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Abbreviations
Acronyms

Acronym: A word created from the first letters of each word in a series of words.  Eg Aids, Qantas, scuba, canola.  Generally, all lower-case or capitalised first letter only.  Exception if this usage looks odd – eg NATO.

Initialism: An abbreviation created from the first letter of each word in a series of words. Eg FBI, FAQ, AIIA.  Generally, all upper-case.

Acronyms in common usage do not need to be explained such as USA, UN, Anzac.  However, if in doubt, spell it out.  If using an acronym multiple times in one article, write out the full name with the acronym following in brackets, then use the acronym in subsequent mentions.  If it is referred to less than three times in an article, and it is not reasonably common, write the full name each time.  Eg

 The International Covenant on Civil and Political Rights (ICCPR) was adopted by the UN in 1966... Article 7 of the ICCPR prohibits torture and cruel, inhuman or degrading punishment.  The Fraser government ratified the ICCPR in 1980.

Watch for redundancies: ATM machine, PIN number, HIV virus.  

Ampersand
Avoid the use of & in the body of articles.  Use ‘and’ instead.  & can be used in footnote references between multiple authors.
E.g.

Avoid the use of e.g.  Use ‘for example’ instead.
Etc.
Avoid the use of etc.  Use ‘and so on’ instead.
Honorifics
Use honorifics or titles sparingly in articles, unless it provides relevant information about an occupation or status.  Do not use in author’s names.  It is preferable to spell out the honorific rather than abbreviate it, and do not use it each time.  
· Honorifics where the abbreviation finishes with the same letter as the full word do not need a full stop: Dr, Mrs, Ms.

· Honorifics where the abbreviation does not finish with the same letter as the full word need a full stop: Prof., Adm.
i.e.
Avoid the use of i.e. and use ‘that is’ instead.
Capitalisation

Governments, Departments and Titles
Use a capital where referencing a specific government, department or person’s job.

· Prime Minister Gillard addressed the Secretary of the Department of Foreign Affairs and Trade.
· France has a president as head of state, and a prime minister as head of government.
Language Usage
AIIA usage
· ACCESS

· Australian Institute of International Affairs (AIIA), thereafter AIIA

· Quarterly Access, never abbreviated

· Monthly Access, never abbreviated
Assumptions for an International Relations Audience
Assume that the reader is intelligent but may not be familiar with the topic on which you are writing.  Use interesting facts to impart the basic knowledge required to understand your article – for example, in writing about religion in Iran, you could start off with …

Although 98% of Iranians are Muslim, predominantly Shi’ite, there are seats reserved in Parliament for three protected minority religions – Zoroastrianism, Judaism and Christianity.  
Clarify and distinguish exactly to what or whom you are referring; people can be grouped by a common religion, a language, a nationality, an ethnicity, a philosophy.  
· A country is a geographical area of land.

· A nation is a homogenous group of people who historically share a culture, language and possibly religion.

· A state is a self-governing political entity. 

· A nation-state is when a country, nation and state overlap. 
Positive language
Where possible, use positive and neutral generic descriptors.  We are writing for an international audience, and should therefore aim to use enlightened and inoffensive language.
· A person with a disability, not a disabled person.

· Chairperson, police officer, instead of chairman or policeman.
· Use Aboriginal and Torres Strait Islander when referring to indigenous Australians.  

If men are referred to by their surname, ensure that women in the same article are referred to the same way.  For instance, if talking about Bill and Hillary Clinton in the same article, don’t refer to him as ‘Clinton’ and her as ‘Hillary Clinton’.  Use their full names or title – former President, Secretary of State – whichever reads more easily in the situation.
Avoid double negatives – rewrite sentences as a positive statement for more impact.

Tautologies

Avoid tautologies, such as unexpected surprise, absolutely essential, join together, new initiative, cancel out, etc.

Tense

Consistent tense usage throughout an article is vital; this needs to be checked during proofreading.

Layout
Justification
Articles should be justified; footnotes should be left-justified.
Spacing
One space after a comma, one space after a full stop.

Titles

Main title: “Start case” – capitalisation of all words.

Subtitles: “Sentence case” – capitalisation of the first word and proper nouns.

Eg Surviving the Outback: A guide to Australia’s Northern Territory and Kimberley
Numbers 

Numbers
Use numerals for numbers under 20; write out larger numbers.
Include country codes when writing about money, particularly dollars – A$30,000, US$2 billion.  It is preferable to use the original currency if it is a commonly converted currency, otherwise include a rough Australian converted amount.

Spell out symbols: per cent instead of %.

Names and Titles

Companies and Organisations
Follow the spelling and punctuation that they use themselves.  Check on their website if unsure.  
· World Trade Organization
Punctuation


Accents, Foreign Words
If a foreign word has become common in English, no need to italicise; however, please retain the accents. A résumé is different from a resume.  

Do not assume the reader knows other languages, and often a translation can be helpful even for people who know the word (for instance, a fatwa is often believed to be a ‘death warrant’, instead of a religious decision or ruling).  Italicise if not common.
Words which are translated from a language with a different alphabet usually have multiple acceptable spellings.  Check Wikipedia or GoogleFight to determine the most popular spelling. Consistency is the most important issue.  

Where different usages have political connotations (such as Burma vs Myanmar, East Timor vs Timor-Leste), go with whatever suits the article better.  Adding a sentence to address this controversy is probably a good idea.  Again, consistency is the most important.  

Quick tips: In Arabic, ‘al’ is like ‘the’.  It does not need to be capitalised unless it starts a sentence (al-Qaeda, al-Jazeera).

Many Asian countries (and Hungary) put a person’s family name before the given name – check this when referring to someone by a surname only.  Spanish people often have two surnames (one each from mother and father), which should both be used.  Icelandic last names are usually formed from the person’s relationship to father (Anderson is son of Anders) and may not be shared with anyone else in the family.
Apostrophes

Apostrophes are possessive, not plural.  

· We have PCs, DVDs and CDs from the 90s for sale.

· The MP’s suit is blue.
When the last letter is an s, still use an s after the possessive apostrophe.
· Gates’s briefcase.

Apostrophes also signify a contraction – it’s, you’re, we’re, they’ve – but try and avoid these in articles.
Brackets
Brackets are used to supply extra information which is not important.  The sentence should be complete even if you remove everything within the brackets.  For our purposes, it may be more readable to put this information into footnotes instead of within brackets.
Colons
Colons are used to introduce a list or explanation.  There should be a complete sentence before the colon, but not afterwards.
· Australian export was traditionally dominated by agriculture and mining: beef, wheat, coal and iron ore.
Commas
Use a comma to signify a small pause in the thought.  If there are two commas in one sentence, you should be able to remove what is between them and still have a full sentence.  
Ellipses

Ellipses are three dots … In informal usage they indicate a thought trailing off; in formal usage they signify that part of a quote has been left out.

‘Em’ dash –
An ‘em’dash is the width of an ‘m’.  It is used to indicate an abrupt insertion or change of thought – such as this – in the middle of a sentence.
‘En’ dash -
An ‘en’ dash is the width of an ‘n’.  It is used:

· To indicate a range: 1-15 April

· To link two places or things: The Sydney-Hobart yacht race
Exclamation Marks

Avoid them, unless quoting directly from another source.
Full Stops

Do not use between the letters of initialised country names, such as the USA or the UK.  Do not use in between initials of a person’s name, such as AA Milne.

Hyphens
Hyphens are used to create a compound adjective.  
· Post-Soviet state, not post Soviet state

· Iran-Iraq War, not Iran Iraq War

Avoid them within words, such as email, cooperate, intercontinental.
Italics

Use italics for the names of books, newspapers, ships, laws, some scientific names.  Company names do not need to be italicised.
Quotations 
Double quotation marks should be used around an in-paragraph quotation.  A long quotation should be formatted as a new paragraph, indented and not italicised.

Single quotation marks can be used around a word or idea which is uncommon or being used outside its normal usage.
Semicolons
Semicolons are used to join two short independent clauses.  To test if it is correct, it should look as though it replaces a full stop, not a comma.
Referencing

We use footnote referencing, with no bibliography.  Where a direct quote is used, always include the page number.

Article  
Surname, Firstname & Firstname Surname (Year) “Article Name” in Journal Name, Vol. X, No. Y, start page, optional quote page.

Book
Surname, Firstname  & Firstname Surname (Year) Book Name. Publisher: City, optional quote page.

Chapter from Edited Book
Author Surname, Firstname (Year) “Chapter Name” in Editor Surname, Firstname (ed), Book Name.  Publisher: City, start page, optional quote page.
Internet
Surname, Firstname OR Organisation (Year) Document Name, website address, date visited.

Newspaper article
Surname, Firstname, “Article Name” in Newspaper Name: City.  Date, page.
Spelling

American English
Do not use American English, unless in a direct quote.
	Americanizations
	Australian English

	Advisor
	Adviser

	Analyze
	Analyse

	Catalog
	Catalogue

	Center
	Centre

	Check (money)
	Cheque

	Color
	Colour

	Defense
	Defence

	Favorite
	Favourite

	Furor
	Furore

	Installment
	Instalment

	Jewelry
	Jewellery

	Maneuver
	Manoeuvre

	Skeptical
	Sceptical

	Traveler
	Traveller


Usage

Some commonly confused words:
	Noun
	Verb
	Adjective

	Advice
	Advise
	

	Council
	Counsel
	

	Dependant
	
	Dependent

	Licence
	License
	

	
	Loathe
	Loath

	Practice
	Practise
	

	Prophecy
	Prophesy
	

	Stationery
	
	Stationary


Its / It’s

‘It’s’ is a contraction of ‘it is’.  ‘Its’ is possessive.  

· It’s minding its own business.

Labor / Labour

In Australia, we labour at our place of employment; women go into labour when having a baby; however, Julia Gillard is in the Australian Labor Party.
Scandinavia

Scandinavia includes Sweden, Denmark, Norway and Iceland, not Finland.

UK

The United Kingdom includes England, Scotland, Wales and Northern Ireland.  Great Britain includes England, Scotland and Wales.

You’re / your
‘You’re’ is a contraction of ‘you are’.  ‘Your’ is possessive.

· You’re looking swanky in your new coat.
Decades
When entering decades, dates should be entered as 1990s as opposed to 90s or 1990's.
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