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INTRODUCTION AND PURPOSE

This manual contains a style guide for both Utah Rock Art and Patina, along with information for authors and editors of these publications. 

Utah Rock Art contains papers presented at the annual symposia of the Utah Rock Art Research Association (URARA).  

Patina is the occasional publication of URARA.  It contains miscellaneous collected papers.  

Patina may contain:

· Papers that were presented at pervious symposia but were not included in the volume for that year.

· Papers that were too long or too short for symposium presentation.

· Discussions, rebuttals or comments about papers that were previously published or presented.

Patina was also created to provide a means for individuals to publish papers who are uncomfortable with public speaking.

Authors and editors are asked to consult this style guide carefully so that URARA is able to produce, with a minimum of difficulty and in a timely manner, a quality publication with a consistent format.  Insuring that URARA publications have a consistent format was one of the primary reasons why this style guide was developed.

This Style Guide was also produced is to assist people with limited experience in authoring papers for publication.  We hope that all presenters and other members will make an effort to have their paper published in Utah Rock Art or in Patina.  

URARA recognizes that some of the presenters at the symposia, or others submitting manuscripts, may not have previously written articles for publication.  URARA encourages any person interested in the rock art of Utah, no matter how experienced or how qualified they may be, to present a paper at the annual symposia, or to submit a manuscript for publishing on any aspect relating to the rock art of Utah.  Significant discoveries have been made by casual observers.

Please do not be discouraged by the length of this Guide.  It is not as complicated as it may appear.  Much of the Style Guide may not even be applicable to your paper.  Help is always available on any aspect of the submittal or publishing process if you need it.  Please contact the Editor or Publications Committee Chairperson for assistance.

We wish to express thanks to the many individuals who have worked on this Style Guide over the years.  Thanks also to the Society for American Archaeology; whose Style Guide for American Antiquity formed the foundation for part of this Style Guide.

Please note: URARA will not knowingly publish manuscripts wherein the research or data gathering process has caused unscientific destruction or damage to any rock art image or associated archaeological materials.

AUTHORS’ RESPONSIBILITIES

Authors are responsible for:

1. the content of their papers

2. for submitting their manuscripts in proper form for publication (if possible)

3. determining and acquiring the legal right to publish or quote another person’s material

4. the accuracy of quotations and their correct acknowledgment

5. the accuracy of information in the References Cited section

6. the appropriate handling of issues of co-authorship

Authors are also responsible for securing written permission, when necessary, for photographs, figures or any other material protected by U.S. or international copyright laws.  Authors must also pay for any expenses incurred in their obtaining permission to use previously copyrighted materials.  Please be aware that fees are often wavered when materials are used in a scientific publication.

In addition, the author must submit written permission from anyone whose unpublished works are cited or used.  Permission letters must accompany the submitted manuscript.

Please note: The following information regarding submittal and review dates applies only to Utah Rock Art.  Patina is completed on an informal basis as papers are submitted.  For information on the progress of Patina please contact the Chairperson of the Publications Committee.  Announcements pertaining to intended publication dates will be printed in Vestiges, the URARA newsletter.
Manuscripts must be submitted within 120 days of the symposium in order to be considered for publication in that year’s volume.  Any variation from this due to unforeseen circumstances should be discussed with the editor.  This requirement is necessary because of the time required to edit and produce Utah Rock Art for distribution at the following years symposium.  Presenters are encouraged, however, to submit manuscripts as soon as possible after the symposium and not wait until the deadline.

Manuscripts may be sent directly to the editor or to the publications committee chairperson.  The name and address of the editor, and other pertinent information, will be announced in Vestiges.

The editor(s) will edit submitted manuscripts and return them to the authors if any corrections are necessary, unless other arrangements are made.  For example, if the changes are minor, they may be made by the editor in consultation with the author by phone, e-mail, etc.  

If the author disagrees with the editor’s changes, the reasons should be noted on the manuscript or explained separately and returned to or discussed with the editor.  Every attempt should be made by the editor and the author to resolve any disagreements.  Unresolved differences of opinion regarding editing may be appealed to the Publications Committee, whose decisions are final.

The corrected manuscripts need to be returned to the editor within 30 days ― sooner if possible.  Any variation from this due to unforeseen circumstances should be discussed with the editor.
Detailed information on submitting a manuscript to URARA is located below under the heading - Submitting and Preparing Manuscripts.

EDITORS’ RESPONSIBILITIES

Manuscripts are to be edited principally for clarity and grammar.  Editorial changes regarding content are to be kept to a minimum to preserve the author’s style and intent.

Editors also have the responsibility (as much as is possible) to insure that a person is not publishing another’s work, either published or unpublished, and claiming it as his or her own work.

Usually all of the manuscripts from one symposium are edited by one editor; however, the editor may consult with or ask others to assist in the process, or choose co-editors.  The initial editing process should take no longer than 60 days; hopefully it will be done much sooner.

Editors have the right to reject (with or without consultation), or return for revision, any submitted material.  Manuscripts may also be returned for correction when they do not comply with the provisions of this style guide.

As soon as the manuscripts are edited, they should be returned to the authors for approval, unless other arrangements are made with the authors.  If authors disagree with the editor’s changes, the reasons should be noted on the manuscript or explained separately and returned to or discussed with the editor.

The authors should return the corrected manuscripts to the editor within 30 days.  In case of a dispute, editors should make every effort to reach an agreement with the author.  Unresolved differences of opinion regarding editing may be appealed to the Publications Committee Chairperson, whose decision is final.

After compiling and editing the manuscripts and finishing the publication, the editor must submit the final press-ready manuscripts to the Publications Committee Chairperson no later than 60 days before the following year’s symposium, or make arrangements with the Publications Committee Chairperson to print the proceedings in a timely manner.

It is essential that editors work closely with the publication committee and committee chairman, so that URARA is able to produce, with a minimum of difficulty and in a timely manner, quality publications.

If an editor is unable, due to unforeseen circumstances, to submit the final manuscripts to the Publications Committee Chairperson for printing by the deadline or to have the publication printed, other arrangements should be made immediately so that the papers may be printed by the next symposium.

SUBMITTING AND PREPARING MANUSCRIPTS

There are many options available for submitting a manuscript to URARA.  These may vary depending upon the authors experience and situation.  The following are the preferred procedures, however, exceptions may be made if necessary.  With the rapid advancements taking place in technology today, these requirements may soon become obsolete.  Please consult with the editor for alternatives.

Send the manuscript on computer disk (where possible) and include a printed copy.  Format the paper as per the style guide; however, print the manuscript double spaced on one side only of 8½ x 11 inch paper.  These pages will be used for the editing process.  Submit the manuscript with the text separate from graphs, tables, maps, photographs, etc.  The editor’s changes/comments will be returned to the author for modification or correction, unless other arrangements are made with the editor.

Microsoft Word 2000 or later is the preferred word processing program for submission.  (Currently Microsoft controls over 80% of the word processing market, so Microsoft Word is the most commonly word processing program.)  That does not mean that you have to use Microsoft Word.  Most word processing programs can export files as Word files (*.doc) and Word can import a variety of file types.  If necessary, you may also consider sending files as HTML (*.html or *.htm), rich text format (*.rtf) or text only (*.txt.),  Please check with the editor if you have questions.

Microsoft Word has the capability of allowing reviewing, editing and commenting to be done electronically.  Manuscripts thus may be exchanged by e-mail.  These advancements allow rapid submittal and editing of manuscripts.  If possible, both author and editor should available themselves of this technology.

Photographs, graphs, drawings, etc., should be scanned and submitted electronically (CD, Zip disk, etc.) if possible.  Please check with the editor for available options.  Many print shops and photofinishers will provide scans if you do not have access to a scanner.  Please scan photographs so they will reproduce at the scale they will appear on the printed page.  It is recommended that the resolution be 300 dpi and in Tagged Image File Format (*.tif).  If you have problems, or need more information, please contact the editor.

If you cannot send scanned photographs, drawings etc, please send originals.  Color or black-and-white glossy photographic prints with good clarity are acceptable as originals.  The preferred size is 5x7 or 8x10 inches.  URARA appreciates your sending scanned photographs if possible, because it saves the editors and URARA time and money, which reduces the price URARA members pay for publications.  More information on scanning and submittal of photographs is given below. 

URARA is in the process of developing electronic versions of our publications.  Photographs in these versions will be in color.  It is therefore suggested that you submit color photographs in color when appropriate and where possible.  

Some authors may prefer to submit their manuscript completely formatted and ready for printing.  This may make editing difficult because little space is available in the text to make changes or add comments.  It may also be time consuming to reformat the paper when changes are necessary.  Submitting the paper in this form may be permissible, but please check with the editor.  

As discussed above, following the editing of the manuscript, it will be returned to the author.  The author should then, if possible, make the corrections and format the manuscript suitable for printing as indicated in this Style Guide, and return it to the editor.  Again, please check with the editor for procedures.

At the time of this final submittal, all figures (photographs, graphs, drawings, etc.) should be embedded (made part of the Word document) sized correctly and placed in the right order and on the correct pages.  More information on working with figures is provided below.  If the figures are not sent as part of this finished electronic manuscript, the figures should be in separate tiff files (Mac users – please do not forget to add the .tif extension).  Contact the editor if you have problems with doing this or questions.

URARA recognizes that it may be difficult for some authors to submit a manuscript in a form ready for printing.  In this case, please consult with the editor.  Help is available on all aspects of formatting your paper.

Manuscripts should be well packaged and be sent via a reliable method to ensure a safe arrival.  Please do not send irreplaceable originals.  If you are submitting artwork or photographs, they should be placed between two pieces of heavy cardboard for maximum protection.  The author should retain a copy of all submitted materials.  Materials sent to URARA will be returned after they are scanned.

STYLE GUIDE

A short sample page is attached at the end of the style guide to illustrate the layout of the papers.

Cover

The cover must include the title, Utah Rock Art, the Volume number in Roman Numerals (i.e., Volume XVII) and information about the location and date of the symposium in the following form: Example,  Papers Presented the Seventeenth Annual Symposium of the Utah Rock Art Research Association, September 1997, Price, Utah.  Cover design and other information is optional.

Page Layout 

All papers must begin on a right-hand page (odd number) and have an even number of pages.  Lay out your final paper (text, photographs, tables, etc.) with this in mind to avoid, if possible, a final blank page.

Authors Name1
Use 15 point, Universal font, aligned right, followed by a single 12-point space. 

Titles and honorifics (PhD, Rev., etc.)

Titles and honorifics are not used.  Please use only full names.  Example:  John William Smith

Title

Use 18 point Universal font, bold, and all capital letters, aligned right.  Add a 1.5-point width underline to the paragraph.

Abstracts

Abstracts are not required for URARA symposium papers.

Body Text and Columns

Follow the title by two 12-point spaces (and, in MS Word, a section break to allow setting the rest of the text in two columns).  In the second section, create two columns of equal width with 0.3-inch space between them.  (If necessary, this spacing may be modified slightly to allow text to fit exactly on a page).

Font

Use 12 point, Times New Roman font for all text, except for the title of the paper and the authors name.

Indenting

Paragraphs are not indented.

Margins

Margins at the top and bottom should be 1.0 inch (to allow space for headers and footers).  Left and right margins should be 0.75 inches.  Add 0.25 inches as a gutter margin (additional space for binding).  Set this up as a mirror margin, since the manuscript will be printed on both sides of the paper.  A mirror margin is on the left side of odd numbered pages and on the right side of even numbered pages.  The margins may be modified slightly if necessary to allow text to fit on a full page.

Spacing

The space between each paragraph (in all sections) is 6 points.  This may be made automatic in by adding a 6-point space to each paragraph.  This spacing may be modified slightly to allow text to fit on a page.

Place two spaces after the period at the end of a sentence.  This helps break sentences and makes reading much easier.

Justify

Justify all text. (Justification aligns text evenly along both the left and the right margins creating a smooth edge on both edges of the text and a professional appearance.)

Hyphenation

Hyphenate all text.  Most word processing programs will do this either automatically or manually.  Hyphenation zone should be set at 0.5 inches, and limit consecutive hyphens to 2.

Hyphenation of Common Words

For detailed rules governing hyphenation of compound words, consult The Chicago Manual of Style, or Merriam Webster’s Collegiate Dictionary, 10th edition.  Compounds are spelled without hyphens if they can be considered permanent combinations.  Examples: rockshelter, preceramic, Precolumbian, Paleoindian; but pre-Basketmaker, etc.  Prefixes in common use are not hyphenated.  Examples: noncultural, reanalyze, intrasite.  Hyphenate descriptive terms that are combinations of words including a preposition.  Hyphenate fractions when they are spelled out.  Examples: one-third, seven-tenths.  

Headings

All headings are in bold type.  Leave one 12-point space preceding a heading and one 12-point space following it.  

· Primary headings should all be in capital letters and centered.  “INTRODUCTION” is not used as a heading; it is implied.  

· Secondary headings should also be centered, using initial capital letters on significant words (exclude articles, prepositions, and conjunctions less than five letters long) with one space above and below.  

· Tertiary headings should be aligned left, with capital letters on significant words, followed on the next line by the text.

Note that NOTES, ACKNOWLEDGEMENTS, and REFERENCES CITED are primary-level headings.

Page Numbers/Footers

Number pages beginning with 1 on the first page of the first paper.  Number pages before the first paper using roman numerals.  Use Times New Roman font in 12 point.  Place page numbers as a footer in the lower right hand corner of odd pages and in the lower left hand corner of even numbered pages.  (Microsoft word calls this “outside”.)  Place the page number 0.5 inch from the bottom of the paper.  Page numbers may be renumbered by the editor when compiling the final setup.

Headers

Place headers 0.5 inches from the top of the paper.  Use Times New Roman font in 12 point.

On all odd numbered pages, except the first page of each paper, place a header that contains the publication name, i.e., Utah Rock Art or Patina, the volume number in Roman Numerals proceeded by the word Volume, i.e., Volume XXI, and the year of publication.  Place a comma between each item and right align the paragraph.

Example, odd numbered pages:

Utah Rock Art, Volume XX1, 2001

On all even numbered pages, place a header that contains the authors name and title of their paper.  Left Align the paragraph.  If the title of the paper is too lengthy, abbreviate the title.
Example, even numbered pages:

Nina Bowen, Boats in the Desert.

Bulleted or Numbered items.

Generally, only short lists are bulleted/numbered.  Lengthy numbered discussions should not be bulleted.  Format with 0.2 inch paragraph indent.  Place one 6-point blank line before and one 6-point blank line after the bulleted list. Bulleted item are not separated with blank lines.  Note: MS Word will bullet or number items automatically.  Examples:
1. Text

2. Text

3. Text




· Text

· Text

· Text

Numbers
Spell out numbers zero through nine.  All numbers greater than nine should be expressed in Arabic numerals (except as noted below).  When the majority of numbers are above nine in a single paragraph, the numbers zero through nine are often expressed numerically as well.  Use commas to indicate places in Arabic numerals: e.g., 5,000; 10,000.  Exceptions to these general rules are as follows:

1. Spell out any number that begins a sentence.  Examples: Twelve of the panels… or this can be rephrased as “A total of 12 the panels…”.

2. Spell out numbers that are used in a general sense in the text.  Example: “Several hundred images exist at the site.”

Ordinal numbers are always spelled out in text.  Examples: “During the seventh cycle,…”;  “In the eighteenth century,…”.  

In the References Cited section, use ordinal numbers to indicate at which annual meeting a paper was presented.  Example: “Paper presented at the Fourth Annual Meeting of the Utah Rock Art Research Association”.

Dates
Dates should be expressed as follows: 120 years; on November 21, 1981 (see also citation of newspapers below); in the nineteenth century (not 19th); during the 1970s (not 1970’s); 1994—1997 (not 1994—7 nor 1994—97). 

Official site numbers should be included with the site names.  Smithsonian Trinomial System (STS) site numbers are preferred (e.g., 42DA51).  There are no hyphens between components of the site number, and capital letters are used for the county designation.  Where the STS is not employed, use the accepted numbering system for that region.

Measurements

All measurements of distance, area, volume, and weight should be expressed in the metric system.  The English equivalent may follow the metric in parentheses.  Thus use: centimeters, meters, kilometers, liters, grams, and hectares.  Metric units are abbreviated without periods; liters, however, is not abbreviated to avoid confusion with the Arabic numeral “1”.  Leave a space between the number and the abbreviation.  

All measurements should be expressed with Arabic numerals and abbreviated except when they are used nonspecifically, appear at the beginning of a sentence, or as noted above.  Examples: “Three meters from the panel was …”.  A metric conversion table can be found in most dictionaries.

Mathematical and statistical symbols

Any mathematical symbol found on the Microsoft Word 2000 or later character set may be used.  For displayed equations, allow ample space above and below the equation (setting it off from the text) and between elements of the equation or formula (around equal signs, for example).  All letters that represent mathematical variables should be italicized.

Use leading zeros (e.g., 0.05) in text, figures, and tables to eliminate confusion.

Radiometric ages and dates

In all instances where radiocarbon dates are reported for the first time, the following conventions must be employed.  However, if the date was first published elsewhere, it is only necessary to cite that references (with page number).

The uncalibrated radiocarbon age must be given in the first direct citation.  Uncalibrated radiocarbon ages must (1) be based on the 5,568-year half-life of 14C (divide radiocarbon ages based on the 5,730-year half-life by 1.03); (2) be expressed as years B.C.E. —do not convert to radiocarbon years A.D./B.C.; (3) be followed by the 1-sigma (1Σ) standard error as given by the laboratory; (4) include the sample identification number given by the laboratory (use conventions established for laboratory abbreviations used in the journal Radiocarbon); (5) state what material was dated and (6) state whether the date has been corrected for isotopic fractionation.  If a δ13C value was given by laboratory, then this correction has been made.  The best way to indicate this is to provide the δ 13C value.  Example: 3680 ± 60 B.P.  (Pts-3964; wood charcoal; δ 3C = -23.8%o).  Calibrated dates must always be identified as such, using the conventions cal B.C.E. or cal C.E. (use caps for calibrated dates).  (note the placement of cal and the punctuation).  Authors must identify the particular calibration used, must state whether the calibration is made for 1 sigma or 2 sigma (2 sigma preferred), and present the calibrated age as a range of calendar age (or ranges where more than one is possible).  If there is more than one possible range of calendar age, and the calibration program assigns probabilities to each, these must be cited.  Example: For the date 3680 ± 60 B.C.E. the two possible calibrated age ranges are 2279—2232 cal B.C.E. (p = .05) and 2209—1905 cal B.C.E. (p = .95).  (Calibrated at 2 sigma with the program CALIB 2.0 [Stuiver and Reimer 1986].) 

Note: The atomic weight of an isotope is indicated as a superscript preceding the atomic symbol—thus 14C, not C-14 or C14 .

Quotations

Quoted material of less than five typed lines in length (in column width) should be placed in the text between (double) quotation marks.  Use single quotation marks when it is necessary to have quotation marks within a quotation.  After the quotation, cite author, year of publication, and page number(s) in parentheses.  Example: We refer to these images as rock art, however, Martineau had a different name; “the term rock writing is seldom applied to them, in spite of the fact that this is the very term the Indians themselves have always used” (Martineau 1973:3).

Quoted matter that runs to four or more typed lines (in column width) should be set off from the text as a block quote with two tenths of an inch margin (0.20) on each side and with one line of space above and below.  The text should be formatted one point smaller than normal (11 point, Times New Roman).  Example:

Unfortunately, part of the cliff face has chipped away, thus damaging the figures.  The upper parts of two large red anthropomorphic figures have been damaged by this weathering.  One is a Fremont-style figure with very broad shoulders, a tapered trunk, and no extremities.  It largely obscures another slender figure with “bug eyes” [Castleton 1978:160].

Brackets are used instead of parentheses within the quotation for the citation and for other information added by the author.  When emphasis is added, or was already in the original material, the source of the emphasis should be noted within the brackets after the citation.  

Example: [Castleton 1978:210; emphasis added] or [Castleton 1978:11; emphasis in original].  When a translation of material is made, it should follow the quotation, with translator noted.  Example: [translation by Peterson (2001:24)] or [translation by author].  Refer to The Chicago Manual of Style, 14th edition, Chapter 10, for more information on quotations.

Spelling

The authority for spelling is Merriam-Webster’s Collegiate Dictionary, 10th edition.  For anything not in this work, consult Webster’s Third New International Dictionary (unabridged).  When more than one spelling is offered for a word, use the first spelling listed.  Use American English spellings, except in quotations and references, and in referring to an institution when it is necessary to preserve the original spelling.  For the preferred spellings of some words commonly used in rock art phraseology, consult the URARA Dictionary, available from URARA publications.  Please also use the uncommon words “fieldwork” and “rockshelter” as indicated.

Italics

Words in languages other than English are italicized.  Use standard orthographies, including diacritical marks, please explain unusual symbols (also see information on accents below).  Generic, specific, and varietal names are italicized: e.g., Homo sapiens sapiens.  All other taxonomic designations are printed in normal type.  

Titles of books, journals, poems, and other literary works are italicized when mentioned in the text.  Article titles mentioned in the text are in normal type, set off by quotation marks.  Letters that represent mathematical variables are italicized.  Foreign words and phrases in common use, or anglicized, should not be italicized.  Consult Merriam Webster’s Collegiate Dictionary, 10th edition.  Any word or phrase that appears in the main section of the dictionary should not be italicized; any word that appears at the end of the dictionary in the section on “Foreign Words and Phrases” should be italicized (e.g., anno mundi, caveat lector).

Accents

Include all common accents for French, Spanish, Portuguese, German, etc., in the text and in the References Cited section.  Be sure the accents are clearly marked, accurate, and consistent.  Accented letters are available in the Microsoft Word symbol list.  Pay particular attention to proper names and titles of works (the rules of placement of accents in Spanish hold for all place names in Spanish, even on words that were hispanicized from other languages such as Nahuatl or Mayan).  Examples: Teotihuacán, Chichén Itzá, Copán, Kaminaljuyú.  Foreign book titles set in all capital letters should not display accents, except for letters such as Ñ in Spanish.  Do not add accents to initial-capitals-only titles that do not have them in the original.

Capitalization

Capitalize the names of specific geographical and archaeological areas.  Examples: Uinta Basin, Colorado Plateau, the Southwest.  Directional, topographical, and general geographic terms are in lowercase unless they are derived from proper names of political, ethnic, or taxonomic entities.  Examples: southwestern Utah, north shore of Utah Lake, central Utah, Sonoran Desert.  Names of mountains, rivers, oceans, and so forth are capitalized, along with the generic terms—such as lake, mountain, river, valley—when used as part of a name.  When a generic term is used descriptively rather than as part of the name, when used alone, or when plural, it is lowercased.  Examples: the Snake River, the Snake River valley, the Green and Colorado rivers.  Capitalize proper names, including Lower, Middle, Early, and Late when they are part of the name of chronological, cultural, and geological divisions, but give taxonomic division names and restrictive modifiers in lowercase.  Examples: Upper Paleolithic period, late Holocene, Classic period, Freestone site, Anasazi culture.  Capitalize the names of archaeological classes, but place generic terms in lowercase.  Examples: Clovis point, Thompson Canyon polychromes.  For further rules on capitalization, consult The Chicago Manual of Style, Chapter 7.

Abbreviations 

Abbreviations should be used infrequently.  Exceptions include acronyms for long titles of agencies, institutions, etc., which will be mentioned frequently in the text.  Abbreviations are always introduced the first time they are used, and they are placed after the full name.  Example: Bureau of Land Management (BLM).  Metric units are given in abbreviated form when they follow numbers.  Examples: 7 m, 23 cm.  A few other abbreviations are permitted.  Examples: Ct al., e.g., i.e., ca., cf. (Note: “compare against”; does not mean “see”), vs. (not versus), rev. ed., 3 vols.  

Ibid. or op. cit are not used.  Follow the conventions for in-text citations given below.  Always spell out percent except in tables.

Gender

The employment of male third-person pronouns and the use of generic “man” in reference to non-sex-specific semantic categories are discouraged.  Please use more comprehensive terms (e.g., “one” “person” “humans” “humankind” “they”), in grammatically correct constructions, as a matter of equity.

Citing Unpublished Work

The author must submit written permission from anyone whose unpublished works (e.g., manuscripts on file, papers presented at meetings, personal communications, in-press items, etc.) are cited.  For multi-authored papers, the communicating author must submit written evidence that all coauthors are willing to release for publication the draft accepted by the journal editor.

FIGURES

All illustrative materials are referred to as “Figures”; please do not use “Plates” “Maps” or other terms.  Authors are responsible for supplying figures on a computer disk, or original drawings or photographs that are preferably sized to fit on standard paper with margins as described above.  Photocopies do not reproduce well and so they are not acceptable for publication.  Originals should be of professional quality and drafted on good-quality drawing paper, or prepared using a high-quality laser printer.  If original drawings are oversize, it is suggested that the author provide reduced versions.  

Whenever possible, an author should provide the figures on computer disk in tiff (*.tif) format.  Hard copies of the figures should be included with the package.  Please remember to pack all figures adequately for mailing. 

Please note that large, extremely complex illustrations with considerable detail and small lettering do not reproduce well when printed.

Drawing and lettering

All drawing and lettering should be professionally done with waterproof, black drawing ink or be computer generated.  Freehand, press-on, typewritten and taped-on lettering are not acceptable.  Use large enough letters of the appropriate width so they will reproduce well even when reduced.  Avoid cluttered illustrations.  

The caption should not be placed directly on the figure.  Each original figure should be lightly numbered in pencil on the back and keyed to a list of captions (see below).  All keys of symbols to map or chart conventions should appear on the figure itself, not separately in the caption.  Maps must have orientation arrows.  Use a visual scale when objects, plans, sections, etc., are included in the figure.  Place the scale on the actual figure, not in the caption.  Do not use the form “1 cm equals 450 cm”; because almost all figures are reduced before publication, and such scales will not be accurate after they are resided to fit on a page.  Use a drawn scale on the figure, which will then be reduced the same amount as the figure and will remain accurate.  Wording on figures must follow the style guidelinesabove.

Numbering and captions

This is most important.  

· Use Arabic numerals and number all figures sequentially in the order that they are cited in the text. 

· Place all figures in numerical order.  

Please provide a concise caption for each figure, using normal capitalization.  If you are sending figures on a computer disk, place captions centered below the figure.  

Example:

Figure 1. The distribution of Basketmaker images in the Colorado Plateau.

If you are sending originals, type a list of all captions, double spaced, on a separate sheet(s) of paper, key the captions to each figure, and include it with the originals.

The word “Figure” is not abbreviated. Examples: (Figure 2), (Figures 2-5), (Figures 1 and 2), (Figure 7a-f), (Figures 1, 2, and 5), “As shown in Figure 5...”.

Layout

The positioning of figures in the text is generally left up to the editor.  Sometimes when dealing with a large quantity of figures, which is especially common in rock art research, it is advisable to place all of the figures following the text.  This eliminates several sequential pages with nothing but illustrations before the next line of text occurs, which is sometimes disruptive to the flow of reading.  Furthermore, it makes printing photographs easier, because they are grouped together and separated from text.  The decision to do this or not is left up to the editor.

TABLES

Tables should be formatted in the author’s software (preferably Microsoft Word or Excel) and should be included on the disk and hard copy.  Data in a very short table, for example, can often be included in the text, with no loss of clarity.  Consult Chapter 12 of The Chicago Manual of Style for detailed information on planning and constructing tables.

When constructing a table, keep in mind the physical limitations of the 8x11 page inch size.  A table with more than 10 to 12 columns will often have to be placed sideways on the page.

Numbering and title:

Use Arabic numerals and number all tables sequentially in the order cited in the text.  Provide a short title for each table, centered at the top of the page, with significant words in initial caps.  The title should not provide background information or describe the results illustrated by the table.  Example of correct title:

Table 2.  Examples of Figures Holding Spears in Various Rock Art Styles.

Rules and headings:

Use no vertical rules.  Provide horizontal rules above and below the table’s column headings and beneath the last row of data.  Each column and row should have a brief heading.  The left-hand column of a table is called a “stub”.  Capitalization of stub headings is sentence style, while all significant words are capitalized in the column headings.

Body

If a column heading does not apply to one of the items in the stub, that “cell” should be left blank ( N.A. is not used for “not applicable”).  If there are no data for a particular cell, insert a dash (-).

Footnotes

There are three kinds of footnotes for tables.  Note that the title of a table should not be footnoted; place information pertinent to the entire table in a “general note” (see below).  Put information about the source of data for a table either in a general note (if all the information is taken from a single source) or in a table footnote specific to a particular entry, section, or head (see below).


1.
General notes pertaining to the entire table.  Example:

Note:  Data from Johnson (1989); all dimensions in mm.


2.
Notes specific to entry, section, or head.  Examples:


aC=child; A = adult.

bContains decorative elements identical to those found in Panels 3 and 4.  

cData from Fewkes et al. (1903).


3.
Notes indicating a level of statistical significance.  Examples:


*p < 0.05.


**p < 0.01.

Note: Arrange notes, each one beginning on its own line, flush left, in the following order: general notes, specific notes indicated by superscript lowercase letters, and significance notes indicated by asterisks.

Citation

Every table must be cited in the text, beginning with Table 1 and continuing sequentially; do not abbreviate the word “Table” Examples: (Table 1), (Tables 1 and 2), (Tables 1—3), (Tables 2, 3, and 7), “As illustrated in Table 1...”.

IN-TEXT CITATIONS

In-text citations always immediately follow the name(s) of the author(s).  Use normal parentheses except when citations are used in text that is set off in parentheses.  In these instances the parentheses in the citations convert to brackets.  Example: (see, e.g., Baker and Billat [1999] for a description of the condition of the panel today and Warner [1970] for how it appeared earlier).  For examples of citations in quoted material, see above.

Simple citation

(Cole 1990) or Cole (1990)

Two authors

(Heizer and Baumhoff 1962) or Heizer and Baumhoff (1962)

Three or more authors

(Davis et al. 1965) or Davis et al. (1965)

The use of “et al.” (“and others”) is limited to citations in the text.  It is not used in the References Cited section.  The only time all names should be listed for a paper with three or more authors in a citation is when a person is senior author of more than one jointly authored item in the same year.  Example: Jennings, Stout and McLaren (1960) and Jennings, Schroeder and Davis (1960).  This would appear as shown, not as: Jennings et al. (1960a, 1960b).

Several authors cited in one place or several references by same author

(Brew 1946; Cassells 1929; Hays 1990; Parsons 1923, 1939, 1947; Stephen 1936; Warner 1960a, 1960b; Warner et al. 1981)

Use semicolons to separate works by different authors and commas to separate distinct, chronologically ordered works by the same author.  References are always ordered alphabetically within strings by author.  

Two or more references by same author or authors in same year

(Jones and Brown 1972a, 1972b; Wilson 1973c) or Jones and Brown (1972a, 1972b) and Wilson (1973c).

Note: When an individual or individuals have both authored and edited (or compiled) publications with the same date, and both are cited, the edited (or compiled) volume is to be distinguished in citation as follows.  Example: (Adams. ed. 1977) or Adams (ed. 1977).  Edited (or compiled) volumes are so identified in the text only when potential ambiguity occurs.  The authored publication precedes the edited (or compiled) one in both citation and reference.  Example: (Jennings 1971; Jennings, ed. 1971) or Jennings (1971) and Jennings (ed. 1971).

Two authors, same surname, same year published

(J. Smith 1982; N. Smith 1982) or J. Smith (1982) and N. Smith (1982)

Two authors, same surname, different years published

(Smith 1982; Smith 1987) or Smith (1982), Smith (1987)

Government agency, company or similar entities author

(United States Department of Agriculture, Soil Conservation Service [USDA, SCS] 1975)

State the complete name of the agency, company, etc., as with any other citation, but if the citation will occur more than once in the text, then abbreviate names to their commonly accepted acronyms and place in brackets.  Thereafter when mentioned in the text the citation will be, e.g., (USDA, SCS 1975) or USDA, SCS (1975).

Citation with pages, figures, or tables specified

(Smith 1977:3), Jones and Wilson l97l:Figure 2), (Johnson et al. 1970:Table 1), (Taylor 1964:23, 72—78) or Smith (1977:3), Jones and Wilson (1971:Figure 2), Brown (1968:533—534), Johnson et al. (1970:Table 1), Taylor (1964:23, 72—78)

Use a colon to separate the date of publication from any additional information.  There should not be a space between colon and additional information.  Page numbers must always be given when direct quotations are used in the text or when other authors’ ideas are directly paraphrased.  Always use full-page numbers in a citation, e.g., 312—315, not 312—15.  Do not use ff. or passim (however, “ff.” may be used as an abbreviation for folios).  Spell out and capitalize such words as Figure, Table, etc.  If citing a figure, table, etc., do not include the page number on which it occurs unless additional, separate textual information from that page is being cited as well.

Multivolume set

(Clearwater 1998—2001:3:211—234, 5:197) or Clearwater (1998—2001:3:211—234, 5:197)

In this example, “3” and “5” refer to the volume numbers.  Volume number should be cited exactly as it appears in the series, i.e., in Roman numerals or in Arabic numerals.

Forthcoming book or article in a journal or an issue in press

(Taylor 2002) or Taylor (2002)

Everything has a date.  Please do not use “n.d” or “in press” with in-text citations.  Give the date either of the manuscript completion (in the case of a manuscript that is “on file” somewhere), or of the manuscript submission, or anticipated publication date for an item that has been accepted for publication.  Written permission must be supplied from any author whose in-press work is being cited.

No author specified

Cite the group or agency issuing the report or the publisher.  (Bechtel Group, Inc 1983), (Committee on Ethics 1977), or Bechtel Group, Inc (1983), Committee on Ethics (1977)

Primary-source materials (e.g., unpublished archival materials including administrative records, letters, etc.)

Citations for most primary-source material will be archive specific, so it is impossible to devise a standardized formula for citation.  Therefore, please include the name of the archive, title of the work (if named), nature of the material (e.g., letter [optional], collection name, identification number (legajo, fascicle, folio, etc.), date (if known), and geographic location of material.  Examples: (Wayne County Museum, Loa, Utah [accession number 3662-1967]; (Antelope Song. Transcribed and translated by Beverly Crum, a Shoshone speaker and linguist from the Duck Valley Reservation, in Nevada. Copy in Steven Crum’s possession. Native American Studies, University of California, Davis).

This is important.  Primary-source citations appear only in the text and are not duplicated in the References Cited section.  If you are citing primary-source material from a published source, you must follow conventional citation rules in the text and in the References Cited.

Earlier edition specified

In cases where many years separate the original publication of an item and a reprinted edition, and where it is important to the author’s argument to indicate the use of period sources, the original date of publication should be placed in brackets following citation, in usual fashion, of the reprint edition.  Example: (Nordenskiöld 1901 [1982]).

Newspapers

(Dessert News [DN], 1 August 1994:page numbers [if available])

After the first mention of the newspaper, use the abbreviation with date and page: DN 4 July 1004

Personal communication, no publication involved

(Jesse Warner, personal communication 1995) or Jesse Warner (personal communication 1995)

Provide the full name and date.  Personal communications should be used sparingly and should not be used when a published citation is available for the same information.  Written permission to use any information provided in a personal communication must be obtained from the person(s) providing it.  Personal communication citations appear only in the text and are not duplicated in the References Cited section.

NOTES

Notes should be used sparingly in a manuscript.  They should be used to provide essential additional information or clarification only when inclusion of that information in the actual text would be disruptive to the flow of the manuscript by adding too much detail on a particular point or by additional tangential material to the argument in progress.

Notes are placed following the manuscript under the primary heading “Notes”.  List each note, paragraph style, beginning with the appropriate number.  

Example:

1. Surveys currently are being conducted in the Moab, Monticello and Green River regions.  The preliminary results of these surveys support the findings presented here.

ACKNOWLEDGMENTS

The Acknowledgments section follows the Notes section, if used, using a Primary heading, and immediately preceding the References Cited section.  All support that went toward completion of a manuscript should be cited: financial, institutional, intellectual and technical (drafting of figures, translation of abstract, etc.).

REFERENCES CITED

The reference section immediately follows the Acknowledgments section, as a primary heading. 

Authors are responsible for the accuracy and completeness of all references used.  

The references cited section is not a bibliography.  It lists only those references that are cited in the text.  This is the most-often neglected part of papers.

All references cited in the text must appear in the References Cited section (except for personal communications and primary-source materials).  Please check this carefully. Similarly, please make certain that references that are not cited in the text do not appear in the References Cited section.

Arrange the parts of each reference in the general order: author(s), date, title, publisher and location of publisher.  For the name of the publisher, do not include “and Company”, “Inc.”, “Publishers”, “Publishing Company”, etc.  Include the name of the state along with the city, and, if necessary, the country, except in the most obvious cases, i.e., New York, Los Angeles, Chicago, Boston, Lima, Mexico City, Paris, London [England], etc.

When in doubt about what to include in a reference, and if no suitable example occurs in the information given below, include all the appropriate information that appears on the title page of the work and the editor will make the appropriate deletions.  Reproduce punctuation and spelling of words in a title exactly, and consult the section above for the use of accents in titles.

Please note and follow the use of italics carefully.  In general, titles of books and articles are italicized except when they occur in journals, and then the title of the journal is italicized.  For specific rules regarding italics, please see below.

Alphabetize the References Cited section by the last names of authors, and use the first name and middle initials (with space between them) for both authors’ and editors’ first name and middle name or initial as they appear on the title page of their work.  “Mc” should be alphabetized as if it were spelled “Mac.”  Two or more works by the same author or authors should be listed chronologically; two or more by the same author or authors in the same year should be listed in the order they are first referred to in the text and differentiated by lowercase letters following the date (i.e., 1991a, 1991b; see examples below). 

Place one 6-point space between each author’s references. You may also add a 0.6 space to the last paragraph.  Do not add any spaces between different references following the authors(s) name.  The point size of this space may be adjusted slightly so the text fits on one page if it runs over onto the next poage.  

General form

Place names aligned left.  Use the first authors full first and last name and middle initial.  Following the author(s) name, place the date, then tab to 0.5 inches and set the paragraph with a hanging indent of 0.5 inches.  Use only one space following periods.  Example:

Murray, William B.

1992
Antlers and Counting in Northeast Mexican Rock Art. American Indian Rock Art. Volume XV. American Rock Art Research Association. San Miguel, California.

Book, single author

Martineau, La Van

1976
The Rocks Begin to Speak. K C Publications, Las Vegas, Nevada.

Williamson, Ray A.

1984
Living the Sky. The Cosmos of the American Indian. Houghton Mifflin, Boston, Massachusetts.

Use appropriate format for foreign-language titles, in respect to capitalization, accents, etc.  For titles published in non-Roman alphabets—Chinese, Cyrillic, etc.—give the title in Romanized transcription when possible, with English translation of the title following immediately in brackets.

Book, multiple authors

Cunkle, James R. and Markus A. Jacquemain

1978
Stone Magic of the Ancients. Golden West, Phoenix, Arizona.

Place only the first author’s name in reverse order and use commas between each following name.  For editions, use 1st, 2nd, 3rd, 4th, 5th, etc., and set off numbered editions with periods.  Also, note whether an edition is revised or if it is a facsimile edition.

Edited or compiled book (editor or compiler as “author”)

Dibble, Charles E. (editor)

1980
[sixteenth century] Codice Xolotl. Universidad Autónoma de Mexico, Mexico, D.F.

McHugh, W. (editor)

1977
The Teaching of Archaeology. Southern Illinois University Press, Carbondale.

Translated book

Lėvesque, Francine H.

1999
Rock Painitngs of the Múeene River.  Translated by Overton J Martin and Paula J. Lees, Archaeological Society, Hoomerton, France.

Reissued or reprinted book

When it is desirable to indicate the original publication date of a book together with the reissue or reprint date, the following format should be used.

Schaafsma, Polly
1994
[1971] The Rock Art of Utah. Reprinted by University of Utah Press, Salt Lake City. Originally published by the Peabody Museum of Archaeology and Ethnology, Harvard University. Cambridge, Massachusetts.

Corresponding that citations in the text would be, e.g., (Schaafsma 1994 [1971])).

Book or other item, no author

PCS Environmental Engineering

1991
A Survey of Archaeological Sites around the Proposed Utah County Landfill Expansion. PCS Environmental Engineering, Salt Lake City, Utah.

U.S. Government Printing Office

1997
Style Manual. U.S. Government Printing Office, Washington, D.C.

Multivolume set

Biggar, H. P. (editor)

1929
The Works of Samuel de Champlain, vol. III. The Champlain Society, Toronto.

Castleton, Kenneth B.

1978-1979
Petroglyphs and Pictographs of Utah, 2 vols. Utah Museum of Natural History, Salt Lake City.

The name of the set is italicized, and the volume number follows, set off by a comma, to specify reference to a single volume.  The reference must be unequivocal about whether a particular volume or the entire set is referenced, and which volume it is in each case.  See above for citation format for single volumes when more than one is cited.

Titled volume/monograph in a series

Geib, Phil R.

1967
Glen Canyon Revisited. University of Utah Anthropological Papers No. 119. University of Utah Press, Salt Lake City, Utah.

Madsen, David B., and Jim F. O’Connell (editors)

1982
Man and Environment in the Great Basin. SAA Papers No. 2. Society for American Archaeology, Washington, D.C.

Sally J. Cole

1987
An Analysis of the Prehistoric and Historic Rock Art of West Central Colorado. Cultural Resource Series No. 21. Bureau of Land Management, Colorado State Office, Denver.

Italicize the title of the volume/monograph and list the series name, publisher, and place of publication in the format given above. 

Article in a journal

Manning, Steven J.

1992
The Lobed-circle Image in the Basketmaker Petroglyphs of Southeastern Utah. Utah Archaeology 1992:1-37.

Renaud, Etienne B.

1948
Kokopelli: A Study in Pueblo Mythology. Southwestern Lore 19(2):25-40.

Johnson, Clay

1998
Bedrock Holes. Utah Rock Art, 18:29-42. Paper presented at the 18th Annual Symposium, Delta, Utah. Utah Rock Art Research Association, Salt Lake City.

If each issue of a journal begins with page 1, the issue number must be included in parentheses following the volume number.  The issue number is not used when the journal is paginated continuously (sequentially paged) throughout the volume. Note also that all digits are used in page references.

Article, group author

Utah Rock Art Research Committee

1986
The Virgin Kayenta Style, Does it Exist? Utah Archaeological Research Notes 2(1):12-18.

Article in a magazine, no author

The Petrographs of Cedar Mesa

1960
Southwestern Legacy. 21 September:11-15.

This format also applies to encyclopedia entries.  Do not use: a, an, or the (initial articles) when alphabetizing.  For an authored article in a magazine, follow the format for an article in a journal, but use the date, month, and page numbers as specified here.

Item in a newspaper

When non-authored items appear:
Salt Lake Tribune
1999
Include a short description of what is being cited, add page numbers, if paginated, for example: Advertisement placed by Peter Solverment. 12 August, Page B5. Salt Lake City, Utah.

When authored items appear:

Funk, Marianne
1994
Kane Man Guilty of Carving Petroglyphs. Desert News 12 March:B2.

Article in edited book or monograph

Lyneis, Margaret M.

1996.
Pueblo II―Pueblo III Change in Southwestern Utah, the Arizona Strip, and Southern Nevada. In The Prehistoric Pueblo World, A.D. 1150-1350, edited by Michael A. Adler, pp. 11-28. University of Arizona Press, Tucson.

Schaafsma, Polly

1978
Rock Art. In Great Basin, edited by Warren L. d’Azevedo, pp. 215—226. Handbook of North American Indians, vol. 11, W. C. Sturtevant, general editor, Smithsonian Institution, Washington, D.C.

When the volumes are individually titled, the volume title is italicized; otherwise, the series name is italicized.  The editor’s name follows the volume title or series name and volume number, and is followed by the inclusive page numbers. The same reference format is used for articles in the Handbook of Middle American Indians and the Handbook of South American Indians.

Article in proceedings, transactions, or annual reports series

Nancy H Olsen

1981
Anasazi Rock Art: A Visual Communications System. Proceedings of the Anasazi Symposium 1981, pp. 91-105. Mesa Verde Museum Association, Mesa Verde National Park, Colorado.

Paper presented at a meeting

Rogers, Hough C. and Von Del Chamberlain 

1995
Tracking Stars in Dinétah: Astronomical Symbolism in Gobernador Phase Rock Art.  Paper presented at the Eight Annual Navajo Studies Conference, Farmington, New Mexico.

Written permission from the author(s) of a presented paper must be obtained before it may be cited. Use Roman or Arabic numerals for the number of the conference, congress, etc., as is used in the name and be sure to include the location.

A book review

Carlson, John B.

1976
Review of Archaeoastronomy in America, edited by Anthony F, Aveni. University of Texas Press, Austin. Journal for the History of Archaeoastronomy 7:205-206.

Only the title of the material being reviewed is italicized. 

Contract and proprietary reports

Use the following format only for reports that are not published as parts of any series.  When a series is identified (e.g., Archaeological Series, Arizona State Museum; Research Series, Arkansas Archeological Survey), follow the format for volumes/monographs in a series given above.  Otherwise, cite by author(s), editor(s), or compilers, as appropriate; date of completion or submission; and title.  Follow that with the name of the institution through which the report was prepared, and then the agency or institution that paid for the report.  Occasionally these will be the same; if so, indicate that clearly.  Contract numbers should be given when available and National Technical Information Service (NTIS) numbers when appropriate.  In an effort to improve the problem of non-availabiity of “gray” literature, indicate where copies maybe obtained.  Cite only materials that are publicly available.  Authors should make special efforts to obtain all the listed information for their citations, even when some is not given in the publication.

Hewitt, Nancy J., Betsy L. Tips, Alan R. Schroedl and William A. Lucius

1987
The Canyonlands Archaeological Project, Year 1. Submitted to National Park Service, contract CX 1200-4-A063. Copies available from National Park Service Denver, Colorado. 

James, Steven B.

1978
An Archaeological Survey of Seismic Lines West of Arches National Park And in the San Rafael Desert, Grand And Emery Counties, Utah. Department of Anthropology, University of Utah. Submitted to Pacific West Exploitation Company, permit 77-UT-081.  Copies available from Department of Anthropology, University of Utah.

Bechtel Group, Inc.

1983
Cultural Resources Investigations, Gibson Dome Location, Paradox Basin, Utah.  ONWI-468, prepared for the Office of Nuclear Waste Isolation, Battelle Memorial Institute, Columbus, Ohio. Copies available from the Department of Energy, Washington D.C.

Dissertation or thesis

If you consult a non-microfilm copy of a dissertation or thesis, use the following format:

Schroedl, Alan R.

1976
The Archaic of the Northern Colorado Plateau. Unpublished Ph.D. dissertation, Department of Anthropology, University of Utah, Salt Lake City, Utah.

If you consult a University Microfilms copy of a dissertation or thesis:

King, Helen Jean

2001
Interpreting Shoshone Cosmology: Rock Art Symbolism, Metaphor and Meaning. Unpublished Masters thesis, University of Texas, Arlington. University Microfilms, Ann Arbor.

For a Master’s thesis, use the designation “Master’s thesis” in place of “Ph.D. dissertation”.  Be sure to indicate where the thesis or dissertation can be located.

In-press manuscript (article or book)

These formats should be used only if a manuscript has been accepted for publication.  Material submitted but not yet accepted for publication (i.e., still under consideration) should be referenced in manuscript form.  All use of in-press materials requires written permission of the author(s).

Coulam Nancy J., and Alan R. Schroedl

1996
Early Archaic Clay Figurines from Cowboy and Walters Caves in Southwestern Utah. Kiva, in press.

Use the above format when it is certain that the item will be published in the year cited.

Moore, Sabra
1998
Petroglyphs: Ancient Language/Sacred Art. Light Publishers, Santa Fe, New Mexico, in press. Manuscript 1996.

Use the above format to add information on the date of submission, e.g., “Manuscript 1996” in the example above, particularly when there is a lag between the submission date and the anticipated publication date.

Warner, Jesse E.

2002
Hands and Feet as Phalli and Vulviforms. Paper presented at the 1999 combined American Rock Research Association and IROC Congress at Ripon, Wisconsin. To be published in Patina. Vol. 2. Utah Rock Art Research Association. Salt Lake City, Utah.

Unpublished manuscript

The use of unpublished manuscripts requires written permission from the author(s), or in cases where materials are held by a repository, permission from the repository.  Cite the year in which the manuscript was written.  Do not use “n.d.”.  If a date is not available, give a best estimate (e.g., ca. 1962, ca. 1970’s).  All updates should be furnished as available (i.e., if an unpublished manuscript is accepted for publication).

If you are referencing your own unpublished material, or a copy of someone else’s unpublished material that is in your possession, give complete information about where a copy may be obtained.  It is no longer acceptable to use the format “Manuscript in possession of author”.
Thomas, Johnson
2000
An Interpretation of some Rock Art Symbols from Peters Canyon. Manuscript on file, Department of Anthropology, Lucerne Museum, Altamont, Utah.

If you are referencing materials such as field notes, reports, etc., that are on file in a repository, consider the following example:

Borchers, P. E. (supervisor)

1971—1975
Restoration Drawings of the Pueblo of Walpi and the Pueblo of Walpi at the Southwestern end of First Mesa, Hopi Reservation, Arizona. Drawings on file, Historic American Buildings Survey, National Park Service, Washington, D.C.

ADDITIONAL REFERENCES FOR AUTHORS

Follett, W.

1966
Modern American Usage. Edited and completed by J. Barzun in collaboration with C. Baker, F. W. Dupee, D. Fitts, J. D. Hart, P. McGinley, and L. Trilling. Hill and Wang, New York. [Reissued by Warner Communications in 1977.]

Fulton, Wayne
2000
A Few Scanning Tips. Self-published. See www.scantips.com for ordering information.

Gifford, C. A., and C. A. Heathington

1989
Arizona State Museum Style Guide. 2nd edition. Archaeological Series No. 180. Arizona State Museum, University of Arizona, Tucson.

Goldstein, N. (editor)

1992
The Associated Press Stylebook and Libel Manual. Addison-Wesley, Reading, Massachusetts.

Johnson, E. D.

1991
The Handbook of Good English. Washington Square Press, New York.

Merriam-Webster (The authority for spelling in Utah Rock Art)

1981
Webster’s Third New International Dictionary (unabridged), Merriam-Webster, Springfield, Massachusetts.

For word usage not found in the Merriam-Webster’s Collegiate Dictionary, 10th ed. Consult:

1985
Webster’s Standard American Style Manual. Merriam-Webster, Springfield, Massachusetts.

1993
Merriam-Webster’s Collegiate Dictionary. 10th ed. Merriam-Webster, Springfield, Massachusetts.

Miller, C., and K. Swift

1988
The Handbook of Nonsexist Writing for Writers, Editors and Speakers. 2nd edition HarperCollins, New York.

Miliward, C.

1983
Handbook for Writers. 2nd edition, CBS College Publishing, New York.

O’conner, Patricia T. 

1996
Woe is I: The Grammarphobes Guide to Better English in Plain English.
Rozakis. Laurie E.

1997
The Complete Idiots Guide to Grammar and Style.  Alpha Books, a division of Simon & Schuster Macmillan, New York, NY.

Strunk, William Jr., E. B. White, Charles Osgood and Rodger Angell.

2000
The Elements of Style. Allyn & Bacon. 

University of Chicago Press

1982 The Chicago Manual of Style. 14th edition University of Chicago Press, Chicago.

1987 Chicago Guide to Preparing Electronic Manuscripts for Authors and Publishers. University of Chicago Press, Chicago. 

1  Titles and headlines are easier to read and capture attention easier if they are in a non-serf font like Universal (or Verdana, which is commonly used on the Internet). Most Web pages, magazines, and newspaper headlines are formatted in this manner.  In addition, studies have shown that most people look at the top right of a page before they read it, so this is where the author and title will be placed.  This also makes papers easier to find while thumbing through the publication.
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