House Style
Abbreviations
BFA, PhD, MA, MD—no periods 

8:30 am (am / pm small caps, no periods) 

Accent Marks
sauté

passé

Noël / noël

crèche 
Capitalization
Pronouns for God are lowercased except in GuidepostsBooks and Ideals Magazine

Christmas Day, Thanksgiving Day, Mother’s Day 

Yuletide, yule log 

wise men from the East, three kings, the angel Gabriel, angels

Noël (= Christmas); noël (= a Christmas carol)  
heaven (CMS 8.117)

Pilgrims (capitalized when referring to the Pilgrims, otherwise l.c.), Plymouth Rock

the Crucifixion, the Resurrection (when referring to Christ’s Resurrection), 

the resurrection of Lazarus, the crucifixion of Roman criminals (lower cased) 
(CMS 8.116)

spring, summer, fall/autumn, winter—the four seasons are l.c. (CMS 8.94) unless they are personified abstractions (CMS 8.40)

Ping Pong, Hula Hoop, Bundt, Pokémon (all TM names—check AHD) 
Colons & Semicolons
First word immediately following a colon is not capitalized unless a series of sentences follows the colon. (except in GuidepostsBooks). 

First word immediately following a semicolon is not capitalized.

Commas
No comma before too at the end of a sentence.

Always use the serial comma. (except in GuidepostsBooks)

When a sentence begins with a conjunction (Or, And, But), it is not followed by a comma. 

With not . . . but construction: (CMS 6.41). Commas should be used before but when the not . . . but phrase is nonrestrictive. However, when it is restrictive (essential) to the meaning of the sentence, no comma is necessary unless needed for clarity of meaning.
Ellipses
Check for formatting of ellipses: three spaced dots . . . or a period followed by three spaced dots. . . . (at the end of a complete sentence). Never breaks across a line; see CMS 11.60 for an explanation of the only time an ellipsis begins a line. 

Em Dashes and En Dashes
No space before or after an em dash—and the em dash stays at the end of a line, never at the beginning of a line. (longest)

To indicate a range of numbers (such as a range of pages in an index), use an en dash: For Ages 3–6 (shorter than em dash, longer than hyphen . . . OPTION + HYPHEN in Quark) (CMS 6.83)

Hyphenation/Word Breaks

When a word breaks over a line, make sure there are at least 3 letters on either side of the hyphen. If a word is less than 6 letters long, it should not be hyphenated.

Christmas is never hyphenated

When a compound word (such as stepmother or bookkeeping) is broken over a line, the hyphen should go between the two parts of the word (step-mother not stepmo-ther; book-keeping not bookkeep-ing).

It’s okay to have a word break across the line from the bottom of one page to the top of a facing page (verso to recto); but not from the bottom of the page to the top of a back-side page (recto to verso).

Check for “ladders” when editing formatted text—two or more lines of stacked text ending in a hyphen

Italics
Direct, internal thought is italicized. (I wonder if we should italicize this, she thought.)

Poetry
Indent wrapped lines of poetry

Punctuate poetry as if it were prose—in other words, it may not need a comma at the end of every line.

Follow author’s pattern for capitalization. Don’t start each line with a capital letter if it isn’t that way in the original—unless it’s obviously an error.

Spacing
No double spaces between sentences. 

When text is designed and has reflowed, check again for double spaces between sentences/words. Sometimes there was one at the end of the line in the unformatted text.
