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Elections Canada Style Guide

This guide has been developed by and for editors and proofreaders working at Elections Canada.
It sets out the general procedures and style guidelines that we use to edit and proofread English
documents at Elections Canada. It can be used by anyone in the agency who needs to write or
revise a document.

Publication Services provides three service levels to Elections Canada clients. These levels are
determined by the document type (informal/official) and audience (internal/external), as well as
by whether the document will be printed and/or designed at a later stage.

These levels are:
e level 1, for informal internal communications requiring only translation
e level 2, for widespread internal communications requiring translation and proofreading

e level 3, for external and official internal communications requiring translation and editing

Finally, for printed products or products posted on the Web (official internal communications
and external communications), in addition to level 3 service, the document is proofread in layout.

Proofreading Checklist*

Service Level 2

[] Correct spelling, grammar, inaccuracies, gallicisms (French wording or syntax),
typographical errors and missing words.

[ ] Ensure the accuracy and consistency of terminology.

[ ] Check the format of dates, figures, telephone numbers, and postal and Internet addresses.
[ ] Check the format of bibliographical references.

[ ] Check punctuation, signs and symbols, and spacing.

[ ] Check the numbering style of legal citations (Canada Elections Act, etc.).

[ ] Check acronyms and abbreviations for consistency.

[ ] Check spaces between words, paragraphs and titles.

[ ] Ensure consistency of font size and style (e.g. italics, bold).

! Target language: Add a comparative reading and a comparison of the formats of the two documents.



[] Check formatting for charts and figures.

[ ] Ensure that capitalization is properly used.

[ ] Ensure consistency of font size and style in heading levels, lists, bullets, etc.
[ ] Check page numbering, headers and footers (text and style).

[_] Check alignment, margins and justification.

[ ] Check and adjust hyphenation and line breaks.

[ ] Check paragraph breaks, and check for widows and orphans.

[_] Compare the layouts of the original and translated versions of documents and make any
changes required to ensure concordance between them.

[] Contact the project officer with any questions.

Editing Checklist®

Service Level 3

[ ] Ensure that the document has a consistent structure, with minimal repetition.
[ ] Improve clarity and the flow of ideas.

[ ] Limit the use of passive voice and negative form.

[ ] Correct spelling, grammar, inaccuracies, gallicisms (French wording or syntax),
typographical errors and missing words.

[ Ensure that the vocabulary and tone suit the target audience.

[ Ensure the accuracy and consistency of terminology.

[ ] Check facts, proper nouns and titles of individuals (when feasible).

[] Check the accuracy and numbering style of legal citations (Canada Elections Act, etc.).
[ ] Check acronyms and abbreviations for accuracy and consistency.

[ ] Check figures, dates, addresses and hyperlinks for accuracy (when feasible) and format.
[] Check the mathematical accuracy of numerical material.

[ ] Check the accuracy and format of bibliographical references.

[] Check punctuation, signs and symbols, and spacing.

[ ] Check spaces between words, paragraphs and titles.

? Target language: Add a comparison of the formats of the two documents.

6



[ ] Ensure consistency of font size and style (e.g. italics, bold).

[ ] Ensure that capitalization is properly used.

[ ] Ensure consistency of font size and style in heading levels, lists, bullets, etc.
[ ] Check page numbering, headers and footers (text and style).

[_] Check alignment, margins and justification.

[_] Check formatting for charts and figures.

[ ] Check and adjust hyphenation and line breaks.

[ ] Check paragraph breaks, and check for widows and orphans.

[] Contact the client with any questions.

Proofreading Checklist for Documents in Layout®
Printed Products or Products Posted on the Web

[ ] Check spaces between words, paragraphs and titles.

[ ] Ensure consistency of font size and style (e.g. italics, bold).
[ ] Ensure consistency of font size and style in heading levels, lists, bullets, etc.
[] Check page numbering and the style of headers and footers.
[ ] Check alignment, margins and justification.

[ ] Check formatting for charts and figures.

[ ] Check graphics.

[ ] Check and adjust hyphenation and line breaks.

[_] Check paragraph breaks, and check for widows and orphans.

General Editing Guidelines

These are some useful sources for verifying content:

e  When editing a document that is produced regularly (reports, Canadian Election Study, etc.),
the previous version can be a useful source for verifying facts, proper names, etc.

e When a document refers to a recent election or by-election, use the statutory report for that
event. For information on recent activities at Elections Canada, names of judicial
proceedings it’s involved in, etc., refer to the most recent Departmental Performance Report.

3 Target language: Add a comparison of the formats of the two documents.



e Our backgrounders are a good source of information on different aspects of the electoral
process.



General Proofreading Guidelines

Before beginning work on a document, remove all double spaces between words or sentences
without tracking the changes.

Most documents are left-justified, and paragraphs start at the left margin. (Letters are
exceptions.) Most documents that will be printed have 1" margins all round (again, except for
letters).

For guidelines on checking bullet lists, see Bullet Lists.

Make sure that all quotation marks are “smart,” not "straight.” (Text copied from the Web or
from e-mail often contains straight quotes. You can do a search and replace to change them.)

If a sentence includes an address, use a comma between the province and postal code, not
two spaces.

Don’t allow the following to break at the end of a line:

— proper names, particularly Marc Mayrand or Mr. Marc Mayrand

— numerals and their units (this doesn’t apply to numbers spelled as words)
— dates (e.g. January 15; the year can go onto the next line)

— percentages

— abbreviations, acronyms and initialisms

— mailing addresses

— electronic and URL addresses (if you must write the address on two lines, don’t use a
hyphen, but break the address between the following elements: after a colon, slash,
double slash or the @ symbol, or before a period or other punctuation mark)

— page references

— foreign words in italics

— the last word of a paragraph, column or page
— telephone numbers (including area code)

— hyphenated words that would result in a two-letter break (e.g. by-election, co-operate);
other compound words can be broken (e.g. part-time)

Reference Sources

The Paperback Oxford Canadian Dictionary (second edition, 2006).

The Canadian Style, 1997 edition. Our own style guide supplements this book, outlines
where our style differs from Canadian Style and reiterates the guidelines that we want to
reinforce.

The Chicago Manual of Style, 15th edition (when we can’t find an answer or appropriate
example in The Canadian Style).



TERMIUM Plus, the Government of Canada’s bilingual terminology and linguistic database.
It also provides an electronic version of The Canadian Style and information on language and

writing.

Editors’ Association of Canada.
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General Rules

Abbreviations

e Most abbreviations take no periods.
—  MP (member of Parliament), PC (Privy Council), CA (chartered accountant)
-~ PhD, MA, BA

e We use periods in “M.P.,” “P.C.,” etc. in address blocks, in accordance with the styles of
address set out by Canadian Heritage.

e In text, use periods after the shortened names of provinces and territories; don’t use periods
in those that are initialisms. Country names written as initialisms don’t take periods either. In
addresses, use Canada Post’s two-letter abbreviations.

— Alta., Ont., Que., PEI
- US,UK
- AB,ON, QC, PE
e In letters, names of provinces and territories in the recipient’s address are written out in full.

e The abbreviation for “not applicable” is “n/a” (although “N/A” may be acceptable if the
context uses full capitalization).

e On business cards, an acting position is abbreviated as “A/Title.” In prose, it is written out in
full. The abbreviation for “continued” is “cont.”

Acronyms

e Spell out a term in full the first time it’s mentioned, then place the acronym after it in
parentheses. Thereafter, use only the acronym.

— Voting occurred in all 308 electoral districts (EDs) on January 15, 2010. The returning
officers should tally the votes for their EDs and submit them to Elections Canada as soon
as possible after the polls close.

e Long documents may require different treatment. For example, the full term can be
reintroduced after a lapse, or the style above can be used for each chapter and/or appendix.

e When a term is mentioned only once, don’t include the acronym. An exception is when it
helps readers recognize the term (e.g. NAFTA).

e Don’tuse an acronym in a title. If necessary, repeat the term in the text and follow it with the
acronym in parentheses.

11



Bullet Lists

Bullet lists are flush left, not indented. There is usually a 6-point space between them. The
sentence or paragraph that introduces the list also has 6 points after it.

The bullets are round, filled in and generally an appropriate size for the text. (For example,
these bullets are Symbol 12-point.)

A secondary bullet list is indented under the bullet list above, with the secondary bullet flush
with the text above it. The style of the secondary bullet is usually a dash, and the third bullet
level is a square.

Styling Bullets

List items are punctuated by a period if they are full sentences; otherwise, no end punctuation
(period, comma or semi-colon) is used.

When the items are sentences or questions, start each one with a capital letter and end with a
punctuation mark.

When the items are short (a few words or a phrase), start each one with a lower case letter
and don’t use end punctuation. When short lists have an initial capital letter and end
punctuation, and this approach is used consistently in a document, this style is also
acceptable.

When a list uses both long and short items, use one style for all. (For example, if two items
are long and three are short, it might make sense to start them with an initial capital letter and
not use end punctuation. The important thing is internal consistency.)

When a list is inclusive, don’t use “and” at the end of the second-last item unless it’s
necessary for clarity. When a list is exclusive (such as in legal and financial material), use a
comma and the word “or” at the end of the second-last item. Don’t put a period at the end of
the last point.

Items should be specific and succinct, not long and narrative. If they are, they’re probably
more useful as paragraphs.

In PowerPoint presentations, there is more flexibility because items are meant to be short and
succinct. It’s common for items to have initial capital letters and no end punctuation, even
when they’re complete sentences.

Examples

Sample of short items:

12

a knowledgeable and professional workforce

transparency in everything we do

responsiveness to the needs of Canadians involved in the electoral process
cohesiveness and consistency in administering the Canada Elections Act

continuously earning and maintaining the public’s trust



Sample of long items:

Returning officers, previously appointed by the Governor in Council, are now appointed on
their merits by the Chief Electoral Officer.

As of January 1, 2007, individuals’ political contribution limits have been reduced from
$5,000 to $1,000 (adjusted for inflation to $1,100 in 2008). Contributions from corporations,
unions and unincorporated associations are now prohibited.

Candidates are now required to file a new confidential report for certain gifts they receive.

Sample of long and short items in one list:

transferring to the newly established Office of the Director of Public Prosecutions the
responsibility for prosecuting offences under the Canada Elections Act

making the Office of the Chief Electoral Officer subject to the Access to Information Act

Capitalization

Avoid capitalizing large amounts of text; they can be difficult to read (compare
ACCESSIBILITY OF THE ELECTORAL SYSTEM with Accessibility of the Electoral
System).

Follow The Canadian Style for capitalization of proper names.

— Parliament of Canada; the Government of Canada; the Senate; the House
— Order in Council P.C. 1354; the White Paper on Taxation

Capitalize both the legal title and the applied title of a federal department.

— the Department of Labour; Labour Canada

Capitalize names of parliamentary sessions.

— the First Session of the 32nd Parliament (use Hansard as your source)

Capitalize short forms and abbreviations of high-level names when they carry the weight of
the full title. For lower-level names (this depends on context), use lower case. This includes
the word “bill” because it’s so short and because it’s already a short form.

— Canada Elections Act (the Act); Bill C-2 (the bill); Finance Committee (the Committee);
Electoral Geography Directorate (the Directorate)

— Visitors Program (the program); Electoral Reform Conference (the conference)

— Capitalize “Office” when referring to Elections Canada; use “my office” or “the office”
when referring to the CEO’s Office (a unit within Elections Canada).

Don’t capitalize short forms that are non-specific and use the indefinite article. However, an
exception is “an Act.”

— abill; a committee; a division of Elections Canada; a government; a department
Use lower case for plural forms. An exception is “Act” — we always capitalize it.

— Acts of Parliament; departments of Finance and Industry; divisions of Elections Canada

13



We don’t follow that part of The Canadian Style 4.05b that says to use lower case in short
forms that are preceded by a possessive, demonstrative or descriptive adjective. Following
this rule would make our style seem inconsistent and even incorrect.

— this Act; the 1867 Act; this Division; our Directorate

Capitalize references to specific, major parts of a document (Canadian Style 4.30a).
— Section 5; Chapter 3; Part 2; Appendix B; but section 4.3.2

Don'’t capitalize sections, paragraphs, etc. of legislation (Canadian Style 4.30c).

— section 5; subsection 5(1); paragraph 6(4)(a)

Capitalize words denoting cultural or national background.

— Aboriginal (First Nations, Métis, Inuit) people; a First Nation member; Indigenous
peoples

— Indian (in legal and legislative contexts); Status Indian; Non-Status Indian; Treaty Indian
— Inuk (singular); Inuit (plural)
— Allophone; Francophone; Anglophone

Headings in Published Materials

14

In the first three levels of headings, capitalization is upper and lower case. Further levels can
be sentence case. Some clients may have other, specific preferences. Titles of advertisements
and posters can be in full capitals or sentence case, depending on the design.

Capitalize the first and last word, prepositions and conjunctions of five letters or more, and
all other words except articles.

— Registration Through Income Tax Returns; Voting Begins as of This Friday
Capitalize prepositions when they help form another part of speech.
—  Getting By While Getting On; Guide to Off-Campus Housing

In headings that contain hyphenated words, capitalize the first word. Capitalize the second
word if it is a proper noun or proper adjective or if it is as important as the first element
(Canadian Style 4.29). An exception is “by-election.”

— A History of Eighteenth-Century Literature; Anti-Americanism in Latin America

— Report of the Chief Electoral Officer of Canada Following the May 24, 2005, By-election
Held in Labrador

Don’t capitalize the second element of a compound if it modifies the first or if the two
hyphenated elements form a single word (Canadian Style 4.36).

— Socio-demographic Tables; Re-education for Development



Titles of Office or Rank

Capitalize Do Not Capitalize

Civil, military, religious and professional titles When they are in the plural or are preceded by
and titles of nobility when they precede a an indefinite article:
personal name:

e President Obama e the countries’ presidents met at the Summit
e Prime Minister Harper e aprime minister

¢ Queen Elizabeth II e some queens live in exile

e the Member for Winnipeg North e amember of Parliament

Titles following and in apposition to a personal Titles following a name and denoting

name, except denoting professions: professions:

e Jim Flaherty, Finance Minister e Jane Jones, professor of physics

All titles given in full without a personal name; When in the plural or preceded by an indefinite

some specifically legal uses: article, or when referring to a role rather than a
person:

e the Court (meaning “the judge”) objected e the court (meaning “the court session’’) was
e the Leader of the Opposition in session
o the Secretary of State for Foreign Affairs e the ministers arrived together

e asecretary of state

e the production manager assigns schedules

A title referring to a specific person and used as  When modified by a possessive or other
a substitute for the person’s name and as a short adjective:
form for the title:

e They discussed it with the Ambassador. e They discussed it with the former
e They discussed it with the Colonel. ambassador.
e They discussed it with their colonel.

The Definite Article

e (apitalize the definite article as part of a proper name in both English and French.
— The Globe and Mail; The Pas; Le Devoir

e Replace the French article with the appropriate English one when it is not part of the
corporate name.

— A representative of the Office québécois de la langue francaise
Case Names

e When a decision has been published only in French, we don’t translate the case name in the
first instance.

— Gazette (The) c. Quéebec (Directeur général des élections)

15




e If'the decision of a court of appeal or the Supreme Court of Canada is subsequently published
in both languages, we can use the English title as it appears in that publication.

Dates

e Our style is month-day-year. Put a comma after the year (Canadian Style 7.20).
— The January 1, 2005, by-election was held in a British Columbia riding.
e When including the day of the week, use a comma after the day.
— On Saturday, January 1, 2005, the legislation came into force.
e Don’tinsert a comma between the month and the year.
— The legislation came into force in January 2005.
e Don’t use ordinals in dates. However, they’re acceptable as modifiers.
— The by-election in Labrador will be held on September 14 (not September 14th).
— We’ve now received the results for the 14th polling station in Labrador.

e When using ordinals as modifiers, don’t superscript the letters. (You can turn off
superscripting in Microsoft Word using the AutoFormat command on the Format menu.)

— Elections Canada is currently preparing for the 41st federal election.

e When writing a date range, such as for fiscal years, write both years in full, separated by an
en dash: 2008-2011.

e If using the all-numeric date format, the correct style in both English and French (in
accordance with The Canadian Style and Le guide du rédacteur) is yyyy-mm-dd.

— 2005-01-15 (for January 15, 2005)

EC Numbers

e Most Elections Canada materials prepared for an external audience (report, poster, brochure,
etc.) have an EC number assigned. It usually appears on the outside of the document, most
often on the front but sometimes on the back.

e So the year and month won’t be confused over the next 20 years, the EC number format for
new documents is as follows: (mm/yyyy).

e For old documents, we retain the following format: (mm/yy).
Em Dash (—)

e The only place that we use an em dash is in a news release, when the text immediately
follows the introduction.

— GATINEAU, Monday, October 25, 2010 —

16



e (Certain materials that draw names of electoral districts from a database, such as federal
legislation, maps and OVR tables, are exceptions.

— Ottawa—Vanier

—  Westmount—Ville-Marie
Emphasis
e In text, use italics (preferred) or bold (sparingly). In both cases, moderation is key. Avoid

underlining, full capitalization and combinations of any of these.

e When an entire passage is emphasized, the accompanying punctuation should be too; when
just a word or phrase is emphasized, the punctuation is roman.

En Dash (-)

Use the en dash:

e In text to indicate a break in thought; put a space before and after.

e To join inclusive numbers (e.g. 1-10; July 16—17); there is no space before or after.
e In days of the election calendar and other instances of negative numbers (Day —4).

e In the names of federal electoral districts (e.g. Kings—Hants). However, see an exception
under Em Dash.

e In place of a hyphen in compound adjectives when one element is an open compound or
when two or more elements are open or hyphenated compounds (Chicago 6.85).

— New York—Chicago flight; the post-World War II years; non—French-speaking people
Fractions
e Hyphenate fractions used as adjectives and written in full unless the numerator or
denominator already contains a hyphen (Canadian Style 2.11).
— a one-third share; two-fifths calcium; one one-thousandth

e Don’t hyphenate fractions used as nouns.

— Three quarters of the load was wheat; one quarter was barley.
Gender-Neutral Words

e  Wherever possible, use gender-neutral words rather than gender-specific ones.

— business people; synthetic; spokesperson, representative; chairperson, chair
(not businessmen; man-made; spokesman; chairman)



Using the plural can also promote gender-neutral text. Try to avoid using a plural pronoun to
refer to a single person.

—  All students must bring their books. (Not: Each student must bring his or her book.)

Note: Manuals are exceptions; they usually include the standard disclaimer “The masculine
gender is used throughout this manual without bias in the interest of simplicity and ease of
reading”. Certain other EC documents and forms, especially legal documents, also use this
approach.

Italics

There are two situations in which italics are used:
— following rules of style (see below)

— at the editor’s discretion — that is, for emphasis, to call special attention to words or
phrases or to distinguish them from surrounding text

In the latter case, they should be used sparingly to maintain effectiveness; italics are harder to
read than roman characters.

When an entire passage is printed in italics, the accompanying punctuation should also be
italicized; when just a word or phrase is in italics, the punctuation is roman.

When italicized text contains text that is usually set in italics that text reverts to roman.
— Important Information About the Canada Elections Act and Bill C-6

Do not use underlining to replace italics: underlining makes the text difficult to read because
it interferes with the descenders (p, g, j, etc.) as well as with punctuation. Compare program
with program.

Italicize the titles of published works.

- Book A History of the Vote in Canada

—  Manual Returning Officer’s Manual

—  Guide Media Guide

—  Pamphlet Voting by Special Ballot in Your Own Electoral District

-  Study Explaining the Turnout Decline in Canadian Federal
Elections

—  Magazine Electoral Insight

—  Newspaper The Globe and Mail

—  Report Report of the Chief Electoral Officer of Canada on the
39th General Election of January 23, 2006

—  Backgrounder Accessibility of the Electoral System

- Atlas Newfoundland and Labrador Atlas

- Map Canada Map

- Movie Good Will Hunting
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EC documents and forms

Policies and directives

There Are Limits to What You Can Give (EC 90117)
Directive on Acquisition Cards
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o Italicize the names of legislation, regulations, statutes and court cases. (Short forms are not
italicized, except for short forms of court cases.)

— Canada Elections Act (the Act; some documents use “CEA”)
— Bill C-1, An Act to amend the Canada Elections Act (the bill)
— Canadian Charter of Rights and Freedoms (the Charter)
— Sauvé v. Canada (Chief Electoral Officer) (Sauvé)
o [talicize letters referring to paragraphs in legal citations (note: the parentheses are in roman).
— paragraph 12(1)(a)
o [talicize the titles of audiovisual materials.
— CD-ROM Exploring Canada’s Electoral System
- DVD Seekers: Take a Stand! Make a Difference!

e [talicize foreign words and phrases that are unfamiliar. Use the dictionary as a guide. Note
that French isn’t considered foreign. (See Use of French in an English Context.)

— pro forma, ad nauseum, inter alia
Numbers

e In text, spell out numbers from one to nine; use numerals for 10 and up.
e In tables, numerals can be used. This saves space and can be more appropriate in the context.
e Use a comma in numbers with four or more digits (10,000; 45,000).

e Use spaces in numbers in bilingual tables (e.g. Official Voting Results). This follows the
international style that EC adopted in 1992.

e  Write rounded numbers in the millions and higher as a combination of numbers and words.
— 2 million; 1 million; 2.5 billion
e Spell out numbers used figuratively.
—  She found hundreds of errors.
e Hyphenate when used adjectivally (Canadian Style 5.02).
— a 1.7-million increase in population
e When the decimal point precedes the first digit, add 0 before the decimal (0.8, not .8).
e Use the numeral when it is used as a noun.
— Engine Number 9 is on Track 3; the train is on the third track

e When numbers in a sentence modify the same or similar items, treat them alike —i.e. if
numerals are used for one, use them for all.

— Of the firm’s 20 outlets, only 6 accepted credit cards.
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When a sentence begins with a number, write it out (but avoid using numbers to begin a
sentence wherever possible).

— Eighteen votes cast at this polling station were spoiled ballots.

Money

Use $0.65 or 65¢ or 65 cents; $5; $36,000; $2 million (in text); $2,000,000 (in tables).

For foreign currency, use the two-letter code before the currency symbol (US$1).

Percentages

When the word “percent” occurs only occasionally in text, spell it out. When it occurs
frequently, use the % symbol.

In tables, use the % symbol.
Always use numerals, unless they occur at the beginning of a sentence.

— 1 percent, 20 percent; 9 percentage points; a 9-percent increase

Punctuation Marks and Quotation Marks

Place commas and periods inside closing quotation marks, whether or not they were included
in the original material (Canadian Style 8.03, 8.11, 8.12).

— The place where we go to vote is called a “polling site,” and the spot within the polling
site where we present ourselves is called a “polling station.”

When the text has a legal or legislative context, it may be preferable to put any punctuation
that is not part of the original text outside the closing quotation marks.

— In this Agreement, Elections Canada will be henceforth referred to as “the Agency”.

Place a closing semicolon, colon, dash, question mark or exclamation mark inside the closing
quotation marks if it applies to the quoted material. If it applies to the entire sentence, place it
outside the closing quotation marks.

— Most people vote at the “ordinary poll”’; however, they can also vote at the “advance
polls.”

— All she kept saying during the drive was “Are we there yet?”

When it appears at the end of a sentence, an exclamation mark or question mark belonging to
a title overrides the sentence’s standard punctuation. The period that would normally end the
sentence is therefore left out.

— TI’ve read the book Welcome to Montebello!
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Spacing

e Punctuation marks (comma, colon, semicolon, period, question mark, exclamation mark) are
followed by a single space, never two.

e The only time we use two spaces is between a province and postal code in an address.
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Quotation Marks

e Use quotation marks around quoted material, words that are being defined and words or
terms used out of context.

— The Canadian Oxford Dictionary defines “editing” as “assembling, preparing or
modifying written material for publication.”

— The committee members drew up a “road map” to guide them through the process.

e Use them around the titles of the following:

— Article “Missing the Message: Young Adults and the
Election Issues”

— News release “Registered Political Parties Submit 2006 Fiscal
Returns”

— Media advisory “Expanding the Partnership Between the Assembly
of First Nations and Elections Canada”

—  Speech “The Importance of Election Observation in the
Democratization Process”

— Information sheet “Making Contributions Through Trusts”

— Conference (in prose) We attended “E-Voting Technology 2013.”

— TV or radio show “On the Coast”

— Internet button or icon, or title of a Click on “Returning Officer” to download the

non-activated Internet link* application form.

*In longer or highly technical documents (e.g. software manuals), the appearance of buttons, icons,
links and menu names may vary. Items of the same nature should nevertheless be formatted in the
same way.

e Don’t use quotation marks around titles of sections, chapters or appendices.
Symbols

e Ampersand (&) — Use only when it’s part of a proper name or in PowerPoint presentations.

e Asterisk (*) — Doesn’t normally take a space after. However, in a long document that
includes footnotes as well as notes beginning with asterisks, use a space if you think it’s
necessary for consistency.

e Percent (%) — Use the symbol in tables and in text with a lot of percentages. (See also
Percentages.)

e Oblique (/) — Use to separate alternatives, in certain abbreviations, as a symbol for per and in
fractions and ratios. Don’t use a space before or after.

— 1n/a; and/or; cheque/money order; (km/h); student/teacher ratio

Use when separating groups of words with internal spacing, such as on internal forms to
separate English and French. When English and French appear on the same line, use the
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oblique with a space before and after. When English and French are on separate lines, don’t
use the oblique at all.

— Language and Society / Langue et societé

— Kilometre Log / Registre du kilométrage
Telephone Numbers

e Telephone numbers are written with hyphens between all the numbers, including toll-free
numbers (613-111-1111; 1-800-111-1111). They should not break over a line.

Time

e Normally, we use the North American system. However, the 24-hour system occurs in some
text, such as text directed at Canadian Forces voters.

- 9:00 a.m.; 9:00 in the morning; 9:00 a.m.—10:00 a.m.; 15:00
— Applications must be received by Elections Canada before 6:00 p.m. (Eastern Time)

e The numeral should not break at the end of a line, separated from the “a.m.” or “p.m.”
Titles

e Use an en-dash to separate a heading from a subheading:

— Responding to Changing Needs — Recommendations from the Chief Electoral Officer of
Canada Following the 40th General Election

— Appendix A — Definitions

e If'there is already a colon separating the heading from the subheading, leave as is.

Usage

e Use in rather than within when the context doesn’t mean “enclosed or contained by.”
— in an electoral district; in the ISPPA Sector
e Avoid at an election and at the election. Use in the election or during the election.
e Official lists of electors are used on election day; final lists are compiled after election day.

e List versus voters lists — There is one list per polling division; thus, there are many lists per
electoral district. Use “list” when referring to a polling station or polling division; use “lists”
when referring to an electoral district.

e Electors are temporarily away from their electoral districts, not temporarily absent from or
outside their electoral districts.

e Candidates have official agents and election expenses; nomination contestants have financial
agents and campaign expenses.
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e The CEO submits a report to the Speaker. The Speaker tables the report in the House.
e Yukon is the official territorial name. Don’t use the Yukon or Yukon Territory.

e Use website instead of Web site and online instead of on-line. The new spelling was adopted
in September 2011; the original spelling will be gradually phased out as EC products are
updated or created.

Order of Provinces and Territories

e The order of provinces and territories in a list or table varies depending on the type of
document.

— For all statutory, research or survey reports, the order is east to west for the provinces
and west to east for the territories.

—  For the 2012 redistribution exercise under the Electoral Boundaries Readjustment Act,
the order is west to east for provinces as well as for territories.

e For partial lists in a document, alphabetical order may be used (e.g. “by-elections in
Alberta, British Columbia and Ontario™).

East to West West to East
Newfoundland and Labrador British Columbia

Prince Edward Island Alberta

Nova Scotia Saskatchewan

New Brunswick Manitoba

Quebec Ontario

Ontario Quebec

Manitoba New Brunswick
Saskatchewan Nova Scotia

Alberta Prince Edward Island
British Columbia Newfoundland and Labrador
Nunavut Yukon

(the) Northwest Territories (the) Northwest Territories
Yukon Nunavut
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Use of French in an English Context

26

Italicize French words that are not commonly used in English. If in doubt, check the
Canadian Oxford Dictionary, The Canadian Style or Chicago. If the word appears more than
once in a document, italicize it the first time only.

The same principle applies to Latin and other non-English words, which should be used
sparingly.

Canadian geographical names are spelled in their official form, whether English or French.
An exception to this is names of pan-Canadian significance (Canadian Style 15.16).

— Montréal; Québec (city); Quebec (province)

In correspondence, use the same form as that used by the writer.



Names of Post-secondary Institutions

e Use the original French name of a unilingual French institution:
— She is an assistant professor at Université Laval.

— He attended the University of Alberta’s Campus Saint-Jean.

e Use the English name when referring to an officially bilingual institution:

— Dominican College of Philosophy and Theology (College dominicain de philosophie et
de théologie)

— Laurentian University (Université Laurentienne)

— Royal Military College of Canada (Collége militaire royal du Canada)
— University of Ottawa (Université d’Ottawa)

— University of Sudbury (Université de Sudbury)

— Glendon Campus, York University (Campus Glendon, Université York)

Web and E-mail Addresses

e Web and e-mail addresses that are not links are black and not underlined.
e Web addresses that are links are blue and not underlined.

e Always leave Web links in blue (but simple Web addresses in black) in press releases. Web
links often appear as regular text.

e Verify that the link works or that the Web address is still correct. (If it’s not correct, flag it.)

e When an address uses both “http://”” and “www”, delete the “http://”. When it doesn’t use
“www”, keep the “http://”.

e When the link or address is very long, break it at the end of the line, preferably after a
slash (/).

e Preface an address with the word “at”; don’t preface it with a colon or enclose it in
parentheses.

— Visit the Elections Canada website at www.elections.ca.

e When giving the location of information on a website in a document that doesn’t include
links, show the path.

— On the Elections Canada website, go to Resource Centre > Legislation > Federal
Electoral Legislation.

— Click on “Voter Identification at the Polls” at www.elections.ca.
e In electronic documents, make a Web link using the keyword in the text.

— Say: “There are three ways to prove your identity and address.” Don’t refer to
www.elections.ca/content.aspx?section=vot&dir=ids&document=index&lang=e.
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Various Document Formats

News Releases and Media Advisories

Word Files

Use these specific guidelines in addition to the general guidelines set out earlier.

Standard news releases that are produced regularly (announcing elections, release of
quarterly results, etc.) are in bullet format. Longer, more narrative releases on non-regular
topics (e.g. announcing conferences) are in paragraph format.

The following appears at the top, right-justified, in 12-point bold: For Immediate Release.

After two line spaces, the title is 14-point bold, centred, upper and lower case. (It’s meant to
be 2 point sizes larger than the text, but the sizes can be adjusted to fit the document on one

page.)
If there is a subtitle, it’s 12-point bold, centred, after one line space.

After one line space, the place and date are 12-point bold, flush left, with no parentheses.
There are two styles:

— GATINEAU, Monday, October 25, 2010 (used with bullet format)
— GATINEAU, Monday, October 25, 2010 — (em dash is used with paragraph format)

Verify all days and dates (e.g. Monday, March 3), particularly any references to the election
calendar.

The first mention of the CEO’s name must be accompanied by his title. On later mention, use
Mr. Mayrand. Two versions are shown below; we usually use the first.

— Chief Electoral Officer of Canada Marc Mayrand
— Marc Mayrand, Chief Electoral Officer of Canada

All names must be spelled properly, and they mustn’t break at the end of a line. Pay
particular attention to Marc Mayrand.

If the release runs onto a second page, “- more -” appears, centred at the bottom of the first
page, and “- 2 -” appears, centred at the top of the second page.

After the text, and after one line space, the first tagline appears, in italics:

Vote. Shape your world.
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e After one line space, the second tagline appears, in italics:
Elections Canada is an independent body set up by Parliament.
e After one line space, the following appears, centred, to indicate the end of the press release:
-30 -
e The very last element is the following (note: the Web address is not a link):

Information:

Elections Canada Media Relations
1-877-877-9515

or at www.elections.ca

HTML Version

Use these specific guidelines in addition to the general guidelines set out earlier. The HTML
version of a document comes to you on paper, not electronically. Make your corrections on the
hard copy.

e Make sure to proofread the text using the final version from Publication Services and not
from the Web team.

e Pay particular attention to text that should not break over a line.
e Web links are in colour and underlined.

e The HTML has its own style for bullet lists: bullet items are indented, and second-level lists
are open circles.

e For news releases, verify that the date is correct and that names of ridings use en dashes and
hyphens properly.

e Return the corrected hard copy to the project officer and point out any errors. Project officers
will return the HTML to the Web team for correction and will probably make the corrections
in the Word file themselves.

24



Samples

For Immediate Release

(2 spaces)
Election Day Reminders for Media (14 pts)
(1 space)
Chief Electoral Officer Reviews Legal Provisions Affecting
Media Covering Current Federal By-elections (12 pts)

(1 space)

GATINEAU, Tuesday, November 3, 2009

(1 space)

e On election day, until the last polls close in all electoral districts, the Canada Elections Act

prohibits the dissemination of: (ragged, not justified) (6 pts between bullets)

— election advertising (2nd level dashes)
— results of election opinion surveys not previously released
— election results from other electoral districts

e FElection advertising posted on the Internet before election day does not need to be
withdrawn, but it cannot be amended once the blackout period has begun.

e Media are not permitted inside polling sites on election day.

e If the location allows, media may film or photograph from the doorway of a polling site, as
long as they do not disturb electors or compromise the secrecy of the vote. Media are asked
to arrange this in advance with the local returning officer:

— Cumberland—Colchester-Musquodoboit Valley
— Hochelaga
— Montmagny—L’Islet-Kamouraska—Rivi¢re-du-Loup

— New Westminster—Coquitlam
(1 space)
Vote. Shape your world. (first tag line)
(1 space)
Elections Canada is an independent body set up by Parliament. (second tag line)
(1 space)
-30 -
(1 space)
Information:
Elections Canada Media Relations
1-877-877-9515
or at www.elections.ca
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Media Advisory (14 pts)

(2 spaces)
Photo Opportunity (14 pts)
(1 space)
Chief Electoral Officer Helps Launch National Student VVote Week 2008 (12 pts)

(1 space)
GATINEAU, Wednesday, October 8, 2008 — As part of Elections Canada’s efforts to promote
learning among Canada’s youth about federal elections and the voting process, the Chief
Electoral Officer of Canada, Marc Mayrand, will speak to students at St. Paul Catholic High
School, in Ottawa, on Thursday, October 9, at 8:25 a.m.

St. Paul Catholic High School is located at 2675 Draper Avenue, on the west side of Ottawa
(nearest major intersection is Greenbank Road and Baseline Road). Members of the media are
asked to report to the school office (turn right inside the main entrance) before proceeding to the
school cafeteria where the event will take place.

Please complete any necessary set-up by 8:20 a.m. Mr. Mayrand will speak at 8:25 a.m.
(1 space)
Vote. Shape your world. (first tag line)
(1 space)
Elections Canada is an independent body set up by Parliament. (second tag line)
(1 space)
-30 -
(1 space)
Information:
Elections Canada Media Relations
1-877-877-9515
or at www.elections.ca
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Web Documents

You will receive hard copies of the original Word version and the HTML version. Your task is a
comparative reading of the HTML version against the source.

HTML versions must strictly follow their source at the content level, and usually at the
formatting level. An exception is when the Web team makes changes for accessibility
reasons (e.g. splits complex tables).

A difference in spacing (line spacing, the gap between bullets and text, etc.) should be
ignored, unless it affects readability.

Headings follow the styles set out in the source. When a heading goes onto a second line, the
second line is not indented.

Bulleted items are indented. First-level bullets are usually solid circles, while second-level
bullets are usually open circles. Bullet styles do not have to match the source.

Text in tables and boxes is the same size as the body text (not one point smaller, as it may be
in the source). There is no background colour.

Web links are in colour and underlined.

Each type of bad line break should be flagged only once, with a note for the Web team to “fix
everywhere.” Flag only one broken date, one broken name, one broken numeral and unit, etc.

When there are footnotes, they appear at the end of the document or section in the same size
as the body text. Footnote references are superscripted and are preceded by the word
“Footnote” for accessibility reasons. (Make sure they aren’t enclosed in square brackets.)

Backgrounders

The title should be centred in bold, upper and lower case, two points larger than the text.
(Usually the title is 14-point and the text 12-point, but this can be adjusted to fit the
document on one page.)

Headings should be flush left, bold, with an initial capital letter.

Subheadings are rare but if they occur, they should be flush left, bold, with an initial capital
letter.

The text should be justified (except for the “For more information” section).
The text should flow properly. (Avoid breaking paragraphs over pages, if at all possible.)
For bullet lists, follow the general guidelines under Bullet Lists.

If there is a date beside the EC number on the first page, ask the project officer responsible
whether the backgrounder is being printed. If it isn’t, remove the date. If it is, insert the
correct date (mm/yyyy), and make sure that the month and year (not abbreviated) on the last
page match.

If the backgrounder will appear only in HTML format on our website, make sure that there is
no date beside the EC number on the first page.

27



e If the backgrounder is being printed, make sure that there is enough room at the bottom of the
first page for the pre-printed EC logo and address information (see a sample backgrounder).

e Page numbers (starting on page 2) should be centred at the top of each page, with a hyphen
and space on either side (-2 -, - 3 -, - 4 -, etc.).

e Make sure that final formatting has been done.

Backgrounder Examples

For a hard copy, see the project officer responsible.

“For More Information” Text in Backgrounders

English Printed Version
For more information:

Telephone

Fax

Website

Elections Canada
30 Victoria Street
Gatineau, Quebec
K1A OM6

1-800-463-6868
toll-free in Canada and the United States

001-800-514-6868
toll-free in Mexico

613-993-2975
from anywhere in the world

For people who are deaf or hard of hearing:
TTY 1-800-361-8935
toll-free in Canada and the United States

613-954-8584
1-888-524-1444
toll-free in Canada and the United States

www.elections.ca

This publication is available in multiple formats.

June 2010

28



For English Media Backgrounders

Elections Canada is an independent body set up by Parliament.

230 -
Information:
Website www.elections.ca

i Telephone 1-877-877-9515
i This publication is available in multiple formats. i

June 2010

_________________________________________________________________________________________
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English Web Version
For more information, please contact:

Elections Canada
30 Victoria Street

Gatineau, Quebec
K1A 0M6

Telephone
1-800-463-6868
toll-free in Canada and the United States

001-800-514-6868
toll-free in Mexico

613-993-2975
from anywhere in the world

For people who are deaf or hard of hearing:

TTY 1-800-361-8935
toll-free in Canada and the United States

Fax

613-954-8584

1-888-524-1444

toll-free in Canada and the United States

This publication is available in multiple formats.

June 2010
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Business Cards

Proofread these on paper rather than on screen. For any business card, the red file will contain

the following:

e apage showing the client’s typed version of the information (marked “source”

e apage showing the information typed by the project officer in charge of the file

e aphotocopy of a business card with the old information crossed out and the new information
written in

Step 1: Verifying the Copy

e Business cards are always printed French-first.

e Proofread the typed page against the source and correct any errors.

e Check that the name, phone and fax number(s) and e-mail address are correct, using
Microsoft Outlook: Open a new message, click on To, select the person’s name, then click on
Properties. Or open the Address Book (choose Tools > Address Book), select the person’s
name, then either double-click on the name or right-click on it and choose Properties.

e Check the division, directorate and/or sector names against an organizational chart on the
Elections Canada Intranet (click the Human Resources link, then Elections Canada
Organization Charts). You can also check the Elections Canada phone directory on the
intranet. Note: These sources are not always up to date; if in doubt, call or e-mail someone in
charge at Human Resources.

e Proofread the photocopy of the card against the source.

e When the person’s name is followed by a degree or professional designation, make sure that
it is two points smaller than the name.

e Make sure that the spelling of “BlackBerry” is correct. The second “B” should be in upper
case.

e [Initial and date both the typed version and the photocopy of the card.

e Pass the file to the French proofreader.

Step 2: Proofreading the Card
e Proofread the faxed printer’s proof against the handwritten photocopy.

e Return the file to the printing production manager, who will fax any corrections to the
printer.
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Copyright Page

The copyright page includes the following elements, in this order:

e (Cataloguing in Publication (CIP) notice; when the publication is bilingual, the French
“Catalogage avant publication”

e copyright and printing information

e Flections Canada contact information

The order and layout of these elements can differ from one publication to another depending on
the design, whether it is bilingual or not, etc. As a guide, see the copyright page for Report of the
Chief Electoral Officer of Canada Following the November 9, 2009, By-elections, included at the
end of this section.

Cataloguing in Publication

Printed publications, such as official reports and atlases, include a CIP notice, which alerts
librarians around the world to the availability of these publications. CIP is prepared and sent to
us by Library and Archives Canada (LAC). You can find information on the CIP program on the
LAC website at http://www.collectionscanada.gc.ca/cip/index-e.html.

Towards the end of the production process, the printing production manager applies to LAC for
the CIP, then sends it either to the desktop publisher, designer or proofreader to incorporate into
the document.

While LAC determines the content and general layout of the CIP, some of the formatting is
flexible, and we have established our own guidelines for it. This is useful because it allows our
publications to look consistent even when the CIP was produced by different librarians.

CIP Notice
CIP Element Information and Guideline
Title Library and Archives Canada Cataloguing in
Publication. It should be in bold. (This used to be
followed by “Data”, but it is no longer used.)
Author Elections Canada
Title of publication e CIP capitalization follows a convention established

by the Library of Congress in which only the first
word and proper nouns are capitalized and all other
words are lower case, including all words in the
subtitle.

— We follow this capitalization style.

e  When the title includes a subtitle, CIP sets it off
with a colon, with one space before and after.

— We replace the colon with an en dash.
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CIP Element

Information and Guideline

Title of series, where applicable

Bibliography included
Notes

CIP puts a period at the end of the title.
— We don’t put a period at the end of the title.

Example of a title:

Responding to changing needs — Report of the
Chief Electoral Officer of Canada on
recommendations following the 40th general
election

When a publication is printed in both languages in
parallel (two columns per page) and English is first,
the French title follows the English title, separated
by an equals sign. In this case, the order of the
languages is the same in both the English CIP and
the French Catalogage avant publication; the
English comes first even in the French.

— By-elections November 9, 2009 : official voting
results : Cumberland—Colchester—Musquodoboit
Valley, Hochelaga and New Westminster—
Coquitlam = Elections partielles du 9 novembre
2009 : résultats officiels du scrutin :
Cumberland—Colchester—Musquodoboit Valley,
Hochelaga and New Westminster—Coquitlam

No example

Note: The Working Paper Series on Electoral
Participation and Outreach Practices put this
information on a separate page.

E.g. “Includes bibliographical references: pp. 35-40”

These describe the characteristics of the publication:
whether it is a revised edition; is unilingual,
bilingual on inverted pages or bilingual in parallel
(two columns per page); contains an index; etc.

Each note is followed by a period.

Notes can be run on or listed one below the other
(and either flush left or centred). When they are run
on, they should be separated by two spaces.

When a publication is in English and a French
version appears as a separate publication, the note
reads:

Issued also in French under title: [French title].
When a publication is in English and French on
inverted pages, the note reads:

Text in English and French on inverted pages.

Note: The French title used to be included here, but
that practice stopped, starting with the by-election
report of March 2010.

When a publication is in both languages in parallel
(two columns per page) and the English appears
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CIP Element

Information and Guideline

ISBN (International Standard Book Number)

Catalogue number

Catalogue subjects

Catalogue numbers

first, the note reads:
Text in English and French.

Note: The order of the languages is the same in both
the English CIP and the French Catalogage avant
publication; the English comes first even in the French.

Separate “ISBN” from the number by one space. Don’t
use a colon.

E.g. ISBN 978-1-100-50757-6

Abbreviated to “Cat. No.” This is a Public Works
number and allows libraries to order the publication.
The number is preceded by a colon.

E.g. Cat. No.: SE1-2/2009-1

LAC specifies that these should be easily readable by
being clearly separated from each other.

o The first subjects are introduced by Arabic numerals
(1, 2). Subjects beginning with the publication title
are introduced by Roman numerals (I, II). Numbers
are followed by a period and one space.

e [Each subject is followed by a period.

e Subjects can be run on or listed one below the other
(and either flush left or centred). If they are run on,
each subject should be followed by one space.

e When a subject includes an internal period, it takes
one space after.

¢ Separate a subject and subtopic by an em dash with a
space before and after. (This matches the style in
French.)

— Canada. Parliament — Elections.

e When a subject is introduced by its title, the word
Title is followed by a colon.

e When a subject is introduced with the word Title:
and the title of the publication includes a colon,
change the colon to an en dash.

— II. Title: Faire face a 1’évolution des besoins —
Recommandations du directeur général des
élections du Canada a la suite de la 40° élection
générale.

These consist of the Library of Congress catalogue
number, Dewey Decimal System catalogue number and
LAC catalogue number. Note: We use the prime symbol
(") in the Dewey number.

These appear on one line and are spaced equally across
the text area. They don’t take periods after them.
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If You Find an Error

If you find an error in the content of a CIP notice — such as a comma missing after a year in the
publication title — ask the printing production manager to contact the CIP team at LAC
(cip.fed@lac-bac.gc.ca) and have them change it. They can send a new notice if necessary.

Copyright and Printing Information

e This doesn’t repeat the publication’s ISBN or catalogue number.

e The copyright statement should read as follows:
—  © Chief Electoral Officer of Canada, [year]
