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Before We Start 

A remmder for when you wrlle 

Omat needless words 
Vagorous wntmg as conc1se A sentence should contam no 

unnecessary words, a paragraph no unnecessary sentences, for the 
same reason that a drawmg should have no unnecessary lmes and 
a machme no unnecessary parts 11us reqwres not that the wnter 
make all h1s sentences short, or that he av01d all detall and treat h1s 
subjects only m outlme, but that every word tell 

WJiham Strunk, Jr 
The Elements of Style 
1918 

1 



lntroductlon 

Convenuons of style-the way to spell, punctuate, use tncky words, orgaruze a 
document's utles and headmgs, or wnte symbols-vary cons1derably from one pubhsher 
to anotber CIA T 1s no excepuon and has 1ts own ways of usmg convenuons 
cons!Stently tbroughout 1ts vanous pubhcat10ns Styles, hke fash10ns, evolve as tberr 
users evolve, and CIA Ts style has changed cons1derably smce handouts on style 
gu1dehnes were first 1ssued m 1982 These new notes mm to proVlde an easy gu1de to 
CIATs style, as evolved so far 

Style Manuals to Use 

CIAT avo1ds the temptauon of developmg an 1d10syncrauc style, developmg norms 
only where cons1stent answers cannot be found among the numerous style mam1als for 
the Enghsh language CIATs preferred style manual !S 

CBE (Councll of B10logy Edltors) 1983 CBE style manual A gu1de for autbors, 
ed1tors, and pubhshers m the b10log¡cal SClences 5th ed Bethesda, MD 
324p 

followed by 

Umvemty of Chlcago Press 1982 The Chlcago manual of style for authors, 
edltors, and copywnters 13th ed 738 p 

Otber useful manuals are 

ASA (Amencan Socrety of Agronomy), CSSA (Crop Scrence Socrety of Amenca), 
and SSSA (Soll Scrence Socrety of Amenca) 1988 Pubhcauons handbook and 
style manual Mad1son, WI 92 p 

Umted States Government Pnntmg Office 1984 Style manual Washington, OC 
479 p 

These manuals can be consulted m the Commurucauons Urut, CIAT CIAT 
edltors are also compilmg and wntmg a style manual for tbe Sparush language A 
prehmmary vers10n 1s due out m 1993 

Page Count 

To count pages, CIA T me asures 

One manuscnpt page as 2175 x 28 cm (8 1/2 x 11 m), double-spaced typescnpt 

One pnnted page as 14 5 x 22 cm, 26 p1cas 
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As equJValent to one manuscnpt page 
table text covenng more than half a page (atable 3 3/4 pages long lS 

4 manuscnpt pages), 
two tables, each less than half a page, or 
one figure 

The rat1o of manuscnpt pages to pnnted pages as 5 3 

Sparush language manuscnpts as bemg about 15% longer than the1r EngllSh 
equ1valents 

Form of Pubhcation 

CIATs Commumcauons Umt ed1ts aH kmds of documents, the commonest ones are 

Form Pages Pages lllustrataons Observat1ons 
m scnpt m pnnt 

Leaflet 13 Y es 

Booklet 15-100 9 60 Y es 

Catalog No hrmt No hrmt No Often m 
typescnpt 

Workmg No hrmt B&w Onlym 
document typescnpt 

Sermnar 130 No Only m 
paper typescnpt 

Abstract 1/2 

Feature 1 6 Parag to Y es Newsletters 
art1cle 2 pages and newspapers 

Report No hm1t No hm1t Y es Often m 
typescnpt 

Book No hrmt No hrmt Y es lnclud proceed 
and manuals 

Joumal Vanable Vanable Y es Ed1ted only, 
paper no clean copy 

Press 13 Y es Onlym 
release typescnpt 
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Title Page 

To help edltors 1dent1fy one manuscnpt from another on therr desk, a t1tle page lS 

useful Center the followmg detaJls on the page 

T1tle of the paper, 
Name of the author, 
ProfeSSlonal tltle of author, and 
lnstltutlonal affihauon and address (1f outs1de CIATs headquarters m Palnura, 

Co!omb1a) 

Degrees need not be menuoned 

lf authors need the tltle page of the publlsbed document to be set m a certam 
way, they should mclude suggest10ns and lllustratlons Wltb therr manuscnpt 

Abstrac:t 

An abstract lS a précls, that 15, a very bnef (max1mum 250 words), descnpuve 
snmmmg-up of the document's contents Usually, 1t does not contam abbrevmtlons, 
symbols, or references It can be clted out of context, Wlthout loss of mtegnty to 
e1ther the document or 1tself, m mdexmg semces, atatlon semces, hbrary catalogs, 
annotated b1bhograph1es, and other semces It usually appears after the tltle of the 
documenL 

Summary 

A summary, m contrast. usually appears at the end of the text after the conclus1ons lt 
lS also a snmmmg-up of the document's contents, but auns to round off the reader's 
understatldmg of the document's methodolog¡es, sallent findmgs, and concluslons. As 
such, 1t cannot be ated out of context Wlthout damag¡ng 1ts own and the document's 
mtegnty Snmmanes are sometlmes g¡ven m severallanguages lt lS the authors' 
respons1bility to ensure adequate translatlon The length of a summary depends on 
the document's compleXlty and s1ze, and may contam abbreVlatiOns, symbols, and 
references 

KeyWords 

Key words are not normally used m CIAT pubhcat1ons However, they are often 
requested by outs1de Joumals Close attentlon should be prud to the 1nstruet1ons g¡ven 
by these joumals 
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Text 

Type manuscnpts m double spacmg on only one stde of each page, measurmg 21 75 x 
28 cm (8 1/2 x 11 mches) 

Leave at least 3 cm for the left hand margm Th!S allows the edttor to make 
comments, tf necessary 

Do NOT JUStlfy the nght-hand margm, but leave tt ragged, wtth no words 
dtvtded 

Indent the first !me of each paragraph, except after certam headmgs (see 
Appendtx III, p 21) Leave a one !me space between paragraphs 

Footnotes 

Avmd them whenever posstble If footnotes must be used, then 

In the text - number them consecuuvely (1, 2, 3, , n) m the wntten text from 
page 1 to last page Sometlmes, on the fust page of the text, an author by-bne IS 

needed It g¡ves the authors' titles and the tnstltutlons where they work (but not 
full addresses) It ts always footnoted wtth an astensk (*) 

In the table - letter footnotes consecutlvely (a, b, e, , z) Wlthm any g¡ven table, 
that IS, for each table, the footnotes are re lettered from a, b, e, etc 

- sometlmes, when statlstlcs are used, letters cannot be used 
Symbols are used 1nstead These are t. *· §, ~, ,, # Reserve the astensk (•) jor 
Sliúlsllcal Slgnificance only 

In the figure - they are not used Please mcorporate them mto the text, captlon, 
or legend 

Tables 

Type each table, however small, on a separate page 

Number al! tables consecutlvely (Table 1 , Table 2 , Table 3 , , Table n ) from 
page 1 of the text to the last page Avmd other numbenng systems, unless requested 
by outstde JOumals or entities 

For numbers used w1thm tables, dectmals should be kept under each other, as 
should the dashes for ranges That 1s, 
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Use thu And not Use thu And not 
system thu system. thu 

280 28 4-6 4-6 
00 321--45 321--453 
41 4099 201-24 201-24 

5368 536 8 
09 9 

5698 569799 

Use"-" when no data are avallable, "O" when the data show no quanuty, and blank 
when the column or row headmg 1s not relevant, for example, 

Table 1 Agncultural acllVllles m Make Beheve, 
1989 

AetlVlty 

Beans 
MlUZe 
Sugarcane 
Plgs 
Cattle 
Poultry 

Order table foomotes as follows 

a. 
b 

kg/ha 

285 
o 

• (stausucal slgruficance only) 
SOURCES Reference A 

Reference B 
Reference C 

an/ha 

200 
1.5 

References clled Wllhm a g1ven table are for that table only 

Unless the field data are very crowded, and column and row lmes would help the 
reader, avmd decoraung the tables w1th boxes, column lmes, row lmes, fancy spanners, 
and "Total" lmes Use only these four lmes 
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Table headmg 
(1) 

Column t1tle Column tltle 
(2) (spanner) 

Col subtule Col subt1tle 
(3) 

Row tltle F1eld data F1eld data 
Etc Etc Etc 
Etc Etc Etc 

(4) 

Illustrataons 

Illustratwns vary cons1derably m type, s1ze shape, and color The most common are 

Graphs, 
D1agrams and charts, 
Drawmgs, 

Maps 
Overhead proJectwn shdes, and 
Photographs (pnnts or shdes) 

Put each lilustratwn, no matter how smaJI, on a separate page, together WJth 1ts 
capt10n For example attach a black and wh1te pnnt to the top of a standard 
manuscnpt page (see p 3) At the bottom of the page, type the captlon m double 
spacmg UnJ1ke for tables, captlons go below therr respeCtive illustratlons Nurnber 
each 11lustrat10n consecutlvely (F1gure 1 , Figure 2, Figure 3 , , Figure n) from page 
1 of the text to the last page 

Where lilustratlons are nuxed, for example, mvolvmg five graphs, a map, three 
photos, and a drawmg use the word Figure" throughout Where the Illustratlons 
conslSt of onJy one type, e g , only of maps, then use the appropnate word, that 15, Map 
1 , Map 2 , Map 3 , etc 

lf maps are used to lilustrate locauons mentwned m the text, mcludmg regwns 
such as bean producmg areas, take care that all locatlons are mentioned Mark 
latitudes to the east of the map, and longitudes to the north If the map shows onJy a 
region, then !abe! bordenng countnes, oceans, maJor nvers, and other s1gruficant 
features that would help locate the regwn, even If they are not ment10ned m the text 

References for Illustratwns go at the end of the capt10n m parentheses 

If an lilustratlon IS broken mto parts, !abe! each part consecutiVely by capltaJ 
letter (A, B, C, , Z) When the mam text refers to a specific part of a figure, then 
ate 1t as follows 
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temperature (F1gure 2C), alt1tude (Figure 2D) 
As shown m Figure 48, the beans 

Acknowledgments 

Acknowledgments can be placed at the front of the document, after the Preface or 
Abstract, or at the back of the document, before the Reference List (or B1bhography) 
The dúference m usage depends on the m house style At CIAT, acknowledgments 
are placed at the front, whereas m many JOUrnals, they are placed at the back 

Catataons and Reference L1sts 

CIAT follows the author-year system Examples of cltatlons are 

(1) Ayonoadu {1974) reponed 

(2) was found (Schwartz and Gálvez, 1980) 

(3) Escobar et al {1985) d1scovered 
("et aJ " lS used for three or more authors, no Jtallcs) 

(4) for release m Colombia (P Mendoza, 1988, personal commumcatlon) 

(5) for aad smls (R Schultze Kraft, 1987, unpubhshed data) 

(6) lughly res1stant (New releases of pasture plants, 1985) -
(for any anonymous work, ate the t1tle and year of pubhcatlon Do not 
use "Anon " or Anonymous ) 

(7) m MalaWI {CIAT, 1976) 

(8) solls m Colorado (USDA, 1980) 
(where the author 1s an entlty, a lot of space can be saved by reduang 
the enlity's name to an acronym Each t1me a document wntten by that 
entlty 1s clled m the text, the acronym saves space The full atat10n m 
the reference hst would be found by checkmg under the acronym, wh1ch 
would have followmg 11, m parentheses, the full name spelled out ) 

Type aJl reference hsts and blbhograph1es m DOUBLE SPACING Th1s helps 
the ed1tor when checkmg references 

A reference /1St contams only those references c1ted m the document, mcludmg m 
tables, figures, and append1ces Do not hst references that are not ated 
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• 

In contras!, a b1blwgraphy mcludes references that are not c1ted m the document, 
but would be, for example, useful supplementary readmg 

CIAT has 1ts own system of wntmg references 

To abbrev1ate JOUrnal utles, CIAT uses BIOSIS's Senal Sources for the BIOSIS 
Data Base If an abbrevmtwn cannot be found, then CIAT uses the ISO 
Standards Handbook 1 Both volumes can be consulted m the Llbrary 

Note how the punctuat10n 1s used 

Journal 
Ayonoadu, U W U 1974 Races of bean anthracnose m MalaWJ Can. J 
Bot 55(8) 867 871 

Annual report 
CIAT (Centro Internacional de Agncultura Tropical) 1976 Annual repon 

1975 Cah, Colombia 420 p 

Book 
Schwartz, F F and Gálvez G E (eds) 1980 Bean producuon problems 

D1sease msect sml and chmauc constramts of Phaseo/us vulgans CIAT 
senes no 09EB 1 Centro InternaciOnal de Agricultura Trop1cal (CIAT), 
Cal1, Colomb1a 424 p 

Chapter m book 
Purcúull, D E , Henderson, J F, and Edwardson, J B 1981 PoteJMruses 

In Kurstak, E ( ed ) Plant VIrus mfect10ns Handbook of comparauve 
d1agnos1s North Holland Bwmed1cal Press, Amsterdam, Netherlands 
p 627 693 

Agency as author 
USDA (Uruted States Department of Agnculture), Sml Conservauon 

Semce, Sml Survey Staff 1980 Sml survey of central eastern Colorado 
Washmgton DC, USA 39 p (5 maps ) 

Anonymous works 
New releases of pasture plants 1985 Trop Grassl 19(3) 137 142 

Fore1gn language works 
Ducke, A 1949 Notas sobre a flora neotróp1ca, 11 As legununosas da 

Amazorua bras1le1ra Boleum técruco no 29 Instituto de Pesqmsa 
Agropecuána do Norte (IPEAN), Belém, PA, Braz1l 248 p 
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Foretgn language references are not translated, except where the place name of 
the pubhsher s locatwn has a standard Enghsh equtvalent (see Webster's New World 
Du:ttonary}, for example, 

"Brastl becomes Braztl or 
Londres, Inglaterra becomes "London, England " 

Reference hsts and btbhographtes are alphabetJcally ordered by authors' names, 
talang mto account co authors' names, as follows 

Baggett, A S 1987 Introductton of 
-- and Struth, J S 1985 Grass legume 
Baggett, J R 1956a Effects of genettc 
-- 1956b The mhentance of reststance 
--, Frazter, W A, and McWhorter, F P 1956 
---, McWhorter, F P, and Frazter, W A 1952 
Sargeant, W R , J r 1978 
Sargeant, W R , Sr 1943 

Because eiAT ts an mternattonal center, tt encompasses severallanguages 
Handlmg names m reference hsts and b1bhographtes can be tncky as each language 
has tts own conventtons Where these cannot be followed, eiA T transposes and 
alphabettzes the names as follows 

eeCJha Azcón Agutlar 
Richard e De Long 
A J de Lorenzo 
Miguel J Franco D 
Gemechu Gedeno 
Aztz lbn Saud 
Phthp Loh Fook Seng 
Mary McDonald 
Peter John Macdonald 
Patnck J O'Hara 
Jmro Ortega y Gasset 
Mtchael T St Johns 
Jmme Sánchez Mendoza 
Htlda E Sarm1ento de e 
Leonard 't Mannetje 
James M van der Veen 
John Edward Vanderveen 
Helme zür Horst Meyer 

Azcón-Agutlar, e 
De Long, R e 
de Lorenzo, A J 
Franco D, M J 
Gemechu Gedeno 
Ibn-Saud, A 
Loh P F S 
McDonald, M 
Macdonald, P J 
O'Hara, P J 
Ortega 'y Gasset, J 
St Johns, M T 
Sánchez Mendoza, J 
Sarmtento de e , H E 
't MannetJe, L 
van der Veen, J M 
Vanderveen, J E 
zür Horst Meyer, H 

• The comma must be placed carefully to dtstmgutsb the mtltals of the famtly names from the tntltals of 
the gaven names 
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N B Although ed1tors check references when poss1ble, the final respons1biluy for the 
accuracy and completeness of references hes wuh the author 

L1sts of Spec.ahzed Terms 

These come after the reference hst or b1bhography 

Append1ces 

Wnte append1ces so that they can be extracted from the document WJthout damagmg 
the1r mtegnty or that of the document They follow hsts of spec1ahzed terms 

Sorne Style Convent1ons Often Asked About 

When wntmg temperature ranges, leave a gap between the number and degree symbol, 
but for compass pomts, do not Ieave a gap, that 1s, 

25-27 •e BUT 54• 7 N 

Wnte percentages WJth the symbol closed up to the number that JS, 15%-20% 

Note Wnte "percentage of seeds," or seeds (%)" 

NOT percent seeds 
NOR % seeds 

Exchange rates 

1992 exchange rate Col$800 oo = US$1 oo 

Do not use the slas!J (/) as a subsutute for "and" "or, or and/or" 

A l1St WJth severa! levels of entry can be punctuated m many ways (see AppendiX 
1, p 17 19 CIAT does not spec1fy wh1ch system should be used, but use a Simple 
system and use 1t cons1stently throughout the document Introduce a hst by a colon, or 
by a comma, for example, 

as shown m the followmg vaneues 
m machmery, for example 
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The Latm abbreVIatJOns e g ' and "1.e " are best used where space ts at a 
preiDium, such as m tables, footnotes, or wtthm brackets OtherwtSe wnte out the1r 
Enghsh equ1valents ( 'for example" and "that ts") 

e g. = exemp/1 grat1a = for example Used to md1cate a select10n from a range 
of poss1bl11t1es, for example, 

Phaseolus vulgans beans come m a var1ety of colors (e g, yellow, 
yellow mottled, brown, wh1te, and red) and grow 

The colors ment10ned m the bst are only a sample of al! the powble 
colors of beans 

1 e = ul est = that ts U sed to ampbfy a pomt, or md1cate the ¡mphcatlon of an 
observatlon, for example, 

When large volumes of seeds (1 e , more than 30 kg) are not 
commerc1ally 

The author descnbes more about (ampbfies on) the volumes of seed 

Once the field was fertlhzed for the nce crop (1 e , wtth h1gher levels 
than those needed for pastures alone ), weed development 

The author expla1ns the 1mphcauon of the ferhhzer apphcatlon 

Acronyms and Uncommon Abbrevmt1ons 

Spell out acronyrns or uncommon abbreVIatJOns the first tlme they are used, wtth the 
acronym or abbreVIatlon g1ven m parentheses You can then use the acronym or 
abbreVIatlon alone, for example 

Empresa Brasile1ra de Pesqu1sa Agropecuána (EMBRAPA), or 
meters above sea leve! (mas 1 ) 

Well known abbrev1at1ons do not have full stops, for example, 

kg, ha, t, m, 

except those that can be confused w1th words 

an (for "arumal, not 'an for the artlcle), or 
f o b (for fre1ght on board, not fob' meamng to tnck or put off) 
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N ames 

For agncu1tural chemJcals, use the common name, not the chermcal name, and put the 
trade name m parentheses, for example, 

was successful With maneb (D1thane M 22) , 

but av01d 

was successful With manganese ethylene bisdithiocarbamate 

When you use the common name of a plant or arumal, always add the saentific 
nome at the first ment10n of the orgarusrn, for example, 

common centro ( Centrosema pubescens ), or 
coro earworm (He/10tlus amugera) 

If you need to add the authonues of a scJenufic name, place them m parentheses 
Within the first parentheses, that 1s, 

cowpea (Vigna ungUJcu/ata ssp ungUJcu/ata (L) Walp) 

Word Usage 

Use a good book on word usage, for example, 

Bernste1n, T M 1965 The careful wnter A modero gu1de to Enghsh usage 
Atheneurn, New York 487 p 

Fowler, H W 1965 A d1cllonary of modero Enghsh usage 2nd ed rev by Srr 
Eroest Gowers Oxford Uruversity Press, Oxford 725 p 

Strunk, W, Jr and Wh1te, E B 1979 The elements of style, With revlSlons, an 
mtroduct10n, anda chapter on wntmg 3rd ed Macrmllan, New York 92 p 

CIAT authors would also be WISe to 

Always check the d1fferent mearungs of ensure," "assure," and "msure" 

Note that "compared wllh 1s used for comparmg surular thmgs and 'compared to 
lS used m analogies 

Check the d1Ct10nary for the correct mearungs of adJectives With Sirmlar spelhngs 
such as supplemental and supplementary or "elemental" and "elementary" 
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Prefer "ma¡ze" to "corn because the mearung of "corn" vanes m d1fferent parts oí 
the world For example, m England, 1t 15 a synonym for wheat In Scotland and 
Ireland, 1t refers to oats In many places, 1t 1s used as a collectlve term for 
cereals m general 

Remember that the sc1ent1fic name for rnaJZe 1s Zea mays L, not Zea ma¡z L 
"Maíz" 15 Sparush and comes from the Tamo (West lnd1es) word "maluz" or 
"mays n 

Where poss1ble, avo1d terrns such as "sem1weekly" and "b1annual " Prefer less 
amb1guous phrases, even 1f longer, such as "every 2 weeks" or "twlce a week." or 
"every 6 months" or "every 2 years" Keep "b1enrual" for plants to d15tlngu15h 
them from "annuals and 'perenruals " 

An area 15 "planted to" cassava, rather than "wllh" or "m" cassava 

Note that an orgarusm 1s 'reslStant to" or has "res1stance to" drought, whereas ll 15 
to/erant of' or has "tolerance or a d1sease Do NOT use "tolerant to" or "resJStant 
of" 

"Res1stance" 1rnphes that the subject offers a barner to the object (1 e, subject 
-> ObJect) Hence, the use of 'to, for example, 

the grass lS reslStant to splttlebug, that 15, the grass 1s offenng a barner to the 
bug. 

"Tolerance," however, 1rnphes that the subject accepts an act1on from the 
object (1 e, subJect <- obJect) Hence, the use of "of, for example, 

the grass lS to/erant of splttlebug, that 15, the grass rece1ves and suMves an 
attack from the bug 

Spellmg 

For doubts on the spelhng and meamng of words, use the Webster's Third New 
lntemat1onal D1chonacy or Webster's New World D1ct1onacy Second C.ollege Ed1tion 

Examples of spelhngs preferred at CIAT are found m the AppendJX 11, p 20 

Presentataon of Headmgs 

CIAT uses three levels of headmgs to d1v1de the text for eas1er readmg See AppendJX 
111, p 21, for an example of layout 

15 (('~l ( / -.' \. 
"----' 1 J J J 
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Presentmg the Manuscnpt to the Commumcat10ns Umt 

E.xcept for tables and Illustratlons, present your document m 

DOUBLE-SP ACED typescnpt, mcludmg references, hst af figure capuans, hst af 
spec1ahzed terrns, and append1ces 

Dtskette form (1 1/2 mch, Ward Perfect 51) 

Befare submittmg yaur manuscnpt, make sure 1t has all requued parts, for 
example, not anly the text, but alsa the 

tJ.tle page, 
cantents, 
fareward, 
preface, 
acknawledgments, 
abstract, 
key words, 
summary, 
references, 

spec1ahzed hsts, 
append1ces, 
annexes, 
mdex, 
translated parts, 
phatos and the1r capt10ns, 
tables, 
maps, and 
figures With the1r capuans and elements 

H angmals af, far example, Illustrauans, cannat be submitted, submit 
pbatacap1es 

Make sure that your manuscnpt 1s pnnted clearly PaJe scnpt With small pnnt lS 

hard ta read, espec¡aJJy after bemg ed1ted 

Once yaur secretary types the manuscnpt, check 1t far typmg errars, espeaally 
befare submitttng 1t ta an auts1de pubhsher or refereed JOurnal 
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Appendvc 1 Orgamzmg L1sts 

I.Jsts are 1tenuzed by varwus systems of Jetters, numbers, symbols, punctuauon, and 
mdenuon Such systems are used to teach, h1ghhght s•gruficant pomts, md1cate 
dJfferent levels of sJgmficance, and cross reference for dJScussJon m text. 

To help the reader, always choose the s1mplest poss1ble system of UeffilZlng lJSts. 
Use a nurumum of two entnes at each leve!, because an entry 1mphes a d1stmcuon 
between at least two 1deas For example, 1f you are dJScussmg only tree crops and 
cereals, do not say 

1 Tree crops 
a. Fruu 

2 Cereals 

but say 1 Tree crops 
2 Cereals 

or 1 Fruu trees 
2 Cereals 

By mtroducmg 'a Fruu' yo u are 1mplymg that there are other types of tree 
crops These types should also be menuoned, for example, 

1 Tree crops 
a. Fru1t 
b T1mber 
e Forage 

2 Cereals 

lnCldentally, th1s prmc1ple also apphes to headmgs m text (see Appendvl: II1, 
p 21) 

Commonly used systems are 

(1) A nuxture of roman and arab1c numbers and cap1tal and smallletters lbe 
example shows S levels of entry, but, WJth addJtlonal punctuatwn, thJS can 
extend to 15 levels 
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1 Vegetables 
A Starchy vegetables 

1 Potatoes 
a Insh 

1 Cheverolet 
u Summer 

b Sweet 
2 Pumpkm 

B Oreen leafy vegetables 
1 Spmach 
2 SJ!ver beet 

U FruJt 

(2) A number and full stop system, for example, 

1 
1 1 

1 1 1 and so on, untli mfimty However, more than three levels can 
confuse the reader 

(3) PunctuatJon, mdenuon, and spacmg are used when entry levels are few, not 
cross referenced m the text, nor are d1dactJc For example, 

The groups agreed that INGER should move toward the generatJon of 
genetJc vanab1hty, that 1s, 

Group 1 supported the proposal of rmplementJng the recurrent selectJon 
prOJect, takmg mto account the followmg factors 

Our countnes cannot proVJde already scarce economJc resources, and 

In developmg the prOJect, INGER's coordmator shall fully supply the 
scJentJfic method 

Group 2 d1scussed the relatJOnshlp between INGER and the pnvate 
sector, proposmg three opt10ns 

Contmue wnh the current method of germplasm dJstnbutJon, 

Openly d1stnbute germplasm to any natJOnal entJty that requests 1t, 
and 

Rev1se INGER s current pohcy on germplasm d1stnbut1on 
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(4) For modern simphcny, no punctuation, numbers, letters, nor symbols are 
used when each entry 1s no more than half a hne long, and when only one 
level of entry IS used For example, 

accordmg to the movements made durmg the operation 

frnt class = 300 m3 /ha 
second class = 300 to 600 m3 /ha 
tlurd class = 600 to 1200 m3 /ha 

(S) A bullet system IS often used m teachmg texts Although It can be extended 
to 8 levels by usmg large and small symbols, the number of levels depend 
on the type avallable The symbols most In use are 

• (black bullet) 
o (open bullet) 

• (black square) 
o (qpen square) 

v (tick) 
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AppendiX 11 Spelhngs Preferred at CIAT 

These words were chosen because they are "problem" words These are the ones most 
often wntten m d1fferent ways If you can thmk of any more that should go on th!S 
IISt, let us know 

bean fly 
cerrados (hab1tat) 
Cerrados (name of reg10n) 
Colomb1an Eastern Plams (name of re¡pon) 
Colomb1an North Coast (name of reg10n) 
frog skm d!Sease 
Great Lakes Reg10n (name of reg10n m eastern Afnca) 
leafcuttmg ant 
leafhopper 
leafnuner 
hvewe1ght 
llanos (hab1tat) 
llanos (name of reg10n) 
los llanos Onentales de Colomb1a 
mealybug 
mung bean 
N2 fixauon (not N fixat10n) 
Northeast Braz~l (name of reg10n) 
northeastern Braz¡J (Iocat10n) 
on-farm 
petn d!Sh 
splttlebug 
stemborer 
whltefly 
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Appendo: lll Orgamzmg Text Headmgs 

Chapter 12 

LEAFHOPPERS IN ASIA 

1o1m Fergusoo aod W C. Beo¡amm 

Text begms flusb Wlth the margm 

Next paragraph of text JS mdented 

1st Rice Lealboppers ID Asia 

Text begms flush Wlth the margm, Wlth the folloWing paragraphs mdented 

2nd Rice leafhoppers ID India 

Note that thJS leve! of headmg and the folloWing paragraph are both 
IDdented 

2nd Rice leafhoppers m Malaysia 

Avmd usmg only one headmg at a leve! The presence of one headmg 
mdlcates two 1deas, one under the headmg and one not The one Wlthout the 
headlng should be giVen one too (See Appendlx 1, p 17, for further 
explanauon ) 

3rd Johor state The headmg IS mdented and the text starts munediately, on 
the same !me 

3rd Kelatan state As menuoned before, always use a nurumum of two 
headmgs at each leve! 

1St Economu: lmportance of Rice Leafhoppers ID Asia 

The text begms flush With the margm 
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