Ellipsis
I only  said, 'If we could . . .'.

In British English every sequence of words before or after four points should be functionally complete.
[image: ]

? and !
[image: ]

Interruption, pause, irony, rhetorical
[image: ]

= etc.
[image: ]

Question mark

Did she really say that?
You’e coming, aren't you?

Would you kindly let us know whether to expect you? 
I wonder if I might ask you to open the  window?
vs
May I take this opportunity to wish you all a safe journey. 
Will everyone please stand to toast the bride and groom.

Do you want more lardycake? Buns? Muffins? 
You will be back before lunch, right? About noon? Good.
vs
Where now? they wonder. 
He pondered why me? till his head hurt.

Direct speech:
‘Why not?’ she wondered. 
She wondered, ‘Why not?’

Other uses
Doubt
[image: ]

Space needed:
[image: ]

Dates in doubt
Geoffrey Chaucer (?1340-1400)

Exclamation mark

Obvious use

(!) vs [!]

[image: ]

Hyphens and dashes

‘hard’ hyphen vs ‘soft’ hyphen

NOTE
[image: ]


[image: ]
vs
[image: ]

Compare and tell the difference
[image: ]
a stainless steel table vs a stainless-steel table
a little used car vs a little-used car

Italics and foreign phrases
[image: ]

Capitalized words
[image: ]





Prefixes and combining forms

Vowel/consonant collision
re-entry
non-negotiable

Confusion
re-form vs reform
recover vs re-cover

Prefixes
[image: ]

Names
[image: ]

Numbers
twenty-three, four hundred and sixty-eight, fifty-three thousand, two-thirds, four and five-eights

Compass points
[image: ]
But:
southeaster  northwester (of winds)




Other uses
[image: ]

[image: ]

Word division

there, watch, though, prayer, wrought 

helped, passed, grasped 

ph as in atmos-phere, gn as in poign-ant, ea as in crea-ture 

-cious, -dal, -don, -gion, -gious, -sion, -tial, -tion

Avoid
[image: ]

Schwa
[image: ]

3 letters before and after the division
Exception – 2 letters before
[image: ]

Use existing hyphens
Counter-clockwise

Use etymology
[image: ]

Avoid mispronunciation
Chil-dren vs child-ren, dem-ocracy vs demo-cracy
[image: ]

carry-ing
admit-ting
chuck-ling
puz-zling

Etymology useless
[image: ]

[image: ]

Avoid oddity
[image: ]

[image: ]






hyphen (-), en dash/rule (–), and em dash/rule (—).

http://www.chicagomanualofstyle.org/qanda/data/faq/topics/HyphensEnDashesEmDashes/faq0002.html

En rule

[image: ]

the 1939-45 war vs the war from 1939 to 1945

[image: ] OR NO SPACE between the en rule and parenthesis

[image: ]

the Lloyd-Jones theory vs the Lloyd-Jones–Scargill talks

Arab–American vs Arab-American 

[image: ] 
Or use *

Dash (em rule)
[image: ]
Also possible to use en rule and space on either side

Introduce a phrase at the end of a sentence or replace an introductory colon
[image: ]

Em rule
spaced to indicate the omission of a word, and closed up to indicate the omission of part of a word

[image: ]

Closed up for interruption in dialogue
[image: ]

image7.png
At first, Lord Byron consumed Liquorice Allsorts by the box (!).
‘Byron’s passion for Liquorice Allsorts [!] was rapidly diminishing.’




image8.png
Formerly in British English, the rule governing the combination of a
present participle and a noun was that the compound was spaced if the
noun was providing the action (walking wounded and walking delegate) but
hyphenated if the compound itself was acted upon (walking-stick and
walking-frame). Though admirably sensible, the so-called ‘walking-stick
rule’ is no longer borne out in common use: walking stick and many other
such combinations (clearing house, colouring book, dining room, rallying point,
riding habit, sealing wax) are now set spaced. Nevertheless, the rule
remains helpful for styling words in unusual combinations or contexts.




image9.png
a table of stainless steel the hand is blood red
the outline is well drawn the records are not up to date




image10.png
a stainless-steel table the blood-red hand
the well-drawn outline the up-to-date records




image11.png
A small scale factory is a small factory that manufactures scales, while a
small-scale factory is a factory that produces a small amount of something.
A stainless steel table is a clean table made of steel, while a stainless-steel
table is a table made of stainless steel.

Alittle used car is small and not new, while a little-used car is one that has not
been driven a great deal.




image12.png
an ex post facto decision an ad hominem argument
the collected romans-fleuves  a sense of savoir-vivre




image13.png
British Museum staff New Testament Greek
Latin American studies New Orleans jazz




image14.png
anti-Darwinism  pseudo-Cartesian ~ Sino-Soviet
pre-1990s mid-August proto-Foucauldian




image15.png
Mary-Anne Lord Baden-Powell

Domingo Badia-y-Leblich  Zara Plunkett-Ernle-Erle-Drax
J.-J. Rousseau Rolls-Royce

Alsace-Lorraine Baden-Wiirttemberg




image16.png
south-east south-by-south-east ~ south-south-east
south-east-by-south  South-East Asia




image17.png
The bell went r-r-r-r-

i-n-g-g! and then fell silent.




image18.png
three- and six-cylinder models
two-, three-, or fourfold
upper-, middle-, and lower-class accents




image19.png
wounded founded hunted
sorted odder calmer




image20.png
libel noble title people
li-belled en-nobled en-titled peopled
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in-spire de-fence as-phalt




image22.png
tele-vision trans-port railway-man
school-master  table-spoon




image23.png
archaeo-logical but archae-ologist
psycho-metric but psych-ometry
human-ism but criti-cism

neo-classical but neolo-gism




image24.png
preju-dice mili-tate insti-gate




image25.png
splen-dour finan-cier moun-tain lam-bent
co-alesce cre-ate appreci-ate




image26.png
le-gend (not leg-end) lun-ging (not lung-ing)




image27.png
If at all possible, do not end the recto of a typeset page with a divided
word.




image28.png
pp. 23-36 pp. Xi—xvii 193945
Monday-Saturday  Tues.—Thurs. 9.30-5.30
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The Times (1785~ ), Jenny Bloggs (1960- ).




image30.png
Dover—Calais crossing Ali-Foreman match
on—off switch dose-response curve
editor—author relationship cost-benefit analysis
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— off!’ he screamed.
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The party lasted—we knew it would!—far longer than planned.
Going—going—gone!

There is nothing—absolutely nothing—half so much worth doing as simply
messing about in boats.




image33.png
The people in the corner house are younger than their neighbours—and
more outgoing.

She has but one hobby—chocolate.
In England, justice is open to all—like the Ritz Hotel.
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We were approaching — when the Earl of C— disappeared.




image35.png
‘Warn him not to—', but his words came too late.
‘They couldn’t hit an elephant at this dist—'
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I never agreed to it. . ... It would be ridiculous.




image2.png
Could we...?
Could we do it?. ... It might just be possible.... . !




image3.png
The door opened slowly. ..
I don't...er...understand.
Their champagne was tolerable enough, and yet. ..
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in 1997, 1999, 2001...
the gavotte, the minuet, the courante, the cotillion, the allemande, .. .
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The White Horse of Uffington (? sixth century BC) was carved. ..
Homer was born on Chios(?).
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The White Horse of Uffington was carved by the indigenous Iceni people (?).




