when preceded by
the proper adjectives in those names.

Montgomery and Prince George's Counties
Harvard and Yale Universities
Red and Black Scas
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1.3. Derivatives of Proper Names
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Do not capitalize derivatives of proper names used with acquired independent meanings.

anglicired words italic type
bohermian lifagtyle maolatov cackeail
bvzanline organization pasteurized milk
diesel engine roman type
draconian measures vengtian blinds
bul '

Castroitg sympathies |slamizaticn
degreas Calsius Marxist, Leninist
degroes Fahrenheit Morse code
Francophone pulsad Dopplar elfect
Gaullist policics Sandinista

1.4, Articles in Place Names

Capitalize the definite article, or its foreign language eqaivalent, when it is part of an official
name. When such a name is used adjectively, an uncapitalized the might be used and despite the:
redundancy, would precede a capiialized non-English equivalent.

The Bahamas the Bahamas Tourist (Hfice

El Salvador the El Salvador situation

The Gambia the Gambia mapping project
The Hague the Second Hague Conference

For some counley names the definile artiele s used but is not capitalized because il is nol part of
the official name {for example, the United Kingdom, the United States, the Vatican) or beeause the
convention has been to use 2 lowercase ¢, as in:

the Philippines {The proper adjective 5 Philippine; the people ane Fllipiﬁus J
the Natherlands (The proper adjective is Dutch or Netherlands; the people are called the Dutch
cr the Netherlangers. )’

D not omit the article before a country name 1o a senies if the acticle is used when the nams
stands alone,

the Unjted States and the Netherlands (not the United States and Netherlands)
Thete is ro the in Congo, Seychelles, Sudan, or Western Sghere (the Sahara refers Lo the desert).

“1.5. Names of Persons

The =spelling of persanal names in CIA writing follows transliteration systems generally agreed
upan by US Government agencies, unless officials have stated a preference for vatiant spellings
of their names.

*Guidance ot counlyy names and Lhe nouns and adiectives denoting nationatily 15 given in The World Factboak,
produced by the CiA and available onlme[ :or s hardeopy fiom the LS
Government Prirting Office or the Natianal Techrical Information Servige.
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1.5a. Parbicies in Parsonal Names

In certain personal numes, particles such as af, &, do, de, del, defla, den, df, du, £, o, le, van, and
wan are usually not capitalized unless they begin 2 sentence

.. . achieved independence while de Gaulle was President. De Gaulle, howawver, did . . .
. - was opposed by the den Uyl government, Den Wy's policy differed from that of van AgE. ..

in some cases, particles are often dropped when the family name alone is used.
Iragl Prime Minister Nurt al-Mal; But Malikl stated .. .

Anplictzed versions of foreign names vary in the matter of retaining or dropping particles and in
the vse of capital letters.

1.58 Nicknames

When a nickname or a descriptive expression replaces a person's first name, capitalize it.
Ii the nickname fails between a person’s first and last names, capitalize it and enclose it in
quotation marks.

the lale revplutionary Che Guevars
Isragh Prirme Mintster Binyamin “Bibi™ Netanyahu

1.6. Government Bodies

Capitalize both the full proper name of a national government body and its shortened form.

the British Padiament, the Parliament, Parllament

the Argenline Congress, the Congress; the Tunisian Chamber of Deputics, the Chamber; but tha
Argentine legislature, the Tunisian legislature, the legislature

the French Senale, the Senale, the upper house

the Cuban Council of Ministers, the Council of Minislers

the British Cabinat, the Cabinet, the Conservative Cabinet, Cabinet member; but the Labor
shadow cabinet (This example does not apply across the board, aspecially if the term cabinet is
used in reference to a body whose formal lille does not resamble the English word. 1fin doubt,
use lowercase.}

the Ministry of Economy, the Ministry;, a proposed ministry of enargy, the proposed ministry,
yariols minlstrles, scveral ministrlas, the aconomis mmnistsies, the foreign serice, the civil
sarvice; but a Secret Service agent, the Intellipence Community

the Supreme Court

the Cantral Bank, the Bank

the US Government, the Federal Government (U3 anly; also Federal employves, ete), the

French Government, the Franch and ltalian Governments, the Government of France, the
Governments of Franca and ltaly; But the govermment {shortened form always lowereasaed),

the Brown gavarament, the Tory government, b Eurgpean governments; the exgculive,
legisiative, and judicial branches of gowernment; the Obama administration, the administration;
tha Caldergn administration

Yor a subnational government body, capitatize only the full proper name and avoid shartened
forms that might be confused with national equivalents.

the Maryland House of Delepates, the state legisiature (rot the House); the Quebes Parliament,
the provingiad parliament; the Jerusalem Municipal Council, the coungit, municipal councils
all gwer Israe|

[
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41.7. Military Forces

Capilalize the full proper rame (or reasonable translations and approximations thereof) of &
military force or service as well as the shortened form of that naine.

the US Army, The Army

the Egyptian Anmy, the Army, an Army engineer

Chilean Army, division, or regiment level

the Russlan Navy, the Navy, 8 Navy officer

the Paople’s Liberation Army, the Army, the FLA

the Royal &ir Force, the Air Force, the RAF, an Air Fores pilot
The Israat Defense Forces, the 1DF (not the Forces)

This rule does not apply to individual units in the malter of capitalizing the shortened form
of the name,

the 3rd Army, the army the 2T1h Division, the division
the 7th Flegt, the Eoet The 1028t Brigade, the brigadc

Nor does it apply to a reference, other than a proper name, to military services as 2 group, to a
general reference to one kind of service in the plural form, gr to any generl referance.

1he Russian armed forces

the British rrilitary establishment

the lnfantry, the artillery, the submaring forces

LI% naval forces

the East European air forces .

the navies of the Mediterrangan MATO members

a navy (army, air forge) to be prowd of

Russian-suppiied air force (naval, ground force} equipmant
bt

the German and French Air Forces, the Greek and Turklsh Navies [specific services
referred to by proper names in plural formj

1.8. International Grganizations

Caputalize both the full proper name and the shortened form of en intemational organization and
its subelements.

the UN General Assambly, the Assembly
the World Bank, the Bank

1.9. Diplomatic and Consular Unlts

Capitalize the full or shortened narme of a specific embassy, missivn, or consulate, but not those
words when used gencrally,

the British Embassy, the Embassy

the British Embassies in Paris and Rome

the US Mission, a spokesman for the Mission

the French Consulate, the Consulale, during Consgiate Rours
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but

reparts from Afrlcan embassias
employees skifled in consulate cperations
members of diplomatic missions

LS embassy guards in tha African states

1.10. Religlous Terms

Capitalize the names of religions, religious bodies, and the terms for their adherents and wntings.

the Bible Izlarm Methodist Church (b the chuech)
Biblical taxt a lew & Muslim

Cathglicism Judaism a Proteslant

Christiamiy the ¥oran ' tha Talrmud

an Episcopalian Koranic law Talmudic scholar

Do not capitalive such terms when they are used in a nopreligions sense.

This style guide, which should be the bible for intelligence writars, attempts to be cathalic in its
approach to English usage.

1.11. Titles of Religious Leaders

The terms for and titles of religicus leaders are capitalized preceding a name and oceasionally
following the name or when used alone.

Bishop Tuty, the Bishop; but appointmeant of a Bishep, (In a pelitical context $imply use the nama
for subsequent reference: meelings between Tuty and the authgrities. ]
Fope Benadict XV] ... the Pope; Bul elaction of a pope; fulura popes; pasal, papady

1.12. Polltical Parties and Simllar Groups

Capitalize the full or shurtened name of a political party but not the word party standing alone.

the Chinese Communist Party, the party, the OGR

the ltalian Socialist Party, the Socialist Party, the P31

the Christian Democratic Linion, the party, the COU

the British {or Australizn or New Zealand) Labaor? Party, the party, Labor's chances in the alection

1.13. Political Philosophles

Capitalize words referting to members of arganized parties but not words refarting to political
philosophies and their adherents.

a Socialist, a Liheral, 2 L;lburitc. a Conservative, a Tory, a Soclal Christian, a Chrislian Sooalist, a
Communist {3l party rmembers)

A British socialist 5 |ikely 1o be 8 member of the Labor Parly.

The socialist parties of Western Eurcpe include the British Labor Party and the German Social
Democratic Party.

“Note that, even in propér names, we always use the American speling for English words spalled differerily in
the Britizh Commomwealth. :
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Wol all iberat Evropean parties have the ward ifberal in their names,

2 communist oppositian party called the People's Party

The communist? countries today are China, Cuba, Nerth Korea, Laos, and Yietnam.
Eurgcommunism .

bl

Christian Demegracy, Christian Demacrat, Christign Democratic (poth the © and the D are;
uppercascd)

1.14. Geographic Terms

1.14a. Direction

A geographic lernt used to denote mere direction or position un the earth? is not a proper name
and is uot capitalized.

nofrih, south, @ast, west, south-cantral, far nerth

northerky, castwand, western, far westarn

east coast, southern France, central Europe

the polar region, palar icpeap; the Arctic Cirele, the Arelic region (lowarcase as descriptive
adiective! arctic: ¢lothing, condltions, gt

Latitude {zero to 90 degrees) and longitude (zero to 180 degrecs) continue to describe position on
the carth, but context and space limitations allow for differences in format beyond the traditional
symbols used to designate degrees, minutes, and secomds (when needed).

Either 55° 45" north latitude, 37° a5° east longitude or 55 45 north latitude, 27 35 east longitude
may be used io the text of a paper, as long as use is consislent.

The format 55 45 N 37 35 E is preferred en 2 map or graphic.

Six digits set solid (554500N]) is preferred in 2 table or matrix with latitude as & header and seven
digits set solid {037350uE) with longitude as a header.

i.14h. Special Geographic Groupings

Ceographic terms oflen become part of a proper name for a definite region, geographic feature, or
political grouping and are capitalized.

the West, the East, Western countrles, East-West dialogus

the Western Hemisphers, the North Pole, the Caribbean Basin, the San Andreas Fault,

the Equator '

the Continant {meaning continental Europe)

b

tha coterminous, of contiguoas, United States (meaning the first 48 states) and the continental

United States (meaning tha first 45 slates plus Alaska)

Greater Moscow, Metropolitan Moscow (bt Moscow metropalitan grea)

North znd South, capitalized, ara often used as abbreviations of the two Koreas or to refer,
respectively, to the developed and developing countries, as in “the North-South dislogue.”

ommunist countries and parties often call \hernsalves “Socialist” or "sosiallst® In paraphrasing cormmunist
slatements, put such references in gualation marks. The same applies 10 imperialsm and Impesalist [@and to anf-
imperiatism and antkimgerialisty, which are terms communlsts Yse in describing their opponents,

‘Capitalize Earth, Moon, and Sun only in extratemestrial contexts. Earlh orbit, Moo landing, orbit the Sun; but
earth’s wpography, moonlight, sunshine,
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Some capitalized geographic terms are used to divide the world into groups of countries for
purposes of intelligence reporting.

Middle East or Middle Eagtern {preforred ovar Near East, Mideast)

Marth Africa [eccasionally North-Centrak Africa)

Sub-Saharan Africa

West Africa, East Alrica

but

black Africa, southern Africa (South Africa refers andy to the republic)

South Asia (sometimes Southwast ar Sautheast Asia)

East Asia (preferred over Far East}

Qpeania {npte also North or Seuth Pacific, the Pacific Rim, but eastern, western Paciflo)

Western Europe, West European '

Eastern Europe, East Eurgpean

Latin America

Middle America

Central America

Some countries fall inte more than one category, depending on the context. In some reports,
countries logically belonging in a geographic category are grouped separately by some other
criterion, such as membership in NATG. The Arab states are often treated as 2 group in papers
on the Middle East. And the termis Middle America and Central America are not Symonymons.
Be careful, therefore, to explain any such groupings or any dewatmns from normal geagraphic
categories in z prefatory note or a foptnote.

1.15. Natlonalities, Tribes, and Other Groups of People

Capitalize the names of racial, linguistie, tribal, ethnic, and refigious groupings such as the
foltewing. Check The Werld Factbook for specific groupings in a counlry.

African-American Colored® Mongo!
Amearindlan Crenls tlongoloid
Arab Indian Meormaon
Aryan tnde-Chinese MNogro, Negroid
Aslan |nde-European Mordie
Bedouln lethnlg population)® Jewish Griental
Borber KwaZulu Polynesian
Bushmarn Magvar Pygrmy
Caugasian Malay Walloon
Caucasoid Waarl Zulu

Do not capitalize the following terms based on racial origin, size, and Jocal or cther usage.
(Some terms of this sort can have offensive connotations and, of course, should never be used.)

abungine, abariginal hushman {general sense] overseas (as in overseas Chinese)
animist mestizo oYy (general sense}

- badouin fnemadic lifastyle)  mulatto while
black

*See bedovin ir chapter 3.
*Tha capitalized lerm Colored is used in reporting on South Africa and (histcricatly) cther white-populated areas af
Afniga. Exceplin Lhe way it 15 spellad here [Colored, nof Coloured) the term eonforms 1o local usage.
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1.16. Coined Names

N
a
T
-
-

A voined name or short Eaem for 2 military, economic, political; or other grouping is capilalized.

the Alliance, Allied (adjactive), and aAllies in refarence to NATO {uppercasing is needed for clarity;
clherwise Iowercase)]

tha Cantras

the Eurapean Union, the Union, the EU member states

the Free World {use roncommurist world in all but histosical contexts)

the Gioup of Eight {G-8)

the Intelligente Community ’

Monaligned Movement

Six-Party Talks

bhut

Camp David accords, Geneva accords, Helsinki accords, Amman accords, Daylon acsords,
Paris acgords

the astablishment

fifth column

the occupted larritorles

Parsian Gulf states, the Gulf states

stealth bomber, steallh technology, countersiealth

+ 1.17. Holidays, Religious Feasts, and Historic
and Other Significant Events

Many of the examples in this section need capitalizalion to give them the emphasis or prominence
essential to undarstanding their meaning, especially when they are used out of context.

the Cold War the Helocaust Ramadan

the Cultural Revolulion Independence Day Lhe Renaissance
O-Day Mew Year's Day the Six-Day War'
the Deprossion the Qctobar War’ Warld War il

the Feast of the Passaver  the 23 Party Congress
the Great Leap Forward 1he Prague Spring

1.18. Trade Names

Trade names (such a5 Velero, Kleenex, or Teflon) should be capitalized or replaced with a
generic term.

air-cushion venicle (ACY) ar hover craft (unfess it is a real Hovercrall)
hberglass funless it is Owens-Corning Fibarglas)

axytelracyeling {unless the physician specifically preseribed Terrarmycing
a photocopy (Unless it is known 1o be a Xerox copy or a Kodak copy)
tracked vehigles {unless they have genuine Caterpillar treads)

a canning jar {unless it is a real Ball or Mason jar}

TCapitalize the W In October WaT o Six-Day War because gither term as a whole i3 2 distinguishing caned name, but
1973 Middle East war or 1967 Araft-luraei] war is gistinguishing nough without Fe capital W. Ava'd Yom Klnpur war,
which i5 slangy. Do not uppercase the win Korean war, which was “undeclared™; the same logic applies Lo Vietnam
war ang Faiklangs war, and 3 sinilfar convention (F nol IREIC] 10 r3n-iraq war,
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Sometimes an acceptable replacement 1s hard to find. For example, “Ping-Pong diplomacy,” the
catehphrase oace used to describe the exchange of spart and cultural delegations hetween the
United States and China, was probably not entirely accurate even with the trade name uppercased
but was certainly preferable to “table tennis diplomacy.” Usage eventually pushes bestselling
trademarks into the generic language—and in some cases, such as jeep, the generie preceded the
trade name. For instance, the following once-capitalized names are now listed in the Merriam-
Webster dictionary in lowercase: celluloid, deep-freese, dry ice, photostat, and pper.

-1.19. Titles of Persons

1.1%9a. Before the Name

Capitalize any valid title (or short form of 1t) immediately preceding a person’s name. The plural
form of the title preceding more than one name is also capitalized. In front of a title, the prefix ex
{followed by a hyphen er an en dash) and the adjectives former and then (neither followed by a
hyphen) are not capitalized; neither are the suffives designate and elect. Do not confise 2 mere
description with a title by capitalizing it.

Fresident Sarkozy, Acting President Ghimpu, Defanse Minister Barak, First Depuly

Presmier Shovalpy

Prime Ministers Cameron and Cowen

former Prime Minister Callaghan, then Defense Minister Sharon, ex-Fresident Lopez, ex-Foraign
Minister Gromyka, Presudent-elect Salinas, Permanent Representative - designate to the
UM Dauth

the late PLOD Chairman Arafat (bul former PLO leader Arafat)

Chief Justice Ramirgz, Associate Justice Alberti, Justices Albarti ang Ramirgz
Bishop Jones, Chairman Smith, Frof; Mary Brown, Professor Brown

Mayer Black, Assistant Principal Jones

First Lady Margarita Zavala de Caldergn

party Secretary Brown (uppercase any party Wop leader's farmal title preceding the namel,
ruling-party Shairman Jones :

vite-presidantial candidate Gonzalez, pignist Ray Charles

Avoid preceding a name with tnore than ane title. Use the more important one first, and then Lhe
ather later in the text if necessary or if desired for variation,

ongtime Minister of Defense Yarow .. . Marshal Yazow
the |ate President Finochet . . . Genaral Pinochet

1.196. After or in Pface of the Name

(enerally, a title standing alone is lowercased unless it refers to an incumbent—present or
past (but not future). To indicate preeminence or distinetion in certain instances, capitalize a
common-noun title or shartened title when it follows the name of 2 person or is used alone in
rcference to the person to whom the title beloaps or belonged. The plural form of such a title
is also capitalizod as appropriate. 50 is the word Acting if it is 2 valid part of 2 capitalized title.
D¢ not capitalize such a tithe when it refers to the office rather than the individoal or when it
is used penerally.
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1.1981, Head or Assistant Head of State or Government™ Royval Heir Appareni

Micolas Sarkozy, President of Franpe

the President

the Prime Ministers of Kaly and France

the Premigr-designate, the Vice Preswdent -elect

tha woman designated as Premier, the man elected Vice President
the forrmer Vice Prosident, an ex-Presidont

the then Secretary General

the Queen of England, the Prince of Wales, 1he Crown Prince
the former King

but

aspire o be president

destined to be king

a younger head of stats

the naw chief of state

rnioke atsg

the First Lady, the Fiest Family (bul the royal family)

a
=
=
=
o

1.1902. Top Officials, Nalional Governmenl Uity Pringipal Momibers, Logislative gnd Judicial Branches

David Wright Milibard, Secretary of Siate for Foreign and Commaorwealth Affairs
the Acting Fareign Secretary

the Mirister of Forglgn Affairs, the Forgign Minigter

Ihe Daputy Mirmster of Foregn Aflairs

Mirnister Without Portfolio

the Cheef Justice

the President of the Senata, the Presigent

the Speaker of the House, the Speaker

Bank of Canada Governor Carney

but

a deputy minister of foreign atfairs, a first deputy promicr

shadow mimister, shadow chanceller of the Exchenquer, shadow foreign secretary
conferred with cabinct ministers and secretaries of state

the senator, the represenialive, the congressman, the assemblyman

the mermber of Parlizment (Rever parliamentarian—ses chapter 9)

a deputy In the National Assembly

an gssociata justice

chalrman of the Foreign Affairs Committes

the deputy chairman

1 1%03, Officers of Party Organizalions in Communmist Cauntrias

Cuban Communist Party First Secretary Fldel Castro

Hu Jintaq, General Secretary of the Communist Party of China
party General Secretary Huy

the Gengral Sacretary, the parly General Secratary

*Capltalize Presidential in any reference to & present or past US President [Presidential veloes, decisions,
proclamatiens, et.) bul ool 3 reference o a fulure one (ke 2012 presidential elecuen) or to the office generally
[presdlentral powers under the LS Constitution]. Quiside 1he US conlést, lawercase presigdentia! and glher adjgstivas
referming generally lo government offices unless they are part of an oticia! name or Lle: Presidential {Ministerial,
Yice-Presidential} Liaison Cifice(r]; but presidential action, ambassadonial counesies, prime-minisleal caliber,
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bse

Folitbura membear Ricarda Alarson

party secretary Juan Almeida

the party secretary responsible for agriculture

a full member of candidate member of the party Polithuro
the peneral secretary af the [talian Communist Parly

1.18b04, Top Officials of First-Order Sutnational Adminisirative Divisions

Jean Charest, Premler of Quebec

the Vice Premier of Quebeas

the Governor of Connedticut

the Llautanant Governar of Virginia

the Acting Governor of Maryland _
the Armenian Republic First Secretary
but

& capable premier

seviral state governors

the mayor of Philadeiphia

1.1205. Top Officers in & Military Service

Cummander in Chief of the Chilean Army; the Gommander in Chief
Chief of Staff, Brazilian Air Force

Deputy Chicf of Staff

but

the quartermaster

commandger, I Corps

chief, G-2 [Inteliigence Branch), Army Headquarters

the gencral {military title standing alone not capitalized)

1.1906. Principa! Official of an international Qrdanization

the Secretary General

the currgnt Secretaries General of the UN and the QAS
bur

periadic setection of NATO secretarics gencral

LIDPGT. Principal Members of the Diplomatic Corps

the Ambassader, tha Brtish Ambassador?

the Daputy Chief of Mission

the Minister, the Charge, the Consul General, Minister Plenigotentiary
bt

the counsclor of embassy, the egonomic counselor, the firgt secretary, the US defense gttache,
tha consul, the rank of ambassador, ambassadors at the conference (general yse)

There ana Tour levels of ambassadorship. 1) Ambassadornominee; a persen who has beon designated

by @ government &< ambessador but for whaose appaintment the Lnited States has not granled agrement.

2y Ambaszato-designale; o persan whose govermnment has ohlained agremenl for appoiniment bul wha has nol, yel
taken up the post. 3) Appointed Ambassadar: 8 parson whio has presenied credentials 1o the Secretary of State or
designee bul not to the Prasident. 4) Ambassador: a parson who has presented ciedentiaks 1o the President,
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1.20. Publlcations

1 20a, Tittes in English

Capitalize the first Jetter of the initial word, that of the final word, and that of any principal
word in titles of publications and the like (books, newspapers, magazines, articlas, series,
reports, speeches, plays, movies, musical compositions, works of art, and historical documents).
Principal words include all nouns, pranouns, verbs [ineluding the to in an infinitive), adjectives,
and adverbs; the preposition vin, as well as per when part of a unit modifier; any other word of
more than three letters; the first word following 2 eolon or em dash within a title; and parts of
compounds that would be capitalired standing alone (Long-Term, President-Elect, Re-Creation,
Fellow-0n, Trade-Off but Balance-of-Paymenis Problems, Nine-to-Vive Schedule, Co-op
Formation). If 2 permally lowercased short word is used in juxtaposition with a capitalized
word of like significance, it should also be capitalized {Butldings In ond Near Minneapolss,

Construction “On the Cheap”).

1.20b. Shortened Titles

The above Tule is sometimes modified to apply ta accepted shortened titles of some publications
and historic documents.

article in The Washington Posl; quoted in the Post article
reparted in The Times: fram the London Timas?'®

Quadripartite Agreement; the Agreament

Balfour Declaration; the Declaration (but a British white paper}
the Ruritanian Constituticn; the Constitution

bt
The 1962 Constitution was a vast improvement over earlier constitutions,

Writers of constitutions (generat usa} and compilers of style guides are kindred souls.

1.20c. Laws and Treatios

Capitalize the first word and all other important words in the formal titles or distinguishing
shortened names of federal, state, or foreign documents. If 2 deseriptive term is esed, or if the
document is still in deaft form, ose lowercase. The names of ratified treaties are capitalized when
rendered in Tull. For 1eeaties that have not been ratified, the ¢ in treaty should always be lowercase,

Bill of Rights

START Treaty, the treaty, New START Treaty
, Treeaty of Paris, the treaty

Kyolo treaty

1.20d. Foreign Titles

Capitalization of titles that must be given in 2 language other than English should conform to the
practice in that language.

CAlwsays word references te the London Times so ag b avoid confusion with The New York Times and vice versa,
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1.21. Graphies, Tables, and Chapters
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The rule in section 1.20 voncerning capitalization of titles of publications and the like also applics
to titles of graphics, tables, chapter and part headings, headlines, and the equivalent, but rot to
annotations [such as arrowed caplions or callouts) on a photograph, map, or other graphic—for
which only the first letter of Lthe initial word is capitalized. Il a number given a5 a figure begins
such a caption the word Following it ts mof capivalized,

200-mife lim |t (not 200-Mile firidt or 200-mile Limit)

1.22. Cross-References

The common nouns used in numeral or letter designations of chapters, parts, graphics, tables, ete.
are not usually parts of titles and are not capitalized in cross-references.

covered In chapter L, volume |
rofar (o appendis B

{see figure 13}

{detailed in table A-d)
disagrees wilh 5&:_:linn 27

1.23. Indented Bullet or Dash Paragraphs

Capitalize the ficst lIetter of each entry in a series of blocks of text indented for emphasis and
introdiced by a bullet or an em dash.

1.24. Miscellany

1.24a. Seasonsy

Do oot capitalize spring, summer, fall (aunomn), or winter. Az a general rule, use the definite
article in referring to a season and use of before the vear,

in the Fall of 20009
bui
her fall 2009 alection triumph

1.24b. Major Storms

Capitalize hurricane and typhoon as pact of a US National Weather Service name for such a
storm, as in Hurricane Katring or Typhoon Morakot. Both terms designate types of eyclones, us
does fernuado, but personalization has not been applicd to cyelones, tornadoes, or waterspoats
(tormadoes pone to sea). In view of the confusicn of nomenclature, be suve of what you ave talking
about before you write about it.

avoid seasonal reierences in any wiiting about the Southern Hemisphers.
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2, NUMBERS

2.1. Baslc Guidance

Althaugh the reader comprehends figures more readily than numbers spelled out, particularly in
technical, scientific, or statistical matter, typographic appearance and other special reasons often
call for spefling cut numbers rther than using fgures.

2.2. Numbers of 10 or More

Except in the firsl word of a sentence, write oumbers of 10 or more in figures, not in
spelled-out words.

- Her tour coverad 11 countries in 15 days.
Sixteen days on the raad lefl him exhausted, {Betien He was exhausted after 16 days
an the road.)

2.3. Numbers Under 10

Spell out most numbers under 16, but use Agures if such numbers are decimals, ages of persons,
percentages, specific amounts of money, or numbers used with wnits of measure other than time,

For five years the celnty has provided free preschool glasses for S-yearolds.

They visited six countries in Asia, three in Africa, and twa in Eurape, spending an average of
1.45 days in each courttry.

He walkeg 6 kilometars every 2.5 days [but every two days).

She spenl 8 peicent of her 1ime in Europe.

He pvarspant his daily allowance by an average of £7.

The Jet's top specd was Mach 2.2,

2 4. Mixes of Numbers Above and Below 10

Combipations of numbers on either side of 10 follow the basic rules governing numbers
set forth above,

The estimate covers the period five to 10 years from now,

He packed two suits, 12 shirts, and three ties.

She had 14 children (thrae daughters and 11 sons).

The measura lacked three of the 34 votes needed for approval,

Tha attack invelved about 200 trecps, 12 tanks, and two aircrafl.
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2.5, Ordinal Numbers

The rules governing cardinal numbers generlly apply to ordinal nurnbers, except that military
units are always designated by figures (again, unless the fgure unaveidably comes at the
beginning of a sentence), and fractions arc usvally written out.

First Congress 82nd Congress
ninth century 20th century
saventh region 1710 region

fifth anniversary 50th anniversary
first grade 11th grade

3rd Arrmy 2rdd Infantry Dhvision
323rd Frghter Wing 1028th Brigade

Hth MNawal District Tth Fleet

Yl Corps (ATmy LSage) XH Corps

2.6. Indefinite Numbers

Except with words such as about, nearly, more tham, and approzrmately, references to quantities
in an indefnite sense vsually are not written with figures.

Tha project will cost the government tens of maflions.

He addressed several thousand people,

She answered hundreds of questions,

bul

He spant about 30 hours an his tap repert and had (o wait more than 15 days to be
reimbursed for expenses,

2.7. Figures of 1,000 or More

Numbers with more that thrae digits are written with commas, except (or years, radiofreguencics,
military unit designators, clock time, most serial numbers, and the fractional portions of
decimal numbers.

Sha hag traveled 5,187 kilometers as of 1400 houwrs,

A forge of 20,000 (rever 20 thousand) (o ps was necdeg.

According 1o some sources, there were 1,075,245 US cascalties In World War 11,
The station cperated on a frequency of 1800 kHz.

He was assigned to 1the 1028th Srigade.

He picked up job number 518225 1088,

The exact welght is 3,3899.243046 grams.

The nest step is to muiliply by 3.1418,

2.8. Millfons and Blllions

Numbers over 099,999 are rounded unless an- exact amouant must be stated. Spell oul rulfion or
billign preceded by a figure rounded usvally to no mote than two decimal places.

Fhe world population today is more than 6.8 billion,
The US population is about 208 millipn,
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The number of Amerncans dead angd wounded in World War I totaled 1,078,245,

More than 16,35 million Americans served in Wortd War [l—more Lhan three times the 4.74
millign it World War |

Estimates range between $10 mitlion and $20 million (not between $10 and $20 million).
but

The cost is estimatad at $10-20 million.

2.9. Numerlcal Unit Modiflers

Mumerical unit modifiers are written with hyphens.

third-leviel decision five-yoar planl?

20-klometer (or 204km} march  105-millimeter {preferred 105-mm) puns
eleverth-hour decision T-meter (rever 7-rmyd limit

18-raom house ASs-aliber pistol

20th-century plogress S0-billign-ruble budget (but $30 hillian program)

200 -midhion-sure foan 2-mitlign-harrel-per-day

(but $200 millicn sale) {or 2-millign-b/ah output

Fmillion-man army G-percent increase, B- 1o Tpercent (0r G-lo-7-parcent)
a 1-cant increase . increase [but § percent short)

ang- and two-bath apartments

2.10. Possessives

‘Numerical expressions in the possessive case require an apostrophe but not a hyphen,

After five years' planning, the project got under way.
She put 16 days' work into the project.
The new regime bought several million dollars’ warth of arms {ut 520 million worth).

2.11. Ranges of Numbers

2.11a. Below the Millions

In grder Lo prevent bypographieal erzor or misreading in ranges of numhbers, use prepositions and
conjunctions rather than hyphens, except for vears, page or paragraph references, and values
in the millions.

The march covered 10 to 15 Kilpmeters (mof 10-15 kllgmeters).

The laague membership is between 15,000 and 20,000 {mot 15,000-20,304).
Model numbers 847 312 through 873,214 were recalled {not 847,312-873,214;,
but

This report covers the vears 2005-00.

For further informalion, see pages 12-25,

"*The hyphen is retained in capilalized forms of this term.

Lpnbreviations of unils of measure, including abbrevialions formed by 2 single lelter fsuch 25 o for meter), are
stoeptable in appropriate circumstanées, such 8% in {ables of in exts making frequert refereces to specific
quankities. One exception, however, is a hyphenated modifier with a singl e leter abbieviatlon, sueh as 7-m or 20-L.
Such compounds are confusing 2nd should be avoided, Instead, spell therm owt (7-meter, 2Z0Hitert or change the wnit
of measurg (7 00-gm, 20.000-mb), Poantialiy cenfusing aiso are ke abbroviations m? and m?, whigh, alltbough proper
melnic fonms, can sometimes be mistaken for footnale references. Spelling out square mader(s) or cubic melar(s)is
prafarred, or sg m and cu m may be used, Somay m? and m? if there i3 NG possibility of rabiguity.
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In tabular material, especially where space limitations apply, the use of hyphens in ranges of
numbers is usually more appropriate.

D not use combinations of prepositions and hyphens, such as behween 15,000-20,000 and from
#47.312-873.214, to express a compiets range of values. 'The final example in section 2.110 below
shows the only circumstance in which such a combination would be appropriate.

2.11b, in the Millions

Hyphens may be used in ranges of numbers in the millions and muoltimillions.

Natural gas reserves are estimaled at 20-30 billion cubic feet
Produclion rase to 2.0-3.5 milian tans annually during the period 1871-75.

The range of estimated construction costs has increased from $500-600 million to $2-3 billion.
(Do mot repeat the dollar sign in ranges like these, Do not write $500 to $600 million or $2 10 3
Billign. Although writing $500 milion o $600 million or $2 bilfion to $3 billion is correct, such
phrasing woukd be awkward in the sentence above.)

2.12. Numbers |n Tables and Graphlcs and for Pages, Paragraphs,
and Footnotes

Such numbers—and sametites those that immediately tollow each bullet or “tick™ in a series
that highlights quantities—are not subject to the gencral ndes for numerals, ner are numeral
designators for tables, praphics, volumes, chapters, and other parts of publications. However, the
text porlions of fovotnotes and, uniess space constraints dictate otherwise, of tables and graphics
are governed by the same rules for numerals that are applicable to the main text.

2.13. References to Numbers as Numbers

Any number referred to as a number is given as a figure unless beginning a sentence with such a
reference is unavoidable,

The estimate could be off by a factor of 2 or 3.

The data are rounded to the neaarest 5.

Qivige by 5 to determing your share,

His lucky number is 1.

but

Seven is his lcky number.

2.14. Numbers In Nenliteral Sense

Numbers used in a metaphorical or fizurstive sense are spelled out without regard for the basic
rules covering numbers above and below 10,

Tha Minister is famous for elaventh-hour decisions.,

Marcover, he is often a hundred percent wrong.

Because he is a shrewd politician he remaing number twa in the regimo instead
of number twenty.

There must be a thousamnd athers whe could run the Ministry better than he.
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2.15. Decimals

Mumbers with a decimal point are expressed in tigures. Decimal numbers of hess than 1 should
have a zaro before the decimal point except for designations of gon bore or ammunition. Zeros are
omitted at the end of 2 decimal number unless exact measurement s indicated,

0.25 meter (note that the unit of measure is singular)
1.25 cantimeters

Silver 0,900 fine {exact measurement)

.22-caliber cartridge

2.16. Fractions

Fractions referring to reasonably specific quantities are written out, with & hyphen in both nopn
and adjective forms.

thrae-fourths {or three-quarters) of a Kilometer®®

a twi-thirds majority, a majority of two-thirgs

one-fifth of the electorale; ana-tenth; ohe-twentieth for 2 fifth, 3 lenth, & tweniieti‘u]

but

a quarter of a lifetime

the second guarter of 2009, the [ast three quarters of 2009, eamings for first quarter 2010,
fist-quarlar earnings

2.17. Mixed Numbers

If possible, 2void a combination of 2 whole number and a fraction by converting the fraction to a
decimal quantity. '

5.5 percent (or about 5.5 percent, if you wish 1o avoid a suggestion of precision)
In nonstatistical contexts, wrikten-out phrases are preferted.

two and a half {pol ene-half) years ago
two-and-a-halfyear trial period (befter in some contexts: 30-month trial period)

[r: statistical texs, however, precise reporting may require mixes of whole numbers
and fraclions (5%e , 4% ).

2.18. Expresslions of Value

2.18a. Us Monoy

Values exprasted in US money are giveno in figures preceded by a dollar sign. Ordinarily, there is
no need for the initials D25 to precede the dollar sign unless the context could allow the reader to
assume that dollacs pther than US dollars are meant. [f this is the case and the dollar amoynts
appear throughout the text, consider adding a footnote such as “Money values in this paper are in
US dollars unless otherwisa indicated.” The word dolfors is used in an indefinite expression with
no figure given or i some definition of the word is needed—such as the year to which the dollar
value applies. The word cents is used for amounts less than a dollar.

Hyractional quantites Such 35 this ane may sound plural bul \hey take a singular verb fthree-fourlhs of a kilometer is
toa far to walk), The same |s true of any guantitative expressben in which 1he emphasis is on its meaning 25 & single
ueil of measure—ior example, money (500 is too expensive) and Lime (1w yaars is too long).
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Russia spent nearly $50 millisn to develop the system,

Motorists in Amsterdam pay about US $6.50 for a gallon of gaseling; those in Caracas,
howsaver, pay only 12 cents a gallan,

Each unit now posts saveral hundred dollars.

We estimate Lhe system cost the equivalent of S0-60 hitlion 1987 dollars.

2.18b. Foreign Money

When values are expressed in foreigh meney, use figures except for indefinite amounts. Because
they are unfamiliar to many readers, de not use symbals for foreign currency.
The israeli-British talks 5et the unit price at 1,250 pounds sterding (3,085 Istagli pournds).
The construction costs averaged 5 rubles per capita.
_The fare is 1 gura,
. & bottie of Japanese beer costs 230 yen in Takyo.
but
Meals in London will cost a few pounds more (steriing s understoogy).
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2.19. Percentages and Times Phrases

Numbers showing the relationship of 2 smaller to a larper quantity are often expressed in
percentages, which are zlways given in figires (75 percent, 6.2 percent, 1 percent, 6.5 percent),

Numbers showing the relationship of a larger quanlily (o a smaller one are often accompanied
by the word Kmes and, uniess decimals are used, are governed by the basic rutes for numbers oo
either side of 10 (five times as large, 10 times greater, K0 times more frequently, 2.5 times more
powerful, bwo to three titnes greater).

2.19a. Percentage

The word percent is preferred in oodinary text. The percent sign (%) is acoeptable in tables and
graphics. Unless space is tight, the text portions of tables and graphics should use the word and
oot the sign te express pereentape, Figures are always used for percentage except at the beginning
of a sentence that cannot be reworded.

The currenl [Ive-year plan projects a 20-percent increase by 2015,

Vater turncut deepped ST percent in the Second mund.
African-Americans make up 5 parcent of the student body,

Be careful to distinguish between percent and percentage point.

The inflation rate, which rose-only half a percentage point [ast year, is expected 10 go up a Tull
2 or 3 polnts to 12 or 13 parcent in 2010.

2.1%b. Times Phrases

Various ways of expressing prepartion with the word times are shown below. Note that careful
-wording is nceded to avoid a wrong meaning. Sometimes the message is clearer if expressed in
percentage, One can alsa nse the suffix -fold, although this is somewhat archaic—and awkward
when decimal factors are involved. Never use meaningless expressiens such as “four times
smaller,” which sometimes is written by an auther who means to say “one-fourth as targe.”
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The number of tanks increased 1o five times the prewar lgvel, {This is a 400-percent,

¢r fourfold, increase.)

The number of tanks is five times greaker than befare the war, (This is a S00-parcent,

ar fivefald, increase.) '

The number of tanks increased hve tmes., (The tank caount went up on five Separate occasions
by unspecified amounts.)

There are five times 85 many tanks as there were before the war (The present number ig

400 percent, or four times, preater than the prewar number; is five times the prewsar numiter;
and has undergene a fourfold increase.)

If the suffix iz attached to a2 whole number writien solid and unhyphenated, spell the resulting
word without a hyphen (fourfold, tenfold, twentyfold, hundredfold). Otherwise use a figure and 2

hyphen (21-fold, 5.75-feld).®

2.20. Expressions of Time

2.20a. Ages of Persons

Thesze are expressed in Ggures except at the beginning of a sentence and in approximaticns by
decades.

The general is almost &0 {or 60 years old, but not 60 years of age).

Gencral Manley, 60 {or age 60, bui ol aged 50, is retiring al the end of the year.
The general must be In his sixes.

Five-yerar-glds whe will reach their Gth kirthday &y 31 December ore eligibie.
(Change sentence 1o begin: All Byear-olds.)

2.20b0. Ages of Inanimate Things

These ate given according 1o the basic rules for numbers above and below 10,

The program is two years old.
Those 30-yearald Submarines ar2 being scrapped.

2.20¢. Dates™

Intelligence writing follows the mililary style of stating a date without inlernal punctsation and
with day, month, and year in that order.

The United States declared its independence on 4 My 17 76.

Swizerland’s Indepandence Day s cetebrated an T August.

She graduated in June 1951 (net June, 19510

Both {word inserted 1o avoid starting the sentence with a Mgurg) 11 and 26 Novembar were
helicays in 2009,

The March-Apnl speing vacation period empties callege campuzes. (Use a hyphen 1o
separate the menths.)

It snowed hegvily on the night of 20-21 February, (Use a hyphen 1o separate the days.)

The play had a \hrge-wesk run (25 April- 14 May]. (Lse an en dash—see 5ection 5.9—10 separate
these dates.)

The base rights ended on 30 April 2008.

5The principal advantage of fold is thal it sometimes permls 8 More pretise ranslalion of data reparted ina
foreign [particularly Slavic) language. A 5. 75 fold increase, howeved, can just s casly be papressced a5 a STSperent
ingrease, a0 ingrease of 575 Limes the previous kevel, or an increase to .75 times the previous level,

1650a dates as modifiers in chagior S, ’
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| 2.20d. Years

Figures designating a contineous periad of two or mare years are separated by 2 hyphen meaning
“up to and including.” For two years, gnd may be used.

The presidencias of John Adams (1797-1801), William McKmicy {1897-1801), and
Bill Clinton {1993-2001) were the only oNes 1a 5pan two canturiss.

She worked here during the paripd 1961-96 47

She worked hera in 1961 and 1962,

Do oot combine from or betiteen with a lyphen instead of to or and. Such combinations
{from 195!-77, between 1941-45) are almost always incorrect.

A hyphen may be used 1o date events that straddle consceutive years representing a continuons
peried, but do not use one to date related but separate events Securring in two consecutive years.

Training of crewmembers togk plage during the peripd 2008-09,

during the wimer of 2009-10

during the Argantine surnmer of 00800

Clinton was a U3 Senator (2031-05) before she becamea Secretary of State.
The first two submarines were faunched in 1960 and 1981 (net 1960-61).

Use a slash, not a hyphen, in & combining form designating a 12-month period accurring in
two calendai years, such as & fiscal year or an academic year, and state the type of year and, if
necessary, the pericd covered,™

The farm made a profit in the 2007 /08 crop vear (1 July-30 June)™ but not in 2008049,
Registrations for the academic year 2010711 are being accepted.

The report covered actual cxpenditures during fiscal year 20H38/09 and rmade some projections
of FY 2009/ 10 spending. (The abbreviation FY may be used after the fisst mentan of hscal year,
but do not drap the 24, In this illustration it would be equally clear in the second reference 1o
write simnply 2009710, withoot the FY or the term it stands for)

2.20e. Decades

Decades are usually expressed with the fipare for the initial year followed by an s bat not
an apostrophe.

All those submarines were Cconstructed in the 19605 (nof 60, "60s. or sixties).
Our estimates were interded to cover e eary and moddle 19905, Your figures dealt with the
middie and late 1980z,

2.20f Centuries

In certain special contexts, a century may be referred to in & manner similar to that used for
decades (the 18005, the ciphteen hundreds), bt in most intelligence writing, ordinal numbers
{in the 19th century, zoth-century progress) would be more appropriate.

7In gn expression such a5 "ouring the period 195%-17," inclusion of the words “the pernd” is suggested, If the
subjact reguires repealed reference 10 soch ranges of years, 85 in economic seporting. Lhe words migh: be omitied
alter the first s5uch use. (He composed mainky for rglion piclures during the penod 1961-684 and twice retuined

12 that medium in 1967-69 and 1973-75. His film music has been compared 1o Lthat compesed 8t Warners during
1935-50, the heyday of 1he Viennese-dominsted Hoilywood school.) In 2 text prepgared lor anal presentation wida
“Iram 1951 to (or thraugh) 197 7.7

18 8 Gowernment practice the fiscal year is staied not in a cambiring form bul with the calendar vear representing
the larger podtion of the fiscal year US fiscal vear 2002 began on 1 Qetober 2008 and ended on 30 September
2008, [Japan’s fiscal yagr 2000, on the other kand, Began an 1 April 2009 and ended on 25 Margh 2010.)
¥Noe the use of an en gdash instead of a hyphen in 3 timespan jeenirg compound clements; a hyphen would be
usad if the period were shown as July-June,
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2.208. Clack Time

The time of day is wrinten in the z4-hour system, without internal punctuation,

The managers met at 0845 hours.,

The sateilhbe was igusched at 1800 ECT (2400 GMT.

The migdday break is 1300.1430.

alsg acceptable

The noan meal was the heaviest of the day,

Many high school students rarely get 1o bed before madnight.

2. 20K, Other Time Expressions

Apart from the situations covered in sections 2.20a throngh 2.20g, references to time follow the
basie rules for numbers zbove and below 1o,

The protest lasted for eight days.

The alrcraft were airbore In 11 minutes.

The pulses were seven stconds apart.

Flgures are given for thres fiscal yaars.

Seme countries structure their econamic aotivities according to five-vear plans,
He resigned alter his sixth year of scrvice.

Fayment i5 acceplable on the 29th day after the due date.

The Comimiynist regime accounts for just six decades in Ghing's history of more
than 40 centuries.

2.21. Units of Measure

The Intelligence Community generally uses the International Systemt of Units (metric system) to
express size, specifications, or characteristics of things. Ameong the acceptable nonmetric units
of measure zre the kiloton, the nautical mile for sea distances, pounds per square inch (psi), and
ihe knot. Other nonmetric units of measure still in use include barrels (and harrels per day) in
reporting on the petroleum industry, the US bushel in reporting on graio prodoction and trade,
cubic feet in reporting on natural gas reserves or cutput, and shott tons {not metric tons} in
reporting on muclear weapons.

2.22. Figures With Unlts of Measure

Figures are used with any unit of measure (excluding units of time} nnless an indefinite quantity
is stated, in which case the ugit is never abbreviated. As a peneral rule, do not abbreviate units
of measure unless they occor frequently in a report. They advanced several hindred kilometers
{never several hundred km).

1 galion 4 t}u‘shels 8 acras bushels
3 mites G meters 8% by 11 inches
BALEQHONS

fourfoid six-story building three-ply

one pross tBnpery rail twiz dozen
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2.23. Other Number Rules

2.23a. Numbers Clase Together

When a cardinal number ardinarily given as a fipure precedes 2 numerical unit medifier that
normaily would use a figure, by to reword Lhe sentence. [f this s not possible, spell out one figure,
preferably the smaller one.

15 six-meter trees (or 15 trees § meters tall)

twelve 250-kilagram bombs (o 12 bombs, each weighng 250 Kilagrams)

2.23h. Ratins, Odds, Scoras, Returns

Use numbers for each of these numericat situations.

Women were outnumbered 17 to 1.

The dactorto-patient ratio was 117

He had g 50-50 chance of winning,

The New Qrleans Saints waon Super Bowd XLIV, 31 to 17,

The first yvoie gave the Domocrats 21 seats, the Secialists 9, and the Communists 3.
The measurs was approved by a 80-10-3 vote,

2.23c, Indefinite Expressions Using Figures

THustrated in the following examples are numerical expressions that may be required in certain
contexts (such as a direct quotation) but are nol recommended. Alternative wording is usually
available,

100-ndd [Better: more than 100) species of insects

reserves of 50-plus (better: B0 or more) vehicles

\,2‘23“" Scientific Notation

A soientific and technical paper may require exponential sxpression of quantities in the
multimillions: 107 wattsfem?.
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Factors for Converting to Metric Units of Moasure

To Convert From™ To (Abkreviation or Symbol) Multlply by

acres hectarest (ha) o 0.4047
-;l:':'_res square kilometers {sq_krr;. kndy 0.C04047
“acres square melers (sq m, m) 4})46.8564

bushels cublc meters (ew mm, m¥) 003524

degrees Fahrenheit degr&és Celgius [°C) 5,9 (after subtracting 32)

feat centimeters [om) 3048 o
feat meters (m) oz04s

feet, cuble cubis meters (eu m, m) 002832 :,«:
feet, square -squarE melars (54 m, m7) 0.08200 ?
gallons, UK {impearial) cubic meters (cu w1, m EGD4546 '::
gallans, UK iimperial) liters {L) 45461 -
gailons, US cubic reters (eu m, m3) 0.003TES

gallons, US liters {L} 3.7854,

in:hes centimeters (om) 254

in;hes meters [t} 0‘;:!2 54

ieches, cubic cubic meters {cu m, m¥) Q00001632

_inches, square square centimeters (sg om, cmé) 64516

irehes, square sguarg meters (sgq m, me) QOK452

rmiles, nautical kilomatars (km) 1.852

miles, nautical meters [m) 1,852
_miles, naulical, square squara kilometers (sg km, km?) 34299
_mlles, statute meters [m) 1.605.344

milles, statute kilgmeters (k) 1.6093

miles, statule, square heciares (ha) 258.9988

miles, statube. square square kilometers (sq km, km?) 25400 L

ounces, avdirgupois gramg (g} . 283455

Gunces, trﬁy grams (g} 311035

pints, liquid liters (L) L4732

pounds, avoirdupols kilograms (kg] (.4536 -

pounds, troy “grams (g) 373.217

.;_:I::tunds per square inch kilopascals (kPaj) 56,8948
_l:|_l.|_art5, liguick liters {L} Q.2564

tons, 1ong medric tons (137 1.0160

tons, short melric tons {14 0.8072

yards meter (m) .8144

yards, cubic cube meters fou m, m3) 07648

yards, square square meters {sq m, m-) 0836L

*This tabde covers only a seleclion of the most Fequently encountered nonmetnic onits. More comprehensive conversion

tahles are availaide elsewhere (in The World Factbook, for examplel,

USes fpoinote 13 and seclion 2.22 for words of cauticn about proper use of abbreviations of metric units, The National

Bureau of Standards holes thal shortened forms wsed 10 reprasent units of measure should be caled syrhbals, rather than

abbrevigtions, because no penods are uscd.

FIL s hest to avand the ward acreage in the metric age, bul it has not really been replaced by hectarage in the American

vemacular. Try 3reg instead,

SNalk tonmes. Avwoid Bbbrevistion, however, because the &, like other ene-letier aphreviatiaons, samelimes g2ets Iost in 10e shoifle.

The best approach for metric ons is W establish early in 1he test of 2 paper Lhat tons Lherealter means melric fans ans then

Just use the fourtotler word, Docazionally, MAMT s LUsed 10 abbraviate Aullion metrc tons if reguent repetition warranis.,

25
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3. ABBREVIATIONS

3.1. General Guldance

Use abbreviations sparingly and only when their meaning is clear. When abbreviations are
necessary, use standard forms such as those in the GPO Styfe Manual and Merriam-Webster's
Colleginte Dictionary, or other forms that have gained acceptance. In ClA nsage, periods are
usually omitted in all but a few categories of abbreviations, such as academie degrees (B.A.,
Ph.D.}, exportfimport terms (fo.b., c.i.f.}, and ranks or titles (Gen., Prof., Dr.). (Abbreviations for
military ranks are in section 3.7.)

3.2. First Reference

AR organization, group, international agreement, unit of measure, weapon system, or the like

that is referred to throughout o report is abbreviated after it is spelled out at the first reference,
often with its abbreviation following it in parentheses. (In long reports, as a convenience to the
reader, repeat the full designation ocecasionally without respecifying the abbreviation, but continue
thereafter to use the abbrevialion as before.)

Hon-Proliferation Treaty [NPT)
nautical mile (nm)
mulliple reentry vehicles (MRYS)

airhorne waraing and controf system (The carriers are AWACS aircraft, never AWACS, as in “gne
AWAC, two AWACS."™)

Omit the parenthetical insertion if the first use of the abbreviation closely lollows the spelled-aut
name ur term and the connection between the bwo is clear. This approach is particularly applicable
to long country names that, becavse of repeated mention, need to be abbreviated after the

first reference.

The newer models, with a range of 500 nautlcal mifes, are replacing the 400-nm versigns

now widely deploved.

The United Aral Emirates is . . . the UAE is . . | a LAE Jdefegation arrived
Sometimes it is appropriate to give an abbreviation first, with the full title or other identification
in parentheses, or set off by commas, immediately afterward.

WHC (World Health Qrganization)

[TAR-TASS, the Russlan news agency

Pemex (Petraleos Mexicanos)

“!Ngte that some country names, |ike this one, are plural in constrocton but take singular verbs, Some country
-+ hames are compounds, but Lhat Torm is ignered for both syntactic and adjectival purposes- frinidad and Tobago is
(arpectve; Trinigadian); a0 Tome and Principe /s (adjective: Sao Tomean),
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3.3. Well-Known Abbreviations

ABM (antibalistic missile)

ANG (African Natianal Congress)

APEL (Asia Pacific Ecgnomic Cooperation)
ASEAN (Association of Southeast Asian Nations)
AU (African Union) ’
AWARLS (pithorne warning and control system)
BGN {Board on Gecgraphic Names)

BW (higlogical warfare}

GLA (Contral Intellifence Agency)

CPU {cenlral processing unit)

LW (chemical warfare)

DHS (Dopartment of Homeland Security)

DA {Defense Intclligence Apency)

DI {Dircctor of National Inteilipence)

DOD (Departmant of Defanse)

DOE (Departrment of Energy)

DOJ (Department of lustice)

EL {Europaan Union}

FEI (Federal Bureau of Investigation)

FY [fiscal year}

GDP {pross rdomeslic product)

GNP (prass national product]

GPS (global positioning system)

IAEA {Internationai Atomic Energy Agency}

12 (LIS Intedliganca Cornmunity)

ICBM (inlercontinental ballistis missile)

IMF {Inicmational Mongstary Fund)

IRBM (inlermediale-range ballistic missile)
KGE (former Soviet Stale Secyrity Committes)

3.4. Forelgn Terms

Some abbreviations are widely recognized and need no explanation. Even these, however, should
be spelled cut if the context suggests & necd to do so or if there is any deulit about clarity.

LD {iess developed country]

MIRY [multiple independently targetakle
reentry wehicle)

MNAFTA (Morth Amesican Free Trade Apreerment)
MNATO (North Atlantic Treaty Organization)
RGA (National Geaspatlal-Intellipence Agency)
NGO (nongovernmental organization)

MR [National Reconraissance QMioe)

NSA (Mational Security APency}

OAS (Organization of American States)

QECD (Grganization for Econgmic Copperalion
and Developmens)

DPEC (Organization of Petroleurmn

Exporting Countrigs)

PLO (Palesting Liberation Organization)

R&D {research and development)

S&T (science and technology)

SALT [strategic arms limitation talks)

SAM [surface-to-air missite) _

S1LBM {submasine-launched ballistic missiie)
SRBM ishort-rangs ballistic missile)

START (Stratefic Arms Reduction Treaty]

UK {United Kingdom)

UN {Uniled Mations)

US {United States)

USSR (Union of Soviet Sociallst Ropubllcs)
WHQ fworld Health Organization)

WMD (weapons of mass destruction)

WTO (Warld Trade Organization

Struggle of Flllping Democrats (LDF)

The name of 1 foreign institution iz spelled out in English, if possible, but the commaonly used
abbreviation may be used even ifit is drawn from the foreign wording.

3.5. Incomplete or Possessive References

Avoid wording that would put an abbreviation immediately after an incomplete or possessive form
of the name abbreviated.

the ban under the Non-Projiferation Treaty (NPT), ol the Non-Proliferation Treaty™s (INPT) ban

the platform of the Liberal Demecratic Party (LDP), or the Liberal Bemacratic Party (LGP}
platforrm. nol the Liberal Demogratic (EDF) platform
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3.6. Plural Forms

If the logical place to spell cut an abbreviation vomes when the term is plural, the abbreviation
must aiso be in the plurai form, even though the singular is used thereafter.

multiple independeantly targatable reantry vehicles (MIRVS)

3.7. Military Ranks

These abbreviations for the most comnmonly used military ranks are used only when they precede
proper names, preferably fell names. In general usape, the ranks are spetled out in lowercase.

Adm. admiral

Army Gen.  anmy general

Brig. trigadier

Brig. Gen. brigadier ganeral
Capt. captain

CWOo chiaf warrant officer
Col. colonel

Cdr. commander

Ept. corporal

Ens. ensign

LETHE N first lieutenant

Fii. Adm. fleet admiral

Gen, general

Lt. lieutenant

It Col. [igutenant colanel
Lt. Cdr. lieutenant commander
Lt Gen, liguterant general
it. ({9 lreutenant |unior grade
Maj. major

Maj. Gen. major gareral

Mar. marshal

Pyt private

Roar Adm.  rear admira|

Ret. retired

2nd Lt. second kieulenant
Spt. sergeant

¥ica Adm. vice admiral

wo warranl officer

3.8. Unusual Farms

=
[m s
]
-
=
Lo
i |
-
—1
)
Z
o

3.8a. MIRVs

This acronymic abbreviation is almost always plural as 2 noun; nole the lowercase 5. The term also
has a verb form, which in turn has participial and negative forms.

If the Soviets had decided o MIBY all their ICBMs .

Producing an unMIRVed version of the ICEM system . ..

Stop deploving non-MIRVed missiles after a certain date . _ |
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3.8b. SALT, MEFR, INF2!

Sometimes an abbreviation not ending in § Stands for a plural tenm, as in SALT (strategic anms
limitation talks). Note that appercase is not used in spelling out thess terms. The abbreviation SAL
(strategic arms limitation) is also used and, in context, often is clear enough to preclude any need
to spell out. The negotiating rounds at Geneva in the 16705 have generally been abbreviated SALT
I and BALT JI. Note that it is redundant to write “SALT talks.” This is not the case with “MBFR
talks,” in which the abbreviation (less familiar than 3ALT and therefore probahly requiring
explanation) covers only tha purpose of the falks—mutual and halanced force reduction. The same
logic applies to “INF talks"—negotiations concerning intermediate-ranye noclear forees. It is
customary net to use an article with these abbreviations. Although the term that SALT stands for
is plural, ihe abbreviation is constroed as singular (SALT was a high-pricrity issue in Brezhnev's
foreign policy).

3.9. Country Names

3.9a US, UK

The preferred style is to usa the abbreviation for our ownm country anly in the adjective form (a
IS initiative, but favored by the United States). This is not a rigid rule; the abbreviation may be
uged in graphics or text where space ronslraints dictate its use. In geners], neither the full name
Lrited States of Amertea nor the abhreviation LSA is used.

Our style with respect to references to the United Kingdom of Great Britain and Necthern Ireland
is flexible to the same degree that it is for the United States. Britain or Great Britain is often
1sed a5 the shortened form of the country name, but the Unired Kingdorn (note the lowercase tin
the} is preferred. UK is accepizable 25 an adjective or, preceded by the definite article, as a noun,
except in cases where “sparing use® obliges us ta avoid it. Brifish is alse an acceplable adjective—
according b some authorities, it is the preferced one.
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3.9b. China

The full natne of the People's Republie of China urually is shorlened 1o Ching, althouph #RE
may be used. Chinese 1s the preferred adjective and refers only ta the mainland. For what we
used ba all Nabionalist China or the Republic of China, use only Tatwamn, both as & noun and

as an adjective. For variation Taipei may be used in either noun or adjective form (for example,
the officials in Taipei, or the Taipei authorities), but aveid Taiwonese as an adjective referring
tor the island’s administraticon or its officials (and do not use the term Tafwaenese government).
The tenns Comimbnist China (and Chinese Commienisi) and Nationalist China {and Chinese
Nattonalist) or Hepublic of China should be used only in histerical contexts. (See China, Taiwan
in chapter 5.)

3.9c. Miscellaneous Rufes

Lo not abbreviate when a country is mentioned only once or lwice, or when it is included in &
scries in which other country names are spelled out. bost countries have lony oflivial names

that have been shortened to forms now preferred by the US Board on Geagraphic Names. Some
examples are Australia (Commonwealh of Australia), Mexico (United Mexican Slates), and South
Africa (Republic of South Aftica; this full name world be preferred in some contexts to avoid
confsion—for instance, a text on the siloation in southern Afriea as a whole).

41811 threg of thise lerms refer t past events and shauld te ysad prly in a historicad context.




CO5757260

3.10. Titles of Persons

3.120a. Civil or Mifitary

Most civil or military tilles preceding a name are abbreviated if followed by both a given name
or initial and 2 surname. Senatar, Representalive, Commodare, and Commandunt are never
abbreviated. Doctor is always abbreviated as a title.

Prof. Mary Jones, Professor Jones; Gen. J. F. Smith (note space between initiais), General Smith
Representative Henry Brown, Regrosentative Brown
Dr. Rabert Young, Dr. Young

3100 Complimentary

Complimentary titles (Mr., Mrs., Ms., M, MM, Messrs., Mlic, Mme ) are also abbreviatad at all
times butl are rarely necessary in intelligence woiting. Except in biographic reports, ihe only title
wi: should use is an official one at the first mention of a person's name. After that, refer to the
person by last name or by title, treating males and females alike.

Foreign Minisler Spiknayskayz is expected to take p-art in the conference anly long encugh to
deliver her govarnment's opening pesition statemant. After her departure the principal negotiatar
will be Ambassader Fayifrskiy, 2 prolege of the Foreign Minister. He is, in fact, a strong candidste
to succeed Spiknayskaya when she retires.

In & bicgraphic report mentioning the spovse or other relatives of 4 person who is the sebject of
the repert, a complimentary title might be needed to cnsure clarity.

President Amigo's family will accompany her on the visik Her husband, Luis, is 8 cangart pianist.
r. Amigo, whita politically active, has never run for offlce.

3.11. Latin Abbreviations

Avoid Latin abbreviations (zuch ax op. ¢it., et of,, and Bid.) except in lootnotes and bibliographies.
For the most part, the abbreviations e.g. and i.e. can be replaced by for example or for instance
{instead of e.q.} and that is {instead of i ¢ )—all three phrases foliowed by a comma. Likewise, use
namely ot that is (followed by a comma) instead of vz, Another Latin abbreviation te be avoided
ig ete., because it is, in general, not appropriate in formal weiling, [No doubt, some reader will
paint out that efrc. is used many times in this publication. The compiter apologizes for confusing
anyone but notes that style gnides have a somewhat different set of rules from intelligence
reports ] If thesz abbreviations must be used, they retain the periods and are nol ialicized. Nor is
persus italicized, either spelled out {preferred in a title or heading) or abhrevizted (us.).

3.12. Polltical Subdivisions

As a general rule, do not abbreviate the names of political subdivisions such as provinges,
departments, or states {US or forcign). Abbreviation of states of the United States or provinees

of Canada is acceptable to distinguish cities of the same names in different jurisdictions if the
nares are used repeatedly. Most of the time there is no need to use political subdivisions for
well-knuwn cities such as Toronto, Montreal, New York, and Washington (the DC is almost never
necessary in intelligence contexis), Do distingaish Saint John, New Brunswick, from Saint Juhn's,
Newfoundland, if the text does not make clear which ane is in guestion; London, Ontario, from
London, England; and Vancouver, Washington, from Yancouver, British Columbia.

LINVTAA Y
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It is not necessary to put the name of the country after thet of any well-known city (Bern,
Islamabad, Canberra, Brasilia], even if it i= not the capital {Geneva, Karachi, Sydney, Rio de
Janeiro). Use country names with cities not well known,

3.13. Months and Days

Do not abhreviate the names of months or days except to save space in tables or graphics.

3.14. Percent

Do not ehbreviate percent except to save space in tables or graphics, where the symbol (%)
may be used,

3.15. Units of Measure

Do nei abbreviate a unit of measore wsed in a general or approximate (dataless) senze. Do not
abbreviate or use symbals for ane or just a few isolated units of measure® within text even
when precise quantities are given. But do abbreviate units of measure used threuglioot the text
of a report.

This repart inglydes for each city the temperatures (in degrees Celsius) during the trip;

the hotiest was Washington's (357C).

Ranges are given in kilomelers.

The opening was sevaral meters wide,

The systern has a capacity of 3,000 Blu.

o
e
i
—
-l
-
bt
o
]
o
-

Standard Symbols for Units of Measare:

A ampere, angstrom kn knot {(speed)
ac alternating current kt kuluton
AF audipfraguency kY Kookt
Ah ampere-hour - kvA  kilovoltampere
Afm ampers per meter . kw kilowatt
AM amplitude medulatiorn kWh kilowatthour
avdp  avoirdupois L like:r
b hit [ ) pound
bd barrels per day LF low frequency
Etu Hritish thermal unit Lfs liters per second
bu bushel M rillign [3M = 3 mullion)
c Celsius (degrees) m rmetar
¢ oytle fradioy m3 cubic meters
cL centileter . T migro (prefic, one-millignth)
om cenlimeter pF microfarad
om’ cycles per minuta mA milligmpere
] cu eubie L mbar mifibar
owl hundredweght, mb/d miion barrels per day
da deka Mc megacyole
#2Note \hat these sbbreviallans (symbols) do not have plural forms. Be particularly alert 12 1he fact that the
Ipwercase and uppercase forms of the same [ettar have dificiert maanings in melnc abbreviations (K, Metvin; &, kig;
M, mega; m, meter). Be aware also that & capilal L now is specified as Lthe abbeevlation for Nter.
n
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dag
dal
dam
d&
dBu
gBsm

dekagram

dekaliter

dekametar

decibel

decibel unit

daabels relative 1o 1 squarg meter
direct cumrent

decigram

deciliter

decimeter

 deadweight ton

extremely high frequency
elcctromagnetic unit
Fahrenheit {degree), farad
Irequency modulation

oot

giga (prefiz, 1 Dillion]

gram, accelaration of gravity

Eallons per mintte

‘gallons per second
gigahertz (gigacycles per second}
heur

hectare

high frequency

hectogram

hectoliter

heclometer

horse poweT
horsepower-hour

hertz [cycles per second)
ineh

Joule

Joule per kelvin

kelvin (degree not usad)
kilo, thausand {7k = 7,000)
Hilobyle

Kiloepc e

kilogram

Kilchertz (kilocysles per sacond)
kilcliter

kilometer

square kilometers
Hilometer per hour

mc
mg
MHz
mHz
min
Ml
mL
nm
MMt
mph
Mt
mv

"MW

mw

nA
nm
ns
ar

ph
pH
ps
psi
pt
pw

quad

ton
UHF

VA
VHF
Vim

Wh

millicycie

milligram

megahertz

milliberlz

minulte

megajpule

milliliter

milimeter

million meirc tons
miles per hour
megaton

rmillivalt

megawatt

mililiwakt

nano (predix, one-blllionth)
nangarmpere

nautical mile
nangsecgnd

gunce (avairdupois)
pico {prafix, one-tatlionth)
picoamperg
hydrogen-ion concentration
picoseconds

pounds per square inch
pint

picowatt

quart

quadrillion

ragdign

rgol mean sguare
revolulions per mirnuts
revolulions per second
secand

tera (prefix, 1 trillion}
LIS ton {not abbreyiated)
ultraiigh freguency
volt

yoltampere

woery high frequency
volt per meter

watt

watthour

e
Pl
[
=
-
=
=
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3.16. Ambiguous Abbreviations

Do not uze without explanation [if possible, avoid altogether) an abbreviation that can be
construcd in different ways, NA, for example, has been used in tables to mean ror auoiiagble as
well as not applicable. Current practice is to use N4 only to mean not available. The absence of an
entry is assurned to mean not applicable.

Another ambignons abbreviation is MT, which for some writcrs stands for metric tons (the
proper abbreviation for which is &), but which others have used to mean megatons (correctly
abbreviated Mt).

Stil! another source of confusion is the improper kts for kaers {which, if abbreviated at al], should
be shortented to kn). The kis is easily mistaken for kiotons {cormectly abbreviatad kr).

Finally, the abbreviation C7, {7, C3, or any of its confusing forms is disconraged—it is supposed to
mean comnand, conirof, and commuonications but, in careless vse, often does not. The preferred
form reguires a larger-than-normal superior na mber—C3—to distin zuish it from the smatler
variety used fgr, say, footnotc references.
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4. ITALICS

4.1. Prominence ar Emphasils

The primary purpose of italic type is to give prominence or emphasis to particular words and
phrases: italics should be used spatingly so s not to defeat 1his purpose,

All members ¢f tha working group except the representative of the Central [ntelligence Agency
beligved that the Ruritaniang would chogsa a phased dovelopment over the next five years.
CIA held to fts position that they would try to cornplobe the project by the end of 2012,

4.2. Titles

Use italic type for titles of books, pericdicals, or works of art {including the performing arts—
plays, compositions, broadeasts, films, ete ).

Philip Caputa's A Rurmar of War a subscription 1o The New Yorker

Michae| Jackson's Thrilter a shewang of da Vinct's Mona Lisa

concert vpening with An Arerican in Pars  appeanng an American Iadol

the teievesion medical drama Howse Siumdog Millionaire won the Best Picture
Oscar in 2004,

Uise quotation marks for titles of articles or other parts within longer works (see section 5.15a2).

“The Style lnvitational™ in The Washinglon Post

4.3. Forelgn Words

The need for italicizing or translating foreign words in intelligence reparts depends on whether
the word or phrase has been naturalized inlo English, has not been anglicized but is reasonably
familiar to American readers, is the title of a publication or work of art, is the name of an
organization, or is othepwise governed by some special consideration.

4.3a. Familiar or Anglicized Foreign Words

Do not italicize foretgm words and fhrases that have been naturalized into English. ltalicize bat
de oot translate foreign words and expressions that have not boen englicized bot are Familiar
10 American readers or are easily understood by virtue of their similarity to English (an English
equivalent is preferred unless the foreign expression has a special meaning).®

He served as aide-de-camp to the general.
His experience as chef de cabinat was a factor in his nomination.
The speaker was shouted down by crowds chanting, “Demacracia, democraciat”

290 section 6,13 for guidance on the use of diacritical marks in foreign wiords and phrases,
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4.3b. Other Foreign Words

When a non-FEnglish word not covered by scction 4.3z s used in ordinary text, italicize it

and follow it with a translation in parentheses, This need not be a Hreral translation if a fraer
interpretation or explanation, even an eatensive one, would be mere helpful to the reader. The
translation is not italicized nnless it constitutes a title of a publication or work of art.

The achievement of enosis [union) with Greece is the all-consuming goak of one segment

of the Cypriot population.

Branct's Ostpotitk {his pelicy of seaking harmeny with the communist world ™ was a hallmark
of his chancaligrship.

Austria’s memories of the Anschiuss (annesation by Nazi Germany) in 1932 remain a facter
in comemgporary politics, )

He earned the coveted agregation (secondary-level teaching credenteal) the following year.
Marcel Proust's A fa recherche du lemps perdu (in Search of Lost Time) is required reading
for Br. Reboussin's course in Frengh literaturg.

4.3c. Titles of Publications

As stated in section 4.2, any book or periodical title is italicized. A Htle in a foreign language
may or may noi be translated, depending on the title and the context. If a translation is given, it
should be in parentheses and io italics (=ee the final example in section 4.3b above and note that
the capitalization style of the original title follows that of the Freach-language press, whereas the
translation follows English-language style).

No translation is needed for such familiar titles a8 Prewde, Trtd, Der Epfegel, Le Monde,
Frvestiya, L'Osservatore Romano, Paris Match, and Kommunist. Some titles—People’s Daily, for
example—have conventionally been cited only in translated form. Far this title sometimes and for
ather titles almost always, an cxplanation is more relevant and w=efnl than a translation,

People's Daily, official organ of the Chinese Communist Party

Crther titles can go either way. For example, Kresnoye zvezda {Red Stor) [note that zvezda is not
czpitalized], the newspaper of the Russian ammed forces, is sometimes cited in Russian followed
by a translation, but just as often the Litle is given ooly in translated form. Either way is acceptable
a3 long as that way is used consistenlly in the issuance in which the publication is cited.

4.3d. Nermes of Ordanizations

Whenever pussible, use the English translation, rather than the original language, in referring
to the name of a foreign otEanization, government body, political party, cducational institution,
corporation, or the like. Often, however, there are compeiling rezsons—including convention,
wide recognition, and untraoslatability—{or giving such a name in the original language. In such
cuses, do not italicize the name. If a translation is possible, relevant, or unobvicus, sapply one in
parentheses following the foreign-language name. If appropriate, give instead o in addition an
explanation of the name or description of the organization. '

the joint Butgarian-Hongarian buitding enlerprise, Intransmech

the Cuban nows agency, Prensa Latina

the Partuguese.abor organization Intersyndical

the Buddhist organtzation Soka Gakhkai and s political arm, Someita
chaimworman of Yayasan Haropan Kila {Our Hope Foundation}

My ranslation of enosis or explanation of Osipolitik would not be necessary in every inslance.
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the Wissenschallsrat (Science Council}
debated in the Bundestagd {or the Bundesrat)
the defunct an-Mahda (Renaissance) Party
the Parti Quebecois

graduate of the Sorbonng

vateran of the Surete

vigited tha al-Agsa Mosque in Jetusalem

vote of confidence in the Knesset (parliament)

4.4. Names of Craft

Do not italicize (or enclose in quotation marks) names of ships,® aireraft, or spacecralt.
seizure of the Pueblo
taunched Soyuz-3
a Yankee-class submarine
the Concoide’s noise leval

4.5. Cited Letters, Words, and Phrases

This style guide provides numerous itlustrations of ancther use of itakic type: the citing of a letter,
word, or phrase.

words ending in 5
nonabbreviation of percent

B0g not use femining promeuns (@ refer 1o ships or other crafl,
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5. PUNCTUATION

5.1. General Principles

Most readers of this style guide already know that punctuation is based on meaning, grammar,
syntax, and custom and is used to make writing clear. Even 5o, there are likely to be selected
instances when a writer needs guidance. Such guidance is provided in this chapter. The trend
should always be toward reducing the amount of punctuation, but be careful to use phrasing
that avoids ambiguity and ensures exact interpreiation. The sole aim of the choice and placing of
punctuation marks should be to bring oot the zuthoc’s thought more elearly. Omit punctuation
marks if they do not aid in reading and preveat misreading,

If you would like mora information than is given below, consult the GPQ Style Manual, the Gregg
Referenee Manun!, or Merriam-Webster's Collegtate Dictionary for explanation and 1]lustratmu
of punictuation rules that are applicable to intelligence reports..

5.2. Apostrophe -

The primary functicns of the apestrophe are to show possessive case and, in some cases, to create
plural ferms. ()t is also used to indicate contractions in words such as can't and it's, but these are
not appropriate in written English.}

5.22. Possessives

The possessive case of most nouns and indefinite prenouns is indicated by some combination of
the apostrophe and the letter s,

b.72al. Words That End in an 5 Sound

If the singular of a word [or acronym or abbreviation) ends in an s sound, add an apostrophe and
an 5 unless the added sibilant is not present in the word's normal pronunciation; in such cases,
add only the apostrophe.

theg corps” units Parls's histary?®

Dickens's novels FBS's programs

Jugrez’s troops the Philippines’ ooter islands r
Nanies" port the Linited Arab Ermirates” ol

tha MNatherlands® canals

2570 avend 3 triple sibilant, eacaptions are sometimes made for significant ames that already end ina double

sibllant; for exgmple, convention favors Jesus’ and Moses®. Another exceplion is Achillas' hael.
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If the plural of 2 word ends in 5, add only the apostrophe.

tha boys' leam the two leaders' nift
The Jloneses’ address the Russians’ policy™

b 2a2 Wards That Do Not End in ap 5 Sound

[f a word (either singular or plural) does net end in an g seund, add an apostrophe and an 5.

Ihe child's shoos the children’s shocs
gach gther's home - the officer's report

that Thai's®® passpart thase Thai's™ passports
the woman's bk the womean's books

5. 2al. Compounds

In compounds, make only the last word possessive. ¥

commander in chicl's decisiocn  secretary general’s specch
someane else’s hat Shah of iran"s gverthrow

- 5,294, Combinalions indicating Jeint Possession

In 2 combination of two or more nouns for which joint possession is to be indicated, make only the
last opun possessive; if individual possession, make both or all nouns possessive.

Prasident Obama and Chancellor Merkel's mesting 1o discuss Alghanistan and inbernational
climate change cecurred on 3 November 2008, .

Rodgers and Hammerstein's pnly collaboration specitically for a film was on Stale Fair.

Clint Eastwood's, Hilary Swank's, and Margan Freeman's Oscars were all for Mitlien Dotlar Bakby.,

5.2ah. Gecgraphic, Firm, or Drganization Names or Putlication Tilles

In geographic names, fitm names, the names of organizations and institutions, and the titles of
publications, follow the generaily accepted form.

Consumers Digest Johns Hopking University Feopte's Aepeblic
Court of 5t. James's Liowds {bank) Reader's Digest
Harpers Farry Llewed's {insurance) Reuters {naws agency}

5.206. Organized Bodies That End In 5

Do not use an apostrophe after names of states or countries and other organized bedies ending
in &, or after words more deseriptive than possessive, except when the plural does ool end in s,

Kansas law Weight Watchers meating National Organization of
League of Natiohs mandate officers elub . Woarmen's headguariers
maslers degree teachers colfege writers puide

#Tllen of the posseasiva in @ phrase like [his is an easy fix for one of Ihe most regquent writing ermors, he
amtecedentiess pronoun, as in “the Aussian palloy Woward their minorities,” Change the adjective Russian to the
pirssessive noun Russians (o give thelr an antecedent. The reference word (usually an antecedent} for g pronogn
must e g noun or another pronowen, never an adjective, like Hussian in the sample phrase. An early CIA style guide
writer salled the antecedeniless pranoun a moose freck, 88 in *THeESE WerE mMoose [Facks in the snow but rone of
them could be seen™—the prongun {hem does ot have a proper sntecedent in the noun-urned-adjeclive moose.
2Bpote 1hat Thal s both slagular pad plural.

%f the compound i& plural (See seclion 6.50], LSe the of possessive [seclion 5. 28] unless the plural is lormed in the
final woprd of the eorgpound: decisions of the attorneys general, but Lhe general counse’s' decisions,
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5.2a7. Personal Fronouns
Do not use the apostrophe with the pessessive form of personal pronouns.

his ours ' yours
hers theirs its (Do not confuse with the
contrachon it's {it isl.)

5.28. Paossessives With Persons or Inanimate Bodies

As a pgeneral rule, the possessive form made up of an apostrophe and an s (the Minister's) is
used for nouns denoting persons, and the form combining the preposition af and a noun object
is applied to organizations or inanimate things (2 decision of the Minisiry). However, the s

. possessive ig cornmonly used for the inanimate in expressions that indicate Hme (moment's
notice, year's labor, two hours' work, a day's pay) and in othér familiar phrases ['heaven 5 salie,
heart’s content, for pity’s sake, for old times’ sake).

Which possessive form ta nse often depends on sound or rhythm: the 5 possessive is more terse
than the longer, mare sonorous of phrase (maming’s bearty, beauty of the morning). In some
of phrases, idiom calls for a sort of possessive redundaney—always for a pronoun (friend of
hiz), usually but not necessarily for 2 proper noun (friend of John's; friend of John Janes], and
optionally for 2 commen noun {friend of the author, friend of the anthor’s),

5.2¢. NWoun or Pronoun Freceding a Gerund

The possessive case is used for a noun or pronoun preceding a gerund if this syetax is unavoidable
(fTy to rephrase).

Londan announged it had no ehigction o Rome's taking part, [(Beller London announced it
wirild not abject if Rome ook part.}

Ecanomy was one reason for Gedree's buying a small car, iEeI:ter Economy was onea reason

George bought a small car}

5. 2d. Plurals

The apostrophe is inserted before a lowercase s to form the plerals of single letters and digils and
of abbreviations ending with a period. (Note: an shbreviation of 2 unit of measvre has peither a
period nor a plurel form [1 km, 2 km].) [t is not inserted before the s in the plurals of groups of
letters or hyphenated letter-number combinations unless needed to enhanee comprehension—for
example, if the combination ends with 2 lowercase letter (55-N-3a's). [t is omitted in the plarals of
groups of digits designating decades or centuries, '

Boeing T47s dotted i's

Pershing 2's {but Pershing lls)  11sand 135

H-ls and H-lls (bt type 5] Kresta-lls [but Flogger B's)

MiGs s

Ph.[s, BA S, MA g™ T's and 8's (but 85-75 and 55-8s)

the 12808 S5-M-ds (but Mod 2's; all Mods of the 55-11)

Hpcademic degreas arc in lowercase when spelied out: dociar of philsophy, doctorete, master af arts,
bachelor's degree,




C05757260

)
p<]
=
-
s
-
=
LW

To form the plurals of speled-out numbers, of most words referred to as words, and of words
already containing an apostrophe, add just s or s, But, add 5 to indicate the plural of words
referred 10 as words if the omission of an apustrophe would cause difficulty in reading.

fine of Theodore M. Bernstein's best sty's hooks is Dos, Oor'ts & Maybes of English Usage, but
it fails 1o point out that most incorrect due #0°s can be remedizd by ehanging them o becavse
of's. {Moke that the s ¢ not italicized when gftached to form the plural forms of the italicized due

tp ang because of in this example. )

5.3. Brackets

5.3a. Inside Parentheses

Brackets are used to enclose a parenthetical word or expression within a set of parentheses.

He was well educated (by tutors in Portland [Malne]).

8.3b, Editoriaf Remarks

Brackets are used to set off such remarks within guoted material.

The Minister said, “The election [of 3 Margh] witl be recxkamined.”

9.4. Bullets (Ticks)

Bullets—usually solid cirenlar symbols—are used to introduce & list of two or more items set

off within a column of text. They may be used instead of or in combination with ermn dashes
(sometimes called Heks), as in a series of indented, itermized blocks of text in which some blocks
are subsets of more impertant ones. Never use a single bullet or tick simply for emphasis; tather,
use holdlace ur italic bype.

Capitalize the first letter of all material introduced by a bullet or an em dash and end each phrase
with 2 perlod {(or a guestion mark, if appropriate). [ntroduce the material with a colen at the end
of the introduclory sentence or phrase,

The following are examples of bullets used with em dashes:

* This would be a primary bullet phrase (or clause),
* This would be anather prirmary buliet phrase.
—This would be a secondary phrase sebordinate to the bullel phrase above,
—This would be ancther secondary phrase.
* This would L the next primary phrase.
—Prrases pertinent ti this phrase would be listed under it liHe thig,
~f&nd this.
+ This would be the [ast primary bullet phrase,

5.5. Colon

5.5a. Summaries or Expansions

¥4 a colon before a final elause or phrase that summarizes or expands preceding matter. A single
space 13 used after a colon.
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Fead, clotning, fuel, and building materials: these are 1he critical items.

The delegation visited four European cities: London, Paris, Dublin, and Rome.
Jones served in three Ministries: Economy, Communications, Fower, and Industry;
and Agriculture.

5.5b. Separation of Clauses

A colon is vsed 1o separate two main clanses if the second amgplifies or explains the first.
Otherwise, use a semicolon (5ee section 5.165).

Railrgading is ngt @ variety of qutdnor sport: it is a service.
Ha |5 well qualified to serve as Foreign Minister; he has held posts in the Ministry since 1395
and has served abroad many times,

5.5¢c. Titles and Subtitles

Use a colon to separate subtitles from titles.

The Tragic Dynasty. A Misiory Of the Romangus
Editorial Consistercy: An Agency Goaf

5.5d. Ratios

Figures (not spetled-out words) are always usad for ratios, but use hyphens if the ratio is vsed
adjectively.

20:1, but a 2040-1 chance

5.5e. indented Matariaf

Use a eolon to introduee lengthy material set off from the rest of the lext by indentation. If the
material is a quotation, do not use gquotation marks.

5.6. Comma

The comma 1= the punchiation mark that is beth most pften used and most often misused. There
is a general tendency to use o many commas, but the sin of omission is almost as common as the
sin of commission.

5.68a. For Comprehension

Use a comma o separate two words or figures that might otherwise be misunderstood,

Of the total, production was the greatest single item.

T hig younger brother, Murray was a paragon whose every action was (o be imitated.
Instead of thousands, hundreds were built.

fn 2004, 523 units were comgleted. (but (n 2009 about 500 units . . )

HMoine "sin of commission” is the so-called comma splice, in which 2 comma is used instead of a sermicalon or peried
1o denala cessation mther than pawse, 85 in *Rain s forecast, howeyer, we intend 1o hold the event amweay,” The
Jirst comma should be 5 semicclon (ar & petiod, follewed by a new sentencel, or the two elements of the compoung
sentence can be “spliced” propery with bui: “Rain 15 forecast, bul we intend 1o hatd the event amyway,”
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5.60. Separation of Coordinate Modifiers

Use 3 comIna to separate from each other the parts of a series of coordinate modifying words (the
words are coordinare if you can substitote and for the commal,

shart, swift stréams lang, slender, brittle stems

Do not use a comna if the modifying words are cumulative (cannot be separated by and ), rather
than coordinate—that is, if one medifies another or a unit of which another is a part.

{legal drug traffic shart tributary streams

If the modifying words are neither coordinate nor cuomulative, they probably constitute a unit
modifier {see section 7.3).

5.6¢. With Nonregstrictive Words

Use a comina to set off nonvestrictive (nonessential) words, phrases, or clanses.

The chalrman, George Smuth, spoke last,

Thiz work was, in fact, complatad,

Tha manager, who was dismissed in 2008, was reappointed in 2009,

His rother, foseph, was appeinted. (He had only one brother,)

Mitchel's novel, Gone With the Wind, was a bestseller. (She wrote only one novel.)
Actual production, however, was lower,

Whether the element is nonrestrictive is determined by the intent of the sentence. Nole that in
the following sentences each of the elements that are nonrestrictive in the sentences above is
necessary to the meaning of the sentence in which it appears, is therefore restrictive, and is nat set
off by commas. Compare these examples with the enes above.

Cochairman Smith spoke last (net Cochairman Jones).

The idea must work in fact as well as in theary.,

The mangger who was dismissed In 2008 was rehired in 2009, (The who clause identifigs the
particular manager being distussed.)

His brother Joseph was appeinted. (He had mere than one brother.)

James Michener's novel Tales of the Sauth Facific won the Pulitzer Prize for Lction, (He wrote
rany other novels, but none of them wan Fulitzers.)

Howevar hard they tried, production stayed low for several years,

5.6d. With Contrasting Statements

Use a comma to set off contrasting statements in 2 sentence.

Ohama, not Bush, made the decision.

5.6e. Serigl Comma

Uze a comma after each element except the last in a series of three or mere words, phrases,
elauses, letters, or figures used with and or or {as long as none of the clements in the series is
a phrase or clause with internal commas). Opinion is divided about whether to use the serial
posmma, as the comma aller the pext to last element in a serics is called; many publications,
especially newspapers, generally omit it 5o as to save space but sometimes insert it ta avoid
ambiguity. The question does ot arise if the serial comma {5 always used, Most authorities an
English usage recommend that policy, and it is the rule for CLA publications.
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Copper, lead, zine, and tin were mined.

The contestants may dance, play an instrument, or sing.

The data wers coliected, estimates were made, and cenclusions were drawn.

Complete forms A, B, and C by writing 1, 2, or 3.
if one or more of the elements in the series is a phrase or clause with interpal commas, use
semicolons instead of commas between the elements, rearmnging the sentence il necessary to
put the series at the end. No matter how short the elements, use the serial semicolon bofore
the end or or.

The chiel exports were brass, which is an alloy; platinum, which is & precious metal; and tin.

{rnever Brass, which is an alloy; platinum, which is 2 precious metal; and tin were the chief
exports.} {See also section 5.16a.)

5.6f. Compound Sentences

Use a comma before the coordinating conjunciion in a compound sentence (a sentence that
contains at least iwo independent clavses).
He served in the Army until 1996, and then he went ta work for the telephone company.
The country imports copper, iron, and lead, bul demestic tin is availahle,
In a simple sentence with a compound predicate da not use a comma before the courdinating
conjunction unless it is noeded for clarily.
Ha served n the Ay until 1996 and then went 1o work in a bank,
He went to Russia 1o study but declded rot 1o stay,

bt
He poes tc sleep the minule he hits he matiress, and springs out of bad in the merning always
eager to begin a new day.

5.6¢. Numbers in the Thousands and Higher

Use a comma to separate digits of most numbers in the thousands and unrounded millions,

1,000 250,000
3,359,243048 5,752,194 {if ounded, 5.75 million, 5.8 millan, or & milllon)
6,201

5.6h, Introduciory Phrases

Use a comma to separate from a main clause an infroductory clause or phrase that is long or that
might cause confusion without a comma.

Because the corporation derived much of its 2008 incpme from suburban outlets, it established
several new ones in 2009, (but Afler his defeat he retired from public life,)

Vse a ¢comma to set off a beginning participial phrase modifying the subject or an absolute
phrase before the subject; and, if it contributes to easicr reading, an opening adverbial phrase
stating a year.

To begin with, Smith worked a5 an engincer, 'I
in 1886 the tragedy at Chernakyl oooureed,
" In 1987, Gorbachey formulated his policies of glasnest and perestraikia,

Nuste that, whereas no comma is needed after 1986 in the second example, in the next one, when
the year is fullowed by an uppercased word, insertion of a comma aids quick comprehension; such
a comma is novertheless opticnal.




C05707260

5.6i. Title of Perscn and Name of Qrganization
. In the absence of the words of or of the, use a comma to separate a persan's title and the name of
an organization.
director, Goal Division, Ministry of Mines

5.6i. Omission of a Word or Words

Use & comma to indicate omission of a word or words, enless the construction is clear enough
without commas,

In spring and falk therg is hiking in the area; in summar, sailing in winter, skiing, (but Tha data
were collected, astimates made. and conclusions drawn.)

5.6k, Before Direct Quotations

Use a eomma to separate an introductory phrase from a short direct quatation (for long
quatations, use a colon instead}.

He sald, “Now of never.”

5.61 With Geggraphic, Personal, or Corporate Names

Use 2 comma to set off a province, state, or country name from 2 city name; Jr. (but not, say,
{If or IV) following a personal name; and sumetimes (follow the subject’s preference) Inc., Ltd., or
5.A. after a corpurate name. If the setling off occurs in midsentence, a comma must be used after

as well as before ™
He lives in Vancouwver, Washington, but visited Vancouver, British Columbia, for the Wirler
Dlyrpies in 2010,
John Jones, v, heads Qictionaries, In¢., and hig son John Jones 1 runs the Georgetown branch
[not his only son, or the name would be set off by commas—see 5.66).

5.7. Dash {or Em Dash)

The dash (ar em dash, not to be confused with the ern dzsh—see section 5.5) should be used only
when it is needed, and not when such punctuation as a comma, a colon, or parentheses would
suffice, Excessive use presents a visual barricr to the reader and interrupts the flow of thought.
The dash should never be wsed immediately after a comma, a semicolon, or, except as described in
section 5.4, a colen.

5.7a. Parenthetical Matler

The dash is sometimes used to set off parenthetical matter, although a pair of dashes can often
be replaced by parentheses and should be if there would otherwise be two pairs of dashes within
a senlence. If the dash is used to set off material of the end of a senterce, only one dash, at the
beginning, is neaded. If the material is set off within the sentence, only another dash (not a
comma or a semicolon) can be used to end the satoff phrase or elavse.

He was a key flgure In the successes—as well a5 the problems, both domestic and
internationgl—of Japan's trade policies.
H# has three sons—Thomas, 29; Richard, 19; and Henry, 16.

*2Fazilure to do this resulls In what usage and style authorily Roy Copperud dubs 2 “ene-legged comma.® Such an
omission ¢an als0 occur belore a selolf clause or phrase,
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He gocs home twice a year—at Christmastime and on his birhday—and he never stays for more
than two days. [In this example, the necessary second dash supersedes the comma that wou'd
ordinarily divide the twa clauses of this compound sentence,)

The repart for 2000 {the calendar, not the fiscal, yaar) led toan angry exchange—unusual for
January—in the fegislature.

§.7b. Before a Final Summarizing Clause

The dash is often used imlerchangeably with the colon to introduce a Anal summarizing clause.

Freedam of speech, freedom of worship, freedam from want, freedom fram fear—thesa are the
fundamenials of moral warld order.

5.¥¢. In Place of a Bullet

The dash is sometimes used instead of a hullet to marck the beginning of sach part of a block of
material {ether than quotations) set off by indemation from the rest of the text. 1f vsed in this way,
it may be called a tek. {See section 5.4.7

5.8. Ellipsis

An ellipsis {the omission of words within quated material} is represented by three spaced periods,
When in the middle of a quotation an ellipsis oceurs at the end of a sentence, a fourth period
{or other punctuation, if appropriate} precedes the spaced periods. When only part of a sentence
is quoted, perieds to show omission are required only within the quotation, not at the beginning
or the end.,
The: President began his address with the abgervation that in 1776 "pur fathers brought forth a
new nalion, conceived in liberty and . . . dedicated o the propesition” of equality far everyone.
I hils words, “we [cannot] corsecratg . . . this groond. The brave men ., o wha struggled here
hae consecrated it L L. The warld . . . can never forget whiat they did here.”

5.9, En Dash

The en dash [not to be confused with the dash, or em dash) is, in effect, a superhyphen, used to
"hyphenate” a compound medifier that includes one or more compound elements. [t is effective
with capitalize] compounds buot is less se with lowercase compounds, for which use of multiple
hyphens is better, even though the lowercase compound is one not normally hyphenated. (Theen
dash can wsually be avoided by rewerding.)

Winston-Salem-Painle Claire telephone cail {(or call betwesn Winston-Salem and Fainte Claira)

Saudi Arabia-United Arab Emirates border [or border between Saudi Arabia and the

Linited Arab Emirates)

Health Department-sponsared prograrn (ov program sponsored by the Health Deportment)

post-Worlgd War {| policies (or policies after Warld War 1)

E5-19-type silos {or sifos of the 55-19 type)

bt .
Echio-l-class submarine (Use two byphens, nof @ kyphen and an en dash, because this is g
special category, See section 7.60.)
defense-industry-based engineers (not defense industry-based engineers, which Is cenfusing)
alsq
& vice-president-elect, but the Yice President-elect
2 prime-rministor-designate, but the Prime Minister-designate
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5.10. Exclamation Polnt

Becanse intelligence reports are expected to be dispassionate, this punctualion maek should
tarely, if ever, be used.

.11, Hyphen

Use of the hyphen is well illustrated in the chapters on numbers, spelling, and compound words,

5.12. Parentheses

Parentheses are used as shown in §.12a through 5.12d. [See also section 5.3 on the use of brackets
m funetions similar to but distinet feorn those served by parentheses.)

5.12a. With Comments
Use parentheses to set off a word, phrase, clause, or sentence that is inserted by way of comment
or explanation within or after a sentence but that is structurally independent of it.

Thiz styie guide (unclassitied) will be widely diszeminated.
He graduated Trom Stony Broak University (part of the State University of New York system).
Three oid destrovers will be scrapped. (Al three have becn out of commisgsion $or some time.)

Note that the placement of the perind above depends on whether the parenthetical insertion
is part of the sentence that occasioned it or is an independent, complete sentence fzee the last
two examples above). o the [ollowing example, note that the comma follows the parentheses
enclosing an insertion made in the middle of a series separated by commas.

He visited Portland {Maine}, Philadelphia, and Baltimore.

5.12h. With Cross-References

LUse parentheses (o enclose eross-references,

lapan’s esports have risen steadily for the past 10 years (see figure 3).
<. 4 fannex A,

... or [see the table),

.- - Or {Sce fgure 3.) a5 @ separale sartfange,

5.12¢. With Numbers or Letiers in a Series

Use parentheses to enclose numbers or letters that set off parts of a series.

We rrust get forth [1) our long-term goals, [2) our immediate objectives, and (3) the means at gur
disposal. (Be sure to use 8 set of parentheses with each numbker, not fust @ single one after it.}

5.12d. With Foreign Words

Use parentheses to encluse translations or explanations—if necessary—of foreign words or to
enclose the original langnage following the English version (see section 4.3,

He {eferred o the document as an estimate (otsenAal.
Sagan’s best known novel s Almez-vous Brahms? {Do You Like Brahms?). [ltallclze the
franslation because it |5 still 3 ttle.)
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Pointing to the skyling as we neared the capital, he trumpeted the nation's now grandeza-—aven
as we passed one of the favelas ishaniytowns] outside e oily,

- 5.13. Perlod

The uze of the peried is 50 elementary that it hardly needs (o be discussed in this geide except
to point out that it is not generally used in CLA for abbroviations and that a single space is
used between sentences. The placement of the peried in its prncipal fonction, to terminate

a nonexclamatory or nonioterrogative sentence, is discussed and fllustrated in other pars

of this chapler on punctuation—under “Parentheses™ and “Quotation Marks,” for example.
{See section 5.8, which diseusses one of the period's sidelines.)

5.14. Question Mark

As with the pericd, a discussion of the function of the question mark borders on stating the
obvious. Nate, however, that, zpart from its principal function of terminating interrogative
sentences, the gquestion mark is used:

5.3¢a. To Sfrow Uncertainly

A guestion mark may be used to show uncertainty (or ignorance), as when it is placed next to [or
instezd of) a figure in a tzbulation. Similar application can be made within the text, but this should
be kept Lo a minimum.

Tha paper was a hodgepodga, trying to deal with poats as diverse as Omar Khayyam (7-11327)
and Geoffrey Chaucer (13407-1400).

5£.14b. Ina Tille

A question mark may be used as part of an appropriate title.

Moscow and the Eurpcommunists: Where Next?
& Credible Nuclear Deterrent?

5.15. Quotation Marks

Quotation marks may be double ar single and muost always be vsed in a pair. Single guotation
marks never appear in American usage unless double marks are preseat.

5.15a. Double Quotation Marks

5.15a1. Direct Quotations

Use a st of double quotation marks around a short direct quotation. (If the guotation is long--
say, half a dozen lines or mere—set it off by mdentation within the text column and omit the
quotation marks.}

*“The President,” he said, “will veto the bill."

Who asked, "Why?"

Why l3bel it a “gentlemen’s sgreament™?

The eitation read; “For meritoriows service beyond the call of duky.”
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5.15a2. Titles That Do Not Merit italicization

Use quotaticn marks to set off titles of poems, songs, shart stories, and ofher parts of a lopger
work (see section 4.2).

Many people considar "Billie Jean” 19 be the mast infiuential song in Michael Jackson's
album Thriller,

Whao wrate the article *Thermonucliear Processes” in that izsue of Survey?

Hawve yvou regd Robert Frost's poem “Fire and foe™?

“Punctuation” is ong of the chaptars in the GPO Siyle Manual

5.1583. Selected Words or Phrases

Usge quotation marks te set off words or phrases—but wsually not Jetters, for which italic type is
better—uzed or cited in 2 special senze. {For this function, quotation marks are sumetimes used

interchangeably with italic type.)

Do nipt capitalize the s in socialigt in the phrase *most 3ritish secizlists join the Labor Party.”
The Morth Korean press put the blame on “US imperialism.”

If this is & “warking” vacation, why are you lying there doing nothing?

Do not [tallcize, or use quotalion marks for, the Tin “the inverted-T-shapaed building.”

Be careful not to overuse or misuse quotation marks. Use them to enclose words used in a special
sensc (such as commuenist jargon), but de not use them to apologize for acceptable English words
or in an attempt ta redeem slang. Wever allow the reader to wonder why they were used. For
example, the wording “the Russians took a ‘pragmatic’ approach” 15 obscure; it probably means
“the Russians took what they called o pragmatie approach,” but the reader may assume that the
quotation marks arcund pragmatic connote some “special” meaning and may waste time locking
for an explanation. -

5.155. Single Quotation Marks

A pair of single quotation marks is used to enclose 2 quotation within 2 quotation. But, if a
quatation is set off by indentatien, rather than by quotation marks, a guotation within iF weeld usg
double, ool single, quotation marks.

He said, " used the term ‘gentlemen’s agreament,”™
He asked, "Why labal it & ‘gentlemen’s agreemertt' *"
"Remembar,” shi said, “what Grandtather used o advise: "Whon other people ran, you walk,”™

“Da you remember,” she asked, "that Grandfather used ko advize: "When other peaple run,
Yok walk 7"

£.15c. Punctuation With Quotation Marks

Al illustrated in the examples already given are the positions of varigus punctoation marks with
relation to quotation marks: 2

« Commas and periods always go inside quatation marks (single or double].

= Semicclons and colons always go outside the final quotation mark.

+ Other punctuztion marks are placed inside quetation marks at the end of a sentence only
if they are part of the matter quoted.

3An aslerisk of 8 supefior referancea number or ietter nermally foflows 81 punmualion marks except 3 dash bul falls
ingide A ¢losing parenlhesis or bracket if it applies onfy o the malter within \he parentheses or hrackels.
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5.150. Terms Precluging Need for Quotation Marks

Quotation marks arg psually not necessary to enclose expressions following termns such as
knoun as, catied, or so-calfed.

Aluminum is known as aluminium in Canada.

Your so-called investigating body has not done muach investigating.

If this i3 called profit and loss, when do we start prefiting?
They may be used even here, however, to give special emphasis to the quoted or verbatim nature
of the expression given, especially if sareasm or bad grammar is invelved:

He criticized what ha called tha “ipoks funny”™ school of editing.

They are foliowing the se-callad “where it's at” lifestyle.

Other such terms—entitfed, named, endarsed, and signed or their equivalent—clearly call lur
either italicizing or enclosing in quotation marcks the word or words that follow them.

The cargd was signed "You know whi.”
His housemates named him “chief cook and bottle washer."
The word radar is an acronym derivad from the 1erm “radic detecting angd ranging.”

5.18. Semlicolon

The semicclon can be regarded to some extent as a supercomma because it supersedes the comma
in cages where a comma is not clear encugh for the function intended.

5.16a. Series

Use a semnicolon to separate the elements in a serics thar falls at the end of a sentence and cannot
be separated by commas without risk of making the sentence difficuit to understand. If such a
series is in midsentence, reword the sentence to put the series at the end. (See section 5.6e.)

The major Inputs are iron are, which comes from Poland; nitrie acid, which is impaorted from the
Czech Republic; and rtlekel, which 15 furmished in adequate gquantities by domestc producers.
The princlpal legatees were a nlece, Jane Wilson; a iongtime friend, Samuel Jones; and

the ity |lbrary.

5.16b. Compound Sentence

Use a seimienlon to separate the clauses of a compound sentence when a coordinating confunction
is not used.

He raceived a degree from the University of Vermont in 1876, later he
attended Darimouth College.
A fool babbies continuously; a wise man holds his wngue.

5.16¢c. With Conjunctive Adverbs

s a semicolon before an independent second clause introduced by a conjunctive advetb
{zccordingly, alse, consequently, furthermore, hence, however, indeed, moreover, nevertheless,
clherwise, so, still, then, therefore, thus, yet).

Sarne Americans spend millipns of dollars for junk food; consequently, the national shesity rate
is growing rapidly.

Smith speaks Engllsh, French, German, and Russian well; mepreover, he understands Fersian,
Urdy, and Yietnamese.

In mansoon season you should take your umbrella with you; otherwise, you may get soaked.

-
—
o
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5.17. Slash

The slash {also called diagonal, oblique, shill, slant, solidus, and virgule) should be used sparingly
and never in place of a hyphen or dash. '

5.17a. To Show a 12-Month Pericd Occurring in Twe Calendar Years

fiscal year 1965/66
marketing year 1973774
crop year 2005/08
academic year 20009710

5.17h, To Reprasent Per in Abbreviations

km/h {kilometers per hour}
b'd (barrels per day)

5.17¢c. To Separate Alternalives

- These dasigns are intended for high-heat and/or high-speed applications. (Usage guides
generally discourage andsor and encourage one or the other of the twe words instead. (n this
example and alone would suffice.)

She sat at ber computer for hours in 5 catatonle/frenzied trance trying 10 Cover every possible
contingency of style usage in the Agency. {And in this one, or could replace the stash with ne
confusion of meaning.)

5.17d. To Show Combination in Certain Instances

Russian support was pivotal for this Japanese/US-backed proposal. (Use of an en dash gr
another hyphen would be awkward.)

Ingurgent forces ware armed with Cuban/Russiansupplied weapons. (Use of a slash here
could indlcate elther a combination or alternatives, the latter rellecting Moscow™s practice of
sometimes using surrogates to supply its clients.)

The goal of one-manfone-vote was never forgetien, They campaigned on a ong-man/one-wote
plationm. (Keep the hyphen and slash whether a8 noun form or an adiective form.)

The group endgrsed the Christian Demogratee Unign/Christian Secial Unign platform.
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6. SPELLING

6.1. General Principles

The majority of the words given as examples in this chapter are also found in chapter B {Spelling
and Compound Words List), where all entries are listed in alphabetical order. A writer seeking Lhe
correct spelling or hyphenation of a word or words may find it easiest ta look there first.

The GPO Siyle Manual and Webster s Third New International Dictionury, published by the

G- & C. Merriam Company—aor the abridged version, Merriam-Webster's Collegiate Dickorary—
are the authorities for the guidance provided in this chapter and in chapters 7 ({Compound Words)
and &. Where there is a difference, the GFO version usually prevails over Merriam. For a word
not given in 1his style puide, consalt first the GPO manuval and then the Merriam dictionary. For
guidance on the spelling of preper names—geographic, personal, and organizational —see sections
.11 and 6.1z,

6.2. Preferred and Difflcult Spellings

Waords frequently misspelled and the preferred forms of words with vartant spellings are included
in the list in chapter 8, Many other such words are dealt with in special categories in this chapler.

6.3. Britlsh Terms

When the American and British spellings of common English words differ, the American spelling
is always used, even when these common words form part of a proper name usually spelled with
British English.

Industriglization {nct Industrialisation) Beard Mirister for Defense (ngl Defence)

Labwar {nal Lakaur) Party Frograms (nol Pregrammes) Chairman

6.4. Anglicized Forelgn Waords

Many foreign words and phrases bave been thoroughly anglicized. Others are not as casily
comprehended by American readers and should not be nsed unless there is no equivalent English
expression (for example: ad rominem, passim). Stitl other foreign expressions shoald be avoided
because they sound hackneyed (apropos, confrere, faux pas, inter alia, plece de resistance, tete-a-
tete). Foreign-derived words sufficiently common or functiooal 1o be used {without italic type} can
be found in chapter B.
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6.5. Plural Forms

6.5a. O Endings

Nouns ending in o proeeded by a vowel add s 1o form the pleral; most nouns ending in ¢ proceded
by a consonant 2dd es to form the plural. Following are selected exceptions.

commantos magnetas s0lgs

dynamos mementos tabacoos

egos mestizns Tornadgs {aircraft name), Bul Womadges (commen noun}
_Bscudns CCtavos twis

Ehetlos provisos ¥irtuosos

kimonos salvos 1505

6.5b. Compaound Torms

For the piurals of cosnpound tevms, whether hyphenated or not, use the ploral form of the
sigoificatit word or words. If there is no significant word, the plural is formed an the last word.

adjutants general courts-martial inspectors general
aides-de-camp deputy chiefs of staff migjor generals
also-rans directors general ministers-desighate
ambassadors al large gengral gounsels passers-hy
egssistant comptrgllers general gentlemen farmers pick-me-ups
attorneys general ga-betweens piesidents-elect
brothersinddaw golngs-an rights-of-way
charges d'affaires Eawvernors genaral secretaries general
chlefs of staff grants-in-aid trarle unions
comimanders in chief hangers-on under sacretaries
consuis general higher-ups vice chairmen

8.5¢. Other Difffcuit Piurals

Other words with plural forms that might cause difficulty are listed in chapter 8. If :mu are unsure
of 2 word’s plural, look there.

6.6. Endings -yze, -Ize, and -Ise

A verh whose last three letters are pronounced like eyes is usnally spelled in ane of three ways.
The letter { is followed by -yze if the verb expresses an idea of Jooscning or separating. The related

nonm ends in -fysis.
analyze {analysis) paralyze (paralysis)

Most ather words in this class end in -ize. Common exceptions are the following. -

advertise disguise ingise

advise enfranchize merchandise
arige enterprige revise
Cchasllse excise rise
camprise exercise SURErVISE
COMpromise exXOrcise surmisa
tespise franchise SUrprise
davise inprovise telovise
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€.7. Endings -sede, -ceed, and -cede

A verb with a final sytlable that sounds Ithe seed is usually spelled in one of three ways. As shown
below, enly one such word ends in -sede, only three end in -cecd, and the others end in -cede.

supersedse excecd accede
procead concede
succead intarcede
preceds

6.8. Endings -lble and -ablfe

If you are not sure whether a word ends in -ible or -able, losk it up io chapter 8.

6.9. Doubled Consonants

There is nio firrn rule about whether to double a single consonant following a single vowel at the
end of 2 word befere adding 2 suffix beginning with a vowel. For one-syllable words the eonsonant
is almost always doubled (rob, robbed, robber, robbing; kiss, kissed, kisses, kissing). For words

of more than one syllable the consonant is uswally not doubled unless the accent in the derivative
falls on a syltable containing the troublesome consenant or its double (carcel, canceled, canceling,
but eancellation; refer, referred, referting, but reference).

Inevitably, however, there are exceptions to bath the ules stated above, The derivatives of bus,
for example, break the rule for one-syllable words (nis, bused, buses, busing). The derivatives
of handicap run counter ta the fermulation for words of more than one syllable (handicap,
hzndicapped, handicapping}. The Merrizm dictionary sometimes gives first spelling preference
to a doubled-consonant derivative (programmed) but also approves a single-consonant
variation (programed).

Spelling preferences in this guide uswally accord with the tendency in American (as apposed to
Brilish] usage to use a single consonant in most cases where there is a choice. The first order of
preference is the GPO choice if there 15 one; otherwise, our spelling is taken from Merriam, If
Merriam gives a choice, the single-consonant versian is gencrally preferred.

6.10. Indefinite Articles

£.10a. With Consonants and Vowels

The irdefinite article @ is used hefore a consonant and an aspirated f; the article an is used before
a silent & and all vowe]s except v propounced as in usual and o pronounced as in one,

a historical review 8 Onoe-Over an honor
a hotel a unien an howr
a humble man an herb, but a herpigide an onion
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B.106. With initials That Begin With a Consonant Sound

When a group of initials pronoutiecd as letters begins with b, e, d, g, 0 &k Py 4, 6w, 0, b 4, O 5,
each having a consonant sound, use a.

a BGN compilation a DVD player a TV program
a GlA position a GPO Style Manuval chapler @ UPl dispateh
a DG tax form a PBS special a ¥CR tape

&.10c. With Initials That Begin With a Yowel Sound

When a group of initials pronounced as letters begins with g, e, f. i, £ L s, n, 0,7, 5, or x, each
having a vowel sound, use an.

an FO& recall an ICEM silg an WBC program
an HHS repart an MRV systent an SLBM systemn

6.10d. With Acromyms

When initials form an acronym that is pronounced as a word, the use of a or an is determined by
the scund, arcording to the guidance given in section &.50a.

a HAWK missile a NASA [aunch a UM missign
a MIRY system an NREM sleap an UNCTAD report

6. 10e. With Abbrevialions That Have Variable Pronundiations
If pronunciation of an abbreviation is vaciable or bordecs on slang, use the article appropniate to
sounding the group of initials as tetters.

an ARA Dattalion, net a AAA [pronpunced Mriple A7) battalion
an SLBM system, not a SLBM (proneunced “slubbum®™} systern
bt

because of entrenched Pentagon and State Department usage: a S5LCM
(prongunced “slikkum”) system

6.10F With Numerical Expressions

The rule on use of 2 or an also applies to nemerical expressions and letter-number designators.
an 11-yearald a onetime winner an VIl classification

& IV-F categary an Su-20 Fitter alrcraft a MiG-21 Fishbed

6.11. Geographic Names

CLAs autherity for the spelling of geographic names is the US Beard on Geographic Names (BGN).
The official repository of standard spellings of all BGN-sanctioned foreign place narmes is the
GEOnet Namas Server of the Natianal Geospatial Intelligence Apency (NGA), which can be found
oulina[ T,

Refer also to maps or other references issued by, ) ;
jor consult a repional specialist ‘Such consuliaticn is autcmatic

‘when a cartographer is preparing a map to accompany the paper in which the place names appear.

Be sure that the spellings of place names in the text of the paper agree with those on the map. If
the approved spelling is markedly different from a more familiar and recognizable spelling, the



CO57572¢0

mate familiar spelling shonld be inserted in parentheses after the place namce ot the map. In the
text, however, use the more familiar spelling, with the other version following it in parentheses
at the first reference. In a paper on Tunisia, for example: Gulf of Gabes (Khalij Qabis); Menzel
Bourguiba (Manzil Bu ¥ugaybah} Shipyard.

Follow[ advics in the use of hyphens and apostrophes in transliterations
{Anse-d'Hzinault, Komsomol'sk, N'[Hamena). Diagritical marks psed in place names on the map,
however, are usually omitted in the text, (See section 6.13.)

6,12. Names and Titles of Persons and Organizations

The DI regional leadership analysts and S i the Office of Policy
Support are the points of contact at CLA for the spelling of foreign personal names. C1A normally
follows the intelligence Community transliteration standards developed under the DNI Foreign
Langnage Program Office. Corrent standards lor personal names exist for Arabic, Hindi/Urdu,
Iranian Farsi and Afghan Dari, Kerean, and Russian, with an additicnal st available for Cytiflic
Slavic languages {Belarusian, Bulgarian, Macedonian, Serbian Cyrillic, and Ukrainian). Other
standards are currently in development.

At times, a prominent foreigner expressly indicates a preference for, or the media or official
documents regularly use, a spelling of his or her name that differs from the 1C transliteration
standard. In such cases, CIA uses the alternative spelling—for example, former Fresident
Mohammed Hosni Mubarak of Egypt. For assistance in the spelling of numes and titles of
foreigners, consulteither! ~ "~ 7 777777 " in the Office of Policy Support or the
appropriate regional leadership analyst, or, if the person in question is a government leader,
refer to Chiefs of State and Cabinet Members of Foreign Governments, available online at

beo— . & ——— —..

6.13. Diacritical Marks

Diacrtics are used oo maps and in The World Factbook but not 1o other intelligence writing.

6.14. Transiiteration Guidance

Under the guidance of the DNI Foreign Language Program Oifice, the Intelligence Community
has approved standards for the transliteration intg the Latin alphabet of personal names
originally rendered in a language that uses arother alphabet. The transliteration standards are
an agreed-upon set of symbols to represent non-Latin aiphabets, They are not meant to he z
proounciation guide, and they asspme that the audience does not know the foreign languape.
They are desizned to be easy to apply, readable, and recopnizable to the educated English reader.
As a result, transliterated names may contain ambiguities (for example, *Samir” may refer to
two distinet Amabic names). IC gouidelines require that variant transliterations for an individaal
already encountered be noted in parentheses or footnotes in arder o ensure that vital forensic
information is not lost.

Far transliteration of place end persenal names, consult first the sethorities named in soctions
.11 and &.a2.

1t is mandated that these standards be used in official intellipence reports and finished intelligence
products. Other standards may be employed in other cascs (for example, technical standards for
transcription), although widespread use of the 1C standards may help facilitate name retrieval

and linkage.

.
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When names of individuals from coltires gutside the language in question are encountered (for
exataple, “Hillary Clinton” appearing in Russian Cytillic), use the established spelling for that
person's colture rather than transliteration.

For vrganizalional names, transliterate proper nouns according to the 1C standards. Translate
common nouns and ather words: for example, Al-MNakhl Sugar Company, nor Sharikat al-Nakhl
lil-Sukkar or Palms Sugar Company. Fur well-known entities, use the established English name
and spelling: for example, Arab League.

For terms thal are not personal or place names, adhere to the following guidance: use the 1€
standard for terms not translated into English, as in intifada. Use the dictionary spelling for words
in generat use in English, as in minaret. If there iz a good English translation of a word, use it:
pilgrimage, not hajj, for example.
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7. COMPOUND WORDS

7.1. General Rules

When an idea carnnot be expressed in a single word, we use a compound —the combination of
* twa or rnore words—to express the thought. A compound can be ereated by writing the words

in unconnected sequence, by hyphenating them, or by connecting them to lorm a solid, single

word. This chapler summarizes various rules governing the formation of compounds. Chapter

8 lists thopsands of compounds, so lock there if you need to find the prefarred speliing of

a particular une. '

7.1a, Separate Words

Orne may write two words in sequence, without connecting them wilth a hyphen or merging them
into a single word, if this formulation causes no ambiguity in sense or difficulty of cumprehension.

blopd pressure Ilving costs real estate
ByE opaener music teacher word combination
7.1b. Joined or Hyphenated

Cfien, words have to be joined inta a =solid form or connected with a hyphen to express an idea
that would not be as clear if they were not 50 compounded.

18-year-plds bmkkeeping need-to-know right-of-way
afterglon crossscference newsprint whitewash

Derivatives of a compound usually retain the hyphenated or solid furm of the eriginal.

coldbloodedness fastnoting praisoworthiness stick-to it-iveness
cost-effectiveness  ill-advisedly railroader Y-rayed

7.2. Solid Compounds

7.2a. Combinations of Nouns

When two aouns form a compound that then has & primary accent, it is written solid (joinad
without 8 hyphen), especially when the prefixed noun consists of only one syllable or when one of
the elements [nses its original accent.

bathroom bookseler pipeline
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7.2b, Combinations of Verbs and Adverbs

A noun fermed by combining a short verk and an adverh is usuatly written solid, but it is
hyphenated when the solid form dshs misinterpretation. The verb (v) [orms of such vombinations
wsually remain two words.

buitdup (v build up) giveaway (v give away) setup (v set up)
cut-in fv culk in) rn-in £y rum inp tig-in {v tig in)
7.2c. Compounds Beginning With Certain Nouns

Compounds beginning with the following nouns are useally solid.

book (bogkstore) house (housekeeping) ghop (shopworn)
ey {Cyeglacses) school (schoolteacher) work {workday!

7.2d. Compounds Ending With Ceriain Words

Compounds ending in the fpllowing words ave usually salid when the prefived word cansists of one
syllable, but are less often So written when the prefixed word has several syllables (spaceborne, but
satellite-borne, helicopter-borie).

beat (rowhioat) man {lgbsterman) time [halflime)

ook {textbagk) master (harbormaster) ward {homeward) '
borne ($pacenorme) rustress choirmistress) way [seaway)

bound {landbound) owner (homeowner} wide {worldwide]
hearted {halfhearted) person (salesperson) ) wise (edgowise)

holder {(shareholder) pieca fimouthpiece) woman (chairwarman)
hause {boathouse) POWET [Tirpower) wiork (artwork)

keeper (becheeper) proof (blastproof) woTker [prieceworker]
light {moonlight) reorn {Chartroom) waorking (woodworking)
ke (boslite) shop (toglshom writer {speechwiiter)
maker (steelmaher) T tight lairtightl yard [shipyard}

7.2e. Any, Every, No, or Some Combined With Body, Thing, Where, or One

Write solid a combination of any, every, ro, or some and body, thing, or twhere. When one is
the second element, write as two words if the meaning is a particular persan or thing; to avoid
mispronunciation, wiite #o gne as two words at all times.

anybody everything nowhere SOMEgne
b
Some ong choice must be made, and any one of you can maka it. Will no one volunteor?

F.21. Self or Sefves

Pronouns ending in seff and sefves are always solid compounds,

herse|f oneself themseives
itsell QUrseives yourself
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7.2¢ Cormpass Directions

Write as cae word a compass direction consisting of two points, but use 2 hyphen after the {iest
point when three points are combined.

nertheast nosth-northeast

7.3. Unit Modiflors

A unit modifier funictions as an adjective. It contains more than one waord but acts on the noo it
modifies as 2 unit, Examples are civil defense plan, wholly owmed subsidiary, policymaking level,
and most-favored-nation clause. Uait modifiers always precede the word they modify; if a modificr
is located elsewhere in the sentence, it cannot be a unit modifier.

Unlt modifier: The Sacretary of State occupies a policymaking position.
Mot g unit modifer: A docision is pollcy raking anby if effective.

H the modifiers are coordinate (See section 5.6b) or cemulative—that s, if either word could serve
as a single modifier—they do not constitute a unit modifier. In *migrant coustruction workees,”
for example, the modifiers are cumulative becanse migrant or eenstruction alone counld modify
workers. In “40-horzepower engine,” however, neither 4o nor Aorsepower could logically serve as
a single modifier. In “carefully prepared report” only the second word eculd modify report. Both
of these phrases are unit modifiers.

7.3a. Hyphenated

Unit meodifers immodiately preceding the word or words modified are usu ally hyphenated but
sometimes are written as one word.

1-neter-diameter pipe [ow-priceg meda| Six-Day War
d-percent Increass rmost-favored-nation clauze Third Five-Year Flan
drought-stricken area numper-one priority Lif-tritiated talks
English-speaking nation part-time [ob US-ownid propery
high-leve| post policymaking level value-added tax

" lgngtime friend rightwing group will-known name

7.3b. Unhyphenated

When the meaning is clear and readability is not aided, hyphens may be omitted from 2 compound
that precedes the word modified, especially if the compound is an established or familiar phrase.
But refrain from an accomulation of modifiers that defies comprehension and impedes readability.

atpmic encrgy program flight test program human inghts positlon
ballistic missile sybmaring  free enlerprise system fifg insUrance company
civil defense plan ground atlack aircralt ratural gas exports
cuerent account deficit hard cumency an surface ship deployment
Gst

no-ryphen rule {readability aided; ne fyphen rule would be ambiguous)

areas In which ballistlc missile submarings normally pperate (readakile); nol normal ballistic
miszile subhmaring gperating areas [diflicult to comprehend)

ballistic missile garly warning radar (established usea)
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7.3c. with Ordinal Numbers

In general, Lthe omission of hyphens is not recommended in a comprund containing an ordinal
number used in its literal sense, no matler how familiar and freguent the expression.

first-quarter report secongd-halt performance
fourth-grade class third-country invalvament
but

first aid statian Third World delegates

Similarly, in a unit modifier containing 4 prepositional phrase, comprehension is enhanced if
hyphens are used for even the best known expressions.

balance-of-payments proklem right-to-work faw

cost-of-living study undertha-courter sales
No hyphen is required if the compound preceding the word or words modified is already tied
together with a conjuncticn.

cold but sunny day medium and high alttude

command and control echelons  middie ar late 1970s

An improvised compound (auphemism for cliche) such s that in “hard-and-fast rule” or
“bread-and-butter issue” is an exception (see section 7.6¢).

7.3d. Predicates

A unit modifier must be distinguished from a compound predicate adjective, 10 which the hyphen
is usually omitted

His Future was stitf undetermingd while he was a Student.
Most of the transactions in that deal ware foreign financed, and the exchanges
were urder the counter,
The talks were US initiated, and the agenda well prepared,
The ingrease was 4 percent in 2008 and 5 percent in 20005,
The majority of the population was English speaking,
. The governmant has been socialist leaning in recent years.

7.3e. Comparatives and Superlatives

The hyphen is usually—although not always—omitted in a two-word unit modificr in which the
first word i2 a comparative or superlative. For clarity's sake, however, it should be retained in
oertain three-word modifices.

best [lked books less developed countries  lowest priced mudel
highest level meeting Igwer income group WOIST CAse Scenario
but

besteelling novel (derived from bestsefler)  lighterthan-alr craft
higherthan-market price most-favored-nation clause
lightergoltred paper most-sought-after tiokets

Hin this sense, do net conlfuse a unit modifier with 2 hyphensted compaund formed by adolng a prefix or sutlix (see
sechipns 7.40 to T.48). Such & compound {lor example, selfeducaled or rent-free) would retain its hyphen in the
predicate farm. Alsg, nole that enlhes in chapter 8 [abeled um [unit mooifier) generally conform to section T.34, but
entries labeled aof {ad]ective) da nol. Was tha call Incal or Jong-distgnee? This aporpach was (ow-Ney.
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7.3f. Adverbs Ending in -ly

" Donotusca hyphen in a two-word unit modifier in which the first word is an adverb endiog in -fy.

racently designed logo wholly owned subsidigry
Lo T
longly-hearts club only-child comgpler

T.3g. Three-Word Modifiers

I3a not use hyphens in a three-word unit madifier in which the first word is a0 adverb modilying
the second word.

unusually wall preserved spacimen  very well definad fine

exceptions
extremely-low-frequancy wery-high-freguency very-low-frequency
CoOmmunications proadcasis transmlssigns

1 the first word of a three-word unit modifier modifies the cther twg, the hyphen is used between
those two.

a fomerly well:known persan a nearly right-angle bend @ virteally self-educaled man

7.3h. Foreign Phrases

D« not use a hyphen in a unit modifier consisting of a phrase of foreign erigin,

bona Sde ransaction ex officio member per capita tax
carte blanche policy per diem allowance prima donna behavior

il

.30 Froper Nouns
2o not use & hyphen in a compound proper noun or in a capitalized coined name used as a unit
medifter, in cither itz bazic or derived form.
Cold War lenslons Latln Amenican states
French Revolutionary pericd Warld War |l peringd
Do, however, use one if tha proper noun is nomally a combioed form.

Alvo-American program French-English descent

Franco-Prussian War Inde-Pakistani relations
This rule does hot apply to numerical eompounds in an expression such as Fifth Five-Vear Plan,
nor would it apply entirely in an expression ineorporating an already-hyphenated coined name
{Six-Dey War eupharial. :

7.3i. En Dash in Proper Noun Compounds
In a unit medifier made up of proper adjectives or proper nouns of which one or maore js 2
compound, the en dash is used between the parts,

North American-South American sphera
Dominican Republic-Haiti barder
Ulan-Ude-Chita—Ulaarbaatar triangle
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7.3k, Quotation Marks : .

D¢ nt use a hyphen in a unit modifer enclosed in guotation marks unless it is normally a
hyphenated form, and da not nse quotation marks in liew of hyphens.

a "spare the rod" approach to parenthod
the “chne-man waman” plots of many operas
2 "damn it all" amitude toward writing style

.31 Chemical Terms

The hyphen is not used in a unit modifer composed of chemical terms.

carbon monoxide poisaning

7.3m. Letter or Number Elemenis

o ot use a hyphen in & vnit modifier conlaining a letver or numeral as its second element
(bt zee section 7.6€).

anney, B maps level 4 alert Frapasition 13 backlash
Article ll| provisigns Maod 3 missile Typa 59 tank
grade A milk number 2 fue! il

This rule does not, however, apply ta certajn terms established by long usage for military aircraft
and naval ships.

An-22 MiG-15 U7

Hresta-l Dsa-ll Yak-40

7.3n. Commun'sasic Elaments

When two or more hyphenated compounds have a commmon basie element and this element is
omitted in all but the last or fitst term, the hyphens are retained.

the British- and French-produced Concorde Twio- or three-year perigd

first-, second-, and third-grade students US-owned and -oparated companies
ground- and ai-launched missiles

bt

firsthand and secondbang (net first- and s¢eondhand}

twofold or threefold (not two o threefald)

ail and gas felds, or ilfizlds and gasfields {mof oil and gasfields}

mid- and late 1990s {bet mig-to-late 1980

early or mid-1890s (but early-to-mid-19905,% baller: early-lo-middle 1950s)

B pzn o1 the hyprenated prefic mi in the examples shown is not incorect, but the hynhon makes it awkward W
combine mid. with tha othor, unhyphenated elements, early and tate, For this reason it is recommended that middie
rather than mid- b used whon a combinalion is imwdlvad; middle and late 1990s, early 2nd middle 1990s, early or
middle 1990s, early-to-middle 1930,
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7.4. Prefixes and Suffixes

744, Untyphenated

Prefixes other than ex, self, quasi, and vice and suffixes other than free, designate, and elect
usually form a solid compound with a noncapitalized word.

afterhours clockwise multicolor semifficial
antedate countarintelligence  neofascist subcommitiee
antralreraft fourfold nonfermaus transship
biweekly hydraelectric neoy thwand ullramodern
byproduct lifedike partnership uvaafial

7.4b. Hyphenatad

A hyphen is used in compounds formed with the prefixes and suffixes noted as exceptions in the

preceding seclian.
C-SErviceman rent-fres
minister-dasignate salf-control
President-aisct Jones vige-chairmanship (bul vice chairmany

 quasi-academic

7.4c. Doubled Vowels or Tripled Consonanis

Except alter the short prefixes co, de, pre, and re, which are generally written solid, a hyphen is
used to avoid doubling a vowel when adding a prefix or tripling a consonant when adding 4 suffix.

anti-infiation hulldess shell-like

brass-5mith semi-independent ultra-atamic

bt

cooperation nennuclear postireatment reestablishrment
deemphasize overreact presiectlon subbasement

7.4d. To Avaid Confusion

A hyphen is used with a prefix that normally forms solid compounds if omission of the
hyphen would lead to mispronunciation of cause confusion with a word spelled identically bat

without & hyphen.
co-0p [bul cooperative) re-cover (Cover agaln) re-treat [ireat again
multi-ply (several plies} re-create [create sgain) under-ice
pre-position [position in advancey  re-form (form again) un-ignized
pri-state re-present (presant agaln)

BThe hyphanated compounds diecussad In sections Tdb through TAF are not subject ta ihe nle in Section: 7.3d and
wokld retain their hyphens in the predicate form.
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V.de. Duplicated Prefixes
& hyphen is used iujuin duplicated prefixes.
counter-countermeasures sub-subcommittes
7.df, Prefixas or Suffixes in Compounds With Capitalized Words

Ahyphen funless an en dash is ealled fo5) is used to join a prefix or a suffix in o compound with a
capitalized ward >

Africa-wide neo-Nazi pro-Britlsh
anti-Castra pra-Renaissance Wn-Ametican
Sapeptions

nonMIRYed unhRYed
&n dash called for

Latin America-wide pre-Werld War Il

7.4g. Unit Modifier Contalning a Multiword Compound

A prefix {except un) normally forming 2 solid compound is often followed by a hyphen when
joined with a twe-word or hypheaated compound 1o fonn 2 unit modifier.

anti-guided-missile nan-nuclear-powered  pre-martiel-law

nen-missile-equipped  post-target-tracking serni-land-mobila

but

antiballistic missile uncailed-for unseif-constious
For maty of the terms used above to illustrate the rule in this section, rephrasing of the sentence
might be preferable to insertiun of the extra hyphen.

defense against guided messiles (instead of anti-guidad-missile defense)

aircraft not equipped with missiles (instead of non-missilc-equipped aircraft)

@ systern that is parLiaily land mobile {instead of a semi-land-maobile system)

Do not insert a hyphen after a prefix joined to a solid (unhyphenated, one-word) compound.

antigurtrunning nonecea ngoing submachinggun
nenlifelike pestreenmtny uitrarighlwing

7.5. Numerical Compounds=

f.5a. Spefled Qut

Lise a2 hyphen hetween the elements of compeund numbers from 21 to g9 when they must be
spelled out (bear in mind that Aigures, rather than spelled-qut woeds, are generally used for

nuntbers of two or more digits). '

wenty-onc nirely-nine ane thowsand one hundred forty-one
twenty-first one hundred forty-one

T For sirmilar regsons, relain the hyphan if it is part of an eskablishad Formel name sush as Non-Prohisration Trealy
[abbroviatad NPT and Multl-Flaer Arrangemenl (MFA], even thoygh the spelling dilfefs fram our normal style
{nenproliferation, multifiber).

g shapler 2,
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786, Adjective Compounds With Numerical First Element

10- to 20-vear penipd {or 10-to-20-year period)  eighttime Clympic medalist

18-year-old student

medium-to-high altitude

20th-century progress rnediom-to-high-allitude intercepiors
Fmeter (never 2-m) railing muttimillion-dollar [oan

5-t0-4 voie the Six-Day War

Bokilagram {or 8-kg) turkey Third Flue-‘-'e.:ar Plan

bk

$20 million ipan

{.5¢. Fractions

Use a hyphen butween the elements of a fraction whether it is & noun or an adjective.

L
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a tw-Lhirds majority twi-thirds of the legdislature

71.6. Other Compound Words

7.Ga. Titles

Do not use 2 hyphen in a compound title dencting a single eivil or military office, but do use one in
2 douhle tite.

ambassador at large
commander in chigf
editor in chief

bt
under-secrataryship

mangger-gdirector
minister<ounselor
secritary genaraf

secratany-treasuner
under secretary
vicg president

vice-presidency

7.6b, Noun Compounds Containing a Prepositional Phrase

Apart from titles, hyphens are used in some noun compounds containing a prepositional phrase.

government-in-axike man-of-war
grant-in-aid mother-in-[aw
but

ngst of kin slate of the art
prisoner of war state of war

f.Bc. Improvised Compounds

bread-and-butter Bsue hard-and-fast rule
clasgroom Full of know-it-alic negd-ta-know
frst come-first-zerved Dasis technical Know-how

7.6d. Verb Forms of Noun Forms Written as Two Words
turn & cold shayider (to cold-shoulder an idea)
proof with blue pencils (to Bluspensil galleys)
missile in flight test (1o flight-test 2 missile)
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7.6e. Single Capital Letter Plus a Noun or Farticiple
H-Bormb L-shaped roorm T-shapad
I-besm Tietty Xeray

LTee kyphens {not en dashes) in the compounds designating Russian submarine classes when the
compounds are nsed adjectively.® If the meaning is clear, refer to these submarines by the class

designator alone.

Yankee-class, Dela-class, Victorclass, et;.

Echa-l-class, Charlie-l-glass (two hyphens, not hyphen and en dash)

subrmarines uf the Yankee class (no hyphen}

a Deltaclass unit, a Delta-||-class unit

Delta and Yarkes units (aeceplable o omit word class)

a Yictor tracking a Yankee

Foyr Yankeos, lwo Delta-ls, and a Victor have been ghservad in the submarine yargd.
The characterlstics of the Delta.l and -If were comparerd.

)
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The same myes apply cssentially to surface ship classes {Komar, 0sa) and non-Russian submarine
classes {Han, Xia).

¥ C1A publications the full desigriatar, nol Just its first letter, is preferred: Delia<lass (ot D-class), Yankee-class
[rat T-class). Note, however, Lhat Lhe designator is spelled with only the first letter capitalized, not in il capital letters,
gz seen In milltary usage. Deslgnalors for Russian submarines, according to DA, are 8s follows: Akula, Alfa, Brave,
Chartie, Delta, Echg. Foxtrol, Golf, Hotel, wfia, Julied, Kile, Lima, Mike, November, Oscar, Papa, Romeo, Siema, Tergo,
Typhoon, Unifarm, Victor, Whiskey, Yankes, and 20lu. (Al are phonebcs sxcept Akula and Typhoon, ]
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8. SPELLING AND COMPOUND
WORDS LIST

Including inflections, plurals, and cther word forms, there are more than 13,000 words listed in
this chapter. Many are familiar 2nd are not likely to canse a problewm for any writer. Others may be
unfamiliar or confusing.* Rules for spelliog and compounding may be found in chepters 6 and 7,
but if you want caly to determine the correct spelling or compound farm of a word or phrase, you
are likely 1o 6ind your answer below. Note that & werd followed by (5) (antibiotic[s]) and marked as
both n and adj or um, takes the 5 only in the noun form. Similarly, if a word is shown with several
inflections (airmail[s], aimmailed, aiemailing) and is marked as both v and v, vsually orly the first
form (airmail[s]) i3 the noun, althaugh sometimes the present participle is alse & nown (back{s],
backed, backing) or an adjective (wind[s], wound, winding).

adf {adjective)} MESE (mascuine) prep (preposition)
adv (adverb) N {noun ar nigeified noun) sing (singular)
of [combining form) pl fplural) ST (Synanym)
corpp [compuler berm) pred (predicate) um [unit modifier)

fem (feminine) peraf (prehx) v [verh}
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q ad-lib{s) (n, adj, v), ad-lihbed, ad-libking
admissible
arvartisa(s), advertised, advartising
aberration(s) advertisement{s)
able-bodled (un) advies ()
AEM {antiballlstic missile} SySheim advise(s}, advisad, advising
aboul-faca adviser(s); advlsor (used in the legal field and by
above-average (um} wthers by preference)
aboveboard advisory
abovedack aegls
aboveground {um) ansthetic(s) (n, adj}
above water {pred) affect{s}, affected, affecting {v, influence;
abridgment(s) see effecl)
absentminded affectlon|s) (n, fondness)
accade(s), acceded, acceding affectation(s) {n, insincere attitude)
acress code(s) A-frameis)
_ accassibia Alrica-wide
peeess time{s) Afrikaans
': accommodata(s), accommodated, after {cf, all one word)
D accommedating aflereffect
s aflerglow
== accommadation(s) aflerward
= :. accords (Amman, Camp David, Dayton, Geneva, sganda(s)
i Helsinki, Paris)
= agents-of-influonce
- accoutrament(s) .
= i aga-old
= Achilses’ heel(s) i
aging
acknowlgdgment(s)
. agiprop
acoustic (adj)

apgres(s), agraed, agreeing (with a person. fo a
preposal, on g plan)

agread-to (um)
agreed-upon (um)

acoustic{s) ()

acquiesce(s), acquissced, acquiescing
(takes preposition in, not 1)

across-the-board {um}

agribusinass
active-duety (um)
. agro [cf, 3l one word)
AD {anng dormint, refers 16 years since the agroingustrial

birth of Christ; see 5.C.)
adapter(s}
addendum, addenda (pl)
odditionally [adv, of addition; do rot use

ald(s) (n, assistance)
aid{g], aided, aiding (v, assist)
ailde(s) in, assistant)

for in addition) aide(s)-de-camp
add-on{s} (n} aide-memolre, aldes-memoires (p1} {mamory jog)
afd hoc AlIDS {acquired immunedehciancy symdrome)
adjutants general L aAim point(s}
ad lib (ady) alr and sea ports
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airtragis}
alrbasea(s)
alr-based (um)
airblast(s)

airborna waming and controf system
{AWACS) aircraft

alr-braathing

atrburstiz)

alrcargn{es)

alr-condition{s}, air-conditioned, alr-conditioning
air-conditioner{s)

alr cover(s)

aireraft

alr crashles)

afrcrew(s)

air-cushion vehicle(s) (ACV[s])

air defensefs) (n, um}

air-drigd {um)

airdrop(s}, airdropped, airdropplng (n, v)
airdroppable

alrfeld(s)

alr fleet(s)

airflow{s)

airframeds)

air-hansdiing {um})

alr intercoptis} (n, um;}

airlandis), aiclanded, altlanding
alr-launched [um)

airlift{s), airlifted, airlifting {n, v}
airlink{s)

airmail{s), airmailad, airmaiting {n, v)
alrman, alirén (pl)

alrmassies)

airmahbile {adj)

alrpower
bt

navai and air power
air guaiity [n, um)
air raidis}
air show{s)
alrgpare(s]

ajrspaedis)

airstrika(s)
bt
naval and air strikels)

alrstripis)

airtight

air time{s) (broadcast medial
alr vant(s)

alr war(s)

alrwave(s}

airway(s)

alrworthy r

aliasies}

align(s), aligned, aligning
alignmentis}
atl-absorbing {um)
all-around fum)
all-clear{s) {n, um}
al-day

Alliance, Alliad, Allias {in refcrence to NATO,
stherwise lowercasa)

all-inglusive {um)

all- kinowing {um)

allot(s), ailotted, altotting
allotment(s)

all-put

ail ready (propared; sco already]
all right

all-rouad {um)

all-courca (adj}

all-starfs)

all time(s) (n, full lime,)
alltme (adj)

ail together {colleclively, in unizon; see altogether)

all-weathey
alongslde

a lot (never alot, even if you do often see that
form elsewhere}

alphanumeric
already (previously, see alf ready)
also-ranis)

=
s
f
-
=
=
ot

=
&
-
&
=
=
|

1



CO575726e0

el
L
-
-
i-..l —
P
o
i
s
T
—_
-
o
L=
|:_
e

altar #go(s)

akternate(s), alternated, altemating (o, v ratating,
following by turns)

altarnativa(s) (n. adj; pertains to a choice
between possibilities)

altogwuther {completely, see 2 iogether)

a.m.

alumna, alumnas (pi) ifem]

alumnus, alummi [pl) {masc)

ambassador{s) at largde

Ambassador-designate

ambl (cf, all anc ward)
ambidextrous

American-flag (Libetian-Aag, Yemcni-fizgl ship
bt
in 8 nayal context, US Ragship

amidships
aming {as prefix, all ane ward)
amine acld(s)

among (use when the refationship of more than bwo
things is vague or collactive)

amorphous

analogis] {comp}

analogue(s) (alf other meanings)
analysls, analyses (pl) '
analytic (ad}

analtyze{s), analyzed, analyzing
Aancharparson{s)

anemla(s)

anesthetic(s) (n, ad)
ANBUEYSMS)

anglophons (adi)
Anglophoneis} (n)

annul{s}, annulisd, annulling
annulment{s)

angmalous

antadate{s), antedated, antedating
antenna(s}

antannas (pl, zoology only)

anti [pref, usually one word)
antiaircraft
antiapartheld
antiballistic missilefs) fn, um, ABM)

antigiclic{s} (1, adf)

antichrist(s)

antidefense

antlestablishmeant
anligunrunping

antimissile

antkiradiation
antiradiationhoeming (adj)
antiship cruise missile {n}
antitank puided missile{s) (n, ATGM)
anlivirys program

antiwar

but

anti-Amencan

anli-arms-conRtrgl
andi-crurse-missileds) (n, um)
anti-guided-missie fum}
anti-imperial

anti-inflation

anyi-inflaticnary

anti-insurgent
anti-money-laundenng (um}
anti-nuclear-weapons
anti-Sentitels)

anti-Semillc

antl-Semiism
antiship-oruise-missile fum)
anti-submarine-warfare [um}
anti-lactical-balistic missile{s) (n, ATBM}
anti-lactical-ballistic-missile (um)

antipathy, antipathles (pl}
anybody

anyonhe

any time

anyway (adv)

APEC (asia Pacific Econamic Cooperation)
apocalypse(s)

appali(s), appalled, appalling
apparatus{es)

appeallng

appendix B

appendixies)

apprehensible

April Fools' Day

a priow

A-priority {or pripnty A}
Arab-lsraell war

arched-roof (adj)
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archenemy, archenemies {pl}
archeology

archrival(s) )

arch-roofad (um)

archetypal

archetypally

nrchetype(s)

arlse(s), arose, ansing, ansen
armor-heavy (umj

arms control{s) (n}
armms-control {um)
arms-expording (um})
arm's-langth [um)
armsmaker(s}

arms-producing (urm)
armE-supplying {um)
arm-twisting {n}
army-group-leval (um)
amywide

Army-wida

arpund-the-clock {urn)
artificlal intelligence

artificial tanguagals)
artilleryman, artibarymen (pl}
artwark(s)

ascand(s), ascended, asconding
ascendancy, ascendancles (pl)
ascendant

ascent(s) (rise, climb; see assent)

ASRCI (Amesican Standand Coda for
Infarmation Interchange)

Asin Pacific Economic Cooperation
but
Asia-Pacific region

assassinatefs), assassinated, assassinating
assassination(s)

assembly Tine(s)

assemblyman, assembiymen (pl)
assemblywoman, assemblywoman (i)

assents}, assented, pssenting (consent;
see ascenl)

assistant comptrober(s) general

assure(s}, assured, assuring (affirm;
580 CRSUFE, INSUre)

asylee(s) (person seehing asylum or ong
given asylum)

ATBM(s) fanti-tactical-ballistic missile)
at-larga {um) .

atomic energy, atomic energies (pll{n, um}
al-sea [um)

attache{s)

attornay(s) ganeral

audible

audiocassettals)
audiosurvelllanca{s}

audiotape(s)

audlovisual(s) (n, adj)

auger(s} {n, hole-boring tool)

augur{s], augured, auguring (v. pradict from
SiENg Qr ormens)

autormakar{s)

autoworkar(s}

auxHiary, auxiliaries (pl}

AWACS (airborrg warning and contral System)
avant-garde

a while {n, a period of time]

awhlle {ady, for a time)

ayatollahis)

ax, axes [pl)

axis, axes (Pl

B

B.A. [hachelar of arts)

biaby boomer(s)

bachelor's degree(s} (B.A.[3])
backis], backed, backing (., v
hackbenchies)

hackbencher(s)

backhite{s). backblt, backbiting
backbHer(s)

_hackbone(s}
back burner(s)
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kack-channel (um) barabonas (um, nonliteral)
backdoor (um) base camp{s)

backis} down, backed down, backing down haselina{s)

backfit{s), backfitted, backfitting (n. v} hasls, bases (pl)
background processing battalion!s)

bachlashies) ) hatthfrontis]

back pay battleground{s)
backpedal{s), backpedaled, backpedaling hattle group(s)

backroad (um) battlatina{s)

backroom (urm) hattlo management in, um}
backseat(s) (n, umj battle readiness
backsilde(s), backstid, backsliding battle-ready {(um)
backsiage B.C. {befora Chnst, comes after the numbaer;
backstop(s), backstopped, backstopping (n, v see AL

hacktrack(s), backiracked, hacktracking heam width(s)

Bear G{'s) {Russian aircraft)
badouln {sing. pl)

bed rast

bedrock (n, adj)

backis) up, backed up, backing up '
backup(s} {n, um;
backup systamis}

": % biachowvard (o s)
= backwater(s) behind-the-scenes (adj)
=P backyard {um) belowground
;E bagful{s) belaw-markat [um)
b Bahamas, The belt-tightening (um)
o Bahamian [, adj) beltway bandit(s)
ball{s) out, balled out, bailing out benchmark(s) (nonliteral)
beneficont -

ballout(s) {n, um)
balance-of payments (adj)
Baikaniza(s), Balkanized, Balkanization Benelux

ball bearingfs) Bexlin Wall (the Wall
baMistic missife {um, of submarines, defense, radar) D@5l (alongside)

ballistic missile earty wamning {BMEW] radar{s} hesldes (except, oiher than)
ballistic-missile-related jum) best seller(s)

halilstic misslle submaring(s} (SSE) bete nolre, betas nolres {pl)
ballpark{s) (n, adj) beotter-than-gven [um)

Baftlc republics/states (not the Baitics; biannually {prefer semiannually, bul congiger
citizens are refarred to as Estonians, Latvians, replacing with twice a ygar, see bienniatly

benefit(s}, benefited, benefiting {n, v)

or Lithuanians, not Baits] hiaz(es), biased, blasing {n, v
bondwagon{s: biennially {consiger replacing with once every two
bandwldth{s) years, see bianpually, sermiannuaty)
hanknote(s) big-power (ad|)
bankrupt{s), bankrupted, banksupting big shot(s)
bar code(s) big-ticket {ad))
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blnary system(s)

binational

bipolar

hirdar

bird"s-aya {adj)

birdshot _
birdwatch{es), birdwatched, birdwatching
birthdate

hirthplace(s}

birthrate{s)

bistatic

bitmap!s), Mtmapped, bitmapplng (n, v}
bitmapped {um}

blweekly [once every two wieks; sea semiwsekly)
blackllst{s}, blacklisted, blacklisting (n, v}
blackmail{s), blackmailed, klackmalling {n, v}
black marketis) (n)

black-markat{s), Mack-marketed,
black-marketing (um, v

Black-marketesring in)
black-marketeris)
blastmark(s)

blastproof

blind £ye(s) .
blitzkrieg(s)

blocis) {group)

block{s) (Tarm)

blogis) (n, shert for weklfog)
blogis), blogged, blogging
Diogger(s)

blond(s) (masc, fern)
bloadbath(s)
bleadletiingis)

bloodfust

blcod pressurels)
blaodshed

bloodthirsty

blowdownis)

blowis) out, hlew cut, blowing out [v)
blowout{s) (n, adj)

blue chip(s) (n)

blug-chip {um}
blue-callar (nonliteral, um)

blue-paccil(s}, hlue-penciled, hlue-penciling
{w, umt

weprint(s)

blue-ribbon (nonliteral, urn}
hiue-waler navy, bive-water navlas (pl)
boardropm(s)
boathuilding
boathouse(s)

boatload(s)

boat peaple

boatyard(s)

bady bagis)

bodyguard(s}

body politic

Boeing 747(5)

bollcrplate

boldface

homb bay{s)

hombdropis}

bomb load(s}
bombmaker(s)
bombmeking

kombproof

bombsight{s)
bombsqguad(s)

bona fide (adj}

bana fides (n, sing, pl}
boobytrapis), bochytrapped, boohytrapping in, )
bookkeeper(s)
bookkeepling
bookmark(s), bookmarked, bookmarking (h, v)
hookselier(s)
bookstore(s)

Boolaan logic

boat campis)

bootleg software

bordar guard(s) {n, urn)
berderland(s)
borderline(s)

e L NGO DD

™,

R

i}
;.
[y
L
7y

75



CCh757260

border post(a) broadband in, ad))
boresighil{s) broad-based
bt {given birth) broadcast(s), broadcast, broadcasting (n. adj, v
bom-again (n, adi} broadclath{s}
bome (carried} broad gaugals) (n)
bottlenach(s) broad-gawge (adj)
bottom line{s) (n) broadiegis) (n, adj)
bottom-line {=dj} broadminded
baurgaocls [adj) brokan-down (um)
bourgedisie(s) (n) brother(s)-in-law
boxcar(s} ' brunet{s) {mass, fem)
boxlike brushpass{es)
hrain ¢hilg, brain chitdren (pl} hudget-busting {um}
hrain trust(s) building block{s) ()
brainwashies), rainwashed, bratnwashing buikling-toik [adj)
bearsd name(s) (n, um} buildis} wp, buikt up, building up
brachies) (gap, see breoch) buitdupis) {n}
tread-and-butter () bullt-In{s) (n, adj)
hraadbaskat(s) built-up {urm)
broak(s} dows, broke down, breaking down bulletin Baard{s)
breakdown(s) {n, umj bulfatproof
breakis} even, broke aven, braaking even buflheaded
braak-aven {um) burdensharing
break(s} in, broke in, breaking In . bureau{s)
break-in {n) burgeoning
break(s} out, broks out, breaking out burka(s)
breakout (n, um} hurn bag(s)
breakpoint{s) burnout(s] {n}
breakthroughis) ’ burnupis}
break(s} up, broke up, breaking up busies}, bused, busing {n, v}
breakupis) in, um) busdriver(s)
breathtaking husfargis)
braech{as} (Iowar part, part of a gun barre|; businesslike

see breach) buslina{s)
hreeding groundais) busioad(s)
bridgebuilder(s} ' busting (used in terms like budget busting and trust
bridgehead(s} busting; hyphenate a8 & um)
bridgeway(s} buy-back {um)
bridgaworkis) buy{s) in, bought in, buying in
briefcase{s) buy-in {n, adj)
brinkmanship buy{s) out, bought out, buyIng out

FL
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buyadat{s) [, um}
burrwordis)
BwW-agart (um)

by (cf, usually one word)
byelection{s)
bylawis}
bypass(es]
byproductis)

C

cache(s)

caldeon(s)

caliber{s)

caliphis)

callphate(s)

call(s) back, called back, calling back

cafibackis) {n, um}

call{s} Im, called in, Caling in

call-in {n, um)

cakl slgn(s)

cali{s) up, calted up, calling up {n, ¥}

callous [adj, unfeching; see calus)

caliup{s} {n, um}

callusies) (n, thickening of the skin; see callous)

camcuflagals)

canceiis), canceled, canceling

cancelable

cancellation{s)

candor{s}

canister(s)

cannon {pl CARNMKXY OF CANNONS,
depending on usagei*

canndt

canoe(s), canoed, canoelng i, v}

canvasies) {clath)

canvas-coversd (um)

canvass(as), canvassed, canvassing (solicit)

capital(s) (city, money}

capital-intenshve {um)

Aze cannan if such weapons dre referred Lo collethvely
fCannon were decloyed on the surrgunding hilisides) bt
conmans when Lhe weapons arg discussed individuatly.
(Wing.mounted cannons, two on each side, avgment Ihe
alreraft's firepower. )

capltol(s) (building)

caplet{s)

carat{s) [unit of weight; so@ cans)

carbarn{s)

car-bomb(s), car-bombed, car-hombiag {n, adj, vl

carbon footprint{s)

carbon monoxide

carclnogen(s}

carcinoganic

card-carrying {um}

carefreo

cared (insertion mark; see carat)

car ferry, car ferries (plj

cargoles)

Carlbberan

carline{s)

carload{s)

car-milefs)

carpal tunnel syndrome

carrlor-hased (um}

carrierborna

Carry over, carries aver, carried over,
CAITying over

carryover{s) (n, um|

carte blanche, ¢cartes blanches {pl)

cartel{s) feven with specific namag)

cartilage(s)

car washles)

casa-by-case [adl)

caseload{s)

cazeo offlcer(s)

casewarkers)

tash-and-carry {ad))

cazh-flow{s) (n, adj

cashier's chack(s)

cash-strapped (um)

cast(s) off. cast off, casting off

castaff{s] (n, um)

casual {tnformal; sce causal)

casuatties (include persans injured, captured,
or Missing in action, Aot just thase Killed)
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casug belll (sing, o}

catalog(s), cataloged, cataloging (n, v}
cataloger(s)

cat-and-mouse {um}

catchall(s) (n, um}

tatchphrase{s)

catchies) up, caught up, catching up
catch-up(s) (n, um)

catchword(s)

cat's-paw(s}

catlle breeder(s)

cattleman, cattlaman {pl}

cattle ralser(s)

cattle-raising (umj

cattle ranchias)

caudillofs)

causal (of cause; see cosual)

calse calebre, causes celebres (pf
CRUSEWAY({S)

cave{s) in, caved In, caving In
cava-infs) {n, um}

CD-ROM(s) [compact disk read-only memoty)
ceasels) fire, ceased fire, ceaging fire
cease-fire(s) (n, um)

cell phone

Calsius

cementmaking

canses taker(s)

census-taking (um)

canter(s), centered, centering fas a verb, is used
with 6n, upan, in, or at, bul not around}

center-iaft

centerline(s}

centerplece(s)

centerpole(s)

centor-right

centl (cf, all one word}

centri (cf, all one word)

chainfs} of command

chainsmoke(s), chainsmphed, chainsmoking
chalnsmokern(s)

chalrman, chairnen [pF}.
chairparsonis)

chalrwoman, chairwomen (pf]
chancellery, chancellerigs (o)
chancellor{s)
chanceller-candidate(s)

chancery, chanceries (i)
changeabls

change{s) ovaer, changed over, changing over
changeover(s) {n, urmj

channel{s), chanaeled, channeling (n, v)
chaperon{s)

charge-coupled

charge(s) d'affairas

chartroomis)

chassis [sing, pl)

chastisa(s), chastisad, chastising
chastizement{s)

chateauls)

chauvinlsm

checkbook{s)

check-clearing (um)

chack(s] in, checked in, checking In
check-in{s) {r, ucm)

checklisk(s)

checkis) out, checked out, checking out
checkowt{s) {n, um}

checkpoint{s)

checksheet(s}

check{s} up, checked up, checking wp
checkup(s} (n, um)

chack valve(s)

checkwriting

chefis) de cabinet
chemical-weapms-free [um)
chamlcal-weapoas-related {um)
cherrypicher(s)

chief(s} of staff

childcare

childiike

chisel{s), chiselad, chiseling (n, v
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chiselarns)
chitchat{s)
chlgrofluorocarbons
chokepolnt{s)
churchfes), the

bt
the Catholic Chuich

churchgoeris)

ehurchgoing

Cl [urn, countennielligence)

ClALInk

et {cost, insurance, and freight)

clrea

clrcuit breaker(s}

clable

City. the (London financial district)

clty dweller{s)

citywide

civll defense(s) {n, um)

clamas(s) .

clamp{s) down, clamped down, clamping down
clampdown(s) (1)

cleanis) up, cleaned up, cleaning up
cleanup{s) {n, um])

clear-cut {distinct)

clearculis}, clearcut, clearcutting (n, v, forestry}
clearheaded '
clearlnghouse(s)

claar(s) up, cleared up, clearing up
cleave(s), cleaved, claaving

clew(s], clewed, clewing (n, v; nautical; see clug)
clicheia}

climactic [chmax, mghest point)

climatle {of chimate, weather)

elipart

cleckwise

closed-circult (um)

clased-doot (adj}

closa-hold (ad))

close-in {um|

closadat (umd

shosemouthed

closm{s) out, closed out, closing oud
closaoutis} {n, um)

closo-range {urm)

closeis) up, closed up, closing up (vl
closaup{s) (n. urm}

cloth-backed {um)

clethbound

clothesline(s]

cluels], clued, cluelng (n, v, meanings gther Lhan
naytical; see clew)

co {pref, usually one word}
ceauthons), coauthored, coauthoring (n, v)
cocheirs), cochaired, cochainng (n, v
Ccoexist{s), coexisted, coexisting
cofpund(s), cofounded, cofounding
cofounder(s}
cooperate(s), copperaled, cooperating
coorhital
COPrOCESSang)
coproductions)
Dt
cu-teputy-chairfs)
co-opis]
co-opt{s), co-opted, co-opting
ca-pplation{s)
co-ownerfs]
co-vice-chair(s)

coalbedis)

coal-black [urm)

coalboat(s)

coal car(s)

coalfleld(s)

coal gas(as)

coal-laden {um)

coal mine{s) (n)

coal-mining (um)

coalpiti{s)

coal-slurry (um)

coast guard(s)

coastliingls)

coca grower(s), coca growing {n}

coca-growing (um)

cocaine(s}

¢.0.d. {cash on delivery)

codanameds)
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codeword{s}

. poffee prowei(s) coffee growing (n}

cake ovan(s)

coldblooded

coldblovdedrass -

cold-roll[s], cold-rolled, cold-relling
coi shotulder(s) (n)

cold-shoulder(s), cold-shouklared,
cold-shouldering

CoM War
collapgsitia
collateral

collacata(s), cHllecated, collocating (to setin a
pace or 1o ocour in conjunction with something;
see colocale) '

colloquy, callpguies (pl)

colgeata{s], colocated, colocating {10 logate
together; see coffacale} .

color{s}, colored, coloring (n, v)
combat{s]), combated, combating (n. v}
combatant(s)

combat-capable (um)

coanbat-yepdy fum)

-epmbat support in, adj)

combined-amms {ad))

combustible{s) [r, adj}

comebachk(s}

comedown{s)

come-onfs)

CommUppanceals)

command arsd control

command, control, and communications (3}

conwriand, control, communications, compaters,
and mtelligence (C4l)

commander{s) In chief

cammando(s)

command poesifs)

commingle(s), commingled, commingling
commiseratels), commiserated, cumrﬁlsnrating
commitis), commhted, committing

common law(s) n}

comrmon-law {adf}

commonplacs

COMMOnR SAnsa {n}
commonsanse (adj)
commonwealth{s] -
communications systemis)
carmmuniqaeis)
communitywide
Community-wida (1C)

- cOmpanywide

compatihle
compel(s), compelled, compelling
compendium{s)

comglernentis}, complemented, complemanting
{n, ¥, complete)

cumplinwﬂtts], complimented, complimenting
{r, v, praise}

compose(s), composed, composing {io constitute
OF 10 Make ug; 500 Camprise)

comprehensible

comprise(s), comarised, compnsiRg (1o contain o
to consist of, see compose)

compromise(s), compranised, compromising
{n, v :

compirtar-genarated [um)

computer literate

concede(s), conceded, conceding

concerted [mutually contrived ar agreed upon)

conclave{s] (secret meeting, not just any gathading

concomitant

cona-shaped {(um)

confectionery, confettioneries (o)

confldanti{s) (n. one with whom confidences are
shared; see confideni}

confidencyg- and security-buildirg {umj
confidenca-bullding {um)

confident (adj, seff-gssured; soc confidant)
congresslonal (non-US)

Congressional {US)

cOon man

cannolsseur{s)

consensus(es] {2n opinior Neld collactively,
Tt simply by & majority)

consensus builder
consensus building (n)
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consansus-Huilding (um)
consortium(s}

consthition{s) {a state's}
Constitution {3 country's)

consulis} (n, foreign service officer;
see councit, counsel)

consublis) gFeneral

consumar prica Index{as)

consummata-

containgrshipds)

contempiible

contngntal shel, continental shelves (pI)

contra (pref, usually one word)
tut
contra-acting
cantra-zpproach
conlbra-ign

contraband {no s)

contrel{s}, controlled, contralling (n, v)
controllable '
converters)

convertible{s) (n, adj)

COnvayor(s}

coolheaded

coolly

copper ming{s) ()

copper-plated {um)

copparplatals)

copparworkeris)

Copparworks

comerstong(s)

COm growing (n)

coril lary, corollarias (pl)

corps {sing, plj '

corral(s}, corralled, corvalling {n, v}
comoborateis), corroborated, corcoborating
cost-cutting {n, urm)

cost-effective (adj)
cost-affactivenass in)

cast-frae (adj)

cost-of-Iving (um)

cost-reduction (um)

council{s} [n, deliberative assembly, its works or
membership; see consul, counsen

councilor{s} (council member; see counselor]

counsek(s), counseled, counselng v, n; advice
and the persen offering it; seg consul, caunci)

counsalor(s) (adviser: see counciior)

counter (cf, vsually ong word)
counterclockwise
counterintelligence ()
courdgreyvolutionaries
counterstealth
ol
COURTCT-GCRUMMEFMEESUIes

country-spacific {um)
Ccoumtry-waskern v
countrywide

coup{s} d'etat

coupmaker{s)

courss work

courthouse{s)

court-martial(s), court-marshalied,
ceunt-marshaling

court{s]-martial (n)

covarname(s)

coversheet(s)

cove stary, cover stories (pl)

cavar(s) up, coverad up, covering up
covarup(s) [n, um)

crachk {cocaing)

crack(s) down, cracked down, cracking down
crackdown(s} (n, um;}

crackhead{s)

cradle-to-grave {um)

crankcase(s)

crank-driven [um)

crankshaft(s)

crash-land(s), crash-tanded, crash-landing
crash landing{s} (n}

cradence {belief or mental acceptanca)
cradible (warthy of belief and judped plausible)
credibility (the quality of being belicvable)
cradit card(s) {um}

credit-starved (um)

ereditwisihiness
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crawmamiser(s)
craw-training {um)
crimawave(s}
crisls, crises (pl}

erisscrose{on), crisscrossed, erlsecressing
{n, adi, ¥}

criterta (the singular, criterion, is rarely used)
critical thinking {adp)

crop-dusting(s) in

crap Index{es)

crop-year(s)

cross-bordar {adi)

crossbreed(s)

cross-channal

oroas-check{s), tross-checked,
cross-checking (n, vl

crass-connect{s), cross-connectad,
crass-connecting {n, v)

cross-country (adj)

cragseurrent{s)

crosscut(s), crosscut, crosscutting {n, ad], v)
tross-axamination(s)

Cross-gxamine(s], cross-examined,
Cross-axamining

crosfira{s)

cross-functional

crosshaul(s), crosshauled, crosshauling
crossling(s) in, um)

crogs-nationsl furm)

crossover(sl (n)

CT0SS-pressurals)

Lross-purposes

crossrange(s)

cross-referance(s), cross-referencad, cross-
referencing {n, v}

crossroads
erass sectlonis] (n)

cross-sectionis), cross-sectioned,
cross-soactioning (v}

cross-sectional
cross-strait (adij)
cross-target(s)
craastrading

crosstrained

crosswalkis)

crosswise

crulse missike(s) {n, um)
crulse-missio-anmad (um)
cruise-misstla-related {um)
cryptanalysis, cryplanalyses (pl)
crypto (of, usually one word}

but
cryplo-Christian

crystal-clear (um)
crystalling
crystalliza{s), crystallized, crystallizing

culminateis}, culminated, culminating
{tzkes the prephsition im)

Cultural Revolution

cum laude

cureg-ali(s) (1)

currant account(s) {n, um)
cusrant-generation (umj
curriculurmis}

cursor(s)

custom-built fum}
custom-mace {umj
cutaway{s)

cutbackis) {n)

cat(s} In, gut in, cutting in
ocut-inis} [n)

cut{s} off, cut off, cutting off
cutof(s) {n, umj

cuetauats (n}

cutover fum, of timberland)
cutrate {aq))

cutting-edge {um)
cutthroat{s) (n, adj}

cyber (cf, usually one word)
cybercrime
cyberjack{s), cyberjacked, cyberjacking
cyherspace

czar{s)

czaristis)
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galry farm(s}

dalryman, dalrymen (pl}
damsite{s)

dark horsais) (n)
darkhorse (um, nonfiteral)
data [the singuar, datum, is rarely if ever used)
database(s)

data link(s)

data printis)
data-processing (um)
data transfer rate{s)
dateline(s)

date stampis) {n)
date-stamp{s), date-stamped, date-stamping
daughter]s)-in-law
daylong

day schoolis)

day shift(s)

daytime{s)

day-to-day

dayworkes(s)

D-day

D-lay plus 4

da (pref, all ane word)
deemphasize(s), deemphasized, deemphasizing
deemphasis
decnergize(s), deencrgized, desnerpizing
doeescalate{s), deescalated, deaescalating
deicels), deiced, delcing

deaddeop(s) {nonliteral)
dead end{s)

dead heat(s}
dead-in-the-water [unm
deadline(s)
deadload{s)
deadlockis)
deadpan(s}
deadwelghtis] [n, um)
deadwood

deatmaker(s]
dealmaking
deathbea(s)

. deathbiow(s)

deathlike

death rate(s)

death sguad{=)

debris

dobt-reschedul ing (um)

daht service(s)

dacadelong, docades-long (pi)
decadent

decada-old

dacizionmaker{s)

declslonmaking
fut
economic decisian making (it is the degisigns that
ara economic, not the making; hence decision and
making are sepaiated)

deckhand(s)

deductithais} (n, adi)

deep cover

deep-ocean (ad))

- fgep-Sea [adi)

deap-seated (um)
daep-space {ad))

deep undergraund
deepwatar (um)

de facto

defense(s)

defense attache(s)
defense-industrial {um)
defansible

defuse(s), defused, defusing (to remove a (use; 1o
deinlensify;, see giffuse)

degrees Celslus (or Fahrenhelt)
defa vu

de jure

demagogue(s)

demarcations)

demarche(s}

densiremant(s)




C057572¢€0

—
o
e i
Tdea

e

N
bR
=
=
=
Ll
C )
e,
)

decetnt(s), daprited, deorbiting {n, v}
dependent{s) (n, adj)
deploy{a), deployed, deploying

d¢procata(s), doprecated, deprecating (express

disapproval of something)

depreclate(s], depreclated, depreciating {besides
its applications to prices and values, means o

belittle sormething)
depth charge(s)
deputy chiefis) of staff

Doputy Permanent Reprosentative to the UN

descendant{s) (n, adj}

deasiccates), desiccated, desiccating
desktop(s)

dospoerate {distressed; sce disparate)
dosplse(s), despised, despising
detanteis)

deter(s}, deterred, deterring
deterrence(s}

deterrent{s)

datriment(s}

devastate(s), devastated, devastating
davelop(s), developad, davaloping
development(s)

developad-country (adj)
developing-country (2dj)

devicel(s) (n)

davisa(s), devisad, devising
devoteais)

daxterous

diagram(s}, dlagramed, dlagraming
diagrammatic

dlalopus{s)

die(s), died, dying

dehard{s) (n, adj}

diesel-driven [um)

diesel-electric

diesel enginels)

diffusafs), diffused, diffusing (to spreag;
see defusa)

directed -energy (ad))
direction-finding {um)

director(s) genoral

dizastrous

discernible

discreet [cautious, prudent)

discrete (separale, distinct)

discussible

disequilibrium{s)

disinformation {the deliberate planting
of false reports)

disinterasted (impartial; see uninterastad)
disk(s)

disk drive{s}

disparate (different; see desperale)
dispatchles), dispatched, dispatching
dispelis}, dispeled, dispelling
disparsibla

dissension

distili(s), distilted, distilling
distilfation(s}

distributa(s), distributed, gistributing
distribution{s)

distributor{s)

digtrictwide

tlivisibbe

dockwirkers)

doctrinaire

DOD (Departiment of Defense)
doglighi(s)

doggeral

dogmais}

dollar-peso exchange rats
dominance

dominant {ad))

dominale(s), dominated, dominating
donor-country {urm)

doomsday

Boppler

dossier(s)

dot-com

double agenl {n)

double-agent (adj)
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doutrla-barral (r, um)
double-barreled {um)
double check{s) (n)

doubla-check{s], double-chached,
doutfe-checking

doubile-count(s), doubla-couwntad,
double-counting {um, v}

double cross{os) (n)

double-cross{es), double-Crossad,
double-crossing

dowsble-crosser{s)
double-dealar(s}
double-daaling {n, umj}
double-dacker(s)
double-digit {um)
doubbe-duty fum)
double-edged (um)
double-antry (um)
double play{s)

double spaceds) (n)

double-space(s), doliiRe-spaced, doubte-spacing

doubletalk
double time

doubla-trackis), doudle-tracked, dovide-tracking

¥, um)
down-and-out {umj}
dovetail{s), dovetaited, dovetailing
downcast
downdeaft{s)
downfall{s)
downflow(s)

downgradals), downgraded, downgrading (1, v|

dawnhili{s) (n, ad), adv}
downling{s)
down-link(s)

download(s), downloaded, downloading (n, v}

downpayment{s]

downplay{s), downplayed, downplaying
downpour(s)

downrange {acv)

downriver (adj, adv)

downsidefs)

downsize(s), downsized, downsizing
downstream (adj, adv}
downswing(s)

Down syndrome

downtime(s}

down-to-garth (adj)
downtrend(s)

dowrturn{s)

dawnward

downwind

draconian measuras

draft{s), drafted, drafting {n, v}
draft age (um)

drawbrldge(s)

drawdown{s) (n, um)
dravn-out fum)

dreadiocks

drive-by (n, adj}

drive-in{s} (n, adj)

drive shaft{s)

drive-throwghis) (n, ad)}
ditve(s) ug, drove up, driving up
driveup (um)

drop{s} off, dropped off, dropping off [v]
cle o (n, wrn)

dropis} out, dropped cut, dropping out
dropout{s) {n)

drought(s}

droughtlike

drought-stricken {um}

drug gzar(s)

drug-fres {um)

orug tord(s}

drug money (R, um}

drug muls

drug- producing {um)

drag runner

drug-smuggling (um)

drug trafiic

chrug trafficher
drug-trafficking {um)
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dry cleaner(s} (n, um)
drycleaning
drydock{s)
dry-seasoh {um)
dual-purposa (ad]}
dual-use (um}

due date(s)
dues-paying {um)
tHumpsita(s)

duo (cf, all one word)
dutybound

duty-frea {(um, adv)
dye(s), dyed, dyeing (coloring)
dysfunction
dysfunctianal

E

18-year-olds

- {cf, usualiy hyphenated)
e-baok(s)
e-business{es)
SCOMmmence
e-mailis), eemailed, e-mailing [, v)
e-tradefs)
etrading
e-7ine(s)

earfulfs)
earty-1980s-vintage (um)
early ot mid-19%90s

early or mid-March
early-model {um})
early-to-mid{dla) 19905
early-to-mid-March

early warnkng {um, of radar)
earthmover(s)
earthmoving
east-southeast

aastward .

easygoing

economlc decision making
economic policy making

edgewise
editor(s) in chief

effectis}, effected, affecting (n, result, oulcome; v,
bring abaut, perform; see affect)

epo(s]

either {23 a subject, takes a singular verb
angd pronour

elan
albowroom
aldercare

eletct {(sufix, hyphanated)
Fresident-elect
Senator-alect

election (singular unless the context is plainly plural,
a4 in the fast four national elections}

alactro {cf. vsually one word}
electromagnetic
electratechnics
bul
electro-optics
electro-uliratiltration

eleventh-hour (adj)

alicit{s), eficited, eliciting (v, to draw oul; see iftcit)
afigihie

elltels) (n, adj)

ellipsis, elfipses (pl)

elusive (hard to caplure; see ifusivel
embargo{es)

embarkation(s)

ambarrass{es), embarrassad, embarassing
embarrassmentis]

ambed(s}, embeddad, ambadding
ambellish{es), embellished, embellishing
aembetllahment(s)

emigrant(s) {person moving to a new
COUNTY; S8e immigrant)

emigratals), emigrated, emigrating (Icave one’s
counley for @ new one: see immigrale)

emigre{s) (an ernigrant)

eminence grise, eminences grises (pl)
amptyhanded

encasa(s), encased, #ncasing
enclosals), enclosed, enclosing
enclosuras)
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encumbear(s}, encumbersd, encurnlkering
ancimmbrance(s)

ercyclopadiala)

end date{s)

endgain{s)

endgame(s)

end item{s)

endorsa(s), andarsed, endorsing
endorsement(s;

end polni

end run (n}

end-rnis), eod-ran, and-runaing (v
and wsals) (n}

and-uga (adj]

end-use Hemis)

and user(s) (n)

end-user {ad|) )
anforca(s), enforced, enforcing
anforcement{s)

anfranchise(s}, enfranchised, enfranchising

angine-driven {um)

engine driver{s)
enginehouse(s)
engineroom{s)
English-spaaking (um}

o1 masse

enaul

anommity, encrmitles {pl) (great wickedness)
BnOnMmousness {n, great size)
enroll{s}, enrolled, enrolling
enrollntentis)

£n route

ansure(s), enswrad, ansuring (guaranied;
EEE assura, insure)

enterprisels)

entrgnchies), entrenched, antrenching
entrepot(s)

enlrgprenour(s)

entrepreneurlal

entrepraneuriallsm

entreprensurship

entiust{s}, entrusted, entrusting

antry Into fosce

entwine(s), entwined, entwining
envelop(s), anvelopad, enveloping
envelope(s) (n)

anvirenmental Impact {urn)
environmental protection (vm)
anyironmental technolegy (um)
apllogue(s]

equal{s), equated, aqualing {n, v}
equality, equalitias (pl)

egual rights {n, um)

Equatar

aquilibriumis}

equip{s), equipped, equipping
equlpment

erector-launcher(s)

aratum, arata (pl}

eiTor message(s)

sscapable

escurlals)

esnrlt de corps

et al. (see section 3.11)

athnao (cf, usually one word)
aura(s) (n, currency)

|4 rone ()

BUrQ-FONE (LUm)

Eure {cf, usually one word)
Eurgdoilar
Eurolgan
Eurotunnel

Eurgpean Central Bank (ECB)
Eurcpean Union

EYECUEB{S)

avenhanded

aven-nurmersd {um)
even-keeled {um)
even-tamparad [um)
aver-present (um)

evaryday

&x cathaden

ex-serviceman, ex-servicermsn (pl}
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axgeed{s), exceeded, axceading
axcel(s}, excelied, excalling
exzhange rate{s) {n, um)
axcisals), excised, excising (n, v
ex-civil-sarvant {n, ad)

axcormmunlcate(s), sxcommunicated,
axcommunicating

Exscutive Order{s) {U3 President)

exerclse(s), exercised, axercising (implement,
traln; see exorcise]

ex-Governor(s}

axhibltor{s)

exhllarate(s), exhllarated, exhilarating
exhoft(s}, exhorted, exhorting
exhortation{s)

ax officia

exonerate{s), exonerated, exonerating
exoneration(s)

exorbltant

exofclse(s), sxorcised, exorcising
(puUrge; S8 EXercise)

expaditer(s)
expelis), expelled, expalling
axport-control fad])

axposa(s), exposed, exposing {v [two syllables),

to lay open)
expose(s) (n [lhree syllables], an exposure)
£x post facto
expulslonis)
extant (in existenca)
extol{s), extolled, extolling
extrais) (n)

axira {as pref, usually one word)
extracurroular
extra-hoavy {um)
exira-large fum)
extra-long (um)
extramural
extragrdinary
extraterritorial

axtremely-low-frequency {ad|)
eye{s), eyed, aying
eye-catching (um}

eyeglasses
aye Gpener(s)
eye-opening
gye to eye
eyawltness(es)

F

facade(s)
face-saving (vm)
face-to-face {adj, adv)
factbook(s}
factiinding
factsheet{s)
Fahrenhait
fail-safe(s) in, adj)
fair-hairad (um}
fairminded
fatr-skipned (um}
tait accompli, faits accomplis (pl)
fall{s} {autumn)
fallbackis} {n, um}
fall guyis)

fallible

failing-oud (n)
falloffi(s} n)
fallourt{s) (n, um)
fall whanat
faraway (um)

far cry, far cries (pl)
farfotched
farflung

far-laft (adj}
Tar-laftist {um)
farm biocis)
farm-bred (um)
farmiand(s}
Farmwoark
fermworker{s)
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Far-reaching {urn)
far-right (adj]
far-rightist (um)
farsesing
farsighted
farther {physical or literal distance; see further)
farthest
fast-breaking (um)
fast breeder reactor(s)
fast-moving (um}
fast-food {(adji
fatkeris)-ln-law
fatwa(s)
faultfinding (n, adj}
faultline(s)
favor(s), favored, favoring (o, v}
fax{es), faxed, faxing {n, v}
fearmongering
faasitla
featherbadding {m)
fedayeon [sing, fedayee, rare)
federal government{s) [non-Li5}
Federal Government {US only)
feadback (n)
feedgrain(s)
feliow travelans)
fence Jumper(s}
fence-mending
fence-sitter(s)
fence-sitting
ferra (cf, usually one ward)
out
ferro-carbon-titaniym
ferro-uranium
ferryhoat{s}
fiasca{es)
fiber(s}
fibarbhard{s)
fiberglass

bt
trade name Fiberglas

fiber-optic (um)

fibar optles (n)

fleld day(s)
fiald-depfoyed

fiesd grade(s) {n)
fiald-grade (adj)
neldplace(s)
ficld-test{s}, fleld-lested, field-testing (v
fifth columnis)
fighter-bosnbas{s)
fighter-Interceptor{s)
fighter pitotis] (n, um)
fig leaf, #ig teaves (pl)
figure 4 (reference)
figure elghtis}
figurehead(s)

file clerk(s)

file name
filmmaker(s}
filmmaking

final assembly area(s}
fine-tunels), fine-tuned, fine-tuning {v}
finger pointing (n]
fingergrint(s)
firearmis}

firehali{s)

firebombis), irebombed, firebombing
fira conkral(s) (n}
firg-control (2dj}
firecracker(s)

fiva drili{s) {n, ad)
firafight{s)
firafightaz{s)
tirelighting
fire-kardenad (um}
firepowar

fireproof(s), fireproofed, fireproofing (ad], v}
firg-resistant {um)
firesafe

fire stormis)
fire-support {24}
firetruck(s)
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firewall(s)

firewood

firm-handed (um]

first alet {n, um)
first-ballot (ad])
firstborn

first-class (ad|)
first-come-tirst-served
first-echelon {(adj;
first-half (2d))
firsthand (adv, um)
First Family

First Lady, First Laddles (pl)

- firstilne {adj)

first-quartier (adj)
first-rate {ad))
first-stage (ad))
first-tineg (ad))
flsttight{s)

fit(s} mn, fitted out, Atting out
ftting-out (umj

fvefold

five-pointed (um)
Fiva-Yaar Plan (if spocific)
fixed-rate (adj)
fixed-wing [ad])

fard(s)

fagshipis}
bt
American flag ship

flameproof{s), Hameproofed, fameproofing
(ad], v}

flamathrower{s}

flammahta (literal)

flare(s) up, flared up, flaring up -
flareup(s) (n)

flashpaint(s)

flathad(s) (n, adj)

Antcar(s)

flatfoot, flatfeet (pl, physical condition of faot);
Ratfoots (pl, policemen)

flat-footed

fraunt{s), flauntad, Aaunting {to disglay
ostantatiously. s2e Aoul)

fledgling(s)

Tlaxibl ity

flexible

flier{s)

HIght contrel (ad))
ﬂigh_lcrew[s}

Hight deckis)
flight-hour(s)
Aightline(s)
flightpath(s}

fiight test{s} {n, adj)
fight-testis), Aight-tested, Might-testing (v}
fight time{s}
flip-Aonis), Nip-liopped, filp-flopping (n, )
fleodgate(s)
floodightis)

flood platnis)
floadwater(s)
Roor-length

floor planis}
floorspace(s}

NMgunder(s}, flounderad, ffioundering (o stumble

about clumsily; see founder}

figut{s), flouted, Aouting (to treat with contempt;

sep Japnt)
flow chart(s)
fiuorascent(s) in, adj}
fluoro {cf, all o word)
fyaway {ad])
tiyoverfs)
FEo.b. (free on board)
focusies), fncusad, focusing (n, v)

fold {suffix, usualy ore word)
twofold
fou rfoid

foidout(s)

follow-0r(s) (n, urm)

Fallowthroughis) {n, um}

follow-up{s) tn, umn}

fallow{s) up, followed ug, fellowing up (v)
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foodgraln{s)

food grower{s] {n}
food-processing (um}
Toodstora(s)
foodstuff{z)
foolhardiness

Foalta rdy

foolproof
foat-and-mouth (acdi}
foothridge(s)
foot-dragging
foothill(s}
foothold(s)
footnate(s), foatnoted, footnoting [n, v)
foot-pound{s)
fooiprintis}

foot solder(s)
footstapis)

forbear(s), forbora, forborne, forbearing
{v, tlerate; soe forebear)

forbld(s), forbade, Torbidding

force majoure

forebear(s) (n, ancestor, see forbear)
forced labor

foree-feed, force-fed, force-feading
forefront(s)

forago(es), forawant, foregone, foregoing
(precede; ses forgo)

foregone conclusion

foragroummd(s}

forelgn decislonmaking

foreign exchange(s) in, um}
forelgn-government-backed {um)

Farelgn Mllitary Sales (a US Government program)
forelgn palicy making

Foreign Searvice (US anly)

foremost

Tforesee(s), forecaw, Foresaen, foresecing
foreseeahls

forestall(s), forestalled, forastalling
fowast-covared (urm)

Torest land(s)
foraword{s) (prefatgry note}
forgeitable

forgales), forwent, forgone, forgoing
(do without; see forgga)

farkliftis}

Format(s), formatted, formatting (n, v
formateur(s}

forsake(s), forsoak, farsaken, forsaking
forswear(s), forsware, forswarn, forswaaring
forta{s) '
farthcoming

forthright

forthwith

fortuitous thappens by chante or accident)
fortune-teller(s)

forumi(s)

forward (ad), adv, opposite of backward)
forward-based (um)

forward-looking (um)

founderis), foundered, foundering {to ga lame,
collepse, sink, fail; see lounder)

four-star (adj}

"fourth-gquarter (adj)

four-whaed drive(s} (n)
four-wheel-drive {um)
Framework(s}
Franco-Prussian War
fraugit
free (suffit, vsually hyphenated)
duty-free
rent-free

hut
carcfres

freedom fighter{s)

free enterprise(s) {n, vm)

froe-fall(s)

free-for-allis)

free hand(s) (n]

freehand {ad), adv}

freelance(s), frasfanced, freelancing (n, adj, v
freslancens) ,

Hiv)
b}
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free market(s) (n, um)
free-markataear(s) in)
frea-market-priented (um}
frea portis)

frear

free-spaken [urm)
freastanding
freethinkar(s)
fraethinking

frea trads (n, um}
freg-trade-orlanted
fraeway(s]
freowhesling

frae will (n)

fraewill {um)

frﬂazé-dry. frawze-dries, freeze-dried,
froeze-drying

freight caris)

French Canadlan
but
ltalian-American
Chingse-American

French-Enflish
French Revolutionary period
frashwaler {um}
fragman, frogmen {pl)
front bumeris}
front-end (ad))
front-load{s), front-lcaded, front-loading {v}
fronthine{s)
front man, front men (pf)
front page(s}
. frontruaner(s)
frontrunning
frontseat(s)
frost-fres {um)
frostiina(s)
frastproof(s), frostproofed, frostproofing {(3dj, v)
fruit growing (n}
fual pump{s)
ful-hlown
fullblooded

fuliface

fulfill{s}, fufilled, fulfilling
fultiiment(s)
full-fledged
full-growm {um)
Full load
full-scale {adj)
full-scope {adj)
fult-speead (ad)}
full-strengih {adj)
full-time {adv)

fulsome {ad), offensive to the senses or lgathsome;
not complete ar full]

fundraiser(s)

fundralsing{s)

funnalfs), funnated, funnellng {n, ¥]
funnel-shapad {um)

furthes, furthest (generally conveys notion of
additional degree, time, or quantity, see farther)

fuseqs}, fused, fusing (n, v, preferred spalling
except for missile and pther militaty applications,
see fue)

fuselage(s)

furafs), fered, fuzing (Certain military serses,
ses fuse)

FY 2010

G

galnsay(s), gainsaid, gainsaying
gallbfadder{s)

Gambia, The

game plan(s}

gas-canlster bomis)
gas-driven {urm)

gasfald(s)
bert
oil and gas fields

gas-firgd {urm)
gas-flow (adj)
gas-gathering (umj
gas-heated (um}
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Eas-fadan {umj) GNP (gross national product)
Easllght(s) go-ahamd{s) {n}
gasline(s} go-arpund{s)
gas main(s} go-batwean(s) (n)
gas mashis} go-gatter(s)
gas oil going(s}-on
gastro (cf, usually one wond) gold mine{s)
Eas wall{z) goodbye(s)
gazworker(s) good-faith {adj}
Easworks good-hearted {rm)
gatekaeper(s] good-heartedness
gauge(s} good-humored (um)
gazatteer(s) good offices
GDP (gross domestic product} good-quality (adil
gearboxlas) good-to-exceallant {um)
gaar-driven {um) goodwlll {in economics)
gearshift{s) good will {usually literal senses)
gendarme(s) ga-slow(s) :
gendarmaria {colleciive) gosslped-about (um) o2
general counsel(s) gossipmonger(s)
general-purpose (adj} government(s) (when referring 1o 2 sovereign state, =
capitalize in phrases like Egyptian Government; =
geatiemen farmer(s) lewercase when used alone ar with honsovergign i
Egopolitics entilies; see Hong Kong government) z
ghetto{s) govermment (5)-in-exile
ghostwrite(s), ghostwrote, ghostwriting govemmentwide
ghostwrite:(s) governor(s) general
E“"“':"}', ﬂbﬁ.d' gizing (n, v, taunt gr sneer; grab bag(s)
sea fibe with)
teh graded earth runway(s}
gigawa d't:"'m grainfiald(s)
giva-and-takeis) (n) ; grainland{s)
Elva{s) away, gave away, Fiving away (v} grandstanding
Elveaway(s) (n) grant(s)-in-ald
glad hand in)
-hand{s), gad-handed, glad-handing (v) grapevina{s)
Elad ' ' grassroots (nonkiteral)
Plamous
gravesite(s) (n)
giamosy gray(s), grayed, graying (ad), vi
Elasnost
gray arms broker{s)
Blassmaking
gray arms market(s]
Flobetrotting
gray-market (um)
glove box{es)

GrbH (Germar equivaient of the S Inc.}

great-aunt{s)
Greater London
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great-grandfather(s)
great-grandmather(s}
Great Himalaya Range
great-power (adj)
great-uncles)
greenbeltis)

green card(s)
graenhousa{s)

Erevous

ground attack (z4d), of aircraft)
ground-based {um)
Eround breaking(s] {n, ad))
groundbeorst(s)

ground -controlled {um)
ground crew(s)

ground-affect vehicle(s} (generic for a Hovercraft
cr similar machne)

ground fire

grournd farce(s) (n, adj}
ground-launched (um)
ground-mobilfe (urm}

ground rules

griound stationis)

ground support (adj, of equipment}
ground swell{s)

ground test{s} (n, adj)

ground-test(s), pround-tested, ground-testing (v

ground war{s)

groundwatar{s)

Froundwave{s)

Erovndwork

graupthink

growth rate(s)

gruesome

G-T summit(s}

guarantee(s), guaranteed, guarantoeing (n, v}

guararty, guarantlas {3l {n, used only in
legal sense)

Buardhouse{s)
Euesritla(s)
Bussswork

Buest worker(s)

guidance and control {umj

gulded-missile (a0}
guided-missile crulsar
guidelire(s}

Euide rail{s)

Gulf stale{s) (Persian)

Guif war {Fercian ungerstood;)

gun-barral {adj)
Eun battle{s])
gunbearer{s)
gun-bore {adj)
Eundeck(s}
Eunfighting
gunfire
gun{s}-for-hire (n
gunmaking
gunman, gunmen (pl)
Fun mount(s)
Eunpaint
gunpowder{s)
Eunrunmner(s}
Eunrunning
gunshipi{s)
gunshaot{s)
gunsighifs)

gun tube(s)
Funszmith{s)
Gypsy, Gypsies (pl)

H

habeas corpus (sing, pl)
Hague, The

haltstong

haistorm

hairbreadth

haltlire

halrsplitting



C05757260

hajj{es) {Muslim pligrimage)

hajji(s) {Muslim pifgrim; capitalize only if it precedes
a person’s name)

half brother(s}
half-clay (ad})
half-dozen {adf}
hatfhearted

half hour
half-hourly (um}
halt-tife

half foad
haif-mast

half maasure
hatf-mile {ad))
half-million (ad))
half-monthly {adj}
half moon
half-ripe (um}
halfF slster{s)
nalf-speed (adj)
half-step
half-strength {adj)
haiftime
halftrack
kalf-truth
halfway
half-yearky
Hallay's comat
hiallmiark
ham-fisted (adj}
hamstringis), kamstrung, hamstringing [n, v, adf)
handbook
hand-bulkt (um)
hand-carry{sl, hand-carried, hﬁnd-c-arrying
handclasp{s}
handculfis)

hand-deliveris}, hand-delivered,
hand-delivering (v, adj)

handgrenade(s)
handgun{s}
handheld {adj)

hand-holding

handicap(s}, handicapped, handlcapping
hand-in-hand

handmade

hand-me-dawn{s) (n, um)
hand(s) off, handed off, handing off
handoffis) {n, um)

handis) aut, handed out, handing out
handowt{s) {n, um)

hand{s) nvar, handed over, handing over
hand- over(s] {n)

handpiched

handrail(s)

handshake{s)

hands-off {adj)

hands-on (adj)

hand-wringing

handwritten

hangeis-on

hangup(s)

harass{as), harassad, harassing
harhormastar(s)

hard-and-fast

hardhbail

hard-charging {um]

hardcopy

heard core (r, ad}

hardcover

hard curréncy [n, um)

hard drive(s}

hard-diving {um)

hardhat({s}

hardhaaded

hard-hit {um}

hard-hitting (urn}

hard line{s)

hardline (adj)

hardlimer(s)

hard-nosed (acdj)

hard-pressed {urm)

hardstand{s)
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hard-target {adj)
hard vp
hardwara
hardwirad {adi)
hand-won {urm)
hard work
hardworkIng fad;)
harebrained
harvestiime
hag-heen{s)
hanve-nok(s} (n, adj)
H-bomb{s}
headfirst
headiight(s)
headliine(s)
headlong
head-on (adj, ady}

headquarter{s), headquarterad,
headguartering in, v)

headresti{s)

headroom
headstart{s)
headstrong

heads-up {n, adj}
head-to-head (um}
headwaters
headway(s}

haalth care (n)
haatth-care (um)
hﬂllilﬂ'lfl.ll [producing health)
hwoalth worker(s)
healthy {in gacd health)
heartbeak(s}
heartland(s)
heat-rasistant {um)
heat-seeking {um)
heayy bomber{s) (0, um)
hoavy bomber base(s)
heavy-duty {ad]}
heavyhanded

heavy hitter{s)

keavy-Iift (ad}

heavy-set {um)

heavy-water [ad))

heavy-water-modorated (um)

heavyweight (n, um)

hedgehapis), hedgehopped, hedgehopping
height-finding (ad})

helris) apparant

helicoptar-birng [um)

hemisphere(s)
but
Western Hernisphers

hemorchagefs)

Har Majesty's Govarnment
hereafter

hereby

herein

heretofora

herewith
heterogenecus
heyday(s)

hidebound

hidagart (n, um}
high-altituda (adj)
highborn
high-calibar [adj)
high-class {adj)
high-density {adj
high-end (adf)
high-erergy [ad])
higher-income
highar-Teval [um)
higher-paying -
higher-ranking
highar-than-markat price
hgher-ups
Klghest-altitude (um)
highest-ranking
high-axgplosive (um)
high fidelity
highflier(s)
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high-frequendcy (adj)
high-frequency diraction-Tinefing {um}
highhanded

high-intansity (ad])
hightarm{s) (n, umnj

high-level (ad))

high light{z) (iHeral]
hightight{s) {nonliteral)
high-minded [um)

high point{s} (literal, nonliteral)
high-power (adj)
high-precislon {ag))

high-prassura{s), high-pressured,
high-prassuring (v, adj)

high-priced {um)}
high-priority (adj}
high-profile (adj}
high-protain {ad))
high-quality (adj}
high-ranking {um}
hlgh-rasolution {ad))
high-rise (adj)

high schoal (n, um}
high-speed {ad])
high-strung (um)
high-tech{nology) (adj)
high-tension (ad))
high-value (adj}
high water mark
hijackis], hijackad, Rljacking {n, v)
hijacker(s)
hilitop{s)

hill tritee (s}
hindsight
hit-and-miss (ad))
hit-and-run (adj}

hit list(s)

hit man, hit men {pl)
hit-or-miss (adj)
HI¥

HIV-positive {um)

hodgepodgals) -
hold off, held off, holding off
hoidout(s)

hefdover(s) (n, ad))

held time(s)

holdupis)

Hodocaust (the)

home base{s)
hamabrow(s}
homebuilding

home buyer(s)
homacoming(s)

home frontis)
homegrown

home guard{s)
huomelandis}
homemada
homecwner(s)

home page(s}

home port(s)
home-poert(s), home-parted, home-porting
home rule

homesitk
homesteadis}
homesireichies)
hometown(s)
homeward
homoganeous
honaymoon(s)

Heng Kong governmant
honorhound

hookup{s) (n, adj}
harsalaugh(s)
korseman, hossemaen (pl)
horseplay

horsepower
horserace(s}
horseshoe(s)

horsetrade(s), horsatraded, horsetrading
{n, ¥, nenliteral)

horsetrader(s) (nonliteral)

et
b
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hostage taker(s) hyadtsa {cf, usually one word)

. hydroalectric

ki
hostage taking hyGropower
host-country {ad]) hydrastatle
host-govemment (adj} hyper {pref, usually ane word)
host-nation {ad)) hyparinflation
othe hyperlink[s), hypertinked, hyperhnking {n, v

h d(s) hypertext system([s)
hot-blooded (um} bt
hot-buttos (=0} hyper-Dorian
hotheadad hypocrlsy
‘hothausais) ; hypothasis, hypotheses (pl)

hothine{s) (nonliteral)
hot-pursuit [ad}

hotspat(s) I
hour-iong
housabullding I*baam(s)
_ house call{s) Ibarian Peninsula
f house-claanis), honsa-cleandat, housa-cleaning Ibjd. [zee 3.11)
£ houseclaaner(s) icaberg(s)
= house-cleaning (um) icebiound
f_ houseguest{s) . icebreaker(s)
7. housshold{s) icacap(s)

' housakasplng ige-covered (Lm)
but icefield(s)
safchouse keeper
safehouse keaping ke-free .

housawark icemaking
icepack{s)

hover craft {unfesa trade name Hovergraft)

HTML {hypartext markup language} lce shelf, ice shelves (pl)

iee skate(s) (n)

hul-less

human rights (n, um} ica-skata{s), Ice-skated, fee-skating
heman-rights-ralated {um) ke stormis]

husman-sourse [adl) idlosyncrasy, ldigsyncrasles {pl)
humdrum idlasyncratic

HUMINT idyli(s)

hunadradfald ill-advisad (um)

hundredweight Hl-advisediy

heunger strike(s) ill-at-ease (umj

hunkar(s) down, hunkered down, hunkering down  [llegible

hush money t-aquipped (um)

hush{es} up, hushed up, hushing up Ml health

hushup{s) fn, atj) : illicit (n, illegal; see elicit]

Hiscit drug trafficking
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llkquid

illiquidity

Hi-prepared {um])

itl-timed {um}

Mlusive (duceptive; see efusive)

1 wilt

imaga-bullding {um)
Image-conscious [adj)
image-anhancing {um)

imamis}

immarsible

immigrant({s) {coming into; ses emigrant)
impasse(s)

Impealis}, impellad, impe lling
impending (hint of threal or menace)
imperceptible

Imperilis}, imperilad, lmpearifing
Impermissible

imparsuadable

Impotsuasibla

implausible

Implementer(s)

imply (implles), Implied, implying (state something
- indirecthy; see infar)

lenpastons)

fmprimatur{s)
Impravise(s), improvised, Improvising
In ahsentla

Inaccessible

Inadmissible

inaudihfe

Intound

in-board {ad))

Inbox{es}

Inc.

Inclsa(s), Incisad, Inclsing
incompatible
incomprehensible
incontrovertible
incorrigible

incomuptible

in-country (adj, adv)

Incredibla

Incur(s), incurred, incurring

indefansible

Indelityla

indepandence Day

in-depth {um)

indestructible

indeterminate

index, Indexas (pl); indices (pl, stientific only}
indications-and-warning intelligence

indict(s], indicted, indicting (lo accuse, soc Indite)
indigestible

indita{s), indited, inditing {t0 compose; see indict]
indivisible

Indo-Exrogean

industriallization

industrywide

inzlible

ineligitde

imaquity, inequities (plj (unfairness; sea iviguily)
inexhaastible '
in extramis

infallible

mfantryman, infaptryman (pl}

infoasible

infer(s}, inferred, inferring {draw a concluslon or
make & deduction; see iy

infarable

inference(s)
infighter(s)

lnfighting

inflammable (fgurative)
inftexible

In-flight {urn)

inflow{s)
Influence-buying
infortnation processing

Infra {pref, usually one word)
but
Infra-axillary
infra-esophageal
infra-umlbflical
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INF (intermediatn-range nuclear forces) Trealy
in-gattison

fngenious {skillful)

ingenuous (withaut guilc)

in group(s)

tn-hoarse (adi. adv)

iniquity, iniquitles (pl) (sin; see nequity;
ink jet(s]

in=law(s)

inner-crty {adj)

inner tizha(s}

RNOoCutrs

innuenda{s)

inoculata(s), inaculated, Incculating
inputis}, inpul, inputting in, v)
inquire{s), lnquired, inguiring

Inguiry, inquiries (pl)

inshore '

ingignla {the singular, insigre. is rarely used)
in shu

insofar as

inspectoris) general

Install{s), instatla, Installing
Installation(s}

Installmait{s)

instili(s}, instilled, instliling

Insure(s}, inswred, insuring (cover by an insurance

pulicy; see 255U0e, EnNsune)
insurgency, lsurgencies {pi]
Insurgant{a)
mtanglbtals} n, adl)
inmtelink
Intelligance-gathering fum)
Intelligentsia
Intelligible
Integrity
intar (pref, usually cne word}
interactive processing
inter alia
but

Inter-Arnerican
inter-Europcan

imtercade(s], intarcaded, intercading
Interceptor(s)

Intarests Section (capitalize if US5)
interfere(s), interfered, interfering
interleaving

intermsdiate-range hallistic missile {IABM}
interment(s} (burral; see intemment)
intermittent

intera{s)

intemally displaced person{s) {{DP)
Internet

intermment{s) [detention: see interment}
{INTERPOL

interrepublic

interruptible

in-theater (adj}

intifada(s)

In totg

intra {pref, usually one word)
bt
intra-atorc
intra-German

intransigest (n, adj
Intro {pref, ali one word)
Invincibla

Invisible

Ipso facto

iran-Contra

lean-rag war

irascihle

IRBM {intermediatcrange hallistic missiie)
iridescence

irenclad

ironfistad

ironlcally {invplves incongruity between what might

be expected and what acturally ocours)
irgn lung(s)
ronmaking
ironworiing
iromworks
irreducibla
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irraplaceable

Wreprassible

irrazistibla

trrasponsible

iravarsibla

Islamization

Issues [are resolved, not solved)
Reratlon(s)

its (possessive of i, comearne it's, the conlraction
of it i5; contractions are rarely appropriate
in formal writing)

J

jailbreak{s}

Jawhone(s), lJawbocnad, Jawhoning [, v)
jerry-butldis}, jerry-buill, jerry-building
ferry-bullt {um; see juryrigged)

jet aircraft

Jet alrliner{s}

2t bomber(s)

jatiiner{s}

jet-powerad [um}

jat-propatiad (uym}

Jet propidsion

Jet set(s)

Jibe with tinfurmally, be consonant with; seg gibe)
jihar{s)

Jehholder{g)

Jobsoekoz(s)

joint-service (a3d|)

Joint-stock (zd))

jolrt-vemture (adj)

journayman, journeymmen (pl)
judgment(s)

Jump{s} off, jumped off, jumping off
JumpotE{s) in, um)

fwnp-startis), jump-started, jump-starting
{rr. v, adj)

Jury-rigged fum: see forry-buil)
Just-completed (um}
Just-in-tirma {um)

K

kaleldpscopic

kenl-laying (um)

Kerosane(s)

katchup(s)

keypad{s)

kayword(s)

kick{s) hack, kicked back, Kicking back
kickback(s} {n. umj

kick-start{s}, kick-started, kick-starting
kidnapis}, kidnappad, Kidnapping
kidnapper(s)

kidney stones)

killjoy{=}

kil rate(s}

kilobyte(s) (KB)

Kio-class (um)

kilowatt-hour(s) (kWh)

wimono(s}

kingmaker(s)

kingoin(s)

king-sired [um)

kmp'h (kilometers per hout}
knewe-jerk (um)

know-how

know-it-all{s) in)

knowledgeabls

knnw-nutlﬂ@s} {n, adj}

Korean war

kowtow(s), kowtowed, kowtowing
Kresta-ll(s)

kudos {never kudo}
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labat(s}, tabeled, labeling
labelai{s)

Labar Day
labor-intenslve {um}
laborsaving

labor uaions)
lackluster

laid-back (adj)

ladd-off (um}

laid-up (participic)
lalssez-falre [n, adj}
lakabad{s}

lakefrontis)
lamedckis) (nenliteral)
LAN {local area network)
land-attack (24dj, of a missile)
land base(s)
land-based (um)
fandbome

landbonngd

tand bridge{s)
larutfitl{s)

landgrabiis)
landhaiing
landline(s)

landlocked

landlord(s)
landmass{as)
andrins(s)
land-rmohile (um}
landownar(s)
landownarship
Landsrwning

land-pooz {um}

Lard Rover(s)

Landsat (U5 Earth rescurces satellite]

landsliktais)
land ax{es)

land-use [adj)
landward
landwire(s)
lapdogis}
larga-scale (adj)
largess
last-ditch {ad])
last-minute (adj)
fast resortis) (n)
last-resert {adj)
latetomaer(s)
[ate-model (ad))
late-night {adj}
late-payment [adj)]

Latin Amerlcan country {countries}

latter-day (ad}
taunch crew(s}

faunchies), launched, launching on

tacti:al warning

launch-on-tactical-warning {n, vm)
launchies), launched, launching on waming

launch-gi-waming (n, um
launchpad{s)
launch point{s}

launchsite{s])
but
space launch site

launch stand{s}
launch weight(s)
law-abiding {um)
law-and-arder (adj)
lawbhreaker{s}
lawma king
lowsuit(s)

lay(s}, laidf, faid {va put, place, or preparg; always

takes a direct objedt soe i)
iayoff(s} [n, adj}
Tayouti{s) (n, adj
layover(s} (n, adj)
iayperson, laypeople (pl}
layi(s) up, laid up, laying up
layup(s) (n, um}
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LCTYs) [liquid crystal display)
lead-in(s) (n, um}
feading edge(s) (n)
leading.-edge {um)
Kading-edge (aa)}
laadtimais)

tead{s] up, 1ead up, leading up
lead-up(s) {n, wm)
League of Natlons
leaktiroughis)
leapfrag

leap year(s)
leather-bound {um)
Isatherworking

loa shora(s)
leeward

left-hand (ad)
laft-leaning {aci)
left-of center (um)
loft wingi{s) (n)
laftwing {adi)
leftwinger{s]
legible

legman, legmen (pl)
legwork
lend-leasea(s)

lass {suffix, usually ngt hyphenated)
datzless
waaponless
but
nuilHess
shell-less

less developed (no hyphen)
lesser-known
less-than-evan {um)

latter homb{s)
lettar-perfect (um)
letterspacing

lettarwriting

let{s) up, lat up, betting up
letup(s) in}

level{s), leveled, laveding

{oveler(s}

layvelhaaded

liaisan(s)

license(s)

ficenss plate(s) (n, um)

Na(s), lay, bain (ko recline or be situated; never tales
& direct phject; see lay)

ifebinod
litaboat(s)

Iifa cycte(s} (n, um)
lifeguardis)

life insurance (n. um)
lifelilke

lifelina{s)

lifelong

liforati(s}
lifesaving

life-size {ad)}

. lifespan{s}

IHestyla(s)
lifetime(s)
lift(s] off, lifted off, Wifting off
liftofi(s) (n)
lighter-than-air craft
lighthearted
fight-water {ad), in referance to nuclear power)
legit-wates-reactor (um)
lightwedght(s) (0 adj)
light-yaar(s}
ltke (suffix, usually one woed)
businesslike
lifelike
bt
bell-like

hull-like

likable
likatihood
lika-minded {(um)
Likuet party
linchpin{s}
lina-item (adj),
line-of-sight {urm)
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lve{s) up, lined up, Lining up
lineup{s) (n, um)

line width(s)

link(s] 1o, linked to, linking to
tink(s) up, linked up, Enking up
Hnkups) {rn, um}

lipservica

liquefy [liguefies), liquafied, lguelying

lgud-prepellant fadj)
tiguid-grepelted (um)’
titthe-Snown (um)

Ihtla-used {um})

Ilvadrop{s) (nunhiteral)

live-fira (um)

livewira(s}) (nanfiteral)

living costs

llanals)

Uoyd's (insurance}

Lloyds (bank)

lnan-sharking {n, wr)

loatdr (zdj, reluctant)

loathe(s}, lnathed, loathing {detest)
locavore(s)

lock{s) on, locked on, lpcking on
lockonis} {n, ad))

lockis) out, locked out, locking out
lockout{s)

locus, foch{pl)

koghonk(s)

logperhaads

logis} in, loggad in, Togging In
toglstic {=dj}

logistics {n}

loglamis)

log(s} off, fogged off, logging off
lag{s} on, logged on, logging on
London surmmit{s)

lonely-hearts club{s)

long agn (ady)

long-ago {um)

lpag-awaited {um}
long-bed(s) (n, adj: truck)
long-dalayed {um}
long-distance {adj)
lphigest-ruling leader(s}
long-lasting {um)
long-lived [um)
long-range {adj)

long runis) {n)

lesng-rumn {adj)

long shotfs) ()
long-shot {adj)
long-sought {um)
longstanding (adj)
long-term [adjl
langtime (adj)
long-winded
Inok-alikais) (n, adj)
lookdownyshoatdown (um, of aircraft radar)
lookout(s) {n, um)

loap {zs in, in the looo)
loopitolels)

loase-knit {umn)
locsakenl (ad))

lopsided

loss-making (um)
loudspeakar(s)
low-aititude (adj}
fow-cost (adj)

low Earth orbit{s) (n)
low-Earth-oridt {adj)
lowarcasa(s), lowercased, lowercasing {adj, v)
lowar-class (adl)
lower-cogt (adj} '
lowear-gchelon (adj)
lower-profite (ad)
tower-grade (adj!
Inwer-hause {(ad)
lower-income {adj)
lower-keval {(ad))
iower-middie-class (o))
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low-fying {um)
low-fraquency (ad])
low-incoma (adj}
low-kay (adj, adv)
lowland{s) {n, um,
low-lavel {ad))
low-light (adj)
low-lying {urn}
low-observablea{s) (n, um]
low-paying [um)
low-power (adj)
low-prassura fadj)
low-priced {um)
low-profile {adl)
Jow-quality (adj}
Ltd.

lukewarnm
lumberyard(s)
Jump-sum {umj}
lunchtimeis}

M

M.A.('s)
machite-budlding (um)
machine depandent
machinegunis)
machine-mada (um)
machine readable
machina shop(s)
machine tool(s)
machismo

macho {adj)

macra (cf, al! one woed)
made-aver {um)
made-up {um)
madrasads)
magnate(s) (vIP)
magnet{s] (metal attractor)
magnetols)

mah-jonge

mail merge(s), mail-mergad, mail-merging (n, v
mainframe(s)

mainlandis}

main line(s} {0, litzral}

mainlineis), mainlined, mainlining
(ad), v, nonliteral)

mainspringfs)

_ mainstay(s)

maéinstreamis) (n, adj}
major generals
make-beliave (n, adj}
makeshift

makeupis) [0, um)
make-wark

mal {cf, all one ward})
malware

managesable _

manager-diractons)

man-day{s)

maneuver(s), maneuvaered, manguvering {n, v)
man-for-man

manhandle{s}, manhandled, manhandiing
manhale(s)

man-hour(s)

manic-depressive {avoid; prefer Dipolar)
manlfold(s) {n, adj, adv)

man {men} in the streat

manmade {um}

man-of-war, men-of-war (pl)

manpach {ad))

man-portabie {m)

man-portable air defense system (MANPADS}
manpower

mantel{s) (shell)

mant ez} {cloak)

man-y&ar{s)

many-sided [um)

mapmakar(s)

mapreading

magquiladorais)
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marljuana
market-orfentad (um}
markutplaceals)

marshal{s), marshaled, marshaling
mass-preduce(s), mass-produced,

mass-produting
mastarful {domineering, powarful)
masterly (knowledgeable, skillful)
mastermind(s)
master's degree(s)
magter stroke(s}
matrix, matrices {pl)
matter-of-fact (sd))
mattar-of-factly (ady)

maxis) inl

maxi (pref, ali ong wond}
maximum(s)

May Day (1 May)
maydayis} {distress call)
maa culpa

mealtime(s}
raan-spirited fum)
mean tima (astronamical)
meantime imeanwhilg}
meanwhile
maatpacking

mendia {always use pl)
media-savvy {Um}
Maicaid

Medicara

madiaval

meadium- and high-attitude {ad|)
mediuts and high attitudes
madlum-skze [d) {ad[)
medium-to-high altitwde (n)
medlum-to-high-altitude {adj}
meetingplace (5]

mega (ef, usually che ward)
megabyte(s) (MB}
megadosefs)
megaproject(s)

member state{s) {n}

member-state {ad))

memento{s)

memoir{s) (pecsonal reminiscence)
memorandumi{s)

mamorandumis} of understanding (MOL)
meny driven

marchandisa

merchantman, marchantmen {pl)
merchant ship{s)

Mercosur

masshali{s]

messkit{s)

mestirols)

matal-coated (um)

metal-cutting {um]

metal-smalting {ur)
matatworker(s)

metalwockers union [no apostropheal
matalworking

matamorphosls, matanorphoses (pl)

metaphor{s) (implied comparisan of
dissimilar things}

meataeoralogy
meter(s}

Metro Manila
Metropolitan London

Metrapolitan Moscow
burt
the Mosctw metropolilan arga

milera {of, usually one word)
bt
miGTe-Qrganism

mid {cf)
mid- and late 19305
rrie-Agaril
midcareer
midday
mid-decade
mid-13th century {n}
mid-18th-cantury {ad]}
mid-ice
midinfrared
midlevel
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midmorning
mid-1960s-style lad)
mid-1939
mid-1950s
mig-Facific
ridpoint(s] (n, &0j)
midsixties

rmidterm{s) [n, ad))
midthirties
mid-io-ate 1930
rrad-to-iengterm {um)
ridyear ’

middla aga(s)
middia-aged (um)
middle class(s) in)
middle-class {adj)
Micdkdle Eaat (n, adj)
Middke Eastem (ad))
Middie East war
miidake ground
middle-Income [adf}
mxtdle-level (adj)
midgleman, middlemsn (pl)
middle-of-the-roader(s)
middle-size(d) (adj)
MiG-2.1(%)
mild-mannersd (um)
m!leage(s}
mida-long (uin)
miixpost{s)
mitestone(s}
mile-witde (umn)
miieu{s)

militate{s), militated, miGtating {10 have weight or
eflect, for or agalnst; see mitigatel

militiaman, militlamen {pl}
millenmium, millennla (g
minabda

mindreading

mind-soti{s)

mineclaanng {um)
minafield(s)
minehuntern(s)
minehunting

minelayerns)
minelaying
mineship(s)
minesha(s)
minesweeper(s)
mineSweaping
mina warfara {n, umn)
minewarks
mixni {n}
mini (pref, usually all ong werd)
mirmempirals)
but
mini-estate
mininum{s)
minimum-securlty (adj}
minister-caunsetor(s)
minister(s)-designate
minlster-president(s)
minuscule
minutes’ (possessive casea)
minutian (the singular, mrinulia, is rarely used)

MIRVs (multiple independenlly targetable
reentry vahicles)

wnMIRVed

nonMIRVed

mischief-maker(s]

mischiefmaking

migzile-equipped {um)

missile-related {um}

missile support{s} {n. um}

missile suspension{s) {n, um])

Miasile Technofogy Control Regime {MYTCR)

Misgion [US, to the UN; not to be capitalized for other
diplomatic offices, US or otherwise)

misspell{s), misspalted, misspelling

mitigatafz), mitigated, mitigating (1o moderate or
alleviate; sew mititaie)

mixupis]

mnemonics
mohila-erectar-launcher(s) (n}
mobile missite{s} (n, um)
mackup{s} {n}
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Maod 4
bt
modilied HY-4

model{s), modeled, modellng
modeler(s)

mgdem(s)

maderate-to-high {um)
madern-day {umn)

madus aperandl, modt operamdl (pl)
muadus vivends, medi vivendi (pl)
mofdis), moldad, melding (n, +)
molotov cockdail(s)

money laundering (n)
money-laundering (um}
money-105ing (um)
monaymaker{s)

monaymakin g

money market(s}

manays {preforred piural of monsey [rather than
morfes), sounds stifted in most contexts; use cash,
funds, and similar cvoryday words)

mosreysaving

monogram(s), monogiammed, manogramming
monologue(s)

montherd

monthlang (ad))

month-old {um)

maonths-long (adj)

mop(s} up, mopped up, mopping up
mopiip {n, um}

moratoriumis)

muasquals] (Lthe)
most-favored-nathon (adj; '
most-soupht-after (adj)

mothhalley

mothar{s}-in-taw

motherlarmd{s)

mather ship{s)

miptor tarpedo boat(s)
motorboat{s)

motoreyclels)

motor-driven [um)

motorized rifle mgiman_t{s}
moteship(s)

MOU (memorandurm of-understandingy
mountainsid a{é}

mouthful{s)

mouthpiece{s)

movable

moviemaking

MRV} {multiple regntry vehicic)

MTER (Missile Techrology Contral Regime)
much-diseussed {(um)

much-neaded [um}

muckrake{s}, muckraked, muckraling
muckraker{s) {n)

myedbank(s}

rmeckflalfs)

murdsiinging

Mubammad

mullah(s)

malti (cf, usually one wored)
multicolgr{ed)
muktifiber
multi-ply {adj. several plies)
riultitasking
multi-uscr systemis)
rruftimillion-dollar {ad))

muttipte indspandently targatalilo
reantry vehicles (MIRYs)

multiple-purpese (adj

maltiple reentry vehicles (MRVs)
multiple-restart {ad])

multiple rocket Jauncher(s}
multiplex{oc), multiplaxed, multiplexing
multiplexar(s)

musclabgund

music teacher(s)

Muslim{s)

mutually agraad cn
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N

naivate

NAM {Nonaligned Mavemeant}
name-calling (um)
nameplate(s)

Mapolamnic code

narco (cf a1l one word)
narcainsurgent
Nole: narco (sometimes ust narc) can also be a
separate word. Both the noun and the adjective
shouit e lirmited to Informal usa,

narrowband [adj}
narrow-baam (adj)
narrew-body (n, 2d], of aireraft}
narrow gauge(s} (n)
narrow-gauge {adj)
narrowmindod
nation-building
nation-states
nationwide
native-born (um}
natural gas
natwral gas Mald(s)
nearby
near-Earth orbit
. haar missfes}
near-real time {n}
near-real-1ime (adj)
near-recomnd (adj)
neazslghted
near BuUccessis)
near-term [um)
neck and neck
need-to-know (um}
na'er-0o-well{s)
" negligible
naq (of, usuaily one word)
neacolonistis] (n, adj}
neofascist(s) {n, adi)
hur

nea-Communist{s) [n, adl)
neo-Nazils) (n, adj)

narve-racking

Netharlands, the

networkis), networked, networking (n, vi
net worthi{s}

neuro (of, all one word)

naver-ending {umj)

rnevertheless

newcomers)

newfound

naw-generation (adj)

newly industriallizing countries (NIGs)
ar economioas (NIEs)

newsbroadeastis)
newscaster(s)

news editor(s}
mgws-gathering (um)
newsgroun(s)
newsletter(s)
newsmagazine(s)
mewsmaking
newspaper(s}
newspaper reparter{s)
newsprint{s)
newsstand(s)
newswaekhy, newsweaklles (pl)
news wire(s)
nawsworthy

Maw Year (the)

New Year's Day
next-generatlon {ad)
next of #in
nightclubis)
night-Thing {um;}
night tetter(s)
nightlong {um)

night schoal{s)

night shift{s)
nighttime{s)
right-vision {adj}
nightworke:{s)

Nile Delta
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nlnefold

nltplckis}, nitpicked, nitplcking in, v)
nitpicker(s}

nitpicky

Nobel tauraate(s)
Mobe! priza{s)
noblesse oblige
reobddly, nobodies {pi)
no-confilance (adj)
No Dongis} (missie)
no-fault {adj}
no-first-stribey (2di)
no-first-use (adj)
no-fly zono{s)
noisa-freo
nolsemaker(s)
naisemaking

nolgome (offensive and disgusting, like a
noigcme odof, or haomful)

na man's land(s)
nom({s) da guarre
nom({s} de plumea

mon (a5 prefx, usually ong wiord)
nonalgned
Nonaligned Movement (NA)
Wonatigned summit
nonattribulahie
noncommissionad officar
noncontngl
nanfarrgus
nanfifeglike
nankdiRYed
nongovernmental grganization (MG
nonnuclear
nonoCeangoing
ranail
nongroliferation
nonmtating-Earth (um, extraterrestrial context)
nonuse of force (f)
nonuse-of-force (adi)
but
non-CiA
non-civil-service
no-European
nor-intelligence-related
non-interest-bearing {um}
non-ffe-lnreatening [um)
nan-missile-equipped
nor-nuclear-powered

ngn-nuclearrelated

nan-nuslear-weapan state

nen-oil-producing

non-party-mamberts)

non-printing characters)

Non-Praliferation Treaty (NPT, spall out for first usc}
non-rarg-garth

nonethelass
AG-nG, Po-na's [pl}
Ne-RONSENse (ad]]
nonplussed

net saqtiturs)

no gne

aorthbound
north-central
northeast
northeastern

marth end{s}
Northem Atfantic
north-northeast
Marth Rhine—Wesiphalia
north shora(s)
northward
nosecone(s)
nosedive(s)
no-show(s) (r, adj)
notebook(s)

note papar(s)
nateworthy
noticeable
nedwithstanding
nouveau richs, nouvaaux riches [pl)
novel-writing (um)
no-war/no-paacy
now-domiaant {urmj}
nowhere

MPT (Non-Proliferation Treaty, Muclear
Man-Proliferation Treaty, spelt out on first use)

nuciear-armed (um]
nuclear-tapable {um)
nuclear delivary (n, v
puclear-free (LUm)

Nuckear Non-Proliferation Treaty
(NPT, spefl out on first usa)
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husiear pawer(s; {n, umj
rurclear-powered [um)

nuclear-powered ballistlc missile
submarine (S5BN}

nuclear-refated {um) .
nuclear strike(s) (n, um}
nuclear-war-fghling (um)
nuclear weapon(s) (n, um)
nuclear-weapons-free (um)
nuclear-weapon-sized (um)
nuclear-weapons-related [um)
nuclear-weapon state(s)
nuctous, niechel (pl)
number-ore, Aumber-tw (um)

O

oasis, Dases (pl)
oblast{s]
occasional
occupled terrtory, occuplad territorias {pl)
occur(s), octurad, occurting -
OCoUITence(s)
ocganbarme
oceangaing
oceansige
oceanwide
octavo{s)

Ouctober War

odd number{s)
odd-numbered {um)
off-and-on (Um}
off-batanca {adj}
off-hase (adj)
off-campus (adj)
offcenter (um)

off chance

offcelor (um)
offday(s}

off-duty {zdi}

offer({s), ofered, offerng
offguard

offhand

off-hours

officeholder{s}
officer-in-alias

ﬁFﬁcers clubs)
officeseaker{s)
office-seaking fum;
officeworker(s)

off-limit

off line {pred)

offline (adj, adv, comp)
off-load (s), offoaded, affloading
off-lying {um)

off-road (adj)
off-saasgn(s)

offset(s), offset, offsetting
offshpat{s)

offshare

off-site (ad;, ady}
offstage

off-the-record [um)
off-the-shelf

aoff-track
hut
offtrack betting

off yoar(s)

oilfield
1]
gil and gas fields

Hl-processing {um)
oil-producing {um)
oil-rich

cil aands {n, umj
pilseed{s)

oil shala {n, um)
oil slick{s)
oitgpil{s)
oll-saaked {um)
oil wall{s)

oil workers
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old-5oys networkis)
old-fashioned [um)
old-guard fadj}
old-fine (adj)
old-styka (adj)
oldiime

Olymplc Games

Olymplcs
Summer Olympics
Winter Qlympics

ombudsman, ombudsmen (B
omn-pnd-off {um)
on-ggaiveff-again

on board (pred)

anboard {adp)
once-impressive
ance-ovef

ona-half

one-man (zdj)
ne-Mmanfone-yole {n, adj)
ona-on-gne (adj, adv)
oneself

ane-sided [um)

one-tima (agj, single instance)
onetime {um, former)

one up (adf}

atg-ug(s), ona-upped, one-upping
ong-upmanship

one-way

ongoing

en line {pred)

online {adj, camp)

Q-3 een

onshore

on-site (adi)

on-station (adj}
onstream (um)
on-the-job tralning
on-Lime {adj)

OPEC susmmit{s)
open-air {adj)

open-door (ad))
open-ended (um)
apenhanded
open-heart (adf]
open house(s)
ohen-market (ad])
openminded
open-ccean (&)}
open pit(s) [, um}
open-sea [adj)
apen-source (adj

apium poppy field(s}
Dot

poppyfield(s)
opium poppy growar(s], ajtium poppy Browing (n)
opium-poppy-growing (um}
aptoelectronics
orbit(s), orbited, orbiting {n, v)
orbitat
grbiter(s)
order-of-battle (umj)
ordinance(s) {faw|
ordnance (weapons}
orthodox
ostansible

out [prefis, one word creept with of}
autfit(s}, cuthtted, outfitting
outfitter(sh
autmigration(s}
outnumbered
cut-of-ared {(um)
cut-of-date {um)
aut-of-pocket (umj)
put-of-touch {um)
out palient(s) {n, um}
outermost

over {cf, ong word]
Exception: ovarsnow vehiclefs)

overflow{s}, ovarflowed, averflowing {n, adj, v)
overhead{s) (all senses)

averland radar(s)

overlap{s), overlapping, overlappad
overmnlght
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ovarrgaching

ovarraact{s), overreacted, ovarreacting
overstaffis)

averwrite(s), overwrote, overwiiting
arano-depleting tum)

P

pacemakens)

pace-setting (um)

Pacific Rim

page proofis)

painstaking

palate(s} {roof of mouth)

palettals) (range of colors, paint mixing tray}
palisada{s)

palleti{s} (bed, platform}

pan icf, one word except with uppercase words, and
then uppercasa ¥
panchromatio
pannational
pantheism
Fan-American
PanSlavig

pandamicis)

panic buying

papacy, papacies (pl)

papal

papermakar{s)

papermaking

papermil(s)

paparwirk

paragraph 12 )
paraligl{s), paralteled, paralleling (n, v
paraltgl processing

paralysis, paratyses (pl)
paralyza(s), paralyzed, paralyzing
paraphernalia

parastatal (state agministered)
parcel(s}, parcetad, parcaling [n, v
parenthasls, parentheses (pl)

par axcaflancea
Paris accords
parkland(s)
particls baam weapoa(s)
partisan(s) {n, adj)
part owners)
part-tima {adv, adj)
part way

party giver(s)
party gonr{s)
party line{s)
partywide
passageway(s)
passenger car(s)
passer(s)-by
passport(s)

passi{es) through, passed through,
passing threugh

passthrough{s) (n, adj)
password ()

past-due {umn)

pasturelandis}

pathbreaker(s)

pathfindar(s}

patrol{s], patrolled, patrol!ing (n, v)
pay({s} back, paid back, paying back
peybackis) {n]

paychackis)

payload(s}

pay{s) off, paid off, paying off
payoff{s]} in, um)

payrall(s)

peacehaeping

peace-Taving (um)

peacemaking

peace talks

peacetimeis)

pedal{s), pedaled, padaling (n, v}
panding {yet Lo epme or not yet settied)
peninsulawida

pan name{s)
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pent-up [um) phaotocopy, photecopies (pl)
popta " photomapis)]
(s photoreconnaissance satellite(s)

par caplta bt
percant(s} phato atlas{es)
percentage(s) phota-alfset(s)

sage pRpte-Oridation
percantika(s} I

s plkcket Hnels)

per diem pfck.me-ups
poromptory plckpocket{s)
perestrolica

Mcki{s) up, plcked up, picking up

permafrost pickug (n, um}
Parmanent Ropresentative(s) to the UN pienicking
Permanent Five {in UNSC) piece goods
permissible _ piecemeal
permit{s), parmitted, parmitting in, v piace rate(s)
pergquisita(s) (privilege; see prerequisite} piecework(s)
per se piaceworkers(s}
Persian GulF state(s) piggyback
Persian Gulf war (Gulf war) piledriver(s}
parsistent pinpaint{s), pnpointed, pinpsinting (n, v. ad))
" persanal {of the ihdividual] pinstripe(s)
persona non grata, personae non gratae (pl) pin-striped
parsonnal (staff) pipe bombi{s)
perspactive(s) [view, see prospective] plpedream(s)
persuadable pipafitting(s)
z::T::m:uail}r one word} pleetaying
u w .
petradol|lars plpetine(s)
but pipe smoker{s)
petro-occipital place name{s)
phased-array (ad|) plamciothes
phase(s) down, phased down, phasing down plainglothesman, plainclothesman (pl)
phasedown{s] (n, um} platr-spoken {um)
phase(s} in, phased in, phasing in : plaintext
phasein{s) in, um) planeloadis)
phase{s} out, phased out, phasing out plantlife
phazeout(s) (n, um) plaster of Parls
© Ph.D.'S) plateau(s!
phenomenon, phenamena (o) plate glass
" Philippines, the {n} plausitla
phone-In {um} playboy(s)
photo (cf, usually one word) plaa-bargain(s), plea-bargained, plea-bargaining
. (n, urm, ¥
118
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plenum(s}

PLO Chairman
plowshare(s)

plug-In {n, umy)

plus or minus Lad], adv)
p.m.

pock-marked {um}
pointbiank

point man, point men (pl)
palice (always plural}
polizymakar{s)
policymaking (spell a5 two wonds when

accomparying adjective mogdifies oniy policy as

in economic palicy making--but unauthorzed
policymaking)
politicking
piitlco {of, vsually nne word}
bt
politiceorthodox
palitlcs falways Singuiar)
poliwatcher(s)
pocr-quality {aaf)
poppyfield(s)
et
opiurm poppy keld{s)
poppy g2awer(s), poppy growing (n)
poppy-growing (um)
poppyseadis)
popular-frant (adp)
populate(s), populaled, populating
PoPUR(S) (n, um}
park-barrel {adj}
portentous
perthola(s)
partiside

post {pref, usually one word)
poastatiack
postboost
posteduR
postgraduate
posthaste
postmariern
postreentry
posttast

postircatmennt
postireaty

but

post-&/11 (adj)
past bellum
post-cavil-war (um)
post-target-tracking

posteard(s)

potbellied

pothadler(s)

potluck

potpourti{s}
potshot{s)
poultryman, poultryman (pi)
pollttry-raising (um)
poverty-stricken
power base{s]

power breakfasts)
power hroker{s)
power-driven {um)
povwer-generating (um)
power grabis}

powear grid(s}
powarhouse(s)
powerlinais}

power plant(s)

power play(s)

power-projection (ad)
powar sharing (n}
powar-sharing (urm}
powet statlon(s)
practicals), practiced, practlcing (n, v
pralsaworthiness
praiseworthy
pra (pref, usually one word)
predetente
areelection
preexisting
preindependence
premed (adj)
previar
bt
pre-flight-tost {um)
pre-Incan
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pre-position(s), pro-positioned, pre-posftioning ' printshop(s)

{position in advance) prisoner(s} of war (n}
pre-martial-law

precedols), preceded, preceding (go ahead of)
pracedenca (priority)
precedents (prior instances)

prisoner-of-war {urn)
privaie-soctor (adf}
privilege(s)
pizewinnern{s)

precis (sing, p) but
precision-gulded missilais) (PGM) Nobel Prize winner
pradilection(s) prizewinning
predominant {24)) pro (s a prefis meaning “in favor of,”
predominata(s), predominated, predominating EE“E;E"? ong word)
proactive
preampt{s), preempied, preempting arcapartheid
prefer{s), prefarred, profeming profederal
preferabla pragovernment
prareform
preference(s) proregime
prerequisiteds) ineed; see permuisite) prowar
. ; but
resent-day (ad
= present-day (ad)) pro-African
- presidential (non-US} pro-arms-contral urm)
z< Presidentlal (US; see fosinote B) pro-ree-market {4m)
P eskiential v (s pro-free-trade
o pr guard(s) pro-ruling-party
=5 president(s)-aloct Note: Wnen used as part of @ Laun phrase, pro
=i Presldent-alect (US) stands alone and is not hyphenated.
e E press agent{s) pro fﬂ;l‘l‘lﬂ
- pro rats
b pross-gang(s), press-ganged, prass-gangingin. vl o0
presstimals) pra tempore
prevaricabe(s), prevaricated, prevaricating problem solver(s)
prica-sharing (um) problem-solving (um)
prima donna behavior procesd{s), proceaded, proceeding (0, v)
prima facie processible '
prime minister(s} producibile
prime-minister-designata (g=neral sanse) production-sharing {urn)
bt
roffar(s), proffered, proffering
the Prime Minister - designate P P ]
profit{s}, profitad, profiting (n, v}
prime-ministerial
profitahla
prime-minlstership(s)
profit-and-toss [um)
prima-ministry, prime-minkstries [pi)
profitmaking

prima mover(s) .
profit-sharing (um]

prima-time {adj] )
programis), programmed, programming (n, v

principal {(sum of money, chief)

ammable
principieds) {proposition} pragr
printout(s} programmatie

pagramnser(s)
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prologue(s)
proofread(s], proofread, proofreading
propel{s), propelled, propelling
propeitant{s)
prephecy, prophacies (n)
prophasiar(s)
prophasy, pmphqsies, proaphosied, prophesying
propjet{s)
proapsctive (anticipated; sec perspectiva)
protege(s)
protester(s)
protocolis)
prove(s], proved, proving
proved (adj, for energy reserves onlyl
provan (adi extept angrdy reserwas)
proviso{s)
pseudo (cf, usually dne word}
Gt
psaudo-Messiah
pseudo-cificial
peeudo-peace-loving
publicity-consclous [um)
public-secteor (adj)
public-spirited (um)
putdic warks
pulthack(s) (n, um}
pulkout(s} (n, urn}
pulsed Doppler effect
pulse-Dappber
pulsewidthis)
pummel(s), pummeled, pummeling
punip house{s)
pump-prming (uen}
pump station{s]
purse strings
pushover(s) {n, um|
pushup(s} {n, um}
put-on{s) {n, urn}
put-upis} (n, um)

Q

quality-of-life (um)

quarrelis), quarreled, quarreling
guarterdochk(s}
quartermastar(s)

quadripartite

quasi (pref, all hyphenated)
MNote: quasi can alsg be & separate adl,

guasi currency board
questionnafre{s)
quaus(s)

quick-counl polling

T gulck fix(es)

quick-reaction [adj}
Guicksilvar (n, adj)
quick time
quilck-witted {um})
quld pro quo{s)
quilteialmis}

R

rabbla-rovsor(s}

racehorse(s)

mcatrackj[s}

rackis}, racked, racking (n, v; scc wrack)
radar-ahsorking [um)
rada-cross-section(s}

radar tracking

radka {of, usiually ong word)
radivactive
radicbroadcastis)
radioelectronic(s) {n, adij}
radiofrequency, radiofrequencies
radicisotope(s)
radiotelegraphis)
radictelephonels)
but
radig armplifiers}
radip antennals)
radiocassetielrs)
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radic channel{s)
radio communication{s)
radio controlfs}
radio ehginear(s]
radlo engineering
radio lirkiz)

radie navigation
radio range(s)
radio receiverns)
radie relayis)

radio set(s)

radio statien(s)
radic transmitter(s)
radic tube(s)

radio wave{s}

radlus, radil {pl}
rag-tag
rallbomg
raifcar(s)
rallhead(s)

rail Linefs)
rail-mobile (um}
ralt net(s}
railvaad(s)
rakiroader{s)
rail shed(s)

rail spur(s)

rail train(s)
raitwayis)
railwayman, raitwaymen (gl
railyard{s)
rainchecifs)
ralnfali(s)
rain-fod (um}
rain forestis) (n}
rainfurast jum})
ralnmaking
rainproof
ralnshower{s)
rainspout{s)
ralnstorm{s)
ralntight
rainwater
raison{s) d'etre

RAM (random-access rmermory,
readwiita memaory)

Ramadan

ramjet(s}

ramrod (s}
ramshackle
cangefinder{s)
rangobhead(s}

range rata(s) {n)
range-rate (ad))
rank and fila {n} B
rank-and-file (ad;)
rapid fire (n)
rapid-fire (adi)
rapid transit
rapikd-reaction (ag:)
rapid-response (ad))
rapportaur(s)
rapprochament(s)
rara-garth {um}
rate-cutting (um)
rate-fixing {urm)
ratasatiing
rat-infested (um}
ratlineds)

rat raca(s)

ravels, ravelad, raveling
razar-shasp (um}

re {pref, usugly ore word)
realignis), raatgnad, realigning
redirect{s), redirected, redirecting
recmerge(s), reemerged, recmerging
reenter(s), reentered, reentaring
reentry, reentries (ply
rezquipla), reequlppead, reequipping
reestablishies), reestakiished, reestablishing
resvaluate(s), reevaluated, reevaluating
regxport(s), reesported, ceexporting,
reformat{s}), reformatied, reformatting
refuel(s), refueled, refueling
reignitets), reignited, reigniting
reinforce(s), reinforced, remforcing
remanis}, remanned, remannng
reifistate(s). reinstated, reinstating
rainvent(s), reinvented, reinventing
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reprocess(s), reprocessed, reprocessing
reuse{s), reused, redsing

bt

ra-cover(s), re-coverad, re-Dovering (Cower again)
re-createls], re-created, re-creating (creato againg
Te-CIOsS-Exa mination

re-farm(s), re-formed, re-farming (form again)
re-ice(sh, re-iced, re-iing

ra-dnkis], re-inked, re-inking .

fo-present(s), re-présented, re-presenting
(present again}

re-redirect(s), re-redirected, ve-redirecting
re-treatls), re-treated, rettreating (treat again)

raacdout(s)
raady-bullt {um}
raadymade

raady reference(s)
razal estate (n, um}
realpolitik
raal-Lime (adj}
rear area{s) (n, um)
raar end{s)
rear-guard {ad])
rear service(s)
tear services area
rabel(s), rebelled, rabelling

rebut{s), rebutted, rebuiting (to argue to the
contrary, sea refute)

recently designed logols)
receptacie(s)

reconnaissancels)

reconnoitens), reconnoitered, recarmmndibering
recordhreaking

recordkesping

recordmaking

red, redder, reddanad, reddening
rod-binoded {um)

rod-carpal {ad))

red-haired [um)

radhanded

redhand(s)

radheaded

red-hok {um)

redound{s), redounted, redounding

rod tape(s) [literaf}

radtape (ngnliteral)

radigad-observata(s) {n, adj)

rexducthlels)

rafer(s), referred, refening

raferable

raference(s), referaaced, raferancing (n, vj
raferentum(s)

raform-minded

refutels), refuted, refuling {connotes success in
winming the argument; see rebut)

reglonwida
raigais), reigned, reigning in, v, o exercise
SOVETEIEN power}

rainis), reined, reining (n, v; to gulde, to control, or—
with in—to hold back)

raiations with

ralevant

reluctant (unwilling (o act; see reticent]
reminlscent

remit(s), remitted, ramitting
remole-contrel (ad))
remotle-contrelled

ramdte-Sensing (um)

renaissance{s}
b
the Renaissance

Renglssance man, Ronaissancs men {pl)
rent-frase

tepaimman, repalrmen (prh
replication(s)

reprehensible

Represeniativa(s} (LS Congress)
representative(s} at large
representative(s)-elest

republlcwide

refjuaster(s)

research stwdy, research stiudies (pl)
Resldent(s) (diplomatic)

residence(s)

resillence

resilient
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resistance rivalis), rivaled, rivaling
rasigtant riverbank(s)
rest cuarels) niverbed(s}
rast home(s} rivarbome
restroomis} tivgr bottomis}
reaumels), resumed, fesuming river-Crassing
relicent (uncommunicalive or reserved; riverfront(s}

s5a8 refuctant) ] riversidefs)
retrofire roadhedts)
rmt{ﬁ], fﬂtl'ﬂﬁtted-, rﬂ‘t'ﬂﬁﬂi“g mdhlmh{s}
retrosocket(s} roadbuilding
Rawuters {news agency} road-clearing {um}
reverse-gnginear(s), reversa-enginearad, roadmap(s}

reverse-gngineering

i raad-mobila (um}
reversiblie
read scraper{s)

revise!s), revised, revising

: Revo d sh
2 lutloary Guard (force or members) :ﬂmﬂrm
= a5
o ricafield(s) )
= rica growing (n} road-test(s), road-tested, road-testing (n, v}
o ricatand{s) readwayls)
= ridge line{s) road-waary {urm)
o b .
rifleman, riflermen {pl} {s}, robbed, n:lphbmg
right-angled {um) reckhattom {nonliteral}
right away rochkslide(s)
tlght-hand (adj} rock w:t
right-handed (um) rogue state(s}
right{s}-of-wiy roliback{s) (n, urm;)
leal)
right-to-work {ac} rol ﬂi (s) |
rlght turn(s) rolling-stack (aq)}
right wingis} roll-onyrofl-off {urn, of ships)
rl.i'll'lt1|.||rir|“g;E tadi} RofFo {military) or rofen
rightwingar(s) rodl{s) out, rolled out, rolling out
ringlaadez(s) rodlout (n, um)
ring-shaped {um} rollgut-to-launch {um, of weapons)
ringsido(s) oflover(s) (n. um}
ringworm follis) up, rolled up, rolling up
Hot-controd {adj) rotl-up (n, um)
riptide(s} ROM (read-only memory)
rise(s), rose, Fising {n, v} rooftop(s)
risk takar(s} rough-and-ready (um}
rlsk taking rough-and-tumble (n, adj}
roughcast (um, v)
0
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rough-faced (um}

roughhawn

roughhiguse(s), roughhoussd, roughbousing (n, v)
roughtteck(s) (n, adj)

rouphrider{s)

rough-ghetch{es), rough-sketched,
rough-sketehing (n, vi

roundabautis} tn. urm)

roundrmdyn(s} {petition)

roundtable(s) (panel)

rourd] tha-clock

round-toppad

round trhpls} (n, v ]
round(s) up, rounded up, rounding up
riundup (o, um)

rubbemacker(s)

rubber plant(s)

rubber stampi(s} (fiteral, n}

rubbsarstampis), ubberstamped, rubberstamping
{nanliteral, n, um, ¥)

rubber-stamped (literal, um)
rubkas’ (pl possessive)

. rulgmaking
rule(s] of thumb
rules-of-origin
ruling-family {aci)
ruling-party (ad);
omoTmongars}

- runaround{s) (n, adj}
runaway(s} [n, adj)
rundown(s) (n, urm)
run{s} In, ran in, rusning in
run-In{s) (n, um)
FUNNer-up, MEmers-4g (pl
running mate(s)
runRoffis} {n, um)
rurthrouvgh(s} (n, um}
runis) U, FAN up, rehning up
rnRup(s) {n, um)
unway
rush hour(s)

Russian Far East
rustproofing
rust-resistant (ym}

S

saber rattiing(s) ()
saber-rattling {um}
saddie stitchies) in}

. saddle-stitchies], saddle-stitched,

saddle-stitching
saddle-stitchad {um)
safe-conduct(s) (n, adj)
safecracking
safe-dopost (adi)
safeguard(s), safeguarded, safeguarding {n, v}
safe haven(s)
safehouse(s)
safehouse kaepar(s)
safehouse keeping
safekeeping
saitboat(s)
Sallcloth(s)
sailmaking
solable
salashmnship

" salesparson, salespeople (pl}

salas tax{es)

SALT (strategic arms limitation talks)

salt flat(s)

saltwater{s}

salvois)

samizdat{s)

samurai

San Andreas Fault

sanatorium(s)

satdbag(s), sandbagped, sandbagging (n, v
sandbank(s)

sandbar{s)

sandblast(s), sandblasted, sandblasting (n, v)
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sand dunals)

Sandinistals)

sandpaper{s}, sandpapered, sandpapering in, v
gandstorm{s) :
sandy-bottomaed (um)

sanguinary (bloocdihirstyt

sangulne {ruddy or optiristic and cheerful]
sanitarfem(s)

satellita{s)

satellite-Bome {um)

sawmill{s)

saw-toothed {um|

say-s0 (n}

scale(s) up, scalad up, scaling up
scaleupis) {n)

scaln(s) back, scaled back, staling back
scandaimongaring

scapegoalis)

SCArRMONZacn(s)

scareproof

scatterbralned

scane setier(s)

schodl-age fadj)

school board(s)

schoolbook{s)

schoolboy(s)

schoolbus(es)

schaoaolchlidren

stheolday(s)

schoolgir(s)

schoolgroumisa

schoolhousals)

schoolroom{s)

schools of thought

schooiteacher|s)
bt
hlgh schpol teacher

schoal-traingd (um)
schoalwork
schoafyard]s)
schod year(s)

scorched-earth (adi
scareboard(s)
scarecard(s}
scarokeeping
seot-free

Scobtsman, Scotsman (pl}

stout carfs)
seraphook{s)
scrap heapis)
scrap lron

serap paperns)
scrapyard(s)
scratch pad(s}
scratch test{s)
serew-driven {um)
scraw propeller(s)
scraw-threaded {um)
scrow wheal{s)
scrubiandis)
scuba

Scud B{'s)
scuttlebutt

sea
sea-based {um)
seabed(s)
seaboard{s]
seaborng
seacoast(s)
seacraf
seataring
seafllpor(s)
seafoodiz)
gEDPOINE
soakeeping
523 lane(s)

zea-taunched cruise missile{s) {SLCM)

sea level
sed fife

sealift(s), sealifted, sealifting (n. v)
sed lings of communleation {SLOC)

sed lion(s)
seaplane(s)
seaportfs)
SEQAPOWET
sea roulefs]
seashorels)
seasick
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seasida(s}
sea testis), sea tested, sea testing (n, v}
seawall(s)
ceaward
coawater
scaway(s)
seawgrthy
search-and-destroy {um)
saarch englnols)
searchiight(s)
searchplanels)
seatbelt(s)
second
secohd-best (um}
second-clags (adj}
second-degree [ad])
second-generation [adf]
second-guess{os]
secong-guessed
sacond-guessing (v)
sacond-half (adj}
sacond hand(s) (r)
secondnand (ady, ad|)
second In commandg
second-largest {(adil
second-deading [(um)
secondmast
bt
second-most-power ful (um)
second-guarter (ad}
second-ranking {um)
zecond-rale
secund-rater(s)
second-tier fum}

Secom] World War

secretary general, secretaries general (pl)
Hmatary—gnharalshlp

agretaryshipis)

secrotary-treasarar

sacret servicels)

sacret soclaty, secret societhes ()
secretwriting

security dacisionmaking

sogsaw(s), seasawed, seasawing (n, adj, v)
seizel(g), seized, seizing

self reflexive prefix, use hyphen)
self-mothvated

self-trainad

salflass

selisama

sallis) off, sold off, selling off
selloff{a} (n, ad})

seilourt(s) {n, wm)

semi (pref, usually one word}
semiannually (twice a year: usg in proference to
biannually; s2e also biennially}
semniarid
samidessat
seminfficial
semiweekly (twice a waek; see Diveekly)
bui
SCMmi-armaor-piercing
gemi-Chrislian
semni-idlengss
sarmrindependent
sermi-indirect
semiland-mobile
semewinter-hardy

Senator{s) (LS Congress)

Setofe(s) (n, urt

separate(s), separated, separating
Serho-Crostian

serious-minded [um)

serviceahle

service-gomnected {urm)
servicaman, senvicernen (pl
servicewlde

sernvicewoman, servicewomen [pl)
servomachanismis)

set{s) back, set back, setting back
setback{s]} {n. um)

s&t{s) down, st down, gatting down
setdown(s) {n, um)

sot{s) in, set in, setting in
set-in(s} (n, um)

sat(s] off, sel off, setling off
setoff{s) (n, um}

setpieca(s)

sat-tols} {n, um)

sotis} up, set up, seithng up
setup{s} [n, um)
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savenfold

sevaralifold

shadowhox{es), shadowboxed, shadowhoxing
shake(s} ¢own, shook down, shaking down
shakedown(s) (n, um}

shake{s} cut, shook out, shaking out
shakemit{s) (7. um)

shake(s} up, shook up, shaking up
shakegup($) (n, um)

shallow-draft (ad))

shamefaced

shameworthy

shantytown(s)

shaped-charge (adj, of warheads)
sharecrappens)

shareholderfs)

sheria

sharp-angled {um)

sharp-adged {um)
sharpshooting

sharp-witted jum}

shaykh(s]

shaop farm(s)

sheephsrder(s}

sheepherding

sheepkeeping

sheepland(s)

sheapshearing

sheepskin{s)

sheet metalis)

shelf tife, shelf lives {pl)

shelf plate(s)

shaltburst{s}

sheltfish

shell gameis)

shelthole{s)

shell-like

sheliproof

shelishothed

sherpals)

ship (suffix, usually one word)

partnershipis]
premicrshipis)
primeministershipis)

shipboard

shipborme

shipbuiiter(s)

shipbuilding

ship-day(s)

shlpload(s)

shipowner({s}

shipowning

ghipshape

shipwreck({s), shipwrecked, shipwreching in, v}
shipyard(s}

shock wave{s)

shogun{s)

shoo-in(s)

shoot(s} down, shot #own, sheoling down
shootdown{s) (n}

shootout({s}

shophesping

shoplift{s], shoplifted, shoplifting (n, ]
shopowner{%)

shoptalk

shopworm

shoraland(s}

shore leave(s)

. shorelina(s)

shortchange(s), shortchanged, shortchangicg
short circult (n)

short-clreuit(s), short-circuited, short-circuiting
short-clrcuited {um}

shortcoming(s}

shortcat (n, adj. ¥l

shortfall(s)

shorthand (writing)

short-handad (um)

short-lived fum)

short-range (adj)

short run{s) (n}

shortrun [um)
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shortsighted

short-term {ad))

short-to-long (ad))

short-to-lgng-range (adj)

shortwave(s) (n, adi; radio)
shoukder-lavched (um)

showcase{s)

showdown(s)

showmnan, shownen [}

showhf{s) (n, um)

showpiace(s)

shura

shutis) down, shut down, shutting down
shutdown(s) (n, vm)

shut{s), shut In, shutting in

shut-ings) (n, um)

shutis} off, shut off, shutting off
shutoHi(5} (n, v}

shut{s] oet, shut out, shutting out
shutoutfs) (n, umj

slckbay{s)

shchbed(s)

slck leave

sldearnm[s)

sidabar(s)

sida effect(s)

side line(s) Jitcral)

sidelinels), sideiined, sidelining {nonliteral; n. v}
side lobais)

side roadd(s)

side-scan radar

skleshow(s)

sidestepis), sidestepped, sidestepping (n, v}
sldeswipe(s), sideswiped, sldeswiping (n, v)
sidetrack{s), sidatracked, sidatracking (n, vj
sigetrip(s]

sidewnlki(s)

sidgways

siege(s)

sightreading

slghtsaving

sightsee(s), sightsaw, sighiseeing
sightsear(s)

SIGINT

slgnalis}, signalad, signaling (n, v}
slgnaler(s}

signalman, sign.alméﬂ (pl}
signal-processing {um}

signat tower(s}

gign{s} off, signed off, signing off
signoff{s) (n, um)

sign{s) on, signed on, sIgning an
sign-on(s) {r, um} .
signpest(s), signposted, signposting in, v}
signis} up, signed up, signing up {n. v}
signupfs) (m um} .

silk scraen(s), silk screened, sitk screening (n, vj
sllikwormis)

silo-based {um)

 silver-gray (um)

sitver-hatred {um)
siiver-tongued {um}
sitverworker(s)
simon-pure (um}
gsimple-minded {wm)
simple-witted (umn}
simulcast{s), simillcast, simulcasting (n, v)
sine qua non(s)
single-handad {(um}
single-handediy {adv)
singha-tningded (um)
single-mindedly {adv}
singla-mingdedness
singla-most-important (um]
single-saat (adj)
single-source [adj]
single-track (ad)
single warhead

Sino- (as prefix)
siphon{s)
sister(s)-in-law
sltdown{s) (n, um)
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sit(s) in, sat In, sitting in
sit-Infs) {r, um)

Six-Day War

sirable

-ski(s), skied, skiing (n, v]

skiliful

skindegp

skinhead{s}

skyjackis), skyjacked, skyjacking
skyjacker(s) '
skyjacking{s) (n. ad)}

skylight(s)

shkyline{s)

shyrocket(s), skyrocketad, shyrockeling (n, ¥)
skyscraper(s}

shyward

skywriting

slaughtarhousa(s)

slavehulding

slavetwnar(s)

slave trade

SLBM(s) (submarine-launched ballistic missile)
SLCM{s) (sealaunched cruise missile)
sledge hammer(s)

steapwalk(s), slaepwalked, slaepwalking {n, v}
sleatstorm(s)

slide rule{s)

slip(s) up, slipped vp, slipping up
slip-up{s} {n, um}

SLOC {sea lines of communication)
slowd own(s) {n, um)

slowgolng

slhow-motion (ad))

slaw-moving (umy)

slowpoke(s)

slow tima{s)

slowapis) (n, um)

slaw-witted (um}

sluice gate(s}

slumdweller(s)

slumiords)

smali arms {n)
amall-arms (ad))
small business{es)
smalf buslhessman, smalt businessmen (pf)
smallpix

smali-scale {ad))
smalitalk

small-time {ad)
small-timer(s)
small-to-moderate (um)
smalitown {um)
small-unit {ad)
smart aleck(s)
smart-alecky (um)
smart-tooking {umj)
smart sat{s)
smastiepls) {n, um)
smear culture{s)
smokebombis)
smnke-filled {um)
smokeproof
smokescreen(s)
smopkestack(s)
smokler(s), smoddered, smoldering
smpothbore(s) (n, adj)
smooth-tongaed [um)
smocth-warking (um)
smudgle potis)
gnail-paced

snall's pace
snewhall{s)
snewhank(s)
snowhound
Bnowoapped

snow Cover(s)
snow-covered (um}
snowcraft
snowdrift(s)
snowtall{s)
sruwline(s)
snowmobilels)
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SRowshoe{s)
SOWEBLOIT(5)
snow-topped {um}
stw-white (urm)
soapboxias)

30ap aperals)
sober-minded (um)
sobharsidad

s0b story, sob stories {pt}
so-calked (umj}
soclal werk

social worker(s)

soclo {cf, usuailly one word)
SOCIDECORDMIc
bt
socio-oficlal

soft coal

soft copy, soft cophes ipl} (n)

soft-copy (0]}

soft drinkis) {n, um}

soft goods

softheartod

soft-pedal(s), soft-pedaled, soft-pedaling (v

soft-soap(s), soft-soapad, 30 -soaping
{v, nonliteral)

soft-spoken {um)

software

Solidarlty (Peland)
solid-propellant (adj)

solld rocket propellant(s}
solld-state (ad))

s030(s}

somebody (pronoun)
somabouly, sounebodies (pl}{n)
someaday

somahow

sDmeohe {anyone}

some one (distribulive)
someplace (adv)

something

some tima (0, an unspeched time)

somatime {adi, occasional; ady, atan
unspecified time)

sonvatimes (adv, pocasionally)
somewhat

somewhare

son(s)-in-law

sohobuoy(s}

soon-to-ha- fum, often prefired)
sore point(s)

samry-looking {um)
soulmatais)

soul-saarching (um)
sound-absorbing (um)
soundingboard{s)
sound-minded {urm}
soundoff{s) (n, um)

soundpraci(s), soundproofed, soundproofing
(adi. v}

EouRd wave(s)
sourfaced
sour-natured (Lm)
sous-sherpa(s)
southbound
south-central
southeast
southeast-bound {um)
south end(s)
south side(s)
south-southeast
southward
southwest
soybean(s)

space age
space-basod [um)
spacabome
spacecrafy
spaceflight{s)
space keyis)
space Iaun;:ll sita(s} (n, um}t
space mine{s)
space plana(s}
spaceship(s)
space station(s)
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spaca sultis)

space tracking (n. um)

space walk{s)

spam(s), spammed, spamming (n, v
Lpanish American

Spanish-Baora {um)

Spanish-gpeaking {um)

spare-parts (ad)}

spark plugis)

special envoy(s)

special-forces (adj)

special-interest (adj}

special-purpose (ad))

Special Weapans and Tactics [SWAT)
spectais)

spectrum, spectra (pl}
speachwritar(s}

speachwriting

spaadboat(s)

spredwriting

spelibind(s), spellbound, spelibinding
spallbinder(s)

spel| chock(s), spell checkad, spell checking
spe!l chacker(s)

spendthrift{s)

spant-fuel (a4

spant nucloar fuel reprocessing plant(s)
spill(s} over, spilled over, splliing over
spilover{s} (n, umj

splilway(s}

spin doctor{s), spin-doctored, spin-doctoring
{n, v}

spin control

spin(s} off, saun off, spinning off

apinoFis} (n, um)

spin(s} up, spun up, spinning up

Ssplrup(s) {n, um)

splashies} down, splashad down, splashing down
splashdowni{s} {n, umj

split second (n)

spit-second (ad)}

split{s) up: spiit up, splitting up
splitup{s) (n, um)

apnilspoctis}

spokasparson(s] [spokospeopla alt pfl
sports bar(s)

sportsmanlibe:

spot check{s) (m

spot-chack(s], spot-checked, spot-chacking
spreadsheat(s)

spring(s} (seasan)

springhaard (s)

spring faver

springtime(s}

spur Jine(s)

squara-bottomed (urm)

square deal{s)

sguare meter(s)

square root(s)

squeala play(s)

SRF {Strategic Rocket Forces)
55-T(s

SSB(s} (hallistic mizsile submarine)

SSBN{s) (nuclear-powercd hallistic
rissile submading]

55-N-4(5}
S&T (science and technology}
stadlumis}

stage-manage(s), stage-managed,
state-managing

stairstep (adj}
stalemate(s), stalemated, stalemating [n, v)
stalking-horse(s)

stanchias), stanched, stanching (v, stop, especially
with regard to 3 heavy outftow, see Staunch)

stand(s) alone, stood aloné, stamiing alone
stand-alone(s] (n, adi)

standard boarar(s}

standard gauge(s) (n)

standard-gauge [ad])

stardard time(s}

stand(s) by, stood by, standing by
standby{s) (n, um)
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stand(s) down, stood down, stamling down

standdown(s) (n, um}

stand(s) fast, stood fast, standing fast
stapdfast(s) (n, um)

gtand(%) in, stood in, standing in
stand-in{s} {n, um)
standing-room-oaly (um)

stand(s) off, staod off, standing off
standoff(s) (n, um)

standoffish

stand(s) out, stoddd qut, starding out
standaut{s) {n, um)

stard(s) pat, stood pat, standing pat
standpatis} (n)

standpattes(s)

standpoini{s)

standis} still, stood still, standing still
standstill{s) (n, um) _
stand{s} up, stood wp, standing up
standup{s) (n, um)

starboard

star-spangled {um}

start{s) up, started up, starting up
startup{s) fn, um)

state banklng systemis]

state entenuicea lmdustrial sacior(s)
stato enterprise sector(s)

statehood

state of the art (n)

state-of-the-art (adj)

state of the uniou

stata of war (1)

stata-of-war {adj)

stataroosmis)

state-rum [uerm)

statesman, statesmen (pl)
statesmanlike

stataswoman, stateswomen {pl)
statewide

skatinnary (fixed)

stationery, stationeries (pl) (paper)

statiochmaster(s)

station wagon(s)

Status of Forcas Agreemant (SOFA)
status quo

statute book{s}

statute mite(s)

staunch (adj, steadfasl; see stanch)
stay-at-homais) (n, ad)
staybehind(g) {n)

stealth

staaith bomber(s)

steatth technology, stealth technologies (pi)
steamboat{s)

steam-driven {um)

steam engine(s}

staamear-bome (LM}

staamer line(s}

steamfitting

steam heat

staamplpels}

steam-propalled {um)

steamroller{s), steamrollered, steamrollering
{n, um, vj

steamsiip{s)

steethearted

steslmaking

stee] mill{s)

steel-producing (um)

steal trading

staai woal

steabworker{s)

steplworls

stepbrother(s)

stepchild, stepchildren (pl)
steppingstone{s)
stepsister(s)

stap(s) up, stepped up, stepping vp
step-upfs) (n, urnj
stick-In-the-mud(s} (ronliteral
stick-to-It-ivenass

stillborn

]
]
-
=
[}
=
==
—_
=
L
-
]
=
[
ot
o
—
i
-




C05757260

still life(s)

still-flingering {urm)
still-to-ba- (um, often preficed}
stiil-unsaated {um)

stimubys, stimuil {pl)
stockholder(s)
stock-in-trade

stock markat(s) (n. um)
stockpile(s), stockpiled, stockpliing (n, v}
stockraising

stock-still (um)
stocktaking(s)

stockyard(s}

stone-cokt (um)

stonecutting

stone-daal (um)
stonahearted

stone wali{s) (n}

stonewall(s), stonawalled, stonowalling
{v, nonliteral)

stopgap(s}

stoplighi(s)

stopis} off, stopped off, stopping off
stopoffis) (n, ad])

stop(s) over, stopped over, stopping over
stopoveris) {n, adj}

stopwatchlas}

storefront{s)

storaowner(s)

storm-swept (um)

storytellingis)

storywriting -

stoutheartad

stowis) away, stowed away, stowing away
stowaway{s) (n, umj

straightaway

straight faca(s)

straight-faced (um}

stralghtforward

stralght liee:(s}

stralght shooter(s)

straight-shont Ing {um}
straight-spoken (L}
siraipht-talker(s}

straipght-talking (um]

straitjacket(s}

straitlaced

stranglahaid(s}

straphanger(s)

sirap(s) on, strappad en, slrapping on
strap-on {n, adj}

stratagemis)

Strategic Rockat Forces (SRF}
slratum, strata (pl)

strawman, strawmen {pi} (nonfiteral)
straw vote(s)

streambed{s)

streamline(s}, streamlined, streambining
sireetcar(s} '
streelsmart (adj}

street smarts (n)

streeiwisa

stretchout{s) (n, um}

Eirikebraakar(s)

strikafs) cat, struck out, striking out
strikaout(s) (n, um}

strika(s) ower, struck over, striking over
sirihemer[s} {n, urm)

strong-armis), strong-armed,
strong-apming {um, v}

stronghbax{as)

strongherarted

stronghobd(s)

strongman, strongmen (pl) (nonfiteral)
strong-mirgded (um)

strong poist(s) (personal forte)
strongpoint{s) (rlitary fortificationg
strong-willed (urm)

stubbomness

stumblingblockis)

stupdd-1goking (um}

stylebook(s)
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style gulde(s)

style manual(s]

Sn-20{s)

sulr {cf, usually one word)
subbalancels)

" subbagsement{s}
subbasin(s)
subchaseris)
subcommitieas)
suboontinentsl
submachinepunis)
subimarginal
subpolar
substandard
subsystemis)
subunit{s}
but
sub-Himalayan
Sub ross
Sub-S5aharan
subrsubcommitteets)

submarine-faunched ballistlc missife(s] {SLEM)
submit(s), submitted, submitting
subpoenals)

subtlaty, subetles (pl)

succead(s). succeeded, succeeding
sudden-death (um)

sugar heet(s)

sugarcana(s)

sugar-coat(s), sugarcoated, sugar-coating
sugar-coated (um)

sugar mili{s)

sylfur {derivatives alzo spatled with )
suMmmMAarg) {(scason)

summer schogl{s)

summertimed{s)

summit({s) (fiteral and nonliteral, nitial lefler nat
capitalized; examplz: OPEC summil)

sundawri(s)

sun-dried (um)

suniit

sunstroke(s)

suntan{(s), suntanaed, suntanning (n, v}
sunup{s]

supar {pref, usually one word. Note that super

can also he a separate word-—n, of, infermatly,
adj or adv)

supereFoist(s)

superhighwayis)

sUperpower(s)

superrnarket(s)

but

super-Christian

super-high-frequency, suger-high-frequencies
tplk{n, adj)

supersuperlative(s] (n, adj)

supersede(s), supersaded, superseding
supervise(s), supervised, supervising

supwa (pref, usually one word}
supranaticnal
suprarenal
bt
supra-abdorminal
supra-Christian

sure-fire {adj)

sure-footed (umj

sure thing(s)

surface-turst (adj)

surface shipi(s) [n, um)

surface-to-alr (um)

surge protectons)

simise(s), surmised, surmising (n, v
surprisais}, surprised, surprsing (n, v
surreptitious

sy rveil{s), aurveliled, surveitling
surveillance

susceplibte

SWAT (Special Weapons and Tactics)
sweepsiake(s)

swepthack({s} {n, um)

swe ptwing{s) (n, um}

swing shift[s)

swingwingis}

switchhlxda(s}

switchhoand(s)

switch boxes}

switch(es) over, switched over, switching over
switchover(s) (n}

switch tower(s)

switchyardis}
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syllabus(es) tape deck(s)
Symposiurmis) tapa-record(s), tape-recorded, tape-recording
SYMONYMOUSs tape recorder(s)
synopsis, synopses (pl) targatis), targetad, targeting
synthetic-apertura (ad;, of radar} targatable
5yTUp{s) targatar(s)
system backup(s) task force(s}
systemwide {adj} taskmaster(s}

tax collector(s)

tax dodgar(s)
T tax-exampt {um]

: : tax form(s)

tablg A-4 tax-free (um)
tahleauis) taxl{s)
taboo{s) . taxpaying
tailgatels), tallgatesd, tailgating (n, v) tax-supported {urm;
tallormade teachers college (no aposticphe)
tallpipe(s) teamplay
talispin(s) teamplayer(s)
Takwan (n, adj) teammwork
taka(s) down, took down, taking down tear(s) down, tore down, tearing down
takedownis} {n, um) ipardown(s) {n, urm)
take(s) home, took home, takmg homa taargasies), teargassed, teargassing (n. v, um)
take-home(s] (r, adj) teenage
take(s) off, took off, taking off teanager(s)
takeoff(s] (n, um] tete (cf. all one word)

televise
telitala{s) (n, adj)
tendency, tendancies (pl)
tanfold
tarminus, termtni (pl)

take(s) out, took aut, taking Hut
takeaut(s) (n, um)

take(s} over, took over, taking over
takeover(s) {n, umj

take(s) up, took up, taking up

takeupis) (n, um} torrtorywida

talebaarer(s) test hed(s)

talemongeris) test casefs)

taletelier(s) test-fire(s), test-fired, tast-firing
Taliban (takes singular varg} t“ig::;;féﬂ‘e& test-flew, test-flown,
tampemproof

test-jami(s], test-jammed, test-jamming
test-laynchies), test-lawnched, tast-launching
test range{s)

test site(s)

test standis)

tangible{s) {n, adj)
tank{s) (lawercase, even after 2 proper
title—Abrams tank)

tank car(s}
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tete-a-tetei(s)
textbonhkis}

thanksglvingis)
bl
Thankspiving Day

thank-youi{s} {n}
theater(s)
theatergolng
theaterwide

then Premior
then-ruting (um)

then sacond deputy minister
than-troullesonme (Um)
thereafter

theraby

therafor (forit)
therefore {for thal reason)
tharaunder

thereupon

thests, theses (ph
thickheaded
thickskinned

think factory, think factories {pl}
think-pigca(s)

think tank(s)
thinskinned
third-class (2dj)
.third-couniry {adf}
third-degree [adj)
thirdhand (adv, adj}
third-order (adj)
third-party {ad|}
third-quanrter {ad))
third-rate (a2dj)

Third Warld countries
thasoughbred{s) {n, adj}
thoroughlara(s)
thoroughgoing
thought-provoking {urm)
thregt-ditven {um)
three-dimensional {um)

threafold
threesomals)
threshold(s)
thioughont
throughput(s)
through road(s)
throughway(s)

throw!s) away, threw away, thrown away, throwing
away

throwaway(s) (n, urn
throw(s) back, threw back, throwing back
throwhack{s) (n, um)
throw line(s}

throw repe(s)

throw weight{s} (n, um)
thumbanail{s}
thundarclap(s)
thunderhead{s)
thundershowar(s)
thunderstonmis}
Tiananrmen Square
ticketholder(s)

ticket sefler(s)

tidal wave(s}
tidefand(s}

fidatable(s)
tidawater(s)

tide-wom (umj
tlebraaker(s)

tie(s] in, tied ia, tying in
tia-in{s} (n, um)

tie(s) to, tied to, tying to
tia(s} up, tied up, tying ugp
tieupis) (n, um)
tightfistad

tight-knit {urm)
tightlipped

tightrope(s)

tightwai(s)
timberfand(s)

time (suffix, aftan solid)
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daytimea
halftime
peacetime
but
full-time
part-tima

time heing

timea bomb({s)

timeciock(s)
time-consuming {um}
time-delay (ad])

time frame{s}
tima-honored {um})
timekeeper(s)

timeklling

timelag(s}

timaline(s}

time-out(s} (n)
timepiece|s)

timasaving

time-sensitive (um)
timasarvers)
time-shareis}, time-sharad, tima-sharing {n, ¥
tirmeslot{s)

timespanis)

tirmetable(s)

tirna-urgent (urm}
timewasting

timeworn

tipis} off, tipped off, tipping off
tipoffis) {n, um)

tiptoa(s), tiptoed, tipteelng in, v}
tittehaldaz(s}

title page{s)

tithe-whnning {um}

T-Jatty, T-jatthes {pl)
to-do(s) (n}

toehold{s)

todl bridge(s}

toligate(s)

toll road(s)
Tomahawk-class missile{s)

tone-deaf (um} -
tone(s) up, toned up, onNing up
tonaupis) (n, um)

tongue-lashies), tongue-tashed,
tongue-lashing {v}

tongue lashing(s) (n}
tonguetiod

tongue twister{s)
tongue-twisting {umj)
ton-kilometer
tonlbuilding
tooHitter(s)
teolkliis}
toolshopis)
tonlsmith{s)

tool steel
toolwork(s)

tooth and nail

top brass

top drawar{s) {n)
top-drawer (ad))
top-end {adj)
topflight (adj)
topheavy

tap-level (adj}
topline(s}
topliner{s)

topmost

topnotch

top-quality (adj)
top-secrat {um)
topside {rautical)
topsy-turvy
torchilght(s)
tornadoas)
Tomados {aircraft name)
torpado boat(s)
torpado mine(s)
torpedo room(s)
tocpedo tube(s)
torslon bar(s} {n, um]
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tortuous (adj, twisting, devious, highly complex)
torturdns {adf, ceusing torture, oruelly painful)
tossup(s} n, um}

total(s), totaled, totaling

touch and go

touchies: down, touchad down, touching down
touchdownis} {n, um)

touchies} up, touched wp, touching ug
touchugp(s) (n, um)

tough-minded (um)

toward (no s)

to wit

towmhal{s)

town meating(s)

townspecale

traceable

track-ang-feld (um}

track-mobile (um}

track record(s)

tractor-traiker(s}

tradeable

tradecraft

trade(s} n, traded in, trading in
trade-Infs) in, um)

trademark(s}, trademarked, Urademarking (n, v]
trade name{s)

trada(s) off, traded off, trading off

trada-off{s] (n, um)

travta school{s)

tradesperson, tradospersins or tradespeople (pl)

trade unlonis}
trade unlonism
trada enlonist(s)
trade wind{s)
trafficking
tradblazing
tralnborne
tralning camp(s}
tralning shipis}
tramiond{s)
tralnmaster(s)

tralnshed(s)

traln station(s)

trainyard{s)

tramcars}

tramiline (s}

tramrail{s}

tramway(s)

tranquillze(s}!, tranquilized, tranquifizing
tranquliizer(s)

tranguillity

trans (pref, usually ong wond)
transalpine
transatizntic
transisthimian
fransonic
transpacific
ransshipls). trensshipped, transshipping
trarsshipment{s)
transuranic
but
trans-Canadian
rans-Siberian

transcendent

transler(s), transferred, transfersing (r, v)
transferable

transferal{s}

transh{s}, transited, transiting (n, v
transmit{s), transmitted, transmitting
transmittal{s)

transmittance(s)

transmitter{s}
transporter-arector-launchar{s) (n)
trapdoor(s)

traval(s), troveled, traveling (n, v)
travelaris)

travaler's checks

travaltime!s)

travel-worn {um}

trealybound

treatybreaking

treaty-limbed

treatymaking

tree line(s)

tree-lined [um)
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tree-ripe (UR)
treetopis)
tree trunkis)

ti (of, usually one ward)

tricolar
tripartite
tristats
rliig
tri-iodide
tri-ply

tribesmart, tribasmen (pl)

tﬂbesﬁwpln
trigger-happy (umj)
triple-adgad (um)
triple play(s)
tripwire{s)

Trojan horsa(s)
trolley(s)

trollay lina{s)
kroopship(s)

troop traings)
Lreop traiting (n, um)
trouble-frae (um)
troublemaking
treuibleshooter(s)
troxhlesomse
trouble spot{s)
truckboene
truckdriver(s)
truck Tarmn{s)
trueklina{s)
trucklcad{s)
truckstop(s)

truck tractor{s)
truck trailen(s)
true-blue [um)
tronkline(s)
trust-hnlding {um}
trust-busting (um)

tey out, tries gut, tried aut, trying out

tryout(s) (n, um}
T-sha ped
T-ghirt

T-s¢uara

Tu-16

tube-fead(s), tube-fed, tuhe-feeding
tug of war(s}

tune{s) up, tured up, tuning up
Luneup(s) (rn, um}

turbn [c1, usually one ward)
bt
turbo-ramjet

turn(s) about, turred atiout, turning about
turnaboutis) {n, um)

turnls) around, turned around, turhing around
turnarcund{s) {rn, um)

turn{s) back, twmed back, tuening back
tumbask{s) (n, um}

turncoat(s)

turn(s) down, tumed down, tuming down
turndown(s) (. vmnm}

tum(s) in, turned in, tUMng in
ture-in{s) (n, um}

twmkey(s)

tumis) off, tumed off, tuming off
turnaffls) (n, umj)

turnds) oud, tarngd out, turning out
tumout(s) (n, um}

tumi{s) ovar, tumad aver, tuming over
tumover{s) (n, um})

tumpiks(s)

turnscrew(s)

turntable(s)

turret deck{s)

turret gunfs)

turret ship(s)

turtlebhack(s) (n, ad})

23th-century {adj)

twiznty-first

twenty-one

twice -reviewed [Lm)

twin-engine [ad))

twin-engined [um)

twin-jet {adj)

twin-screw (adj}
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two{s)
two-Taced (um}
twofold
two-piece (ad))
two-saater(s)
btwo-sided fum}
twosome(s)
two-thirds
two.way (ad))

tw

o-wheaieris)

typecast
typefacais)
typescripi(s}
typesetting
typewriting

U

ultra {pref, usually one word)

uttrahigh
ulraonthodox
yitrarightwing
ultrashoriwave
ultrasonic

uhravigiet

but

ultra-ambitious
yitra-atomic
ultra-English
ultra-high-frequency {adj)
ultra-high-speed (adj)
ultra-high-woitege (adj}
ultra-larpe-scale {(adj)

un {pref, ususlly ohe ward]

unaware {adj)
unawares [(adv)
uncalled-for {um}
urtheard-of (um)
uniRved
unstIf-conscious
unsent-for {urm)
unthgught-of (urm)
bt

wun-Armerican
un-ignized

UN

UN Charter

LN-initlatad {um)

UM Misslon{s)

UN Parmanent Representativals)
N Special Commission (UNSCON)
UN Special Represantative{s)

umsler (pref, usually one word)
under age (pred)
ungerage (urm, too youn g
under contract
undercover {Uem)
under cultivation (being tillad)
undercuitivatian {insuffitient cultivation)
undercui{sh undercut, Underculting (n, v
underdog{s}
undergo(es), underwent, undergone, undergoing
undergraund(s), undergrounded, undergrounding
tn, adj, v
underica {(adj
under gath
under obligation
unger arders
undarpriced
undarrepresented (adji
underresourced (adj)
undersidals)
under seeratary, under secretaries ()
under-secretaryshlpis)
under sirangth (pred)
understrength {umj
under suspicion
under-the-countar {umj
under water {prad)
uncerwates [urm)
under way fpred)
underway (um)

uni {gf, usually one word}

unintalligible

uninterested {indifferent; see disinteresied)
union-made (um}

unian shop{s)

up
up-and-comer(s] (n)
up-and-coming {urm)
Lpbizat
Upeountry
updatels), updated, updating {n, v)
upend(s}, upendad, vpending
upefront {um}
upgrade(s), vpgraded, upgrading (n, v}
upkull
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upkeen

uplift(s), uptifted, uplifting {n, v}
uHink(s), updinked, up-linking (n, v}
upload(s), uptoaded, uploading (n, v)
uprange

upriver

upsiairs

upstream

upswing(s}

uptick{=)

up time{s)

up-to-date

uphcwn

upturnis}

upwing

upperease (printing
uppar-caste (adi)

uppear-class (adj)

upperclassman, upparclassmen [pl)
upparerust (n, um}

upper hand

upper-house (ad;)

upper-dncome {34))
uppst-artiddie-class (ad))
upparmost

URL(s} {uniform resource localer)

US $3 mifiion

usable

usar Friendly

usend{s)

upsige down

US-owned (urm)

U-turnis)

Vv

vacillata(s), vaciliated, vacltlating
value-added (um)

variabla rate mortgage(s)

V-E Day

verkratim

vartahra{s)

vertebraa (pl, stientific)

very-high-frequency (adi)
vary-low-frequency {adj)

vice admiral{s)

vice-admiraity

vica chair(s)

vlee chalrman, vice chaimen {pl)
vica chancellor{s)

vice consul(s)

vige-tonsulatels)
vice-consulship(s)
vica-marshal{s)

vica ministers)

vice-ministry, vice-miinistrias (pl)
vica-p rasidency, vice-prasidencias (pl)
vica president(s)
vice-presidential

vice-president(s)-elect (general sense)
beit
Yice President-elect

¥ige versa
videocassettels)
vid eoconferencing

videotape(s}, vidaotapad, videotaping (n, v

video tape recording(s)
Vietnant war
viewgraphi{s)
viewpoint(s)

vilify, vilfies, vilifiad, villfying
virtuasols)

vis-a-¥is

visible

voica-pilvatad {ym}
volee mail(s)

Volice of America
volt-ampere(s)
voltmeter{s)
volt-second{s)
vote-casting (um}
votegetier(s)
vote-getting (um)
VRAM (video RAM]
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VRML (virtual reality modeling langiage)

W

wage eamaer(s)

wage-aaiming (um)

wage scale(s)

wagonload(s)

wart-and-sae (3t

waiting list{s)

watting perid(s)

wake-homing

walila-talkieis)

walk(s} in, watked kn, waXking In
walk-in {n, um}

walk(s} on, walked on, walking on
watk-onfs) (n, um} i
walk(s} out, waliked ouwt, wakking out
watkout{s) (n, um}

walled-in {um}

walled-up (um}

willl-lika

wallpaper(s}, wallpapered, wallpapering {n, v
war chast{s) [n}

war crimas (n)

way-crimes (ad)

warfightes(s)

warflghting in}

war-fighting jum)

war game{s} {n}

war-game(s], war-gamed, war-gaming {adj, v
wargaming im

warhead{s}

warhorse{s) (nonlitcral}

warlike

warlond{s)

warmaking

WANMONEeT(s}

warpathis}

warplang(s}

warplanis)
warship{s)
wartime(s)
war-tom
war-waging (umj
war-wearied (um)
war wearlness
war-weary [
war-winning (um)
war 1one(s)

ward [suffix, usually ong word; no tinal &)
afterwarnd
homewarnd
northward

wardheelern{s)

watehousels), warehoused, warehousing (n, v
warmed-over {um)

warmi(s) up, warmed up, warming up
warmup(s} (n, um)

washed-out

washies) out, washed aut, washing aut
washaut{s) (n, um}

wash{es) up, washed up, washing up
washup{s) (n, um]

wastewaler(s)

watchhand(s)

watchdogis)

watchlist(s}

watchman, watchmen [ol}.

watchword{s)

water-bearing {um]

water hody, water badles (pl}

waterbome

watercolona), watercalored, watercokering (n, v)
water-cool(s), water-cooted, water-cooling
water-cooled {um)

water-cut (from oil welt)

watered-down (um)

waterfallis)

water-filled (um)

waterflopd(s) (of oil wells)
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waterfiow(s)
waterfrontis}
waterhola(s)

water level{s)
waterline(s)
waterlogded

water maln{s)
waterman, watermnan (pl]

wataermark(s) (as an statienery}
bt
high water mark(g) (a5 in Aoods)

waterpower

waterproof(s}, waterproofed,
waterproofing (n, adj. v)

water sharing {n}
water-sharing {um}
watershed(s)
watarsidels)
waterskifs), waterskied, waterskilng (n, vJ
water-soaked (um)
water-soluble {um)
watar tabla{s)
watertight

water tower{s)
water traatmeant (adj)
waterway{s)
waterworks
watthour {\Wh)
wave band{s)
waveformis)

wave front{s)
waveguide(s)
wave haight(s)
wavalength{s)
winrg-swept (um)
way point{s)

way station(s)
weak-kneed [um)
weak-wilied [um}
weaponmaking
waaponsf-g‘rada

weapons of mass destruclion (WMD)

weapnns-of-mass-Beatruction [Lm)

weapons-related [wm)

weapon system(s) {preforred), weapons system(s)

waatherbeaten

waathar-hardened {um)

waathar htap(s)

waatharproofs), weatherproofed,
weatherproofing (ad), v)

waatherstrip{s), weatherstsipped,
waatherstripping (n, v)

web hrowser(s)
wehcamis)
webipst(s)

web index{es)
webmaster(s)
wahpage(s)

web sarver(s)
website(s)
waakday(s)
weehend(s)
weekender(s)
weeklong (adj)
weeh-old {um)
well-being {n)
wall-bom fum)
well-bred [um)
well-coprdinated {um}
well-done (um)
well-drilhing (um)
well fieldls)
wellhead{s)
wallhousais)
well-Informed {um)
well-known (um)
well-looking (um}
weoll-off {um)
well-prepared (um)
welt-read (um)
well-spokean {um)
welispring{s)
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well-th ought-of (um}
well-thought-out {um)
well-to-do
weli-trainad (um)
well-wisher(s)
well-worm {um)
wasthound
west-central

west and{s)
Western-government-backed [um)
Westarp Hemisphare
westammost
westmost
west-northwest
westward

wat{s}, wet or wetted, wetling (n, v; of water;
ses whet)

weal, wotter, wettest (ad)}
walland(s}
wheatflald(s)
wheat grower{s) [n}
wheatland(s)
whaat-rich {um}
wheatstalkis)
whealbharrow(s)
witeglbase(s)
whealbnu{es)
whealchalr(s)
wheoler-dealer{s)
whaalpower
wherbahouts
whereas

wharehy
whrara
wherewithal

what(s], whetted, whetting (to stimulate; see wetl)

whipcord(s}

whip handis}
whipfash{as)
whirlpois}
whistle-hlowar{s)

whistle-blowing
whistlestop{s)
white book{s) (diplgmatic)
whitecap(s) (nonliteral}
white-collar {ad), nonliteral)
white Cownst(s)
white flag{s)
while goods
while lie{s)
white papear(s) (Ciplomatic)
whitewashles), whitewashad, whitewashing (n, v)
wholehaarted
wholesale
wholesome
wholty owned subsidiary {subsidiaries [pl}}
wide {suffix, usually one word)
armywide
natignwide
peninsUlawide
but
Africa-wide
Army-witde
wide-angte [adf)
wide-area (adj}
wide-awake {um)
wide-band {ad])
wide-lwty, wide-hodies {n, adj)
wide gauge(s) (n) '
wide-gauge (ad))
wida-opan {um}
wide-ranging (um)
wlda-scale (ad|)
widaspread
widthwise
Wi-Fi
wild cardis)
wlildlife
wiliful
willpower

wind {cf, usually one ward)
windDl own
windborne
windbreak
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windburn(s)
windchill{s)
windfall(s}
windmill(s)
windpipe(s)

Wind pewer
windpronis), windproofed, windprocfing (adj, v}
wingshield{s)
windspeed({s)
windstormis)
windswept
windward

hut

wind tunnel {n}
wind-tunne! {adj}

window-dressias), window-drassed,
window-dressing

window-dressing (n)

windowslll{s)

windd{s) ug, wound up, winding up
windup(s) (n, umj)

wine-mahking {um}

wing flap(s)

wingspan{s)

wingspread

wingtip(s)

wintar{s), winbarad, winlering (n, v}
winterkill{s)

winterproof(s), winterproofed, wintarproofing
{ad], v}

wintar-sgwn (L)

wintertimais)

winter wheat

wireline{s)

wiraphotofs)

wiretap(s), wiratappad, wiratappiog (n, v)

wise {suffix, usuatly one wond)
busInesswIsE
clockwise

wizecrack(s]

wise guy(s)

wise man, wise men {p}
wise-spokan {urmj

wish [ist{s)

witch hunt{s)

withdraw{s], withdrow, withdrawn, withdrawing
withhold(s), withlield, withhalding
withstandis}, withstood, withstanding
WMD (weapon([s) of mass destroction}
woodland(s)

woodpulps)

woodwork{s)

woodworking {n, adj}

woolgathering

waol-lined {ucrn}

woolshearing

woalworking

wordbook(s)

wordbuilding

woid comblinatienis}

worderafi

wird-Tor-word (3a), adv)

wordiist{s)

word-of-modrth (agj, adv)

wordplay(s)

word watcher(s)

word wrap, word wrapped, word wrapping

worek (¢f, usually one word)
workdaws)
wiorkAow(s)
wiorkforoe(s)
workhorse(s)
workload(s)
workman, workmen [(pl)
workrmantike
warkmanshlp
workoukis)
workplace(s)
workiplan(s)
Wi RS SVIng
warkaheel{s)
witKshop(s)
worksite(s)
workspace{s)
workstatign(s}
worktear(s)
worktime(s)
workupis}
workweek{s)
warkyard{s)
workyearns)
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but

wirk howirs)
work order(s)
work shift{s}

working-ctass [adj}

working day(s]

working-level [adl)

workingman, workingmean {ph
warking woman, working women (pl)
woridbeater{s)

world-class (ad)}

Workd Court

world-record-breaking {um)
woarldview(s)

Workd War il period (n)

woridwide

Workd Wide Weh {(WWW)

WORM {wrile-gnce, read-many)
wormout [um)

worrywart(s)

worshipis}, worshiped, worshiping
wurshiper(s)

worst case{s) (n, um)

worthwhile

wowtld-be

wrack(s), wracked, wracklng (wrack)
wrapis] up, wrapped up, wrapping up
wrap-up{s] (n, um}

wreak(s), wreaked, wrasking {to cause)
write(s) down, wrote down, writing down
write-down(s} (n, um)

wiita(s) In, wrate in, writing in
wita-In{g) (n, um}

writa(s) off, wrole off, writing off
writeoff{s) (n, um}

writa protected

wrilers guide(s)

write(s) up, wiote up, writing up
writeups {n, um)

wrangdoers

wrong-minded (um}

wrong-thinking {um)
wroght iren
WIWW (World Wide Web)

Wye Rivar Mamorandum
fut
Wye accord

X, Y, 7Z

X-ray(s) -

Xrshaped

Yak-40(s}

yearhook (s)

yearand

yearlong

yaar-ald

year on year [ady)
yRar-on-year {adj)
yaar-m{md

years' {possessive Case)
yvellowcake (of wranium)
yellow fever

yas-man, yes-men (pl
yvesterdayls)
yet-determined {umj
yet-to-he

Y-|oint{s}
young-looking {um)
youthlike

zero-gravity {adj)
zaro(s)

Zaro-sum (adf}
zigzag(s), zigzagged, zigzagging {n. adj, v)
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9. WORD WATCHERS LIST

9.1. What's in This Chapter?

The Word Watchers List contains an alphzbetized compilation of entries dealing with possilily
troublesome wards, word types, and word problems. it is intended to help writers and processurs
of the written word find quickly the answers to questions likely to afse most often in Ltheic work.
Most of the entries provide answers on the spot. Gthers direct the pser to other entries in this
chapter (such references are highlighted in red) or to parts of earlier chapters referred to by
section or footnote number. :

9.2. Who Are the Word Watchers?

"This compilaticn is meant to provide guidance for writers of intelligence publications as wel] as
wrilers of intelligence-related administrative papers. All are assumed already to possess the three
essentials of intelligence analysis: knowledge, dlarity of thought, and good judgment. No writing,
however skilled, can conceal deficiencics in these requisites.

9.3. Some Helpful Precepts

Written Enghish is the analysts’ and administrators’ main vehicle for conveying their studied
evaluations to consumers. Mastery of the language adds force, precision, and grace to these
presentations. Writers who want to compose English prose devoid of jargon and easy to
comprehend should bear in mind these concepts:

» Kecp the language crisp and pungent; prefer the forthright to the pompous and omate.

+ Lo not stray from the subject; omit the extrancous, no matter how hrilliant it may seem
or ever be.

= Favor the active voice and shun streams of polysyllables and prepositional phrases,

+ Keep sentences and paragraphs short, and vary the structure of both.

+ Be frugal in the use of adjectives and adverbs; let nouns and verbs show their own power. .

= Make sure that subject and verb agree in number; do not be tricked by intervening words.

« Be just as sure that every pronoun has a clearly identifiable antecedent and that the two agree
in pumber and gender. )

= Be aware of your reading audience: reserve technical language for techoical readers.

= Be ohjective; write as a reporter or analyst or administrater unless you are entitled to write as
a policymaker.

$pgte that a section number always badins with the number of the chapter in which Lhg sgction appears—section
1.3, for example, is the 3rd section of chapter 7. Footrotes, howaves, are numberad in oRe sequence throughoLt—
Trom feotnete 1 in chapter 1 lo footnate 42 in chamer 9.
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a, an before h

Lse an when the next word begins wEh a silert b (an herb): use @ when tha
his pronounced {o siorc oceasiont.

aboard, on board

Aboard can be an adjective (the crew is aboard), an adverk (they weni
aboard), or a preposition ((hey are aboard the ship), Tha preposiiional
phrase on board ©an be used adjectively (they are on board) or adverbiafly
(hey went o0 hoard) but preferably not prepositipnatly--avoid they went on
hoard the ship,

abowet, approximately, smoutd

Araund Is acceptable in approximations of time: argund three or¢iock. In
ather contexts itis a questionable synonym for abowt or sppreadmalely.
Given 3 choice betwean those two words, choose aboul most of the time;
it saves space and sounds less stuffy, Do nol use about (or approximately,
argund, or estimated] when a figura is stated precisely. Do not say

during the atiack, abowt 3,041 troeps were killed if you are sure of 1he
nmber. If you are not sure, replace the 2,041 ligure with about (or an
estimaled) 3,000,

ahsalutes

Some ad)ectives convey an absolute: [t is the whole thing or nething.
They do accept modifiers that take away their absolutenass—almast, for
example=but they do not accept lmiling modifiers such as sormewhat,
tolatty, more, and less, The Preamble 1o the US Constitution |s out of
bounds grammatically when it speaks of a more perfect Union, and, as
the common saying puts it, a woman cannot be somewhat pregnani.
Cther words in this category are eternal, fatal, incessant, maximum,
RinimUm, Uitimate, unigue, and yriversal. Alsgiute maximam is overkill:
FrRaximum says it all,

accalarate

See escalate, accelerate, Intansify,

acqulesce, BEree

Acquiesce takes the preposition in, not to (Goquiesce I the decision), (o 1S
usert with agree [agree ta the plank

atronyms

" Explain them as you would any other shbreviation. But be aware that

acranyms do not always seem 10 follow conventions about capitalization

or gther matters (Aramin, NATO, agilprom. Usually, when an acranym |5
made up solely from the Arst letter of the majer words in the expanded
form, render 1he acrorym in all capitals (North Atfantic Treaty Organization,
or MATOY.

Wa write comsat when speaking generally of @ communications satelite
but Comsat in reference to the corparation. The term Landsat should rafer
only to the US Earth resources satellive, but larndsal might be used In a less
specific reference.

actlve voice

in farmal writing, prefer the active voice. Lifeguards clear beaches when
forecasiers pradict storms. Dnly if wour focus is heach clearing rather than
{ifeguards would the passive be preferned, The beaches are gleared when
siorms are forecast.

activity

See condition, siluation, activity,

additionally

Prefar in acdition if you myst use something,

adverbs

When modifying a verb, adverbs usually go between the auxiliary {or
auxiliaries] and the main verb. (The Prime Minister has finally announced
her degiston.)
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advarse, averse

spund alike, and beth express oppasition, but agverse applies o
something working againsl 8 persun gr program (Soverse weather
comgditions), and averse applies ko a persan who is against something.
{He s averse to traveling by plane.)’

affect, sfect

Affoct as a verb means 1o infiuence, 1o produce an effect upon. (The blow
an the read affected Jonn's vision.) Effect, as a verb, means o bring
about. (Tha assailant efiecled a change in John's vislon by siriking him
on the read.) Efrec{. as a noun, means result. {The effect of the blow on
John’s head was blurred vision.)

agrae

with a person, I a proposal, on a plan. (See agquiesca, agr_;;.]

AIDS

See HIV/AIDS,

all ready, already

&re not interchangeabla, The first means everybody is 5et 0 do
something; the second means by or befora a specified or implied time.
(Forlunately, the employees are ail ready fov the 3:00 meeting because It
is already 2:45.)

all right never airight.

all tegethor Sece altogether, all together,

already See all ready, already.

almast See most, mostly, almoest, -
dlong with See together with. B

also When used as a direct modifier of & negatlve verb—he also does not favor

import quotas—also sounds awkward and unidiomatic. 0o one of three
things! move the word to modify the whole sentence or clause (2150,
he does not favor import quatas), replace it (he does not favor impart
quaotas either or moreover, he does nol favar impor! guotas), or make
the verl positive (he also opposes impert quolas). Be sure, moregver,
that &#fz o is intended to medify the verb directly and not seme other
ward in the sentence; 2/5c, like ever and anly, i5 a noterious “flaating
modifier.” (See fill-ins.}

alternate, albemative

Alterpate means rotating, following by lurns; afternative pertamns to a
choice between possibilities, Afternate, as an adjective, does overlap
alternative by conveying the idea of & sacond choige.

“altogether, all together

Allogether means all d or completely, Al logelher means in wnison,

abways

IAEans On every oCocasion or forevar, Be sure that you do not use Siways
whan you mean habitually or usually, The Fresident always leaves his
office at noen on Saturday, Are there no exceptions? (See absolutes.)

ambiguous, ambivalent

Use armbiguous i you wish to point out inconclusivenass or lack of clarity
in a situation. Ambivatend applies 1o mixed feelings, the simultanaous
oparation in the mind of two different and usually conflicting desires.

American is certainly accepiable as a noun meaning a Us citizen, but for the
adjective daseribing our country the preferred term is LS,

among See between, among.

amusad See hemusad.
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anathema means both a curse or denungialion and the thing or person cursed
or denounged. In the former case the article and plural are used, The
anathemas of the lngers, to pronounce an analherna, n the lattar they
wsually are not, Fe was anathema lo his enemlas, they were anathema o

their enenies,

and, but, however may be used at the beginning of a sentence when emphasis is desired, but
use this construction sparingly; ovenise blunts its effect and leans toward
the informal.

andior o not use in O writing. See section 5.17¢,

and so forth See elo, and 50 forth.

anticipata, eopect When you anticipate an event, you generally make some preparation for it;

when you expad! an gvent, you Simply await developmens before acting,
They anticipated a hostite crowd, 0 they mobilized the Nalfonal Guard.
Had they expacted a hostlle crowd, they would not have heen surprised,
But the Matlonal Guard would not have been there.

BMxios, eager Bolh conrote a strong interast or desire; use eager unless you wani 1o add
a dimension of worsy or fear.

any a5 a pranoun, can take ither a singular o a plural verb, Aoy [any one] of
her aplions is switable. Are any {some] of them praclicabie?

apparently Sae gualifiers.

appraise, apwisa Appraise mesns to set & value on; apprise, 1 inform. Apgrise, however, is
considered a pretentious word and should be avoided.

approximataly See about, approsimately, around.

apt See likely.

around Ses about, appresimately, around.

as in postlive comparisens, is followed by znother as. 5he s as clever a5

her adversary, Watch out for mismatches, As good as or betler than, not
as good or better than. In negalive comparisons, ¢ may be supstituted
for the first as. She is not 30 Clever as her adversary. [See fike, g3 and
compare, contrast.) '

as far as Confusion arises with the construclion a5 far as . . - Is concerned. This is
: an indissoluble unit; a5 far as by itself is incarrect, As far as foothall teams
are concerned, | ke the Redsking is correct. As far as foolball [eams, | ke
{he Redskins is not,

a% noted Seg fill-ing,

assure, ensure, insurg Assure applies 1o persons (1o assure a feader of one's lopaity). It aigne
has the sense of setting a persen’s mind at rest. Use ensyre 1o maan
make certaln {{o ensure 8 Ration's securily), Insure means (0 cover
With insurance.

&
E 4
.n_.-‘
=
—
=
-
=
-
ot
.

as well as See topather with.

as yat Most of the time as gan be dropped.

asylee a permissikle word, even though nat in many dicticnaries, meaning a
person seeking asylum or one given asylum,

at tha sama tima See fill-ing,

SUgur, Bugar Augur is a-verb meaning to predict from signs or ornens, An auger is a tool
for boring hotes,
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aversa

See agdyarse, averse.

awhlle

is not precedod by for. He stayed awhife; but he stayad for a whife,

based an, due to, owing to

These ward Sats are almost always awkward and often introduce dangling
phrases; Due 10 {or owing o) ifness, thre mesting was postponed. You can
usually produce samething smoother by reworking the sentence: We had to
postpone the meeling hecause almost everyone was sick.

basicaly See fill-ins,

because S£e reasgn, hecause.

bedouin Capitalire Bedow/n when referning to an ethnic papulation, as in Jordan
(sae The World Factbook). When raferring 1o a nemadic lifestyle, lowercase
15 suitable {the bedouin belief in afrests [powerful avil demans)h,

beef up Avoid this pyverused term. [See metaphors.)

bhafora See pricr o, belore,

bemusad means confused cr bewildered and is not synonymous with amused,

heatwaon, among

getween exprasses the relaticnship of two perzons or things {belween the
devil and the deep blue sea); amang, the relationship of three or maora
{The spoils of victory were divided among the four winning parties}, Use
between, however, if you are considering more than two things In pairs

as well ag in a group. (We see maljor differences between the polities of
Country A, Country 8, and Country ©.)

biannual, biemnlal,
somianguat

Both bianswal and semianhyal mean twice a year; bfennial means
every twa yearss. To aveid confuslon between biannwal and bienmis/,
avgig the former and use semigrnual, Even better, say (wite & year and
BVErY [W0 yaars,

bits, bytes

are congidered units of measure and are quantified i figuras, not
spelicd-qut words (a 7-bit byie, 5 bytes of 7 hils each; but five 7-bit
mies—see seqtion 2.23a).

blatant, flagrant

Both words describe glaringly antisocial behavior, Blatant denotes the
obvigus, the offensive, the abtrusive: a blatant Ne. Flagrant carfies a
stronger overtgne of malice; it denotes defiberate, abtrosive wrongdoing,
One who willfully viclates a pledge commits a fagrant act. Both words
convey sublectivism in many contgxls, (See subjective words. )

Bkos

is usually not capitalized, except for references 1o the fermer Sovet Blgs;.

blog

A blogis a type of website, usually maintained in an onfine journal format,
containing commentary, descriptions of events, or other material such as
graphlcs or video, As a verh, blog means to malntain or add content to a
hlog. Biog Is short for webleg, bt the longer term s rarely used.

boat, ship

Eoats, nauticathy spaaking, are usually small craft that can be carrled on
a ship, a larger vesse| suitable for crassing the high seas. The exception
Is a suhmarine, which is most often referred to as 2 boat., All take the
pronaun i§, not she.

both

is redundant in expressians such as they both agree or they both share,
With three, however, Both might be used: 8ath London and Paris agree
with Washington thei the arrangement is saund,

hoth . . . and

B sure that the material that follows s in balance. He was deaf to both
argument and entraaly, not he was hoth deaf o argument and entrealy.
(See parallelism.)
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boycaott, embargo

A boycolt is a refusal, usuatkly by an orgamzed group, (0 buy or use a
particular proguct or service. I} is not synonymaus with embargs, wheeh is
a lggal restriction on trade.

breach, brewch

Az a noun, reach is 8 viglation, a gap, or a rift in a solid structure, Do oot
confuse it with breech, which is acceptable only in reference to ardnance
and (o humarn anatomy.

turgeoning

Originally desgriptive of something newly emerging, burdeoning has
become atcepted for something growing and expanding rapidly.

buarnish

means to make shiny or lustrous; it iz not carrect to say someone
burnished his credentials,

See and, but, howaver.

bytes

Seg bits, byles,

cadra

Cadre was criginally a military term for a group arsund which a larger
unit is formead but now, under the influence of communist EErminotogy,
may dencte any core group, as well as a member of such a group, Use

in a nonmilitary context seems to be dying out as the Cold War era fades
further into hislory. Use an English term if possible. Always adi an s when
the word is phural. (See cohort.}

calculate

See feel.

capital citfes

in inteligence writing are ganecally legitimate stand-ins for the names of
nalional povernments. Moscow's position 15 clear is Gne, but be sure not ta
use caphtal cities when you are referring 1o the country 85 & whole. Do rct
wirite, Far instance, Moscow is refnforcing ils borders.

casuatiles

include parsons infured, captured, ur mussing in action as well a5 these
killed in battle. In formulating casualty statistics, be sure bo write “hilled or
wounded,” nol “killed ang wounded,” [See injurigs, casuaities.)

calebrity copycatting

can lead one up 1he garden path because those emulated are not always
pure of speech. A venerable newscaster persists In mMSQrOMIUNcing
February (without the first r sound) and has misled & whole genecation,
Ancther Pied Figer of T is given to saying “one of thosa who is"—joining
many others who are deceived by the one and forgel that the plural who
is the subject of the verb (see ane). The classic copycat phrase, at this
Foint in time, grew out of the Watesgate hearings and naw is 5o firmhy
entrenched that we may never again get people ta say at this time, at
present, or simply now {see presently],

center

a5 3 yerh is used wilh on, Wpon, in, or at, but net arownd,. The dispute
cantars on Lhe fairness of the election, The dispute ¢an, however,
revalve sround 1he fairness of the efection,

charisma

iz a Greek word denating divine grace or engdowment. s use should be
ilmited to thase rare and gifted persons who attract esceptionsl devotion
from great numbers of followers.
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China, Talwan

The full name of the People's Republe of China is usually shortaned 1o
China. PRC may be used. Hong ¥ong has been a Speclal Adminisirative
Region of China since July 1997, Chingse is the preferred adjective and
refers onby to the mainland.

For what was once called Nationalisl China or the Republlc of China, use
only Taiwan, both 25 npun and as adiective. For variation, Taiper may be
used in either noun or agjectiva form (for example, the officials in Taipel,
or the Taipef aulhorties), but avoid Tawanese &5 an adjective refernng
e the island's gdministration or its officias (and da not use the term
Taiwanese govornment).

The terms Communist China {ang Chinese Communist) and Nationalist
China (and Chinese Nationalist) or Repubitic of China should be vsed only
in historical contoxts,

Citizenry

See pretentious words.

claarly

Ses qualifiers,

cllmactic, climatic

Cifmactic refers to climax or high point, cfirratic to weather. The elimactis
moment of the President’s trp came al Bann. The climatic changes in the
area are being studiad.

is best confined to fights and baseball or golf, It can be used occasionally

clout
in the metaphorical sense of influence or powar, but it always sounds
collogulal, (See colloguialisms.)

cohort always refers to a group of people. Emphasis is on the trait or traits

cormman 1 all members. Coliort should nat be used as a synonym for
comrade or comrades, M, X may belong 1o a ¢ohort, but ngither he nor his
buddies are cohorns. (Compare cadre.)

colioquialisms

ara words or phrases suitable for comversation or other informal situations
but nat far intelligence writing.

colored

Sew fornote B,

combined, joint

when referring > military exercises or eperations, a combined cxercise
invelves the forcas of more than ong Country, 2 Joint exercise two or more
services of the same country.

communication(s)

I military/secunity terminglogy commuricalion usually adds s ag an
adjective communications equipment, communications intelfigence, As
& noun it sometimes drops tha &: 5ea (fnes of communicalion {sometimes
abbreviated SLOCs and pronounced as an acranym].

communism

Sew section 1,13 and focthnote 3,

ciomparatively

See relatively, comparatively.

compars, contrast

Compare  points out kefesses; compare wilh points out both likenesses
and differences; contrast with points out only differences. He companed
his cabinel with Kennedy's. (He pointed ool similarities and differances.)
He compared his cabin el to Kennedy's. (He showed how much alike

they were—and by implication, how praiseworthy his cabinet was. ) He
contrasted his cabinet with Hennedy's. {He emphasized the differences.)
When using compared as a participle, precoding it with os will epsure
betier comprehensicn and in some cases avoid the appearance of a
dangfing particlple, This year's output, 85 compared with iast year's, is
more export orienteg.
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compal, impel, prapel

Compe! means tg farce, drive, or constrain; Jmpet o arge 0 action through
moral pressure; progel to impart meotion to,

comprise, cnmp:l;':;r;!. include

Camprise views 2 collection as a whalg; it means to conlain or 1o consist
. Use comprise when referring to all components; use inciude whan
mentigning oy some of then. The statement comprises all be has to say
on the topic. The stalemert ingludes a cogent summary of s thoughis.

Compose emphasizes the elements of a collection; it means (o constiteto
ar 1o make up. Unless accompanied by a modifiar, it, too, refers 1o all
components. The ports compose tie whole. The commiltes s compused
of Sue, Jim, and Andy, among athers,

The real proklem with composescomprise comes with the passive form,
Compage in the sense of contain generally requires o passive construction:
iz composed of, Comprise lacks a mearngful passive form, but (partly
because comporise sounds fancier than compoasa) we iy 1o fill the gap with
a parallelism: 5 comprised of. Never use this phvase, Something can be
composed of a, b, and ¢. |t can include a, b, and ¢, It can comprise (be
made up of. be composed of) a, b. and ¢. It can never be comprised of

a, b and c.

takes different preposilions for different senses. He f5 concerned with

concarn
compulers [he is $6 octupied or employed). He is concermed aboot
compulers [he is worried about them). When used in the sense of worry,
concern sounds imp: The govermment of Couniny A is concerned aboul US
podicy, Foous whenever possibie on what the government calculales, on
what It might da.

concerted meaning combined, reguires a plural subject or obleet b make sense, Only
we or they (never I, he, she, or i) can make a "concerted effort,”

conclave i% a Secret meeting, not just any gathering.

concrete staps In nenlitgral use this phrase raises awkward cennotations af nerainess,

Say concrele measures or specific steps,

condition, situation, activily

cltan inlrude into sentences for no reason. Good witers will say the famine
is worsening, not the farming congitions are worsening. Yhe deteriprating
economy reads betier than the delgnorating economic situgation, Likewise,
the Russian Nawvy continued its exercises, not its exercise aclivities,

CoONseEnsUs

Is an apinion hetd collectively, nol simply by & majority. Note the spelling:
ane &, three §'s.

conslder, regard

Regard, in the sense of coming 1o a beliel after careful deliberaticn, is
usually followed by as; congider, in the same sense, is not, He considered
the vote 3 defeat. He regarded the voig as a defaat.

consul See countil, counsel, consyl.

continual, continuouws, Continual applies to something that occurs intermitiantly or is repeated

¢ontinuing., continued at intervals, continuous (o0 something that is uninterrupled in lime or
space, Continwing can be used in either sense. Continuing and continued
are most often seen in povernment prose as pallid filer words. When
termples 1o use either, ask yoursell whether there [s a more effective word
or whether you can do without the adjgctive, His continwing efforts .

_ (persistent efforls? fruitless efforts? Do you need any adjective at all?)

contractiong are not acceptable in formal wriling,

contradistinction Ses pretentious words.

contrast See compare, contrask
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fonvinee, persuade

are not Interchangeable. A person |s convinged of a need after he has
been persvaded to recognize the need, They convinced hirmn of the
importance of iis parlicipation and persuaded hirm o join. If convince is
followed by fo, it usually is incormact.

could, may, might

In the DI these words are used more or less interchangeably ina
predictive made; Country & cowld fmay, might] invade Country 8, Strictly
speaking towever, they are not predictive at all. They are conditionats,
and conditionals carry litlle analylic weight without the anchor of a
limsting condlition: Country A may fmvade couniry B IF Country B's feader
leaves the scene.

Moreover, the three words are not synonymous. Could means waold be
able to and should be confined to stataments dealing with capability,
Country A eould invade Courntry B IF it achieved air supenority Wihout a
llmiting condition, cowd carnes the connotation that the capability exisis
but will not be used, Country A Sould invade Country B fbut we 4o not
Lhirek it weill), ’

Both may and right desl with pessibility. For many, might carries an
imglication of greater uncertainty on the part of the wiiter, Again, the
construction proviges litthe enlightenment unless it offers further analysis.
Country A may invade Country B If Prasident X gets the supnort of Couniry
C. Cauntry A might invade Country B IF President X can parsuade the
Iegrslature o back him.

Kote the logical constraints imposed by may and rmight when they are
praperly yoked 1 a limiting condtion. The fast two exampelas not only wam
about a possible invaslon if certain conditions are satisfied; they alsg

tell the reader by Implication that the Inwasion will ot ooour Uifess the
condltions are satisfied. If that is not what wa want ta say, the sentence
needs rewnrking.

council, counsel, consol

Councl! is a noun that refers 1o a defiberative assembly, its work, or its
membership. Counsel may be either a noun ar a vert; o applies o advice
and the person profferting that advice, Consa! |5 the title of an officer in the
faregn service,

countries, natiens

Even La Belle France and Mother Russia are ncuter and, like boats,
take neuter pronouns (i, hrey), For information on country names and
naticnality dasignators, consult The World Facibook. (See footnote 1.)

credence, credibility.
credulity

Cradence means befiel or mental acceptance. Credibifity is the quality
of bring believable; something |s cregible when it is worthy of belief and
judged plausible, One receives information that lends credibiily o a
rumer; one gives cragenca to the rumor upon being cenvinced that the
information is valid. One who gives credence 1oo easily is likely 1o stray
awer into credulity, which ts next to gullbility,

crisis

In intermational affairs, a crises s a sitvation involving significant actual
o potential conflict. Similarly, in a country’s domestic polits, reserve
the word for major turning points. Crisis shauld not be used to describe
lagsar distupticns.

criteria

See data, media, criteria, phengmena,

culminate

takes the prepogition Jn and is used intransitively, The concert culminated
In & sing-along, not 8 sing-along cuiminated tha concest.

cyberspace

the etactranic medium of camputer netwaorks in which online
G ML iGA LR GLGUrs.
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dangling participles

See participles.

data, media, criteria,
pherwymena

are plural and therefore require plural verbs. The singulars are daiwm,
mediurn, and {because they come from Greek rather than Latind crilerion
and phenomencn, Catum and medium rarely have a plage in DI writing,
but we do use criterlon and phergmenon. One never satisfes a criteria or
cbserves a phanomena. (Mote: Gregd points 10 a few insiances when dala
angd media might appropriately take @ singular verk in formal writing; see
section 1018, In the DI, you still are safer sticking with a plural varh.)

The majonty of -um noens, of course, appear maost often in the singutar
form, Whea pluratizing them, the D generally uses English rather than
Latin endings—for exampie, foremis), cUricultmis), 5ea also Gregd,
section 614, for lists of the preferred pluralizatlons of foreign words,

datas as modiflers

A date should be used adjectivaliy only if you are distinguishing one
eveni from another. Thus, the 1973 Middle East war differentiates that
conflict from athers in gther years. In contrast, the 1901 assassinalion
of President MoKinfey and the 1991 Iragi invasion of Huwail need to
be recast because they refer 1o unique events. Ending the phrases with
in 1901 and in 1991, respectively, would be a quick solution, but more
creativa chgices may ba available.

declmate

originaliy meant to select by lot, and then to Kill, gne out of every 10 in

a greup of engmies. Now it is uvsod (and overused) to encompass heayy
losses of many Kincs, Use il only when referring to people, most often
milikary pesple, and only when astual deaths arg invglverd, Troops and unils
can be decimated. By extension, a discase can decimate a poporiation, But
buildings, tanks, and crops are damaged or destroyed, not decimated; and
Eovemment economizing does not, ane hopes, decrmate the refief rolls,

definitaly

See very, definitely.

defuse, difuse

Defuse maans to remove a fuse (of fure—see the spelling and
compounding list in chapter 8) fram a weapon on, nanliterally, o
deintensify, as in to defuse 3 crisis. Diffuse means to spread around,
to scatter.

depart, leave

Depart requires a preposition; feave does not, She will depart from: Dutles
{oday and will feave London on Tuesday

deploy

apphies ta military movement—in its narrowest definiion, to military
movement in preparation for battie. Avoid using It in the service of
nonrnilitary activily,

deprecate, depreciate

Deprecate reans ta express disapproval of something. Besides its
application to prices and valies, depreciate means to bebitt e someathing.
If you diepreciate someane’s public-speaking skills, you are saying thay do
not amount 1 much; i you deprecate a spoech, you are criticizing ik,

developing countries

Sew less developed countries.

die

i5 stmathing we all do, ewen writers who relegate world legders to a sort
of Immaortality Club with phrasing like the Presiceni has taken sleps ic
ensure 2 peaceful transition i he showid die. Reality can be recognized by
ingserting in office or before the end of his term, o Bven by saying simply
when hg digs,

Dietmen

Avoid this term for members of the Ja:uanesé legislature; rather, us:’: Digt
members of members of the Diel.
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different from iz correct; different than ls not. Her opinlon is gifferent from his, Better yet,
differs fromn.,

diffuse See defuse, diffuse.

dilemma invalves a choice between two equally unsatisfaclory courses of action.
It is not the proper word to use when you meaan simply a predicament or
a troublesame decision. The gereral had a diterrma: e had io decide
whether lo surrender gr to fage almost certain defeat on the battlefichd,

diplomath: corps comprises all foreign diplomats assigned to a particular city; L is not
gymnonymous with a country's diplomatic (o forergn) service, fones, 8
member of the British Foreign Service Since 1983, (s currently dean of the
dipfomatic corps in Quagadaugou.

dishurse, disparse Disburse refers to the release of lunds. The payroll office disbursed the
funds on Friday. Disperse means 1o $catter. The &ir force dispersed alf iis
aircrafl qr Friday,

disclota See revaal, expose, disclose, divulge.

dizcrest, discrete Discreet means cautious, prudent. Diserete means separate, distingt,

disinformation, Disinformalion refars 1o the deliberate planting of false reports.,

misinformation

tsinformation equates in meaning but deas not carry the same
devlous connalation.

disinterested, uninterastad

Disinterested means impartial, not swayed by self-interest, He atiended
the conference as a disinlerested observer. Uninteresied connotes
indifference, She was uninterested in the filrm on managerment technigues.

disperse

See disburse, disperse.

divulge

See revegl, expose, disclose, divulge,

domestic, indigenous

These words are synpnymous in some sensges but not all. Medifying
praduchion, for example, both define it 85 homegrown, or related 1o

the country concerned. Medifying arimal, on the ather hand, the

words divarge in meaning, domestic meaning domesticated or tamed,
indigencous connoting native to or naturally oceurring in the country or
region cancerned. in @ phrasa like domestic political opponents domestic
is unnggessary because political opponents are always domestic unless
ctherwise stipulated; you may not need poditfcal erther,

dovwnbeat See upbeat, downbeat.

due to See based on, due to, owing to.

auring S more than, fower than, ever, uncear, during, while,

each As a sublect, each takes a singular uérb and singular related pronouns,
Each hos his own dities. If, however, apch follows a plural subject, he
verb is plural. The Frasideni and the Vice Presidont each have an Interest
in the aulcome.

sagar Ses anxlous, sager.

East Asin Prefer 1o Far East,

East-West East-Wes! relations refers to 1hose between the Umited Stales and its allies
on gne side (the West) and 1he Soviet Union and it allies on the other {the
East} between World War il ang the breakup of the Soviet Union in 1891,

gconomic growth DI publications do not use the lerm negative rate of econpmic growth,

Sayinstead thatl gross domestic product (or gross national product)
is declining.
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effact Sec affect, effeck.

affectuate Soe pretentious words,

aithar as a subject, takes a singular varh and pronoun. For edher . of
constroctions, see neiher, . nor

alection Singular in most casas: usually there iz anly one election at a time
tnational election, general election, presidenlial glection). But
presidenttal and legisiative sleckions, municips! elections in several
parts of the country.

a-mall & way to transmit messages clectironically, or a mossage or Messdges 5o
transmitted.

a-tickat a paperless electronic dofument used for ticketing passengers, usually
on an aifdine,

a-lrada electronic stock trading.

ambargo See bayeolt, embargo.

amigrate, Immigrate, migrate

Emigrate is 10 leave a place pormanently and is usually followed by from.
Immigrate is 10 come 10 8 pisce permanently and is usually folfowed by to.
Migrate embraces both. The docior migrated in the 1950s. He emigrated
from Sweden, He mmigrated to ftaly. When a sentence includes both the
place of departure and the place of arrlval, intmigraile is usually omitied.
He emigrated from Sweden Lo ltaly

enymnily, enomMmousness

Ergrmily means great wickedness. The enermiy of his altempls to
concedl ihe facts fed to his puster. Enarmousness, the noun form of
EROFMOUS, Maans great size.

See gssure, ensure, insure,

ensura
enthusa should ngt be used. [See collpguialisms.)
enungiate See pretentfous words.

wqual, equivabant

Equal emphasizes precise quantitative ikeness, The [hree cauntrigs have
equal numbers of suhmarings. Equivalen! applies to lwo or more things
that have a qualitative similarity, The military capagililies of the three
couninies are roughly equivalant,

aqually, as

Do not uae these two words logether in the same sentence (squally

as) when You are making comparisong. Orap efqually when your are
comparing two persons or Jroeps or two things, He i5 a5 ineffective as his
pregdecessor (not equally a5 inaffective). Drop a5 when wou name only one
person or group or gne thing in the senence, They are equally ingffechive,

equivalent

Sec equal, equivatent.

ascalate, accelerate,

Escatale meaans to ingcrease by successive stages. A confrontation can

Intensify escalate from border skirmishes to raids 10 invasion 1o al-put war;
pensions can escafate with annual cost-of-living increases. Do not use
escatate whan you mean simply accelerate or intensify. His pofitical
problems are escalabing is poogr usags.

essantially See filing,

estimated See about, approximately, sround,

atc., and so forth

Rarely appropriate in DI writing, Enumerating the additional instances is
usually more helpfuk.

etemal

See absolules,
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a noterigus fipating modifier when uscd as an adverb, IF it 2nds up in the
wrong place it can distor! meaning, and proper placement in 3 senience
requires care, Everl the Secretary was not disturbed by ihe threats (and, if
anybady would be, it would be he). The Secrefary was nol even disturbed
ty the threats (In fact, he was more or less unaffected), The Secrelary was
not disturbed even by the threals (much less by other things).

evantuats

See pretentious words.,

evidence

ig nt a synenym for information or reporting. For the maost part, avad 1he
waord and get on with the analysis, Such phrases as available evidence
indicates are assentially meaningless,

uﬂdgntly

Seo qualifigrs.

evince

Ses pretentious words.

axacerbate

Avoid this word; try woaken, wersen, haighlen, inlensify, widen, or despern
instead, (See pretentious words.)

oxile

Except for diplgmatic exile, 3 person is cailed from @ country, not o2
country, (See asylag,)

axpact

See anticipate, expect.

SXPOSY

See reveal, cxpose, disciose, divulge.

axtra words

See verbal overkill,

fake analysis

Phrases [ike the fallowing betray sloppy thinking and detract from any
seripus presentation:

anything can happen

it is nat possible o predict

further developrments are to be expected
It Is too early ta tell

it rematns to be seen

onby the future will 1ell

Far East

See East Asia.

farther, further

Farther rafers to physical or fteral distance; furtier conveys the nation
of additipnal degree, time, or guantity, A perscn hits a bali farther; he
pursues a subject further.

fatal

See absclules.

foar

Uze only to describe & strong emotion, not a vague conocrn, an uneasy
feeling, or an ill-efined skepticism.

faal

carries tricky emotional overtones, If a piece of analysis 5ays the leadars of
anpther country feel a certain way, the policymaking reader may conclude
that the writer |s ldentifying with those ieaders—and perhaps criticlzing the
policymaker, You are on safer pround with cafcwlaie or estimate. whose
retaticnship 10 the pelicymaker's aperaticna? workd is unambiguous.

Fawer, fass

Fewer applies 1o numbers or uhits considersd individually, fess to
quantities 1aken collectively. Fewer dallars, less money; fewer manths, less
time; fewer miles, less disiance,

fewer than

Sea mare than, fewer than, over, under, during, while.
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Reserve words and phrases e the fallowing for those few oceasions
when they ang really needed: alsa, as noted, at the same time, basically,
in conmection with, indeed, in this contex!, of course, on the other hand,
essentially, significantly, with reference to. (See varbal overkill and

fake analysis.)

finalize

Sea -ize wods.

fiscal, monetary

Fisca! applies to a budget, monetary o cufrency.

fiscal year

See section 2.20d and foptnote 18,

flagrant

See Matant, flagrant.

flammatde, Inlammable

Fammabie s the preferred word when you are 4escrilting a combustible
substance, However, @ situation or a temperament is infammabis,
not Rammable,

flavmt, flout

Flaynt means 1o display ostentaticusly, fouf means to disobey openly. to
treat the rules with contempt. The startet fgunled her physical assets in
hopes of getting a good rofe, George fouled community association rules
when he it a glass house '

flwmmder, Founder

Az a yerly, foupder maans o stumible about clumsily, founder means 10 go
tame {as with horses), 1o sink {as with boats), to collapse, or to fail utterly.

flout

See flaunt, Aok,

forceful, forcitle

Farceful means vigorous, strong, effective, If you want to connote tha
axertion of force, use forcible.

forego, Totgo

Forega is v go before in time or place. Instead of using L we would usualiy
write go before or precede. If you are doing without samethang, forge the e,

foreward, forward

Forewnrd is the name for something written, usually by someone gther
than the autheyr, 10 appear at the beginning of an artick or bopk—whose
author ordinarily writes the preface, Do not confuse with forwarnd, which
means near, at, of moving toward the front.

See foregn, forgo.

former

See Iatter, former.

SeC upcoming, forthgoming, coming,

farthcoming
fortuitows, fortunate

Fortuilous describes something that happens by chance or accident, Do
not confuse with fortunate. A fortuftous event can be either fariunate or
unfortunate.

=
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fartunately

See subjective words.

forward

Seo foreword, forward,

WORD WY

foundar

See flounder, foundar.

fractions

One-hatf, one-thirg, and the like are used when tha fractions are precise,
When precision is lacking, use a haff, a third, and 0 farth.

Free World

is gt best an imprecise designation. Use only in guoted matter,

fulsome

means offensive or lpathsome, not complete or full,

further

Sea farther, further.
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gendear

The English language is steadily acquiring new terms to counter the
predominance of mascubng forms: anchor, rewscastar, Mght attendant,
business person, lavpersen, chairperson, thair, mail cacrier, Diel member,
member of Congress, frefghter, police officer. No completely satisfactory
substitute yet exists for the pronouns he, she, fis, her, and him. The

best solution is b use the plural: A representatives {instead of each
representaiive] must cast their batiots {rather than s o her Baliot). If this
is impractical, stick with one or he or she untit someone comes up with

2 helter idea.

gibe, Jlbe

A gibe is a taunt or sneer. Sibe is the gt of shifting salls, Infarmally, to jibe
wiifr means o agree. o

hackneyed phrases

Phrazes like the follpwing have been overusad o the point of becoming
meaningicss cliches. Note the number of tired retaphars, and of equally
tired adjectives and adverbs, in this list.

a likgly scenario heightened tensions
assume the mantie of office hit the campaign trail
koitom ling keep their options apen
broad gutlines of the case net etfect of the decision
. considered judgment nonskarters
dira strails patential chokepoink
farreaching implicalions refurbish his tarnished image
gearedt up for action triggered néw developments
generates further digagreemant vighle alternatives
hammer Qut a Compromise widely hald perception
hanged, hmg Hanged is the past tense of hang when referring 19 an exegutign; hung is
the proper past 1ense in all other meanings.
hardly has the force of & negative (They had Rardly any [not no] response.); be
careful ko avoid an inadvartent double negative (does nat handiyi,
hemimmis See pander,

histnrlc,ﬂhistnrlnal

Historic means famouws in history, {Getivsburg was ihe scene of a hisloric
baltle } Mistorical refers to goncral ovents of the past. (She presentad a
frisiorical review of the Middie East.)

HIV/AIDS Use HiY AIDS when discussing the disease in tefms ol its sccial,
ecanamic, and political Impacts. Use AV by isell when discussing Lhe
human immurodeficiency virus or HIY prévalence rates. Usa A0S by itself
when discussing mortality rates or the prevalence of AlDS-related illnesses,
which fodlew HIV infection.

Hong Kong S¢e China, Taiwan,

hopefully means with hope. Avoid using tha word In the sense of it 5 to be hoged, in
the hape of, or lef us hepe, {Sea subjective words.)

however See and, but, howaver,

HTML abbreviation for hypertext markup language.

hong See hanged, hung.

hyperiink a word, phrase, o Irnage in a decument that, when clickad ¢n with 8

computer mouse, will fake the user to a point in another document or
angther place in the same one. Hyperlinks are mast commoen in webpages
bt can also be found in othér hypertest, documents.
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hypertoxt a computor-hased text retrieval system that enables a user 10 acCess
particular locatiens In webpages or ather electronic documents by clicking
an hyperinks, '

hypertext markup language A specizl langusge used 1o wrile pages and Sites for the Internat,

immigrate Seg pmigrate, immigrate, migrate.

impact Yerbs such as affect or Kit are preferable W impact, If you do use it as a
verh, you should always usc it intransitively, A missile does mt impact 8
targat; it impacts an & target or In & target area,

Impel See compel, impel, propel.

Impending See panding, Impending,

Imply, Infer Irnpdying accurs when the writer of the speaker states somelhing Indirectly,
Inferring cccurs when the reader or the hearer draws a conelusion on the
basis of indirect evidence.

Important When you want ta introduce a second and more worthy consideration,
usg mare importan! rather than reore imporiantly. Retail sales were up
last monih; more impartant, interest rates fell far the first time this year.
Similarly, use most important, rather than most importantfy, in a contast
requiring the supertative, [Seg relevant, important,)

in addition to See tugather with,

inceszsant See abzolutes.

mcidant, Incldence

Incident applies t9 o MineT gocurrenge or an gyent of only momentary
impartance, A barder incidant ook place yesterday when a srmall patrof
entered the neuiral zone, Incident is not the proper word [0 usa In cases of
major conflict or catastrophe, An invasion is not an ingident; neither is an
earthquaks. Be careful also to distingulsh between neidenls (Occurrences)
of civil unrest and the incidence (frequency} of civil unrest,

Include

See comprise, compasa, include,

in connactlon with

Seg fill-ing.

increditrle, Incredulous

incredible means not balievable; inecredulows means skeptical, His
explanation was Incredible; she gave him an incredulous stare, {See
credence, credibility, coedulity.)

Indead See fill-ins,

Ewdicate dengtes a conctusion bascd on speclfic information, [The massing af
troops indicales that a battie is imminent.) Do not use when you maan
announce, reyeal, say, or the like.

indigenous See domestic, indigenous.

indbvidual |5 not a desirable synonym for person. Use it when you need to make a
distinctipn between onc person and a group: The police arg searching for
the group or indfvidual responsible.

Infar Sae imply, infer,

Infinltlves Mo one insists any more that all split infinitives must be shunned. Do,
howawer, make sure that clarlty or the fiow of tha sentence demands the
sphit IF you are not sure, do ngt split,

wnflammahla Seg flammable, inflammable,

infrastructure is 8 legitimate word, DUt useg it selectively,
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injuries, casualties

ara sufiered or sustained, not received or taken, {See casuallies.)

often begins an advertial phrase in the middle of @ sentence, but af the

I order to
beginning of the santence you can uswvally do without the first two words,
He brought his lunch in a bag in order io save money. BUt: To save money,
ke brought his tunch i a bag. Be careful of negative verbs followed by
phrases baginning with in order to or because of. He did no! go out to
lunch in order to save money and He did nod go cut ta lunch because he
wanted to save money are both ambiguous, leading the reader 1o ask then
why dic he g0 out to funch? The problem is usually solved by pulting the in
arder g OF Because of phrase at the beginning of the sentence, A better
plan is to rephrase and change the negative verk to & positive one with
negative connotations. He avelded restaurant lunches in order to (hecause
he warieo hy) save money.

insure See assure, ensure, insure.

Intensify See escalate, accelerate, intensify,

inter, Intra Inter inglicales something that is between or among or tagether; Intra,

a prefix, means within. international compelition (competiticn among
nations), inframural competilion [competition within an institution.

Internat 2 COmmMumcations network that connects computer networks and
organizational computer facilltles around the word.

Interastingty See hopefully ang subjective words.

In terms of a pretentlous and oflen unnecessary phrase that can usually be deleted
along with what it Introduces—or 3t leas! replaced by at, in, for, or by,

in this context See filking.

intra See intet, Intra.

Ironleally Involves a sharp contrast between the apparent and the expected. Do
nolL use iromcatly when referring to a trivial oddity, ronically, the senator
a professed atheist, goos io church every Sunday is fine. lronically, the
sehator wears lennis shoes to church is not.

Lsiam the religious faith of Muslims. (528 Muslims.}

Issues are resolved, not solved,

Its, K's Its is the possessive of the personal pronoun it 1S |s the contraction
of it is.

-Ize words appeal bo many misguided writers. Seek synonyms for conceptuziiza,
fnalize, optimize, prigritize, and their ilk—a recent, particulany egregious
axmiple is rumorize.

Jiha See gibe, jibe. }

Joint See combined, joint.

Kind See tvpo,

udos Is a Greek word meaning glory, In English 1t mesans praise or credit for an
muistanding achievement. In both Greek and English it is singular and has
na plural, Kudos goes 1o semeone, kudos never g4 (0 anyone,

lack as a transitive verb, is not followed by for. The French do rol lack (omlt for)
a sense of their grandeur.

laid, lain See lay, hie,
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late

When referring t0 someane who is deceased use e before the wond
lale. He succeeded the lala President Smilth. not He succeaded lale
President Smith.

Latin abbwaviations

See section 3,11

latter, former

Both words refer to ane of only two persons or things ar collections. In a
serfes of thres or more, repeat the subject referred to or, if repetition is 2
problem, use last-named (or frst-named).

lay, lie

Lay means to put, place, or prepare, [t always takes a direct akject. Both
the past iense and the past participle are 1aid. {The President orderod

hig aide 10 fay a wrealh at the unknown soldiess tomb, The aide falg

the wreath two hours [ater, Yesterday o wreath was laig by the defense
minister.) Lig means 1o recling or be situated, it never takes a direct object.
Confusion arises bacause the past tense of le is fay (the past participle is
lain). He fies tar lay, o has tain) down.

tead, led

Lead {rhymes with reed) means to go ahead of: led is its past tense and
participle. Lead {tThymes with red) is the metal,

l&ave

See depart, leave.

led

See lead, led.

LDCs

Jpe lgss developed countries,

lend, [oan

See fewer, less,

_hlnss davelopad countrias
(LDCs)

Developing countries is preferred. (Do not say “lesser developed
countries.” (Seg Thirg World,)

hable

Sce likely.

See lay, lie.

tik, as

Bath fike and as can praperly be used in making comparsons, but ke, a
Preposition, governs nouns, pronouns, and incomplete clauses, while a5,
a conjunction, governs full clauses. He behaves ke a child. He behaves
a5 a child would behave. Sometimes you can amd the verb in the Clause
after 25. In this case the verb is undersiond: When 1 was a chitd, | thought
as a child fwould think]. Leaving out the verb will ofien preduce smoother
prese, but your need 1o ensure that the omission does not scund stilted or
foster ambigriy,

Likaly

As an adverb, likefy must ke preceded by a gualilier like quite, more, most,
or very. {She will very likely win the elgction. ) As an adjective, it needs

no gualifier. He is iikely to blow the opgration (not He will ikely blow the
cperaiion). She is a tikely candidale.

Api and abie sometimes crop up as synonyms for iikely. Neither,

howewer, has the same predictive connotation. Apf suggests a tendency,
usually unforlunale: He is apt to lfe at the drop of & hal. Ligble conngles
vulnerabiity ratner than probability; He is fable to arrest.

kawlse

is an adver, not a conjunction, and cannot property ba vzed as &
substilute for and.

limhs

See relations, ties, links,

Seelend, loan,




laath, Waths, loathsorms

Loath, an adiective, means reluctant. He (5 foath to break the agregment,
Loathe, a verb, means to dislike intensely. He loathed the long train

ride. Loathsame means abhorrent or repulsive, The bloody murgder

was loalhsome,

logkstic

in the sense of mewing, quartering, and supplying rrgops, 5 the adjective;
fogistics is the nown, Loghstical is discouraged.

is both the comparative degree of the positive adjective fow {Superiative
Iawest) and the antarym of the positive adjective upper, which, like the
antorymous lowar, has no comparative or superiative, This consideration
is significant only when declding whether to put @ hyphen after lower fas
always after upuer:l i a unil modifier. {Sees footnote 34.)

majorlty

means mare than 50 percent, Majarity takes a singular warh whan the
S2MSE iS5 ONeness, The majerity of the Senate supporls e measure,
When the individuakity of the members is stressed, the verb is plural,

The majanity of the Senators dre from rural districts, When no cne has
achieved 3 majority, someane still will have & plurality {the group that,
while falling short of 4 majonty, is larger than any other], Neither imafority
nar plurality can be modified by terms like “one-vote” or "one-sgal.”

{See plurality, consensus, and margin.}

margin

Margin, not majority, is what you call the number of legislative seals
by which the majority exceeds the minonty, The Prime Minsiee’s party,
with 220 seats, has a 20-seat margin aver the opposition’s 200 seats.
(See majority and plurality.)

masterful, masterly

Careful wrilers distinguish between these adjectives. &4 masterful persan is
overgowering, overbearing, or imperious, he or she is capable of mastening
athers, A virtuoso performance is arasterdy, the work nl‘ a masuar arust

material, materlel

Material Is any substance fram which something is made Matener refers
to equiprnent, especially military supplies.

may See could, may, might,
maximum See absolutes.
meaningrul i5 2 vacuous word that is too often used by analysts-tn rmean signifcant.

The resulls of the meeting were meaningful is meamngless.

meantime, meamwhite

The farmer sErves mainly a5 a noun. In the meantime, e waitsd. You can
express the same idea in fewer words by using meanwhtile, Maznwhile,
he wailed.

measures, units of

Sew sections 2.21, 2,22, and 3.15 as well as \he conversion chart
on page 25.

media See data, media, criteria, phengmena.

maarciifully See hopefully and subjective words,

mtaghors are figuras of speech used 10 deschbe something in terms of somathing
else. Approach them with caution, Even experienced writers, seaking
to add a flourish to Iheir prose, sometimes make the mistake of mixing
unrelated metaphors in @ single sentence, Qne axamiple will serve as a
warning: This slap an the wrisl came on the heels of the Presfdent's irip.

Middlo East is preferred over Near East and Mideast ang, as an adfective form, is as
acceplable as Middle Eastern.

might See could, may, might.

migrate See cmigrate, immigrate, migrate.
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a5 a nount can be singular of plurat—be consistent within a paper. iFin

military
doubt, consider it plural.
militate Sea mitigate, militala,
minimum See absolutes.
misinformation Sea disinfgrmation, misinfarmation.

mitigate, militate

Mitigate means 1o moderate or alteviate. He gid what he cowld to mitigale
his minister's wrath, Milftate means 1o have weight o effect, either

for or against but mere freguently the latter. The facts mililaie against

his interpretation.

Mod i an abbreviation-cderived jargon word {capitalized) that is acceptable in
farmat writing about weapons to designate different versions (models) of 8
wiapon system: the 35 Mod 2, &l Mods of the 35 11,

modifiars, floating See alsg, even, and only,

momentarily applies to a fleeting instant; it does not mean at any Moment.

monetary See flscal, mengtary.,

more than, fewer than, over, Over and under describe location; usge more than and fewer than with

wnded, during, while numbers. For time, use guning, from, or whils except when the time

reference s indefinite or vague. The spstem has improved Suring the pas!
year. Inflation is up 10 percent from a year ago. Bul: Relations between
the two rations Rave improved ower time, Living conditions have changed
aver the centuries.

maost, mostly, almost

Mosi is not 8 proper substitute for imost in formal wriling. Almost
avery one, not mast everyone. Most, not mostly, is the correct word
when you mear 1o the greatest degree. Those most affected, not those
mostly affected.

Muhammad, Mohammad

See Muslims.

Muslims

are adherents of Islam. They are followers of the prophet Mubammad, not
Mohammed.

natlons

See countries, nations.

naturally

See subjective words,

malther . . . nor

When the ¢lements ina reilher . . . nor construction are singular, the verb
i singular, when they are plural, the verk is plural, When the elements
differ in number, the very is determined by the number of the nearer (or
nearcst) clement, Nefther Bab ror Jog /s going to the conference. Neither
the French nor the italians are allending this year. Meither Bob nor his
neighbors are glanting gardens.

naver

Think beforg writing that something has never happened: arg yoU sure that
thera has not been even gne goourrence in afl of history? (Soe absolutes.)

newly industrlalizing
countries oFf eCONoOMies

See Third Wiorld,

noEsome

means either offensive and disgusting, like & neisome oder, or harmful; it
has nething to do with nolse.

ronaligned countries

aor not belong to alliances of West or East, but 1hey ofien are not
practitioners of neutrality, like Switzerland. Instead, they are advocakes or
oppanents of salective pelicles of both sides. Most of them ars grouped in
the Nonagligned Movement,
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npaconventicnal,

MNonconwentional refers tn high-tech weapanry short of nuclear
explosives, Fuel-air hombs are effective noncanvertional weapnns.
Unconventional means net beund by convention. Shirler Chisholm was

is singular when used in the sense of no one of not one, Monse of those
delegates was elected party chalr. if rone applies (o more than one person
ar thing, use a plural verb, Nong of those defegates wene expected to

£e nomvinated. The abject of the of phrase following none is usuvally the
best indicator of whether none is singular or plural. Monse of the cake was

unconventional

an uncomeniional womar,
HGina

eatan. None of the cookies wera aalen.
North-South

refers In international palitics to refations between industrialized and
developing nations. North and Soith also can mean the two Koreas,

nok only . . . but also

In gt oty . But glso constructions, be sure that the paris of the
sentence arg parallel, He s aware nal only of the political consequences
buwt also of the military dangers. He net only Is aware of the political
consegluences bul also recognizes the military dangers. [See parallelism.}

numbaear of & phrase that is top imprecise in some contexts. A number of lrosps were
kitfad. {If you do not kngw how marny, say 80 urknown number.) Number
af, whan preceded by the, usually takes a singular verb. The nurmber
of mistakes is small. When preceded by a, number of generally takes
a plural verband means sevaeral. 4 number af 1he MisIakes were due
10 carelessness.

numetical order designators  First, second, thind, and other designators of rumerical order are prefarred
o firstly, secondly, thirdly, and the rast.

obviously See qualifiers.

of turns Up as an unnecessary hanger-on in conjunction with words like
outslde and off. The iatter ara prepositions In their awn right and need no
reinforcement. One gets off one’s high horse or off the fence, not off of
them. Out af, on the other hand, cannot Jo wilhout of.

of course See fillkins,

offload Use the less pretentious word untoad.

offput is not a ward. If you arc offended, you are put off,

older, youngear rafer 1 only twa persons o things or collestions of cither; cldest and
youngest are the proper adjectives when more thao two arc involved,

on See upan, on.

on board See aboard, on hoard,

one has & way of inlruding into a sentence. The congress was an obslreparous
one reads better a5 The congress was obstreperous. In constructions
where ona is the sublect, use a singular varb, One in every 10 sengtors
s uneonmitted, But beware;: He /s ane of thase who were (not was)
uneommitied; in this censtruction, those who, not one, controls the verh.

only & & figating modifier that can be attached to almost any word in a

sentence, Anchor it carefully 10 ensure that you are conveylng the meaning
yau want to convey, Even, primarily, and mafrly pose similar challenges.
Only he attended the meeating. [The others did not show up.) He anly
attengded the meeling. [He did not make a speech.) He attended only the
meeting. (He skipped the dlnner.)

on the other hand

See filkins.
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Sea pretentious words.,

opine

opposition, opposed, Opposition takas the preposition te, a5 does coposed; opponent is

opponent fallowed Ly of.

optimiza See {7 words.

oral See verbal, oral,

Organ, organism, An orgsn is 8 musical instroment, B part of the body, of @ medium of

organization commurication. An arganism s a living plant or animal, An grganization is
a aociety or assodiation or businass consisting of peopde united in somea
way for a specific purpose, DD not use these three words interchangeably.

over See more than, fewer than, gver, under, during, whila.

owing to See based on, dug to, owlng to.

parallslism To make a parallel clear, repeat & preposition, an article, the i of the

infinitive, or the introductory word of a phrase or clause. Technology to
baost production and ta exglelt natLrael resources,

parameter, perimeter

Faramater is a legitimate word for mathematicians and scientisis, but it
is agslly misused, for example when dimension or charactenslic would
be betler, Save parameter for the times you really mean a timiting factor,
especially whan the thing limited ks abstract rather than concrete, Do not
confuse with perimeter, which s the outer edge of a physical area; the
emphasis is on shape and extent rather than on the limits belng set.

parllament

Usg only i it is the actual narme of the body. Otherwise, use fegislalure or
the precise name: National Assembly, Dret, Congress,

partiamentarian

A parligmentarian is an expért on parliamentary rules and precedures, naot
a member of parligment. People who pass laws are legisfators, Or use the
specilic tithe of the legislators in question {senator, delegale). Refer b a
lapanese legislator as a Diel member, not a Dietman.

participles

must not be left dangling, where they often lead ta ambiguity and
Nogrcality, Turning the corner, the view was much changed is clearly
wrang, The sentence should read: Turning the corer, he found the view
much changed. Genera! guide, paniciples are adiectives, so watch what
they modIfy and keep them close by, (A memorable dangler frgm a travel
brachure: You can see the Statue of Liberty sailing inlo Mew York harbar.)

Party

should be apgied to 2 persan only in telephone and legal contexts, For
guidance un when 10 capitalize party, se¢ section 1,12,

passive volce

See active voice.

PC

means personal computer.,

e
ol
=
~
=

pending, npending

Pending means yet to comea of not yet settled; impending adds a tnt of
threat or menace.

people, persqns, personngl

The word peopde usually applies to sizable groups imprecisely enumerated
(several theusand people showed up for the demonstration], persons

te smaller, ususly explicit numbers (217 persons were interviewed,

AivE persons wene Mired). Personnel is a collactive noun (usually plural)
rcferring to employees of an organization or 1o members of the armed
servlges as a group. Oo not use it 35 3 substitute for people or persons.
Many people applied. Three persons remoin in the running. A company
personne! ave o be trained.

perimeter

Ses parameter, parimeter.
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personnel See people, pemsons, personnel.
PersiNs See peaple, persons, persannel.
parsusde See convince, persuade.
phanomena See data, media, criteria, phengnena. -
plurality ‘"-I_hgl';rgeﬁt single EI"O'ITI-?_IJ vot&s opinions, and the |ike) when no one has
a majority, [See majority and coRsensus.}
plurals of -um nouns To pluralize nouns that began hife a5 newter Latin words (ending in -um),

the Ol gensrally adds s rather than following the Latin rules; forums rathear
than fara, for instance. See Grogy, section €14 for lists of the preferred
pluralizations of foraign words, For Lalin (and Greak) werds that appear
mast commaonly in 1he plural, sea data, madia, critéria, phenomena.

possible See probake, possibla.
posskbly See could, may, might.
practicahte, practical Practicoble means capable of hetng carried out in action; practice!

connotes useful. it was practicable (o build a highway (it could ba done),
aul it was rol pracrroal (because it would recewe little use).

precipitate, precipitant, Frecipitate applies to rash or hasty human actions, Frecipitant is uaed n
preciplous the same genaral sense, but with stress on rushing ar falling headlong.
: Frevipilous refers to physical steepness.
precluda, pravent Generally, preciude applies to events as its object, preven! to persons. The
bad weather preciudes a departure (oday. The bad weather preverts me
frorn leaving today.

pradominant, predominate  Predominant is the adective; predeminate is the verb. His predeminant
infuence is eviden! in party pronouncements. Hs views predominaled in

party pronouncements.
preface Sea furmrd forward.
prasenthy means in a short time, not at present, currently, or now,
pressura As & verb, press 15 preferred.
protentiois words . Avgid words like apprise, citizenry, contradistinction, effectugate, enunciate, -
evaniuale, evince, and opine and use simpler synonyms. =
prevamt Ses preclude, prevent, =
- =
primarily See oniy. =
principal, principle Frincipal |5 an adlective meaning mast important, or 8 noun referning 1o a 'F:'
leader or to money. Principle 15 & noun only, kt means basic truth, rule of =
cunduct fundamentai law; principled is its related adjective, s
prioritize See -ize wurds ;
prior to, before Frior to is appropriake when a nolion of requirement is involved. The Jaw '
) must be passed prior to 1l therwise, befarg i3 the better word.
pristing describes something that is In Its original candition, or primétive. It shouid
hot Be used as 2 synonym for new or ciean,
probable, possible Analysts, particularly military analysts, are tempted to use probabie

or possfble when what probably is or whal pessibly i3 is the proper
forrulation: the allache saw whai probably is a missile, nat the altache
sow g probable missite. Could 1the officer have scen an improbable (or
impossiblel] migsila?
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See compel, impel, propel,

propel

protagonist the leading o principal characler, not nacessarily 3 champion of an idea or
course of action. Chief profagonist is redundant. (30 redundancics. }

proved, proven Froved is preferred as the participle, praven as the adicclive except for
energy contexts such as proved resarves or proved fields.

purportedly See qualifiars.

qualifiers Do not weaken |udgments supported by dieect evidence by inserting

words like apparently, evidently, seemingly, purgortedly. Conversely, you
cannot strengthen judgments basad on weak avidence by using words like
obviously, undoutiedly, clearly. These adverbs are an instance of medifiers
that do hitthe or no work, Oftan you wlll find adjectivos that are open o the
same crillcism. (See subjective words and the discussion of adjectives and
adverbs in section 9.3.}

reason, because

After an opanling like the reason for, the clause contalning the reason
should begin with that, not because or why, The reason for his failure was
that he was il. Beter stll would be He faffed becatsse he was il

rebound

See redound, rebn‘u:n; d.

rebut, refuts

H you rebut o point of view, you argue 1o 1he contrary, if you refule a
froint of view, you win the argement, New evidence can sometimes refula
an earlier report or a piece of intelligence analysis; ctherwisa, rebut is
pgenerally the approgriate word in 04 writlng.

reffound, relound

Redound means to have an effect. The plan redounds o his credlt,
FRebownrd means to bounce back. The econamy rebounded fast month.
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redundancias aire phrases 1hat succumb to repetilion. They expose bad habils or, worse,
carelessness. The aulthor who writes JE s a true fact that they are offering
froe gifts is not watching his words. Below are sslacted examples nbsarved
over the years by the "redundancy police”™;

accldentally misfired
adequate enough
advance reservation

military troops
mutual conperatign
naval marings

as has been mentioned previgusly old adage
hoth agree awn persongl
build 2 new house past career
bureaucratic rediape past histary

chief mainstay
church semjnariang
close confidant
close personal friend
combine together

persongl autograph
personal charisma

past cuskom

personal pepularity
piecenteak on a piece basis

completaly surrounded profassicnal career
consensus of opinion rally together
could possibly relocate elcewhere

current status
astablished tradition

separate isclation cells
seqarate oul

xack sama sharg together
erile ahroad single preatest
exports beyond their borgars single most
eyewitness at the sceng small cotlage
first bagan small village
final vestiges sound loge
forgign imports still continues
free gift still remains
futura potential still retains
fulure prospects sufficient enough
fulure successor Sum 1otal

historcal monuments
historical past

holy shringe

M close prosimity
interast togather
joint coalition

tandem coupte
temporary respite
lamporany suspension
thin veneer

lop busingss magnate
lrue facts

litthe booklet trusted confidant
live studic audience underlying pramise
long Itany uhexpected SUrprise
major crisis unite togather

major miestones

welbknown reputation

—
-
-
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meet persongly yOURE baby
rafirte See rebut, refule,
regard 5e¢ consider, regard,
regime has a disparaging connotation and should not be used whon referring to
democratically elected governments of, penerally, o governments friendly
to the United States.
regretfully See subjective wards.

regrattably Sce subjective words.
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rolatlans, thes, links

Aelations should be followed by the preposition with, This country is abaut
to eslabiish ralations with thot one. Texs (or inks) should be followed by o,
Thal country has lies (iinks] o tis one.

relatively, comparatively

Refatively should be used only when the intended comparison ¢an be
aasily grasped. He has a refalively heavy workioad has. by itself, little
meaning. Relative to what? Last year? Last week? His colleagues? The
same stricture applies to comparatively, (See comparg, contrast )

ralevant, Important

Relevant refers 10 something that has a bearing an the matter at hand and
should be followsad by In, His speech was relevan! to the protiiemn. Do not
use relevant when you mean imporiar,

reluctant, reticent

Reluctan! means hesitant, unwifling to act and s-h-uu!d not be confused
with reticent, which rmeans uncommunicative or resecved.

rapresant means o depict or symbolize, not constitute. The red fline on the map
represenls the boundary Between France and Germany is proper usage.,
South African gold represents most of the word's output is nel.

ratleant Scc reluctant, reticent,

revel, expose, Reveal implies an unveiling of something not previously Known; expose,

disclosa, divulga to the making pueblic of somelhing reprehensible; disclose, 1o the making
public of something that has teen private; diveige, to the making pubiic of
something that has been secret,

Russian submarines See section 7.6& for information on Russian submaring designators and
footnote 39 for a list of submaring ngmes.

sanction as a noun, has meanings that are 2imost in oppesition; rom appeoval and

encouragemeant ta penalty and coercion. [t should therefore be used only
when the context makes ils meaning chear, As 3 verb, sanction picks up
andy the approval aspest of the noan.

sanguinary, sanguineg

Sanguinary means accompanied by carnage or bluodthrrsl}' Sanguing
means ruddy or aptimistic and cheerfuf,

seemingly See gualiiers,

semiannual See biannyal, biennial, semiannual,

shall, witl Grammar purists bl us there are fine distinclions Lo be made between
shall and will. Today, these distinctions are not closely observed evan in
serious writing, For devoteas of grammatical history, the distinctions are:
ir the first person, shall denctes simple Tuterity; in the second and third
persons, shail denclas promise, ingvitakility, command, or compulsion. Wil
is the other way around. In our publications. use will. The same distinclions
are tru¢ for should and wawld.

sha/merhers Scec gender,

ship See boat, ship,

should Except when used to canndte moral obligation, should is a fuzzy word,
Use more precise language in presenting intelligence judgmeants.
(Sea shall, will.y

slgnfcantly See fill-ins.

singha See redundancies.

situation Sea condition, situation, activity. )
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smartphona

a mabile phone that offers acvanced capabilities, often with
PCHike functignallty.

sort

Seg type.

SPAM

unsollclted e-mall, sent mdlscniminately to multipte mailing lisis,
individuals, ¢r newsgroups: a5 a verb it means to send such Junk e-mail.

Stratesy, tactics

Strategy iz an overall plan of action, wsually military action; ractics ara
specifie plans or maneuvers deslgned wo advance strategic goals. Nuclear
weapons can be Included in both sirategia and taclical planning.

subjisctive wornds

The DI is not in the business of deciding whether something is good or
had; therefore, words fike fortuenately and unfortunately should nol appear
in I writing. Drscaming the subjeclive overtones sometimes requires a
keen ear: naturally, for example, may give the reader a sense of being
talked down 1o, Regretfully, ragrettably, mercifully, interestingly, and

other subjective words are vulnerable to the same kind of abuse, Stick
with (erms that facus on Lhe world of our aperational ieaders; molives

and titve actions that flow fram them, choices, strengths and weaknesses,
capabilities and intentionzs. Most of the time you can find a better way to
express the thought. (See hopefully, feel, regime, and upbeat, downbeat.)

Surveil

K you must usa it, confing it to the military or inteliigence sense.

As a verb, table can mean to put a il aside, In British usage it can also
mean o introouce a bill for consideration. Use the word only when the
meaning is unmistakable,

tartics

See strategy, tactics.

Taiwan

See China, Taiwar.

technical terms

Far the most part, Ol analysts are wiiting for generalists. Generalists may
have deep expertise in specific areas, such as missile technelogy ar a
country's tribat politics; nonetheless, the analyst's goal is to do away with
tha specialist's jargon and to put everything into lavman's language, [Fyour
audience consksts of Just a few people who thoroughly understand the
subject {or who cannot be trusted to fallow the reasoning without Jargon 10
guigde theam), by all means sprinkle your piece with technical terms. Most of
the tme, howeyver, write for the nonexper,

that, which

That, a5 g relathve pranoun, introduces clauses containlng information
necessary for the full comprehension of a sentehes, Such deflning or
restrictive ¢lses are ngl set off by commas, The report that wos an the
goneral's dask nesded revision suggests that there ware several repors,
bt anly the ang on the ganeral's desk needed 10 be revised. Which
introduces clauses that are not essential to the meaning of a sentance,
These nonrestrictive clauses are set off by commas. The report, which
was on the general's gesk, negded revision supgests that there was a
repart In need of revision, and it happened to be on the general’'s desk.
The distinetion between 1he two ypes of clauses is nol always easy to
make. In crlsp prose, that can, and probably should, often be deleted.
The informalion that he needs goes faster as the information he needs.
When persons are involved the pronoun is wha, whether the clause s
restrictive Or nonresthctie,

=
-
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there Is, there are Try to svoig using there is or there are to start a sentenge; ook fior a
mpre illurninating verk than /5. if you do lead off with such a construction,
he sure the number of the verb agrees with the suhject that follows.
Aceeptable but minimally informative; Thene is an artittery regiment on
the border. Betler: The govarnmert has moved an ariilery regiment o
the horder, Grammalically correct but hand to comprehend: There are
a headguarters building for each unil and numercus olher strectungs,
Better: The army has buill a headguarters buitding for each unit a5 well as
numerous olher struclures.

Third Waorld refers to the economicaily underdeveloped or developing nations in Africa,
Azgia, and Latin America. These nations are also known as less devefoped
couniries, or LODCs, or, preferably, developlng eountries. Some countries
within the Third World &re more advanced than the athers, they are called
newly industrializing countries, or NICs. Among the NICs are Singapore

v and South Korea. when a reference 1o such a grouping embraces
"noncountries” suth as Heng Kong and Taiwan, the more appropriate term
is mewly ingustrializing ecopomies (avoid the abbraviation NIEs). Note that
we capitalize (for clarity) the abbreviations LOC and WC but not the [iteral
terms they stand for; however, we do capitalize (for destinetion or eentrast)
certain nontiteral terms like Thirg World, Cotd War, North-South, East-west,
and, if unavoidable, Free World.

this Often used as a demonstrative pronoun, representing irt @ single word 2
situation or a thought expressed earlier. Be sure, however, that this has
a clear antecedent; if it does not, either rewark the sentence 1o make
the antecedent unmislakable [prozimity is the best solution), add the
apprapriale word or words after this, or devise a formulalion that makes
the connection withouk using this.

tles Seea relations, tlas, links,

togethor with Iz often found immediately after the subject of a sentence. Togelher with
phrasas do not affect the verb, Lower praductivity, together with higher
inlerest rates, Is Aurting the ecoRamy, The same is true of along with,
as well 35, i1 addition 1o, and like.

oo in the sense of vory, is not acceptable in formal writings in the sense of
excessively, howewver, it is likely to be the best word.
tortarous, torsous Torturous means extramely painful, Tertucus means twisting, devious,

or highly complex, Many aceidents have ocourvad on the torluous
Mmowntain read.

traditions Iong-established practices or elements of gulture passed down from
penaration to gencration. Do not use 0 describe practices develdped over
the past few years.,

try is followed by 1o, not and.

type As a noun, lype should be followed By of in constructions like that tvpe of
plane o, it the plurak, those types of planes, Mever amit the preposition,
The same fiolds troe for king and sorl,

ultimate See absolutes.

unconventionat See nonconventicnai, unconventionat,

under Seq mork than, fewer than, over, LUnder, during, whils,
_l;ndmlrtadly Sce qualifiers.
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unfortunately Zee subjective words.

uninterested See disinterested, uninterested.

unlque See absolutes. -
unhersal Sae absolutes.

unprecedented See absolutes.

upbeat, downheat

should be confined to use a8 musical terms. In farmal prose they soundg
averly colloguial and may be value-laden as well, {See subjective words.)

upcoming, forthcoming,
coming

When you are lopking for an adjective meaning to take place fatef, try
forthcorning or |ust coming instead of ugcoming, Better yat, give a clue as
ta when: temgrrow, next weck, next manth,

upon, on

In alrmost all cases you can substitute on for vpon as a preposition
{bearing on the case), but not as an adverb (he feflt overworked
and put upan).

URL

is the abbreviation for uniform resource [oealor, 8 protoool far specifying
addresses on the internet,

us

The preferred adjective for our country is LS, not American, Unied Stales
twritten out) is the preferred noun, but the US may be used when repetition
or 5pace Is & problam, You can also use Washingion as the noer when it

is clear that you are refernng to the US Government, not the capital city.
Mever use we, us, our, of ours when referring ta the United States, LS

{not pur) allies disggree. The first person plural is reserved [n inteligence
writing for the analysts/estimators/writers themselves,

usage, usa

lizage means aither & manner of use, as in rough usage, of & habibual
practicg creating a standard, as m good English usage.

variety of

takes a plural verk when conveying the sense of several or vangus, A
variely of sources report high casuallies. When the emphasis is on the
singular variety, rather than on the plural abject of of, the verb is singular.
A wvariety of meals Is better than eating the same food all the time.

veérbal, oral

A verbal messags can be either spoken or written. An oral message is
a&lways spoken.

verbal averkill

Extra wards are bordensome to the reader and shauld be avolded. Here
are some samples of verbal overklll and 2 simple substitute for each:

are in a pasition to {can) it is highly likely 1hat (probably)
gt that point in time (then) il is possible that {may}

gt the present time [now) never before in the past (never)
currently in progress (Foing on) subsequent to {after)

due to the fact that (because) the majority of {most)

in regand ta {akurt) the manner in which (how}

in the event that (if} whathar or ngt {whether)

in the near future {soon}

(5ee fiti-ins and redurdancizs.)

vary, definitety

Use thase and other ambiguous intensifiers sparingly,

viable

denotes the capacity of @ newly created organism {0 mpintain a separate
existence, | Is olten mistakenly used when durable, lzsling, workakhle,
effective, Or practical is the appropriate adiective.

viclous circla

iz correct, Although viclaws cycle is now seen almost as often, it is net
accepted in Dl writing,

-
-
o
=
=
e
s,
=t
jass
e
=
)
n_i

1r3



C05757260

n
-
o)
&
-

See footnote 7 for guidance on capitalization,

whether

Whether does nat always nesd or net, He siilf has not decided whether ig
&o. She 15 gaing whether or not he does.

which

See that, which.

whila

as a conjunction, usvally has reference to time. While the President was
aut of the country, the ATy stagded a cou. [t can, with discretion, also be
used In the sense of although or bul, While e hated forge, fte recognized
the need for order, Avoid using while in the sense of ah4. (See moare than,
fewer than, over, under, during, while.}

who, whom

Mast of the time the issue of whether 19 use wheo {nominative case) or
wilerm {ohjective case) is straightforward.

Subject: Whe is his boss?

Object of & verh; Whaom did the committee chopse?

Object of a preposition: Whom does she work for?

The nominallve casa in the oblective siol, as in Whe did the committes
choosa? or Who does she work fov?, has become acceptable in casual
English, spaken or written, but it is not aceeptable in farmel writing, The
main difficulty comes in subgrdinate clauses, when the syntax sgmetimes
gives who and whoever an objective cast even though strugturally they arc
nominative, The vokers will pick 1Re candidate who they think will do the
test fob (Who is the suljeet of witl @6 in the subordingte clause. Do ngt
be threwn off by the interjection thay think.) The valers will fum against
whoever they think is rospensible for thair econamic handships, The voters
will turn against whomever they blame for thelr economic hardships.

{In the first of the Jast two sentences, it might seem that whoever is the
obiect of the preposition against and should be replaced with whomever,
The obyject of against, however, is not a single word but the entire clause
whoever , .. economic hardsnios. Thus, whosver, the subject of the ver
in the subordinata clause, is correct. In the second sentence, whomevar,
the direct object of blame in the subordinate clause, |s propedy in

the objective case.)

functions as the possessive of both who and which, OF which, thouph
grammalicatly comect, sometimes sounds shilted.

will

See shall, will,

with

Do not use with in the canjunctive mile of and. Sometimes this sort of yse
has unintended cansequences, They are married and bave three Children,
{Mot: They are married, with three children.) He is marnied and has a child.
(NGt He fs married with ang child.)

Too often, with is used to atlach an addilional thought that would be
ketier treated as an Independent clause following an and ar a semicalon,
Econgmics and fislory are Afs mainstays,; knowledge of iingurisiics (5 an
additional guatificatfon. {(Not; Econemias and fistory are his mainstays,
with knowledge of inguistics an additienal qualification.}

with reference to

Sec fill-ins.

would

See shall, will.

younger

See qlder, younger.
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youth

as the opposite of old age is always singular; when il means young persons
(male ar female} collgctively It is always plural; when the word refars 1o an
ingdividual young makz it is, of course, singular, and Its plural is youths. The
malion’s youth were encouraged ta earoll. A gang of youths started ihe
Fot. Nowadays, ricting young persons probably nclude famailes as well as
males, and reports of their activities are more likely to say youths rather
than young persons—a trand that we prabably should join until snmeone
COMES Up with a better unizgx lenm.
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INDEX

A

a, an before h 146
abbreviations 27-34
ambiguous 349
country narmes 30
China 30
rmiscetlanecus 30
UK 30
us 30
days 32
first refergnce 27
foreign temms 28
incomplele or possessive refergnoes 28
Latin 31
measure, units of 32
military ranks 29
meonths 32
percent 32
persong titles 31
civil 31
cormplimentary 31
rrilitary 33
plura! forms 29
polttical subdidsions 31
uriusual forms 29
INF 30
MEFR 30
MiRVs 29
SALT 30
well-known 28
aboard 146
about 146
absolutes 146
accelerale 158
acquiesce 148
acronyms 145
active volce 148
activity 152
additionally 146
adverbs 148
adverse 147
affect 147
agree 147
AIDS 159
all ready 147

all dight 147

all together 147
almast 184
alrendy 147
also 147
alternate 147
altermative 147
altogether 147
always 147
amblgucus 147
ambivatent 147
Amarican 147
among 149
anathema 148
and 1438
andlor 148

and 50 forth 156
anlicipate 148
anxious 148
ary 143
apparently 148
appraise 148
apprise 148
approximately 146
apt 148
around 146

as 148, 162

as far as 148
as noted 148
assure 1438

ag well a5 148
as yet 148
asylea 148

at the same times 148
auger 148
augur 148
averse 147
awhile 149

B

hased on 1349
hasically 149
because 168
bhedouin 149
heef up 149
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before 167
hemused 149
between 149
biannual 149
bhiantnial 149
bits 149
blatant 149
blor: 149

hMog 149

boat 149

both 149

both . . . and 149
boycott 150
breach 150
braech 150
hurgeoning 150
bumish 150
but 148

bytes 149

C

cadra 150
calculate 150
caphal cities 150
capitallzation 1-13
botleled paragraphs . 13
chapters 13
ceined names B
Commumst, Party officers 10
crss-references 13
diplormatic and consular units 4
diplomatic corps, principal members of 11
first-order subpationaf adrinlstrative divisions,
top officials of 11
geographic terms &
direction &
pecgraphic groupings, spocial 6
Eovernment bodies 3
graphics 13
fead of state or govemnnment 10
heir apparent, royal 10
historic evenis ®
helidays 8
international organizations 4
intemationsl arganizations, principal officials of
11 .
judicial branch, pincipal members of 10
legislative branch, principal members of 10
milieary forces 4
military service, 1op officers 11
national government unlt, tap officials 10
naticnalities T

personal titles $-11
after or in place of the nama %
before the name 9
persons, names of 2
nicknarmes 3
parsonal names, particles in 3
place names, anticles in 2
political parties 5
poiitical philosophies 5
proper names, derivatives of 2
proper nouns 1
publications 12
laws and freaties 12
tikles, English 12
titles, forzign 12
tithes, shorteney 12
religious feasts
religious leaders, titkes of 5
religious terms 5
seasons 13
storms, majer 13
lables 13
trade names B
tribes ¥
casunities 150, 161
celabrily copycatting 150
center 150
charsma 150}
China 30, 151
citizenry 151
clearly 151
climactic 151
climatic 151
clout 151
cohort 151
colloquialisms 151
colored 151
combined Ak1
coming 173
communicalicnls) 151
communism 151
comparatively 170
compare 151
compel 152
composp 152
compound words 59-68
any, every, Ng, or some combined with body,
thing, where, or ane 60
beginning with certain nouns G0
Lompass directions 61
ending with certain words 60
improvised 67
joined ar hyphenated S9
noun combinations 5%
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numercal GEET
fractions G7
I adjective compounds 67
spelled out 66

prefixes and suffines GL—G6
cOMpournds with capitalized words G5
doubled vowels B2
duplicated prefixes 56
hyphenated 55
to avoid confusion £5
tripled consonants 65
unit madifier containing a my(tweord
compourd 66
unhyphenated 65

grepositional phrase in noun compound &7

seif or selves, with B0

separate words 559

single capital letter plus & moun Of participle 68

solit 59

titles G7

unit medifiers 51-64
adverts ending in -y 63
chemical terms B4
cemmon basic elements 64
comparatives, sipedatives 62
differentiated frorm predicates 62
en dash with praper noun 63
foreign phrases 53
hyphenated 61
letter or number elements 64
ordinal numbers, with G2
proper nouns 53
quatation marks &4
three-word modifiers 63
unmyphenagted 51

varb forms of two-word noun combinations 67
verbs-adverbs combinations 80

cotmprise 152

concarn 152

concerded 152

tonclave 152

congrate staps 152

condition 153

consensus 153

considar 152

consw 153

colitmual 152

contimued 152

contnuing 152

continugus 152

cohtrattions 152

contradistinction 162

contrast 151

convince 153

could 153
councll 153
countries 153
credence 153
credibllity 153
credulity 153
crisic 153
criterla 154
culminate 153
cyberspace 153

D

- data 154

dates as moedifiers 153
decimate 154
definitely 173
defuse 154

depart 154

deploy 154
dapracats 154
depreciate 154
fleveloping countrles 154
diagonal (or slash} 52
dig 154

Diatmen 154
different from 155
diffuse 154

dilernma 15%
diplomatic corps 155
disburse 155
disclose 170
discreet 15%
discrete 155
disinformation 155
disinterested 155
disperse 155

divulge 170
domestic 155
downheat 173

dua tn 149

durlng 164

E

each 155

eager 148

East Asta 155
East-West 155
ecanomic growth 1S5
effect 147
effectuate 156
elther 156
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election 156 foreword 158

e-mall 156 forge 154

embarge 150 former 162

am dash {or dash) 46 forthcoming 173

emigrate 156 fortuitons 158

en dash 47 fortunate 158

enmrmity 156 fortunately 158

enmousness 156 forward 158

ensure 148 founder 158

enunciate 156 Freo World 148

equal 156 fulsome 158

equally, as 156 further 157

equivalent 156

astalate 156 G

azsentialty 156

astimated 156 I gender 159

atg. 156 ngbﬂ 159

aternal 158

e-ticket 156

e-trade 156

even 157 H

eventuate 157 hackneyed phrases 159

evidence 157 hanged 159

avidently 157 hardly 159

avince is5Y he/him/ls 159

axprarbate 157 historic 159

exile 157 historical 159

axpact 148 HIV/AIDS 159

axpose 170 " Howg Kong 159

extra words 157 hopefully 159
however 148
HTML 159

F hung 159

faka analysks 15T hyperlink 159

Far East 157 :Wetttm ;asfku langua 160

farther 157 ype p language

fatal 157

faar 157 I

faal 15T

fawer 157 Immigrate 1596

fawnr than 164 Impact 160

All-ins 158 imped 152

finallre 158 impending 16G&

fiscal 168 impty 150

fiscal year 158 Empoetant 160, L70

flagrant 149 in aduditlon to 160

flammable 158 tncossamt 160

flaunt 158 Inglgence 160

flowmder 158 incidamt 160

it 158 _  imclpede 152

forceful 158 in conmection with 160

farcibla 158 incredible 160

foregn 158 incraodulous 150
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Indaed 160

Indicate 160

Indigenous 155

Individual 180

infer 160

jnfinitives 180

inflammable 158

infrastructure 160

injuriss 161

in order to 161

insure 148

intensify 156

inter 161

interestingly 181

In terms of 161

Internat 161

In this context 161

Intra 161

lronically 161

islam 1E1

lssues 161

Halies 35-37

foretgn words 35
gnglicized 35
familiar 3%
organizatign names 36-37
other 36 ’
publication titles 36

letters, words, phrases, cited 37

names of craft 37

prominence or emphasis 35

tities 345

it's 1E1

s 161

-fzg words 161

J

Jibe 159
Joint 151

K

kudos 181

L

tack 161
kakl 161
late 162
lattar 162
lay 162
s 162

N

Wad 152
leave 153

led 162

fend 152

less 157

kess devoloped countries 162 -
Hahle 162

lia 152

lika 162

likaly 162
Nkawisa 162
links 170

lgan 162
lpath 183
loathe 163
lpathspma 163
logistlc 163
lcwer 163

M

majority 163
margin 163
masterful 163
masterly 163
matarfal 163
material 163
maximum 163
may 153
maaningful 183
meantime 163
meanwhlte 163
measures, units of 163
media 154
marcifully 183
mwtaphors 163
Middie East 163
might 153
migrate 156
military 164
militate 164
minimum 163
misinformation 15%
mitigate 164
Mod 164
modifiers

Nogting 164
numerical Unit 17
unit 61
momentarly 164
manatary 158
more than 164
most 164
mostly 164
Muhammad 163
Muslims 164
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N

nattonalitias, tribes, and athar groups of
paople 7
natlons 153
naturally 164
naither . . . nor 164
navar 164
newly Industrializing countries of schngmics
164
nolsome 164
nonaligned countrles 164
nonconventlonal 186
none 165
Morth-Sguth 165
not oy .. . but also 165
number of 1685
numbers 15-25
1,000 or more 16
10 or more 15
as numbers 18
Closs topether 24
decimats 19
footnotes 18
fractions 19
graphics 18
indefinite 16
indefinite exprassions using figures 24
metnc units comversion factors 25
millions and billions 16-17
mbed 19
mixed above and below 10 15
money, forgign 20
mongy, US 19-20
nonliteral sense 18
ordinal 16
pages 1B
parggraphs 18
percentages and times phrases 20
possessives 17 '
ranges 17-1%8
belew the millions 17-18
in the mifliens 18
ratios, ogds, scores, retums 24
scientiic notation 24
tatles 18
time expressions 21
ages of Inanimate things 21
ages of persons 21
centuries 22
clock time 23
tates 21
decades 22
other tme expressions 23
years 22

under 10 15

unit modifiers, ngmerical 17

units of measurg 23

units of measurg, hgures with 23

value expressions 19-20
numarical order designators 165

O

ochligue [or slash) 52
of 165

of cowrse 165
offload 165

offput 165

older 164

on 173

ona 16%

only 165

on tha other hand 165
oplne 166
opponent 166
opposed 166
opposition 166
optimize 166

" oral 173

organ 166
aeganism 1656
organization 166

over 164

P

paralleflsm 166G
parameter 1G6
parlianent 156
parfiarmantarian 166
particlples 166
party 166
passive volice 166
PC 1665
pending 166
people 166G
perimater 166
personnel 166
persons 166
parsuade 153
phenomena 154
plurality 167
possible 167
possibly 16T
practicable 167
practical 167
PR 151
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pracipitant 167
precipitate 167
precipitous 167
preciude 16T
predominant 167
predominata 167
preface 167
prasently 167
prassuie 167
protentlous words 167
pravent 167
primarlly 167
_ principal 167
principle 16T
prioritize 167
prior to 167
pristine 16T
probable 1687
- propal 1532
protagonist 168
proved 168
proven 168
publcations 12
‘punctuation 39-52
spostrophe 39-42
brackers 42
editonial emanks 42
inside paentheses 42
bullets 42
colon 42-43
clavse sepatation 43
cEpansions 42-43
ingented material 43
ratios 43
summaries 42-43
titkes and subititles 43
comma 4346
compaund sentences 45
cormprehension 43
contrasting statements, setting off 44
coordinate modifiers, separation of 44
coporate names, setling off 48
direct quotation, setting off 48
gaographic names, setting off 46
introduclery phrases 45
nonestrictive words, setting off 44
numbers of 1,000 or abdye 45
personal names, setting off 46

parsonal litle with organizational mame 46

serfal 4445
word omission 46
dash 4647
efore summarzation 47
instead of bullet 47

parenthetical matter 4647
ellipses 47
&n dash 47
exclamation point 48
fyphen 48
pareniheses 48
comments, setiing off 48
gross-references, enclosing 48
foreign words, translations 48
numbers or letters in a sernes, separating 48
period 48
plurals 41-42
possossives 359-41
compolunds 40
firm names 40
geopraphic terms 40
Joint possession 40
N o prengun precading @ gerond 41
organization names 40
organized bodies ending ins 40
personal pronouns A1
publication titles 40
with inanimate hodies 41
with persons 41
wards ending in s soung  F9-40
words not ending in 5 sound 40
guestion mark 49
in e 49
uncertainty, showing 49
guotation marks 48-51
double 49
direct quotations 49
unitalicizatlon of titles 50
wirds gr phrases, selected 50
punciuation with 50
single S0
unneeded 51
gsemicolon 51
compound semtence 51
conjunclive atharhs, with 51
seres Sl
slash 52
gitarmatives, to separate 52
combination, showing 52
periced Goguning in Two calendar years &2
per, regresenlation ol 52
poApdtedly 1638

Q

qualiflers 168
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*

consonants, before 56 .
R iritials having consonand sound, before 56
initials having vowel sound, before 56

rr:ﬁ;:mig:a numericat expressions 56
rebut 168 vowel, before 96 _
redound 168 ofganization names and t¢les 57
redundancles 169 personsonal names and titfes
refute 168 a7
regard 152 plural forms 54
regime 169 mmpf:-unds 54
regretfutly 169 o endings 54
rogrottably 168 preferfed fgrms 53
ralations 170 transliteration puidance &7-58
relatively 170 spalling and compaunding 69-143
relevant 170 strategy 171
reluctant 170 subjective words 171
represent 170 submarinas, Ruagian 170
retlcent 170 surveil 171
reveal 170 T
S table 171
sanction 170 :m_:tic_a 316‘?1
sangunary 170 . aipei
e B e 17
satniannual 148 that 171
shall 170 there are 172

there is 172

shizhas/ars 170
shill {or slash) 52
ship 149

T World Facthook 2
Third Workd 172

thils 172
should 170
olgnificantly 170 ticks {or bullets} 42
single 170 ties 170 h 172
shusation 152 ::Eet::zr w
slant {or slash) 52
smartghons 171 tortious 172
torturous 172
solidus I'.ﬂ‘r B’ﬂsh} 52 traditlons 177
spam 171 ry 172
spelling 53-58
British terms 53 ype 172
consonants, doubled 55
diacritical marks 57 - U
difficett forms 53
endings -fbke, -albfe 55 ultimate 172
endings -sade, ceed, -cede 55 -tm neuns, plorals of 167
endings -yze, -ife, -fse 54 unconventional 165
foreign words, anglicized 53 under 1G4
geographic names 56-57 undoubtedly 172
indefinite articles 55-56 unfortunatety 173
abbreviations having vanable pronounciation, uninterasted 165
befoe 56 unigue 173

acronyms, before 56 uniwarsal 173
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unprecedented 173
upbeat 173
upcoming 173
upon 1v3

URL 173

us iTa

usage 173

use 173

A%

variety of 173
verhal 173

varbal ovarkill 173
vary 173

viabke 173

vickus cleele 173
virgule (or slash) 52

W

war 174

whother 174

which 171

while 163, 174

who 174

whom 174

whosae 174

will 170

with 174

with reference to 174

Cwiald 174

X,Y,Z
youngaer 185
youth 175
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