Environmental Reports & Documents Style Guide

A

absolutes
Rarely can a writer state with certainty that a precise impact will occur.   Use “approximately” when describing impacts determined with preliminary plans.

accident
Collision or crash is preferred over accident.  Accident suggests that the event happened by chance without apparent cause; vehicle collisions generally have an underlying cause.

active voice
Active voice is preferred over passive voice.  For example:  Passive voice = The letter was being mailed by Marilyn.  Active voice = Marilyn mailed the letter.   

acronyms
1st use in chapter/section – spell out, with generally accepted acronym to follow in parentheses.  For example:  Federal Highway Administration (FHWA).  

Use the acronym for all subsequent uses. 

Spell out acronyms that begin a sentence.  This rule overrules the previous rule. 

Use the acronym noted in Chapter I, Section 8 (“Glossary of Acronyms”) of the Environmental Procedures Manual

affect, effect
Used as a verb, affect means to influence.  Avoid using affect as a noun.  Effect is most commonly used as a noun, meaning consequence or result. 


B

brackets
Brackets [  ] are used to enclose parenthetical information within parentheses or to insert an explanation, clarification or correction into a direct quote.


C

City, county
Capitalize city or county if part of a proper name or when part of a formal title; e.g., City of Atlanta City Manager Peggy Smith, city Health Commissioner Jim Jones (city not part of the formal title).  Capitalize the full names of city and county governmental units:  the Fulton County Commission, but lowercase if used to distinguish from state or federal agencies:  the county Department of Social Services.  Lowercase plural combinations:  cities of Athens and Rome.  

Commissioner
On first reference, always use his full name and title:  Georgia DOT Commissioner Vance C. Smith, Jr., including middle initial, comma after “Smith,” and abbreviated “Jr.”  Subsequent references may be either Commissioner Smith, or the Commissioner, always capitalized.

county line
County line should not be capitalized (even when referring to a specific county line) and should not be hyphenated.


D

dates
Time, date and place:  3 p.m., Nov. 24, 2009.

If a month is used with a specific date, abbreviate Jan., Feb., Sept., Oct., Nov., and Dec.  Spell out if used alone or with a year.

Separate the year from the month and day with a comma; e.g., Nov. 24, 2009.  Omit the comma if the phrase only includes the month and year; e.g., November 2009.

If an event has a known duration, use “to” instead of “between”; e.g., “The open house will be from 4 p.m. to 7 p.m. on Tuesday Nov. 24 at the Civic Center.”

dimensions
Use figures and spell out the unit of measurement (feet, miles, etc.).  Hyphenate dimensions used as an adjective (e.g., 12-foot lanes).

Distances and numbers
Spell out when using numbers one through nine, use figures for 10 and above.

Districts
The GDOT’s seven districts (lowercase), but District One (uppercase).   


E

effect, affect
Effect, as a noun, means “something brought about by a cause or agent; result.”  Effect, as a verb, means “to produce a result.”  In environmental reports and documents, effect is used as a noun.

e.g. versus  i.e.
E.g. is the Latin abbreviation for exempli gratis, “free example.”  E.g. should precede list of examples.  I.e. is the Latin abbreviation for id est, “that is.”  I.e. should precede a restatement.  A comma should follow both e.g. and i.e.

e-mail
Always hyphenate. 

ensure, insure
Ensure means “to make sure or certain.”  Insure means “to cover with insurance” or “protect.”

environmental v. NEPA document
Since there are a number of reports and documents prepared in compliance with environmental laws and regulation, NEPA document is preferred

environmental justice populations
The GDOT’s preferred description is “minority and low income populations and communities.”

etc.
Etc. is the Latin abbreviation for et cetera, “other items or persons of the same sort.”  Etc. should not be used in environmental reports and documents.


F

federal
Do not capitalize except when used as part of the name of an agency.  For example, the Federal Highway Administration. 


G

Georgia Department of Transportation 
Spell out the first use.  All subsequent references should use GDOT or Georgia DOT. 


H

highway names
State Route 3, US Route 1 or Interstate 85 is preferred; however, in subsequent uses, SR 3, US 1 and I-85 is acceptable.  Note the hyphen when using the interstate’s short form.  When the highway name is located near the far right margin, be sure to avoid separation between the highway name/number by starting the whole name/number on the next line.  Example of incorrect separation of name/umber:  I- 
85.  

Do not capitalize state route or interstate on subsequent references without a specified highway number:  the state route will be closed during construction.  Do not capitalize route on subsequent references to a US route without a specified highway number.

Write out highway names on the first reference; subsequent uses should be abbreviated.  Use a space between SR 3 and US 1; use a hyphen for I-85.

HOT, high occupancy toll
Do not capitalize high occupancy toll unless used as a proper noun.

HOV, high occupancy vehicle
Do not capitalize high occupancy vehicle unless used as a proper noun.


I

i.e. versus e.g.
I.e. is the Latin abbreviation for id est, “that is.”  I.e. should precede a restatement.  E.g. is the Latin abbreviation for exempli gratis, “free example.”  E.g. should precede list of examples.  A comma should follow both e.g. and i.e.

insure, ensure
Insure means “to cover with insurance” or “protect.”  Ensure means “to make sure or certain.”  


Internet
Always capitalized and often preceded with “the.”

J


K


L


M


N

national
Do not capitalize.

NEPA v. environmental document
Since there are a number of reports and documents prepared in compliance with environmental laws and regulation, NEPA document is preferred.

numbers
Use figures for any number expressing time, measurement or money; e.g., 10 a.m., 5 miles, $8.

Write out one through nine; use figure for 10 and greater.

Write out numbers used at the beginning of a sentence; if possible, rewrite the sentence to avoid beginning with a large number.  This rule overrules the previous two.

Consistently use figures or words in a sentence or paragraph (unless the sentence begins with a number).   For example, “Forty citizens commented on the project; 30 were for the project, 5 were against it, 2 provided conditional support and 3 were uncommitted.”

Use figures for percentages and decimals.  If the decimal is less than one, a zero should precede the decimal point.

For numbers 1 million or greater, use a combination of words and figures, e.g. , $2 million budget, 1.6 million residents.


O

Office of Environmental Services
Since there are other GDOT offices with the initials “OES,” do not use this abbreviation.  Subsequent references may use environmental office.

P

Pagination and page numbers
Page numbers should always be inserted in documents, preferably positioned on the lower right side of the page.  The upper left or right side, or lower left side may be used for document identification purposes throughout.  For example:  Georgia DOT 2009 Manual of Guidance. 

As appropriate, Page 1 should begin with the actual document contents, after the Title Page, Introduction, Table of Contents, etc., which may be identified with succeeding Roman Numerals, I, II, III, and so on.  

parentheses
Parentheses are used to set off a parenthetical element or to enclose the source of a quotation if a footnote or endnote is not used.

park and ride
Use lowercase unless part of a formal name:  Hamilton Mill Park and Ride.

partnering
Partnering as a verb suggests equality in responsibility and contributions.  Substitute “working with” if parties are not equal partners.

percent
Spell out the word percent, rather than using the sign %, and precede with a figure.

phone numbers
Enclose the area code in parentheses; always include the area code.  If an extension number is included, use a comma to separate the main number from the extension.

project
Lowercase unless part of a formal name.

pronouns
Use pronouns that agree with their subjects in number, gender and case (objective v. subjective).  To avoid the use of he/she, rewrite the sentence with a plural subject.  For example, “Everyone should complete their timesheets each day.”  (everyone = singular, their = plural) to “Employees should complete their timesheets each day.”  (employees and their = plural)


Q

quotation marks
Quotation marks should enclose a direct quote or a special or unusual meaning.  They also are used to indicate the title of an article or section of a larger document.  They should not be used to emphasize a point.

Periods and commas are always placed inside of the closing quotation mark; semi-colons and colons are always placed outside of the closing quotation mark.  Dashes, exclamation marks and question marks are placed inside of the closing quotation mark if they are part of the direct quote; otherwise they are placed outside of the closing quotation mark.


R

right-of-way, rights-of-way
The GDOT’s preference is to hyphenate.  The preferred abbreviation is ROW.

S

state
Do not capitalize unless part of a formal name:  Georgia State University.  Do not capitalize when used as an adjective to specify a level of jurisdiction:  state funds, state Transportation Department.


T

that v. which
That and which are both relative pronouns.  That should introduce a restrictive or essential clause (additional information essential to the meaning of the sentence).  A restrictive clause should not be separated by commas.  Which should introduce a nonrestrictive or nonessential clause (descriptive information but not essential to the meaning of the sentence).   A nonrestrictive clause should be separated by commas.   If the writer is uncertain if a clause is restrictive or non restrictive, remove the clause from the sentence.  If the meaning of the sentence is altered, it is a restrictive clause; if the meaning of the sentence is not altered, it is a nonrestrictive clause.

type style/preferred fonts 

Clear, easy-to-read fonts should be used consistently throughout documents and reports.  Some suggestions are: 
· Tahoma
· Times New Roman
· Arial or Arial Narrow (a great space-saver)
· Calibri


U

Underway/Underway
When used as an adverb, under way is two words meaning “in progress” or “in motion.”  For example, “Plans for reconstructing the bridge are under way.”  

When used as an adjective, underway is one word “occurring, performed, or used while traveling.”  


V

vanpool
One word.

W

Web site
Two words, and the “W” is always capitalized. 

which v. that
Which and that are both relative pronouns.  Which should introduce a nonrestrictive or nonessential clause (descriptive information but not essential to the meaning of the sentence).   A nonrestrictive clause should be separated by commas.  That should introduce a restrictive or essential clause (additional information essential to the meaning of the sentence).  A restrictive clause should not be separated by commas.  If the writer is uncertain if a clause is restrictive or nonrestrictive, remove the clause from the sentence.  If the meaning of the sentence is altered, it is a restrictive clause; if the meaning of the sentence is not altered, it is a nonrestrictive clause.


X


Y


Z
