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TIR IReHT IHEEHT Tgha & | Jqels el qfeqar afd
i | ATAT WA AUEEHT T@TE, ALIHT, IS w9,
YT E, TR, ATIF Setiept AT b, Ferargsherad fafae
TEHT T A HE G, |

TAF GEA TEH AASC, [Soled SATGH Tl ATATH
TRAfehT & TFST | TbIO WUl fafag wrEdEr Amfid ¥
i THETar HEH THHT M W e Aeilel sraerea
T AEAE G | AG A@H, TEIEA, AISTESSl, TEE  AE

wEAT fAfyeadr, gestar T TeEadeel ik AriHesE TEY |
el qieqehTT @A @Al (RATIEHA,  AeR, gl et
qrugfafreT TART, TgHT AT, TARTT T&7 FTHAFT e T |
qGF T qEGEA AL Al qRAHMAT AR TR AT FA
FETEA TIES |
TIEH qEE FG UGARH, TSATKF qAT A i
AHAEEE! fqTT TAT THIMT T AT 81 | FTHTEA T TR T
AOAHT  TEATRT WY WG GRS T UhETAT g
HTIHATATS ST TN IT Je1ITT STeil (el TRTHT 27 |
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aEgHY faEE P Wiiwd wAEr, gHMERT ¥ Afqe geadfd
gferg WH T | AGHT AT IUGHT GH G fod, q@eh
foamerT Wifdepdrert yeafq T, F=T T famReT Gidqer AT T
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AT STeRTaelt, Aefere ores, are, fogd gETenTEaHT
af TEETAT WAT UA T FIHT @ TS |

o AGEHA TGH! [THTS AHUT USHEHT AT & q=T HAT
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TEITERF ¥ TEHETRIAT TEH TREE T8ET

TTEARAHEH oh THEEATs (FATTAREN FHHAT AT |
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o T« AW (References)
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afem fft qar el 1=

MEATEIFHT W Aad Wl qor afeds qeaar Fema a1
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AT af AT FERRUAT BT FATT AT qEed A
TATEAT ATITHT F SR T A G |
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AfEAT ¥ GRURT FHH ARIPR TAT FAA gy T BT
AT AT |
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FAA T VAT T G

AT ST ASHFH TART TG | TE 0 ¥ a9 | ¥30
EEN

FHT SAST AT, G0, Gar STEr 9 GANT T AU fqers
HETHT TEITS, | T - A1E 5 a9 |

T TATST TSEAT T AGHAT TElqe | S JemE 90

N



(3

()

A | B 9§ T

T AT YA SAATGT TSI ASHAT ACTID, | TEI : TqTeHT
3009 AT FEF 9 A AT AT |

AGHH! TANT T AATHHT Jomedt (574, foex, faaw anfe)
HERAT FEATE | T Arar & e sl fae 1 A g
e qriET STEAed FATe | (RUHET Ul WANT TaEr
qIF T TIWAT a7 FART THIG 1)

oo

fefecy STl T

U] FHH TUAAT THSHT [agHhl
T | T ¢ 0.9R fHaw |

wF fer, 3% faers, AW =rare anfe e deTue | TR
TG Ueh (T8 19 FaHT |

FHATAY STASTT ALRHAT FEITS, | ST ¢ B &7 a1 T
wfEATEH HTH |

AT WGP AgFEAT eatawH fagAwr TN THIg |
STET 1 AN/ LR XY R U

ARPT e AGF AERHT o&qTe | S A= ad
LGRS TR T | AR a8 gaewar & o fmes €4
& | wiftre e sigepard 9f AR gE T afees |

itre, fasm Sear fawamr gfqea srea gfqera FegAew
TART AT | ATOTHT 99 AERY dEIs | WS 0%
fradfer AUl fawomr T @@ Y AW | EEmEr 9s%
ATEEIS B |

BTHT STRHAT AT AIITNT TR ST |

fafq orear a4, Afedr ¥ AP FHAT AGTIG | S ¢ 0%
FER QT AT 0% /03/3q AETIE |

A AT AR AIHF FAN TG | TE : (A" 098 H

q0

(@)

1.

K

IETH |
FH TATSET ASHHT TTIAT ATl T FERFT ATIHAT H5h
TR TG, | T 2 9., (F)

Y qAT ATwerefl Medegs

ATE STl TN ATHE TRATEAR TS |

Aifqer afearar REC)
I IFS fez (m)
Ffeafaex (cm)
fafafrez (mm)
faug fFamm™ (Kg)
oI g (s)
SIEET:] Ffeas (C)
fomra amr TR (A)
foree AR 5 (Q)
F / Qi S ()
T =T (N)
e e (W)
afq frey gfadaee (m/s)
T forex wferatiees (m/s?)
BEL) TR (m?)
AT A (m)
PEicH fepetrm gfqemfer (Kg/m®)
= 9Tk (Pa)
At & (Hz)
arefrae wRE e (V)

11



R
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fagaeqens e, 99 afte T a7 G qH FErsdd |
fora aviHeT R gaa: foaer @y qar fquraeHr s
g | fort que gHEE U IS ¥ AAiETAT g% qefa
faas | For Ao wTet fAwafatad &mr e faqas

fer A9 (Caption) ST ATFIAT AETTE |

qeEaar % (fAwmEw), ® (@), #EOEE) s
fora aoi a=a, TaTEeTr T 9 e |

fod et dfer a1 foaa e aRew Ry
FATSTART Forael Ye TG TSAHEFT T a0 T |
s : fewrer sfaw e o7 fewrer €1 ar A fewrerr fo &1
T AEIF G | 9% AFHT 9E AGHACEAN ATHFR]
faaeg | ForT 9ol FetTehT TRATIAR &0 |

fod g wrEr enfedr @t At faarwr (Description)
srgan for a1 ®Ier (Photographs) &% &I & |

forew amavad MEHITaR Hrer a1 wEiE g4I g |

for (Art work) sMTSET 99 g femew A feera wd
(Clip art) &1 Y& T 9T &7 |

et A e Fo faRor AT JeRA B g | q9qAT B
fererT Age @eT A MHMaR g7 8 ¢

for . 9.9 e arferar 7.9.9

grsfiy ferrew weRr faaer ares aremeH A deedn
frEvmaTar g § | feens gwtaa fawgeasg @@
IYFT ISHT TSI G | UG T o JART qUHT AT
gesHT forT AT ARG AreAteT afe e ds |

R®

TreTETRfET g (Layout format)
ferrer auie U AERH G B |
fepemRT |RT (Justify) T |
amte FEe®l (No indent) g9 |
ITEATETHFT ATHIE® Aex (Column) AT & &3 | THHHT,
S, FHEY T Afeaad (Report) %W TEXAT IE@TH AU T5
el (Two column) WATIE UG | FTHAATE A&<HT
@ It At aRER R (Justify) TS |
TF AToIEENE Al AToHRIaAP] AT T ATSIATHUTH
A sHerars el fates (Auto leading) TIE |
s qg@ Tl qSdl I=ar (Footer) HT G&idhehl TH,
FET T IS AT ook AT TAT T SR JSHT AifaR
TETqE | i, YRS, gAwar oife S eS|
frr g wgen afdds | A TR gger e
ged WgHd TETE | HE G W 7S age 9%
T |
a2 fewi (Foot notes) &I ATHHTHT WA WTSHT HETTHT
TR (Text size) AT g AT ATHI TEITE |
gz feoaoft (Foot notes) @ EHedl YAN IS | 917
femofrerr @Rt & 4.7, Footer BIEaTs |
F& ;e fewr q

arg faoqdy = .
TTEIAIRTHEH ATALTF SIS RTeroredt anfir a1 o= ar=fie
ey e |l g |
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FEATE ¥ AR FRTAT IT 37 @Tell 313 SIEAId | AT
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T 3E FRIET Th g ¥ qd ¥ Al @l 318 FRIMAT T3
T GITSUH g8 | TI & fgoed T fawa qur aror qedras
(Copy editing) T Fd 313 &8 T T UM &7 |

9¥.  URATEd® qAT FFW AT Ainr serwt aesl (Type

faces and type sizes)

faaes Tl MeaTEeEAT  qHTA:  MAAMER  AgsTdl
HEEE TANT I G

FETT et EEUS
Al R¥ s
R ¥ 1=
3 R 9%
X 95 Q¥
L3 = ¥
< =% 1Y
9 % ¥
S 1% R
2 ¥ R
q0 ¥ R

&y

(@) T fawger gvEegAr o, deR ¥ agwadaars gied
T AGRH AT HEANTT ®IAT A (G091 FF g
HqH G |

(@) OEEEIET g quEeH OTF (Open Type Font) @l
AT AT G |

@M ErAdrE Ol argger fewer, ifd, @ e (Himalli,
Preeti, Sagarmatha) ¥ fewt@ dee (Himal Bold) aT difaes

A ANGHRF Pl TIR IR IgF Font e
qZUS 2g9H Century Gothic, Arial a1 Times New

q¥

Roman #f&Hey % STFH Font FI TAW TH AfhT 3 |
FET FHHAT A FETSET Fee I TAN T afe g |

(9 ITEIATHATR! 2ET THIE TAN TRA Fve, qarge ¥ fesmeT
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Part Three

House Style
(For the Publication of Materials in English)

1.  Introduction

House style is a set of conventions adopted by a publishing house for
editing and publishing. It is also known as Publication Manual. It
includes spelling, punctuation, text formatting, abbreviation, layout,
caption, number and dates, etc.

Each publishing house has its own layout and designing. A
publishing house needs its own house style to maintain uniformity,
accuracy and standard in all published books and other materials in
terms of language and technical aspects. It is the guideline for book
writers, editors, layout designers and illustrators.

Curriculum Development Centre (CDC) publishes curricula,
textbooks, teacher’s guides and other resource materials. CDC has
designed this House Style in order to provide the book writers and
editors with some standard norms and systems. It primarily focuses
on maintaining consistency and accuracy in syntax, vocabulary,
style, formatting and designing. This house style will be instrumental
in order to establish self-recognition of the publication Curriculum
Development Centre.

2. Academic Honesty

Curriculum Development Centre (CDC) is dedicated to academic
norms, honesty and ethical values. For this purpose, it follows the
standard system of giving credit to the original sources through the
in-text citations and referencing. In addition, the materials to be

prepared for our readers will own the originality of the writers.
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However, in the case of acknowledging the original sources, the
sense they convey should not be deviated while writers are
paraphrasing and summarising them. The act of plagiarism as the
academic dishonesty has been completely forbidden. In order to
maintain consistency in writing textbooks and to avoid the charge of
plagiarism, the following code of conduct has been provisioned:

a. It is prohibited to present works of other writers without
acknowledging them.

b. Specific ideas and information generated by other writers
should not be presented without giving credit to the
original writers.

c. The ideas and information of other writers should not be
deviated from the original content of the texts.

d. The information about the source of the text should be
mentioned.

e. The content of other writers should not be presented by
changing only some key words and sentences.

f. The information from the electronic sources should be
acknowledged in an accepted style.

3. Acknowledging the Diversity in Language and Content
In preparing curricula, textbooks and other curricular materials,
various diversities, such as contents belonging gender, religion,
region and culture are to be considered. In order to acknowledge
them while developing materials; the following aspects should be
considered :
a. In addition to socially and naturally established roles of the
male and female members in society equal treatment to the,
responsibilities and capabilities of the both genders

b. Equality in role of the both genders in the family, education,

¥g

profession, social work, etc.
c. Equal rights and duties of children, women and men as the
responsible citizens
d. Equal dignity and respect to the male and female
e. Use of neutral words such as ‘head teacher/principal,
chairperson, salesperson, etc.’ instead of ‘headmaster,
chairman, sales boy/girl', etc.’
f. Avoidance of the words reflecting negative connotation in
the realization of people living in particular regions
g. Equal respect to all the religions, cultures and modes of life
of people
h. Avoidance of the proverbs and sayings, words and phrases
that have offensive sense related to cultures, religions,
ethnicity, gender, or mental/physical disabilities.
4. Preliminary pages
At the beginning of a textbook, the following preliminary pages are
designed:
e Cover page (should be right page)
o Title page (should be right page)
e Publisher’s blurb (should be left page)
e Preface/forward (should be right page)
e Table of contents (should be right)

4.1 Cover page : front and back

It contains title of the book and pictures representing the central idea

of the content.
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Example

Front Cover Back Cover

My English
Grade 10
Class song in Nepali

4.2 Inside cover/title page
Inside cover page contains:
o Title of the book (at the top centre)
e Full name (s) of the writer (s)
In the revised book, name of the writer (s), reviser(s) and the editors

will remain only in the preface.

Yo

Example:

43

My English
Grade 10
Name (s) of the Writer(s)

Government of Nepal
Ministry of Education, Science and Technology
Curriculum Development Centre
Sanothimi, Bhaktapur

The page of the publisher’s blurb

The page of the publisher's blurb contains the following

information in the order:

a.
b.

F@® ™o a0

Name and address of the publisher

Copyright to (for copyright use the symbol © and place
the name of the one who owns copyright)

Edition

Year of publication in AD

Printed at (i.e. name and address of the printer)

Price

ISBN number

Instruction and feedback
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Example

Publisher: Government of Nepal

Ministry of Education, Science and Technology
Curriculum Development Centre

Sanothimi, Bhaktapur

© Publisher

Edition:

Year of Publication:

Printed at:
Price: Rs. ...
ISBN: “.
All rights reserved. No part of this publication may be reproduced,

stored in a retrieval system or transmitted, in any other form or by
any means for commercial purpose without the prior permission in

writing of the Curriculum Development Centre.

4.4  Preface
The preface includes the following information in the order:
e  Paragraph 1: General introduction (common for all
subjects)
e Paragraph 2: Subject-specific information (There can be
more than one paragraph.)
e  Paragraph 3: Acknowledgement to writer(s), reviser(s)
(if any), editor(s), typist(s), artists, cover designer(s),
layout designer(s), etc.
e Date of publication to the left margin (bottom)
e Name of the publisher to the right margin (bottom)
4.5 Table of Contents
Table of contents includes the following information: (There can be

4R

variation among subjects.)

S.N. |Title Page number

5. Appendices
The following topics will be included in the appendices as per the
need:

e References (To be prepared according the recent APA
Manual system)

e Glossary (To be arranged in an alphabetical order; should
indicate word/ phrase/idiom spelling, word class,
(pronunciation and meaning)

6. Writing caption: describing pictures and photographs
The caption of a picture or photograph should express its main
concept, and it is simply written in one or two sentences. The
following things should be kept in mind while writing a caption:

e The caption should be written in short sentences.

o It should clarify the answers to ‘what, who, and where'.

e It should be simple, effective and complete.

e Appropriate size of the picture/photograph should be
determined as per the grade and size of the book.

e Multi-coloured pictures are better than black ones;
therefore, they should be made impressive by using
different colours properly.

e Previously published pictures in others' materials and clip
art must not be used while making pictures.

e The font size of the caption should be two-point smaller
than the font size of the running text.

e The number of the picture should be written as Fig 1.1, Fig
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1.2, etc. just under it.
e Some portion of the running text should be written on the

page of the picture, not only the picture.

Picture
Fig1.2

é Caption

7.  Layout format of the material

With reference to the layout format of the materials, the

following aspects should be kept in mind:

a. The caption should be written in one or two lines, but not
more than two.

b. The text has to be justified.

c. The beginning of each paragraph should not be indented.
There must be double space between two paragraphs.

Example :

Pollution in Kathmandu

The capital city of Nepal ......coovviiiiiiiiniiiiiiiin i,

d. Generally, the running text of the book should not be
designed in columns; but some of the texts such as news
stories, letter to the editor, newspaper articles, etc. can be
written in two columns in order to make them look like
authentic.

e. The page number should be written at the left margin of
the footer on the even page and at the right margin on the
odd page. The subject and the class should be written
opposite the page number.

f.  The initial pages should be given different indication as
the number of the page. The page number of the book
should begin from the first page of the body part.

g. Consistency has to be maintained in line-space, margin,
font-type, font-size, type of English (American/British)
and language use (formal/informal).

h. The font-size of the foot-note should be two-point smaller
than the size of the text.

i.  The number such as 1, 2,3, etc. should be used to indicate

the foot-note, and two-cm space should be provisioned
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for it.

j- Some instructions for teaching-learning strategies can be
incorporated in the text if required, but they should be
written distinctly.

k. The size of the paper and its space should be maintained
as below.

15 cm
2cm
“«
—
2.5cm
8. Font face and font size
a. Font size of the main text of a book will be as follows:

Class Font size

1 18

18

16

14

14

14

~N| | | AW

14

1%

1inch space

8 12

12
10 12
11 12
12 12

b. Font size of the unit/chapter, heading, sub-heading and

sub-sub-heading will be as follows:

Class | Heading Sub-heading | Sub-sub-heading
1 24 Bold 20 Bold 18 Bold
2 24 Bold 20 Bold 18 Bold
3 24 Bold 18 Bold 16 Bold
4 22 Bold 16 Bold 16 Bold
5 22 Bold 16 Bold 16 Bold
6 22 Bold 16 Bold 14 Bold
7 20 Bold 16 Bold 14 Bold
8 20 Bold 14 Bold 12 Bold
9 20 Bold 14 Bold 12 Bold
10 20 Bold 14 Bold 12 Bold
11 20 Bold 14 Bold 12 Bold
12 20 Bold 14 Bold 12 Bold

The font size of the text in tables, charts, graphs and
diagrams can be 2-size smaller than that of the running
text.

Any one of the following font types can be used:

e Century Gothic

e Arial

e Times New Roman

The line space of the running text should be 1.15
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10.

11.

The size of the book

a. Trim size of the Basic and Secondary Level textbook
should be (18 cm. x 24 cm.) or (21 cm x 28 cm.).

b. The running text size of the Basic and Secondary level
textbook should be (14 cm. x 22 cm.) and (17 cm x 24
cm.)

The use of the heading, subheading and sub-subheading

The digit, letter and bullet in the curricular materials should be

used in the following order to separate heading, sub-heading

and sub-sub heading.

1. (digit) heading

1.1. subheading
a. sub-subheading
e other topics

Number of letters and words in a text

a. Number of letters in words, number of words in sentences
and nature of the words should be decided on the basis of
the level/grade of the learners. The principle of simple to
complex should be followed while using words and
number of words in sentences. The complexity should
gradually move to the higher grades.

b. The sentences having more words become difficult to read
for the students of lower grades. Therefore, sentences to be
included in the curricular materials for the students of
basic level should not contain more words.

c. Based on the conclusion of research findings, the
following guideline is recommended for deciding the

number of words in sentences:

E3S

Number of words in a sentence Difficulty level

Below 8 Very easy
9-11 Easy
12-14 Fairly easy
15-17 Standard
18-21 Fairly difficult
22-25 Difficult

Above 26 Very difficult

It seems that the sentences with more than 20 words are difficult to
read and understand. The use of abstract and compound words in

sentences make it even more difficult to understand.

d. Appropriate number of words in sentences for

different levels in English is reccommended as follows:

Grades Number of words in sentences
1-5 Upto8
6-28 Upto 14

9-10 Upto2l
11-12 Upto25

e. Compound words and abstract words should not be more
than 10 percent of the total number of words in the text for
school level; however, this percent will not be suitable for
primary level (1-5) because of their level of cognitive
development. Therefore, such words should be minimised
in lower grades.

In-text Citation and Referencing

a. Instead of making Reference List, foot-note should be

used to give the source of the text cited. It should be
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13.

14.

written in a format.

Example: 1. (Rai, 2009, p.22) or (Rai, 2009, pp. 3-7)

b. Digits 1, 2, 3, etc. should be used to indicate the source in
the text and the foot-note.

Consistency in either American English or British English

a. Both American and British English should be used in
writing books in order to get learners exposed to these
Standard English Varieties.

b. Regarding vocabulary, either American English or British
English system can be followed in a particular text, but
alternative equivalent term can be given in the foot-note.

c. Inthe case of lexical difference of the vocabulary items of
British English and American English, the difference
should be clearly given in the foot-note. For example,
pants ( AE) = trousers ( BrE)

Factors to be considered while editing
a.  Accuracy in structures
b.  Appropriateness of the level of language structures and

vocabulary items based on the particular grade

c.  Content order from simple to complex

d. Level of cognitive development of learners

e. Clarity in language

f.  Proper use of words indicating particular race, culture,

religion, etc.

g.  Avoidance of swear words

h. Correlation between the text and curriculum (learning
outcomes)

i.  Nature of the content: content-familiarity and content-

%0

15.

interest
j. Types of content: real-world, fictional and opinion-based,
and their proper ratio
Punctuation
Punctuation establishes the cadence of a sentence, telling the
reader where to pause (comma, semicolon, and colon), stop
(period and question mark), or take a detour (dash,
parentheses, and brackets). Punctuation of a sentence usually
denotes a pause in thought; different kinds of punctuation
indicate different kinds and lengths of pauses.
Period
Use a period to end a complete sentence. Periods are used with
abbreviations as follows:

Use periods:

e to mark the end of sentence

e in websites and email addresses (called dot) (e.g.
www.moecdc.gov.np)

e in numbers to separate the whole number from the decimal
(called decimal point) (e.g. Rs. 14.45)

Do not use periods:

e with web addresses in text or in the reference list (http
//'www.apa.org). In text, include these in parentheses
when possible or revise the sentence to avoid ending a
sentence with a URL and no punctuation.

e at the end of headings, phrases and words. Sometimes
single word or phrase functions as a sentence. In this case
use full stop (e.g. 'Good morning.', 'Sure.")

e ifasentence ends with an ellipsis (...), with an
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b.

abbreviation that takes a point (e.g. 'etc.' or with a
quotation complete in itself that ends in a full stop,
question mark or exclamation mark before the closing
quote.

Example : Right Honorable Prime Minister said, "Nepal
is moving ahead with the mission of prosperous Nepal,
happy Nepali."

Comma

Use a comma:

Note:

e  to separate a list of three or more items, except for the
final two, which are separated by 'and' or 'or'
Mr. Thapa bought a book, pen and bag.

e  to set off a non-restrictive clause
My brother Jack, who lives next door, is a teacher.

e to separate two independent clauses joined by a
conjunction
Mr. Bhandari went to the class, and he started correcting
the students' tasks.

If the subject of the second sentence is omitted, or if the

‘or', 'but', the comma is not obligatory.

conjunction is 'and',
The boy entered into the hall and said hello to everyone.
Where there is no conjunction, use a semicolon;
The government and the representatives of the trade unions
agreed on the common points regarding promotion; the issue
of transfer was not considered.
e toset off the year in exact dates

April 10, 2015, was the correct date.

e before 'etc.' in a series, but do not use it if no series is
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involved

Food such as rice, bread, bananas, etc. gives us
carbohydrates.

The committee discussed vitamins etc., then moved on to

minerals.

Do not use a comma:

before a restrictive clause, that is, a clause that limits or
defines the material it modifies removal of such a clause
from the sentence would alter the intended meaning.

The girl with a red sari is my sister.

to separate parts of measurement

8 years 2 months 3min40s

[ Semicolon

Use a semicolon:

to separate two independent clauses that are not joined by
a conjunction

The participants in the first batch were paid; those in the
second were unpaid.

to separate elements in a series that already contain
commas

The colour order was red, yellow, blue; blue, yellow, red;
or yellow, red, blue.

The membership of the international commission was as
follows: France: 4, which had 3 members until 2010;
Germany: 5, whose membership remained stable; and

Italy: 3, whose membership increased from 1 in 2001.

d. Colon

Use a colon:

between a grammatically complete introductory clause
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(one that could stand as a sentence) and a final phrase or
clause that illustrates, extends, or amplifies the preceding
thought. If the clause following the colon is a complete
sentence, it begins with a capital letter.
Pokhrel (1999) wrote two books on education: One
on educational leadership and the other on
educational planning.
The committee has agreed on the agenda: The
members must attend its regular meetings.
in ratios and proportions
The proportion (saltwater) was 1:8
in references between place of publication and publisher

London : Oxford University Press

Do not use a colon:

after an introduction that is not an independent clause or
complete sentence.

The formula is e = mc?

at the end of headings

Living with a Predator

e. Dash

Use a dash to indicate only a sudden interruption in the

continuity of a sentence. Overuse weakens the flow of

material.

These two participants-one from community school and one

from institutional school were tested separately.

f. Quotation marks

Use double quotation marks for the quotations.

Jack said, "I feel really happy today."

Do not use double quotation marks:

LY

to cite a letter, word, phrase, or sentence as a linguistic
example. Instead, italicize the term.

He clarified the distinction between competence and
performance.

to introduce a technical or key term. Instead, italicize the
term.

The term reengineering of the system appeared frequently

in the speech.

Parentheses

Use parentheses:

to set off structurally independent elements

The content of this curriculum basically contains the
language functions (see scope and sequence section).

to introduce an abbreviation

This activates the language acquisition device (LAD).

to set off letters that identify items in a series within a
sentence or paragraph

The participants included (a) school supervisors, (b) head
teachers, and (c) local level representatives.

to group mathematical expressions

(k- Di(g-2)

To separate extra information or a comment from the rest
of the sentence

Mt. Everest (8,848 m) is the highest mountain in the
world.

To enclose cross-references

This moral ambiguity is a feature of Shakespeare's later
works (see Chapter Eight)

Around numbers or letters in text
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Our objectives are (1) to increase output, (2) to improve

quality and (3) to maximize profits.

Brackets
Use brackets:

to enclose the values that are the limits of a confidence
interval

85% Cls [9.2, 5.3],[9.2,10.5 ], and [-2.1,- 0.5]

to enclose material inserted in a quotation by some person
other than the original writer

"The consequences [of deforestation in Nepal] are
alarming." (Karki, 1999, p. 25)

to enclose parenthetical material that is already within
parentheses

(The results for the control group [n = 6] are also

presented in Figure 5.)

Slash

Use a slash (also called a virgule, solidus, or shill):

e to clarify a relationship in which a hyphenated
compound is used the classification/similarity-
judgment condition hits/false-alarms comparison

e to separate numerator from denominator
A/B

e to indicate per to separate units of measurement

accompanied by a numerical value

0.5 deg/s 6.4 mg/kg
e to set off English phonemes
v/
e to cite a republished work in text
Baral (2015/2016)
<&

Do not use a slash:

j.

when a phrase would be clearer

Each child handed the ball to her mother or guardian.

not

Each child handed the ball to her mother/guardian.

for simple comparisons. Use a hyphen or short dash (en
dash) instead.

test-retest method

not

test/retest method

Hyphen

Use hyphen:

Note:

to form a compound from two or more other words
good-for-nothing, passers-by, son-in-law, hard- hearted

to form a compound from a prefix and a proper name
pre-service post-listening

when writing compound numbers between 21 and 99 in
words

seventy-three thirty-one

to separate a prefix ending in a vowel from a word
beginning with the same vowel

co-operate pre-eminent

Use no space before or after hyphen

Capitalization

Capitalize:

the first word in a complete sentence
Nepal is a beautiful country.
the first word after a colon that begins a complete sentence

The author made one main point: No explanation that has
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been suggested so far answers all questions.
major words in titles of books and articles within the body
of the paper
In the book, History of Knowledge...
proper nouns
Hari Mina Dolam Kathmandu
names of university departments if they refer to a specific
department within a specific university and complete
names of academic courses if they refer to a specific course
Department of Psychology, Tribhuvan University
but
a psychology department
an introductory psychology course
nouns followed by numerals or letters that denote a
specific place in a numbered series.
On Day 2 of Experiment 4
during Trial 5, the no-delay group performed
as shown in Table 2, Figure 38, and Chapter 4
exact, complete titles of published and unpublished tests.
Words such as test or scale are not capitalized if they refer
to subscales of tests.
Advanced Reading Test
nations and nationality
France, the French language, a Frenchman, a French artist
names of days, months and festivals
Sunday, July, New Year, Dashain, Christmas
periods in history
the Renaissance, the Dark Ages
title of people
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Professor Chomsky, Technical Officer

names of mountains, rivers, cities, geographical area

the Mount Everest, the Bagmati, the Nile, Lake Superior,
the Sahara Desert, the Pacific Ocean

title of books, works of arts, films, newspaper, TV/ Radio
programmes

The Good Earth, Mona Lisa, Titanic, The Times,
BihaniPakha

abbreviations

B.A., M. Ed., SRRP, MDG

the word of a quotation

He said, "Experience is the best teacher."

the pronoun 'T' and the interjection 'O’

the important historical events, e.g. the Russian
Revolution, the American War of Independence

the forms of address in letters, e.g. Dear Sir, Dear Madam

the names of ships, political parties, societies, etc.

Italics

Use italics:

titles of books, periodicals, films, videos, TV shows, and
microfilm publications

The Elements of Style

American Psychologist

genera, species, and varieties

Macacamulatta

introduction of a new, technical, or key term or label (after
a term has been used once, do not italicize it)

The term backward masking

box labeled empty
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e aletter, word, or phrase cited as a linguistic example
words such as big and little
the letter a
e words that could be misread
the small group [meaning a designation, not group size]
e letters used as statistical symbols or algebraic variables
Cohen's d = 0.084
a/b = c/d
SEM

Do not use italics for :

16.

o foreign phrases and abbreviations common in English (i.e.,
phrases found as mainentries in Merriam-Webster's
Collegiate Dictionary, 2005).

a posteriori et al.
a priori
ad lib
e chemical terms
NaCl, LSD

e trigonometric terms

sin, tan, log

e mere emphasis. (Italics are acceptable if emphasis might
otherwise be lost; in general, however, use syntax to
provide emphasis.)

e letters used as abbreviations

Curriculum Development Center (CDC)

Numbers

e Use numerals to express numbers 10 and above and words
to express numbers below 10.

e Use hyphen to write numbers over 20 and below 100.

\lo)

25 ( twenty-five), 54 ( fifty-four)

Use 'and' to write numbers over 100.

324 ( three hundred and twenty four)

There are two ways of writing numbers over 1000.

1200 (one thousand two hundred: formal)

1200 (twelve hundred: informal)

2600 (two thous and six hundred: formal)

2600 (twenty-six hundred: informal)

Use 'comma’ to divide 'the large numbers' into groups of
three figures.

2,333,345 (two million three hundred and thirty-three
thousand three hundred and forty-five)

Use commas between groups of three digits in most

figures of 1,000 or more.

Exceptions:
page numbers page 1029
binary digits 00110010
serial numbers 290466960
degrees of temperature 3071 °F
acoustic frequency designations 2000 Hz

Write ordinal numbers as follows.
22" (twenty-second)

131* (one hundred and thirty-first)
Use ‘One’ instead of ‘a’:

121 (one hundred and twenty-one)

17. Fractions

Write fractions as follows:

1 1 2 4
2 ( a/one half), Z(one fourth), 3 (two thirds), 3 (four fifths)
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e Use 'over' to write complex fractions:
22/69 (twenty-two over sixty-nine)

e  Write whole numbers as follows:
1 1
35 (three and a half), 42 (four and one fourth)

e At the first position of the sentence use ‘word’, not ‘figure’

Write : Twenty-two passengers travelling on the bus were

injured in the accident.

Do not write : 22 passengers travelling on the bus were injured in

the accident.

e There are various ways to express time of the day.

Examples

18.

He gets up at 4 a.m. to go to temple.

She will arrive here at 2:15. Or
She will arrive here at two fifteen.
She will arrive here at quarter past two.
e In decimals each figure after the point is said separately
24.5: twenty-four point five
26.34: twenty-six point three four
23. 135: twenty-three point one three five
0. 342: (zero) point three four two
e In telephone numbers all numbers are said separately
014335972: 0 one four three three five nine seven two
014331258: 0 one four double three one two five eight
Writing dates
British and American English have different ways to write
dates. Use any one style and be consistent with it.
British English
23 January 2019 or 23rd January 2019

o3

23/1/2019

on the twenty-third of January 2019
on January the twenty-third 2019
American English

1/23/2019

January 23, 2019

Abbreviations and Acronyms

First introduce full form followed by
abbreviation/acronym in brackets. From the second time,
use abbreviations/acronyms.

The United States of America (USA) in first writing

The USA in subsequent writing

Each letter of the abbreviations may be followed by a
period, or may not be followed by it, but maintain
consistency in one piece of writing.

the U.S.A. Or the USA

Write acronyms without the period.

SAARC

The abbreviations such as A.D./AD, B.C./BC, B.S./BS.,
Dr./Dr, B.Sc./B Sc, etc. can be introduced first without
their full forms.
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