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INTRODUCTION

 
 

Official Dictionaries    – The Concise Oxford English Dictionary (OED),  
– Stedman’s Medical Dictionary 27th Edition 

 
Official Style Guide    – The Chicago Manual of Style 16th Edition  

– (except where the EHC varies and supercedes) 

 
 

The Communications department is pleased to introduce the European Haemophilia 
Consortium Standards and Style Guide. The is a grammar and writing supplement to the 
European Haemophilia Consortium Brand Guide, which gives detailed guidance for colours, 
message, etc. This new guide is designed to help you when preparing documents—whether they 
are internal or external, long or short, basic or complex. It will help you present your 
information and ideas in a way that is clear, consistent, and easy to read.  

 
The European Haemophilia Consortium Standards and Style Guide has been adapted from the 
World Federation of Haemophilia Standards and Style Guide is based largely on Chicago 
Manual of Style and the Concise Oxford Dictionary. In some cases, the guide deviates from 
Chicago and the OED for particular words, titles, and terms that are unique to the EHC. In this 
case, these exceptions are included in this guide. 

 
The main reason to have a style guide is to maintain consistency across all documents and 
publications. For example, if the word ‘Internet’ (which is always capitalized) appears in two 
articles, the capitalization should be the same in both cases, or readers may question the 
accuracy of our material.  

 
English is a fluid language, but it’s bound by complicated rules of grammar. Editors can waste 
time researching questions on vocabulary, capitalization, and grammar every time a question 
arises. A style guide presents answers in a logical, handy format. 
 
If you have any questions about preferred usage or the Style Guide in general, contact the 
Communications Officer. 
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PART 1: GENERAL EDITORIAL STYLE

 
  



 The European Haemophilia Consortium Standards and Style Guide 

5 

PHOTO PROCEDURES

 
 
 
Whether going on site visits, or taking photos for the Internet, the important thing is that photos are well 

thought out and usable in future publications or online. 

 

The following are some tips to help ensure high quality in any photos that you take: 

1. Move in closer: A better photo is one where the subject almost fills the frame.  

2. Compose the picture with care: Keep the horizon level; crop out extra elements that you are not 

interested in; place the subject where you think it most belongs rather than just accepting it wherever 

it happens to land in the photo; work with perspective so that all lines lead the eye to your main 

subject. 

3. Be selective: Get the best photo of the subject by keeping anything distracting out of the frame. 

4. Watch the borders: If anything unattractive appears in the viewfinder, recompose. 

5. Look at the light: It is important to be aware of what kind of light you are working with and how it will 

affect the photo. 

6. Keep the camera or phone settings simple: You will get the best results if you do not try to use all 

features and instead learn a simple set up that works best for you in most situations.  

 

Procedures to follow when selecting photos for communications purposes (publications, 

posters, pamphlets, website, etc.): 

 Select the photos for communications purposes and identify each photo with a caption (people, year, 

type of EHC activity); if the photos are not identified, it is the responsibility of the department to 

contact the person who sent the photos for clarification. 

 

 

Photos for screen view (website, EHC Now!): 
Resolution: 72 ppi 
Type of image: PNG (preferred), JPG (photographic images); GIF (transparent background or graphical 
images) 
Mode: RGB 
 
Photos for print: 
Resolution: 300 ppi 
Type of image: PNG is preferred but can use JPG 
Mode: CMYK 
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PLAIN LANGUAGE WRITING TIPS

 

 
Plain language means creating a document that is logically organized and understandable on the first 

reading. One important thing to remember is the EHC’s audience is actually a global one, and English 

may not be the reader’s first language. With this in mind, it is of utmost importance to create material that 

is easy to understand. 

Once you know who your audience is, and what you are trying to say to that audience, you can follow 

these tips to create an easy-to-understand document: 

 Write for the average reader—don’t write to the experts unless they are the intended audience.  

 Give useful headings that capture the essence of all the material under the heading. If they don't, 

introduce more headings.  

 Use pronouns to speak to the reader—they pull the reader into the document and make it more 

meaningful to him. Use "we" for the organisation. 

 Use the active voice—this clarifies who is doing what; the passive obscures it. Active voice is 

generally shorter and clearer. Active sentences are structured with the actor first (as the subject), 

then the verb, then the object of the action. 

 Use short sections and sentences—this will help the reader get through the material. Readers get 

lost in long dense text with few headings. Chunking the material also creates more white space, 

making it more approachable. 

 Use simple present whenever possible and not the passive voice. Say, "The EHC issues a report 

every quarter," not "The EHC will be issuing a report every quarter." 

 Use base verbs that show direct action, not hidden verbs—these make written materials weak and 

longer than necessary. Say "we manage the program" and "we analyse data" not "we are 

responsible for management of the program" or "we conduct an analysis of the data." 

 Omit excess words – challenge every word: Do you need it? Pronouns, active voice, and base 

verbs help eliminate excess words.  

 Use concrete, familiar words—define (and limit!) abbreviations. Avoid jargon (always avoid 

jargon) and foreign terms.  

 Place words carefully (avoid large gaps between the subject, the verb, and the object)—placing 

words carefully within a sentence is as important as organising the document effectively. Keep the 

subject, verb, and object close together.  
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POWERPOINT GUIDELINES

 

 
The European Haemophilia Consortium (EHC) has two versions of a PowerPoint template. The first is 
standard size and the second is done in a 16:9 format. These guidelines are for both versions. 
PowerPoint is designed to enhance your presentation, not be the presentation. Your slides are only 
the visual aid, don’t read verbatim. If you would like to include the entire text of your presentation, 
use the Notes feature by going to “View - Notes page” 
 
Fonts 

 The default font is Open Sans in the EHC powerpoint template and should not be adjusted  

 Headings: Uppercase, Open Sans 24 pt left justified (Red – #b51d31) 

 Subheads: Lowercase, Open Sans 22 pt left justified (Red – #b51d31) 

 Body text: Lowercase, Open Sans 22 pt font left justified (Grey – #293541 or Black #00000) 

 Bullets are left justified with one space before copy (Grey – #293541 or Black #00000) 
Text 

 The position of headings, subheadings, and logos should be in the same spot on each frame 

 Headings should not be bold and bolding should only be used sparingly in the body copy 

 Avoid lengthy text: It is difficult to see and process the information 

 People will try to read everything or copy it all down and will quickly lose interest 

 List only the key points and add the details verbally 

 Left justify and use bullets instead of blocks of text 

 Try to aim for one minute of speaking time per slide 

 No more than 5 bullets per slide, 6–7 words per bullet, or 35–40 words per slide 

 Only capitalize first word and proper nouns in headings 

 Do not move the text boxes around in the slides 

  
Graphics/photos 

 Illustrations should be used when needed and relate to the message 

 Avoid borders or shadows around images (unless the background of the image is white and then 
only use a simple this lined border) 

 Ensure that charts/graphs are readable and Open Sans font should be used as much as possible 

 If there is only a heading on the slide, graphics can be centered and should not cover logo 

 For smaller file size save as PNGs 

 For optimal viewing, the maximum pixel size should be 1024x768 (typical screen resolution), and 
the minimum, 640x480 pixels. 

 Ensure that all photos and tables have the same rule and the same size of rule 

 To edit photos, right-click on photo file you want to include and open with ‘Apple Photo Editor’ or 
‘Microsoft Picture Manager’ (can also use Photoshop if available) then click on “edit pictures” 

1. Select resize/predefined width-height: select web-small; OR 

 
Final point: 

 Remember to proofread the entire presentation, checking especially for English usage 
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TEN TIPS FOR PROOFREADING EFFECTIVELY

 

 
Whether you are writing an article for a EHC publication, an EHC Now!, or simply an email, ensuring that 

your text is mistake-free is essential. The spellchecker helps, but it is far from foolproof. This is where 

proofreading comes in. There's no foolproof formula for perfect proofreading every time. But these 10 tips 

should help you see (or hear) your errors before anybody else does. 

 

 

1. Give it a rest: Set the text aside for a few hours after you've written it, and then proofread it with 

fresh eyes. With some time, you’re more likely to see what you've actually written. Proofread when 

you are fresh. 

 

2. Look for one type of problem at a time: Read through the text several times, concentrating first 

on sentence structure, then word choice, then spelling, and finally punctuation.  

 

3. Double-check facts, figures, and proper names: In addition to reviewing for correct spelling 

and usage, make sure that all the information in the text is accurate. 

 

4. Review a hard copy: Print out the text and review it. People read differently in print or on the 

screen, so you may catch errors that you previously missed. 

 

5. Read your text aloud: This could help you to hear mistakes that you may have missed otherwise.  

 

6. Use a spellchecker: The spellchecker can help you catch repeated words, reversed letters, and 

many other common errors--but don’t rely solely on it. 

 

7. Trust your dictionary: The spellchecker can tell you only if a word is a word, not if it's the right 

word.  

 

8. Read for synonyms: Another way to improve your writing is to find the right word as a synonym. 

If you use “cohesive” four times in the same paragraph you might new change the wording to 

something like “together” or “unified”. 

 

9. Create your own proofreading checklist: Keep a list of the types of mistakes you commonly 

make to refer to each time you proofread. 

 

10. Have a second set of eyes review: Invite someone else to proofread your text after you have 

reviewed it.  
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WRITING FOR THE WEB – QUICK TIPS

 
 
 
First things to consider: 

1. Who is your audience?  

2. What is the most important information you need to convey to that audience? 

3. How will you want to present the information (tables, lists, links to information, etc.)?  

 

What’s different about writing for the web? 

The way the web works is different from print and the writing needs to reflect that. Users read webpages 

25 per cent slower than they read paper because reading web copy is significantly more strenuous than 

reading print. Because of this, users don’t read web text, they scan it. 

With this in mind, here are a few tips when writing for the web: 

 

 Write simply: The web is international, and any page you create is going to be viewed by people 

with all levels of English knowledge. If you write to a lower level audience you'll be sure to keep 

people interested because they can understand more easily. It is important to remember that the 

EHC has a worldwide audience, which means some readers will have a very minimal 

understanding of English.  

 

 Be clear: Use the inverted pyramid structure to arrange points in descending order of 

importance. 

o State the conclusion first, and then give general supporting information followed by 

detailed supporting information.  

o Your reader can read as much detail as is necessary to him or her. 

 

 Be concise: Eliminate unnecessary words and redundant information. The shorter the 

information, the more likely your audience is to read it. 

o Try to keep sentences under 25 words. 

o A good rule is to limit the length of a paragraph to three or four sentences.  

o Use scannable text that’s easily digestible to a user.  

o Don’t present more than one idea in each paragraph. 

 

 Be direct: Use active voice whenever possible. Use action verbs and concrete nouns. 

 

 Be a guide: As visitors arrive at your site, regardless of the entry page, the first question in their 

minds is, “Am I in the right place? Will I find what I want here?” Use language, headings, and 

links that allow readers to navigate the site easily at all times.  

o Embedded links within the text are more conversational. This is because surrounding text 

provides both context and explanation.  
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PART 2: PUNCTUATION, GRAMMAR, DISTINCTIVE TREATMENT
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ACRONYMS AND ABBREVIATIONS

 

 

Abbreviations should be used only in contexts where they are clear to readers. Some are almost 
never used in their spelt-out form (i.e. DNA, FBI), and may be used without explanation. Others, 
for example many that the EHC has created for internal use (i.e. NMO) should be spelt out at 
first occurrence as a courtesy to the reader. Less familiar ones, however, should be avoided in 
external documents (i.e. PWH). 
 
For example: We are waiting for word from national member organisations (NMOs) before we 
proceed. Once all the NMOs have responded, we will be able to analyse the data. 
 
In general: 

 Use periods with abbreviations that appear in lowercase letters; use no periods with 
abbreviations that appear in capitals (i.e. a.m., etc., vol. and EU, VP, CEO). 

 

 In text, the abbreviation EHC should not be preceded by the article “the” as in: 
- EHC has several new members 
- The new centre was given IHTC status by EHC in March and began programs in 

May. 
 

 Multiple initials in proper names are not followed by a letter space: 
- G.K. Chesterton, G.M. Hopkins, P.M. Caviglia 

 
Abbreviation of names and titles: 

 Social titles i.e. Ms., Mrs., Mr., Dr., are always abbreviated. 
 When Mister or Doctor is used without a name, it is spelt out. 

 There is an exception in French, where periods are not used i.e. Mme, Mlle. 
 
For a list of common EHC abbreviations and acronyms, view Appendix 2 on page 34. 
  



The European Haemophilia Consortium Standards and Style Guide 

12 

CAPITALIZATION

 
 
 

In general:   

 Don’t capitalize factors, diseases, or disorders unless they are named after someone.  

 Official names and proper nouns are capitalised.  

 Our style is to use an economical amount of capitals. Only use capitals when necessary. 
Official names: 
Capitalize only if using the formal names. Lowercase for generic use:  

- The National Member Organization Global Training Workshop is usually held before 
Congress. Close to 100 national member organizations participated.  

 
Committee, centre, group, program, and initiative names:  
Unless a committee, centre, group, program, or initiative is officially recognised and formally 
named, avoid capitalizing. Do capitalize the official, proper names of long-standing committees 
and groups and formally developed programs and initiatives.  
 
Capitalize words such as program, project, and initiative only if they are part of the official title. 
 

- The Global Feast initiative raised more than $60,000. 
- The EHC Blood Products Safety, Supply, and Availability Committee is a formally 

developed and long-standing committee, so it is capitalized. 
- The EHC NMO Twinning Program also takes capitalization for the same reason.  
- The EHC has an official Women’s Committee, which should be capitalized since it is the 

long-standing program’s formal name. 
 
Generic references, however, should be lowercase:  
 
- As part of its twinning with Venezuela, the Dominican Republic will give a demonstration of 

diagnostic testing in the country. 
- EHC collaborates with government agencies in numerous countries to deliver assistance 

programmes. 
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Job titles:  
Generally, there is capitalization for job titles of EHC staff and executive positions, whether the 
title appears before the name or not. 
 

- Public Policy Officer Mark Brooker submitted the first draft to Communications 
Director Elizabeth Myles and EHC President Mark Skinner. 

 
NOTE: Do not put a comma after job titles that precede names i.e. VP Medical Paul Giangrande 
will speak at the global forum.   

 
Executive Board (and most committees) should be capitalized in all usage including short forms: 

- the Executive Board will investigate 
- we now have an Executive. 
- the Committee has passed the resolution 

 
Academic/honorary titles: 
Academic titles should be in lowercase both preceding and following the name (note exception 
in second example).   

- Alok Srivastava, Professor of Hematology in Vellore, India, was one of the featured 
speakers.  

- Hematology professor Alok Srivastava spoke at the event.  
For individuals with an MD preceding their names, the EHC refers to them as doctor.  
 
Titles of works (see extended list page 18): 
Capitalized in their original form; titles of books, pamphlets, periodicals, newspapers, and 
sections of newspapers are italicized when mentioned in text, notes, or bibliography. This means 
that all monographs, pamphlet publications i.e. What is Haemophilia?, newsletters i.e. 
Haemophilia World, etc. are italicized.   
 

o Articles in periodicals and parts of a book: quoted titles and features in 
periodicals and newspapers, chapter and part titles, titles of short stories or essays, and 
individual selections in books are set in roman type and enclosed in quotation marks. 
This means that articles included in the journal, Haemophilai, or articles featured in any 
other EHC publications i.e. Haemophilia World, are put inside quotation marks.  

o Electronic sources: websites should be without quotation marks.  
o Online sources: works available online are treated much the same as printed matter.  
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HYPHENATION AND COMPOUNDS 

 
 

 
With hyphens, the main concern is consistency amongst materials. However, there is now a 
trend toward closed compounds (i.e. on line to on-line to online). If the word is easily 
understandable and commonly used as a closed compound, please do so. Also, in general, please 
refer to Oxford for clarification.  
 
Hyphenated compounds are written in lowercase for running text, and capitalized when 
necessary i.e. In non-Spanish-speaking countries such as the United States of America, Spanish 
is still widely prevalent.   
 
Running text: 
Transfusion-transmitted disease is a serious complication in haemophilia. 
A key objective is to improve the safety of plasma-derived products. 
Members in Spanish-speaking countries will find the website equally accessible. 
A one-page document 
 
A hyphen should appear: 

- before a capitalized word or numeral (i.e. sub-Saharan, pre-1930) 
- before a compound term (i.e. non-self-sustaining) 
- to separate two i's, two a’s, and other combinations of letters or syllables that might 

cause misreading (i.e.. anti-intellectual, pro-life) 
- to separate the repeated terms in a double prefix (i.e. sub-subentry) 
- when a prefix or combining form stands alone (i.e. over- and underused).  

 
However the EHC observes some exceptions, including cooperation and coordinate. Please 
review Appendix 1 (the list of exceptions) for further clarity. 
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LISTS

 

Run-in lists:  
- Run-in lists (the list put into the running text) are better for shorter lists, especially if the 

items and the introduction material form a complete grammatical sentence.   
- The items are separated by commas unless the items require internal commas, in which 

case all items should be separated by semicolons and end with a period.  
- Ex: The qualifications are as follows: a doctorate in physics, five years’ experience in a 

national laboratory, and an ability to communicate technical matter to a lay audience. 
 
Bullet lists (where information is relevant to the main idea: 

- All items that relate to each other should be separated by semicolons and end with a 
period. 

- Ex.  
  The society has three main objectives: 

• Peace within our time; 

• Freedom of movement; 

• Advancement of all EU citizens.   
 
Vertical lists (without bullet points):  

- A vertical list without bullet points is best introduced by a complete grammatical 
sentence, followed by a colon.  

- Ex:  
Your application must include the following documents: 
a full resume; 
three letters of recommendation; 
all your diplomas, from high school to graduate school. 

 
- If items run over a line, the second and subsequent lines are usually indented. 
- If the items are numbered, each line begins with a capital and ends with a period. 

 
 

NUMBERS

 
 
In general: 
When a number begins a sentence, it is always spelt out. 
Spell out only single-digit numbers (i.e. up to nine) and use numerals for all others. Where many 
numbers occur in a paragraph, including a mixture of single-digit and double-digit numbers, use 
numerals for all (some good judgment can be used here). 
Commas are used between groups of three digits or more in numbers of 1,000 or more i.e. 
450,000. In Spanish, however, a period is used between groups of three digits or more, and in 
French, a space is used i.e. 4 000; 350 000. 
 
Dates: 

- For dates in titles the following format is preferred: Day, Month, year 
- In sentences: 

- Month, Day (without the 25th superscript) year 
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- Month, Day (with superscript if no year follows) 
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Money: 

- Isolated references to amounts of money are spelt out or expressed with currency 
symbols and numerals in accordance with the general rules presented above. (i.e. fifteen 
dollars is $15). 

- Currencies should be clearly identified as the EHC deals with several different 
currencies. Because of this, the following distinctions are used:  
EUR€10.75 
US$13.76 
US75¢  
UK£123  
NOR375 
Mex$98 

 Can$7.75 
 
Percentages: 

- Scientific copy (Facts & Figures series or monographs): use % i.e. treatment of 
haemophilia is currently only available to 20% of those. When using the % sign, there is 
no space between the numeral and the sign.  

- Non-scientific copy (Info Update, Haemophilia World): spell out the word “per cent” 
 
Time: 

- 24 hour numeric clocks are used (with zeros for even hours, i.e. 5:30., 18:00).  
 

Non-scientific text:  
- In general, one to nine – write out; 10 and over – use numerals. 
- Treat groups of numbers in same category consistently. If according to the rule you must 

use numerals for one of the numbers, use numerals for all (e.g., 16 patients and 2 
doctors). 

- Spell out any whole numbers followed by hundred, thousand, hundred thousand, 
millions except money (e.g, the population of Amsterdam, Netherlands, is about eight 
hundred thousand). 

- Use numerals for very large numbers (e.g., 3.2 million). 
 

Scientific text: 
- Use numerals to express physical quantities such as distances, lengths, areas, 

volumes, masses, pressures, and units of time. 
- Use numerals when using an abbreviation for the unit of measure, or when using a 

symbol (degrees, %). 
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PARENTHESES

 

 
A comma or semicolon will always come after closing parenthesis.  
 
Any punctuation precedes the closing parenthesis if the entire sentence is in parentheses; 
otherwise it follows.  

o He said he would be here after dinner (with or without her). 
 
 
 
 

PUNCTUATION – GENERAL POINTS

 
 
 

 Use serial commas (see The Chicago Manual of Style, Strunk & White). i.e. include the 
comma between the two final items in a list: Every Sunday she reads the newspaper, walks 
the dog, and waters the flowers. 

 Commas should also be included after the first in matters of dates and places i.e. Friday, 
April 15, 2011; Toronto, Ontario, is a culturally diverse city. 

 One space (not two) should appear after periods at all times. 

 Punctuation at the end of headings should not be used. 

 When using a slash, no spaces come between the words and the slash i.e. and/or. 

 When using an em-dash in a sentence, no spaces come between the words and the dash. 

 Quotation marks: Periods and commas precede closing quotation marks, whether double or 

single. Colons, semicolons, question marks, and exclamation points all follow closing 

quotation marks unless they are part of the quoted matter. 

o He said, “Hello, my name is John.” 

o Which of Shakespeare’s characters said, “All the world’s a stage”? 

o I asked, “Did you mean it when you said you would take care of it?” 
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PUNCTUATION – MORE ABOUT TITLES: WHEN TO USE ITALICS 
UNDERLINING and “QUOTATION MARKS” 

 
1) Short works and parts of long works are usually in quotation marks. 
2) Long works and collections of short works are usually put in italics (or underlined when 

submitting publication work to editors) 
 
Short Works & Sections of Longer Works   Long Works & Collection of Short Works 
 
1) “Title of a Short Poem”    Title of an Epic Poem or Book-Length Poem 

 “The Raven”     The Odyssey 
 
2)  “Title of a Short Story”    Title of a Novel 
 “Young Goodman Brown”    The Scarlet Letter 
 
3) “Title of an Essay”     Title of a Collection or Anthology of Essays 

 The Fiction of Langston Hughes   Modern Writers and Their Readers 
 
4)  “Title of a Short Song”    Title of a CD or Album 

 “Money Talks”     The Razor’s Edge, by AC/DC 
        Title of a Ballet or Opera 
        The Nutcracker Suite 
        Title of Long Classical or Instrumental by    
        Name, Rather than Number 
        Wagner’s The Flight of the Valkyries 
 
5)  “Title of a Skit or Monologue”   Title of a Play 
 “Mafman’s Lament”    The Importance of Being Earnest 
 
6) Short Commercial     Title of a Film 

 “Obey your Thirst”     Star Wars 
 
7)  Title of “Individual Episode” in a    Title of Television Series as a Whole 

 “Sawyer’s Past”     The Lost 
 
8) “Title of a Chapter in a Book”   Title of a Complete Book 

 Welsh Mountains     Guide to Welse Geography 
 
9)  “Online Article”     Title of Website 
 Etruscan Art     wikipedia.com 
 
10)  “Title of an Article in a Magazine”   Title of the Magazine 
 “Training Your Toddler”    Parenting 
 
11)  “Title of an Article in a Newspaper”  Title of the Newspaper 

 “Baby Born in Subway”    The New York Times 
 
12) “One or Two Page Handout”   Pamphlet 
 “Old English Verbs: A One-Page Guide”  The Current State of Belgian Medicine 
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A few final notes 
 

Normally, most words in a title are capitalized. The most common rule is that all “important” words 
should be capitalized, but this isn’t always helpful. In actual practice, usually the first and last word are 
capitalized, along with every noun, verb, adjective and adverb. Usually prepositions and articles are not 
capitalized. Sometimes, though, in short titles, every word might optionally be capitalized. 
 
Examples: 
The Planet of the Apes 
The Land that Time Forgot 
“Why Not Me” 
“Losing My Religion” 
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PART 3:  EHC LANGUAGE, TERMINOLOGY, TREATMENT
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BIBLIOGRAPHIC FORM

 
 
 
Journal references: 
Example: Quayle AJ, Xu C, Mayer KH, Anderson DJ. T lymphocytes and macrophages, but not 
motile spermatozoa, are a significant source of human immunodeficiency virus in semen. J 
Infect Dis 1997;  176(2): 960-968. 
 
Author(s): Authors are listed by last name first, followed by their initials (without periods). Each 
author is separated by a comma. The last author is followed by a period. If there are 10 authors 
or less, they should all be listed. If there are 11 or more, list only the first six, followed by et al. In 
this case, the last author’s name should not be followed by any punctuation.  
i.e.  Nuovo GJ, Becker J, Simir A, Margiotta M, Khalife G, Shevchuk M et al. HIV nucleic acids localize to 
the spermatogonia and their progeny. Am J Pathol 1994; 144: 1142-1148. 
 

 Only the first word in the article title is capitalized.  

 The journal name is italicized. Standard journal abbreviations may be used (e.g. N Engl J 
Med, J Infect Dis) 
 The year of publication should appear immediately after the journal name, followed by a 
semicolon, in roman type. 

 The volume number should follow the publication year. If the issue number is used, it 
should appear in brackets immediately afterwards (no space). The volume and issue number are 
followed by a colon.  

 Page number should appear after the volume and issue number, followed by a period.  

Paper presented at a meeting or conference: 
Example: Doyle, Brian. Howling like dogs: Metaphorical language in Psalm 59. Paper presented 
at the annual international meeting for the Society of Biblical Literature, Berlin, Germany, June 
19–22, 2002.  
 
Book references: 
 
Simple book reference – example: 
Kendall S, McCreary E, Provance P. Muscles: testing and function 4th ed. Baltimore: Williams and 
Wilkins, 1993. 

 
One author, only chapters – example: 
Last name, initial. “Title of chapter,” in Title of book, page numbers. City: Publisher, year. 
 
Chapters within a book, with editors -- example:  
Rodriguez-Merchan EC, Goddard NJ. “Muscular bleeding, soft tissue haematomas and pseudotumours,” 
in Musculoskeletal Aspects of Haemophilia, ed Rodriguez-Merchan EC, Goddard NJ, Lee CA. Oxford: 
Blackwell Science, 2000. 
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CAPTIONS OF PHOTOGRAPHS

 
 
 

 There should be no capitals other than the first words in sentences and any proper nouns. 

 There is no period at the end of the caption 

 Use L to R (no periods) in captions to cite who is in the photo. 

 Captions for figures and charts are treated the same way. 
 
 
 
 

HEADINGS

 
 
 
EHC prefers Title capitalization for headings, meaning most words except prepositions and 
articles are capitalized. 
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DEVELOPING/DEVELOPED, EMERGING/ESTABLISHED

 

 
 
For public documents, and only if required, our preferred usage is developed and developing, to 
use terms that most will be familiar with. Generally, we do not refer to the development of any 
NMO unless in terms of treatment. 
 
For more preferred language, please see Appendix 1. 
 
 
 
 

MOTTOES, SLOGANS, TAGLINES – TREATMENT FOR ALL

 
 
 

 
Mottoes and taglines are not italicized unless the wording is italicized in another language.  
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OTHER LANGUAGES (FRENCH AND SPANISH)

 
 
 
Accents, special characters, and diacritical marks:  
When writing about a specific NMO, use the correct full name out of respect. 
 
With HTCs, if the full name is in a language that uses many accents or diacritical marks, make 
reference more generally (i.e. the twinned haemophilia treatment centre in Paris). But, when 
referring to an author and giving an affiliation, use the correct full name. 
 
For NMOs that use an acronym in their official language that we will not translate i.e. German 
Haemophilia Society uses DNG, avoid using the acronym and instead use “the Society” or “the 
Association” wherever appropriate. 
 
French: 
- Capitalization:  
o Generic words for roadways, squares, and the like are lowercased, whether used alone or 
with a specific name as part of an address. Only the proper name is capitalized (i.e. le boulevard 
Saint-Germain; 13, rue des Beaux-Arts). 
o In most geographical names, the generic word is lowercased and the modifying word 
capitalized (i.e. la mer Rouge; le pic du Midi), unless on an English website.(i.e. Rue de 
l’Industrie/). 
o Names of buildings are usually capitalized. 
o In hyphenated names, both elements are capitalized (i.e. la Haute-Loire). 
o Names of religious groups are usually lowercased. 
o Days of the week and months are lowercased. 
o Guillemets («  ») are used for quoted material.  
 
Spanish: 
- Capitalization:  
o A title preceding a proper name is lowercased. 
o Nouns as well as adjectives denoting membership in nations are lowercased, but names 
of countries are capitalized (i.e. los mexicanos but Mexico) 
o Days of the week and months are lowercased (i.e. hoy es martes). 
o Religions are lowercased. 
o Languages are lowercased. 
- Unique punctuation: 
o A question or an exclamation is preceded by an upside down question or exclamation 
mark and followed by a regular mark.  
o Guillemets («  ») are used for quoted material. 
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FOREIGN WORDS – TREATMENT  

 
 
 
Italics are used for words and phrases in a foreign language if they are likely to be unfamiliar to 
readers (ex. Honi soit qui mal y pense is the motto of the Order of the Garter). Commonly used 
Latin words and abbreviations should not be italicized (Et al., ibid., etc.) 
 
Referring to NMOs:  
 
Proper nouns (ex. Leghorn—in Italian, Livorno—is a port in Tuscany.), as well as familiar 
foreign words (ex. A priori, in vitro, etc.) are not italicized.  
 
Names of countries: use English names; eg. Japan, not Nippon; Germany, not Deutschland. 
Names of cities: use English names. Use Montréal (with accent). 
 

 
 
PROGRAMS AND PROJECTS NAMES (TBD)

 
 
  



 The European Haemophilia Consortium Standards and Style Guide 

27 

REFERRING TO AN INDIVIDUAL 

 
 
 
Last name only is used after first reference: 
After the first reference to an individual, EHC standard is to use only the last name (i.e. Alok 
Srivastava, Professor of Hematology in Vellore, India, was one of the featured speakers. 
Srivastava’s presentation was particularly enlightening). This is in general but the EHC observes 
some deviances, including personal profiles and EHC publications as these use first names after 
first reference to give a more personal feeling and sense of connection.  
 
 
 

REFERENCE TO THE EHC

 
 
 
The European Haemophilia Consortium: 
Use ‘the’ before the full title, European Haemophilia Consortium. Generally, there is not a 
definite article with the acronym EHC when you are referring to the organisation alone; i.e. EHC 
would like to welcome new members, and when using EHC as an adjective (i.e. all EHC 
publications are available online; EHC national member organisations are invited to respond via 
email to inquire further), ‘the’ is not necessary. 
 
The use of “the consortium” should be avoided and discouraged unless identified, and instead, 
the acronym EHC should be used. 
 
Titles within the organization: 
Descriptive job titles are usually capitalized. This includes the president’s title, specifically when 
mentioned with full name; i.e. EHC President Brian O’Mahony is now entering his third year at 
the helm of the Executive Board of the international NGO.  

 
Executive Committee (EXCO): 
Executive Committee is capitalized when used in text; i.e. the Executive Committee will 
investigate; the Committee has passed the resolution (short for Executive Committee).  
 
Academic/honorary titles: 
Academic titles should be in lowercase i.e. Alok Srivastava, Professor of Hematology in Vellore, 
India, was one of the featured speakers.  
 
For individuals with an MD preceding their names, the EHC refers to them as doctor. Doctor is 
abbreviated to Dr. before a name much like Mr. or Ms. 
 
For more information, please refer to the capitalization rules beginning on page 14. 
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EHC UK LANGUAGE

 
 
 
As EHC publications are sent specifically to our European audience, British English is used. This 
means several differences must be noted with American English. 
 
Spelling variances: 
 
British –our endings and American –or endings: Most words ending in an unstressed -our in 
British and Canadian English (i.e. colour, flavour, honour, neighbour, labour, humour) end in -
or in American English (color, flavor, honor, neighbor, labor, humor).  
 
-er insted of –re: In British usage, some words of French, Latin or Greek origin end with a 
consonant followed by –re. Most of these words have the ending -er in the United States. British 
spellings: calibre, centre, litre, metre, theatre and titre all have -er in American spelling. 
 
-ise, -ize (-isation, -ization): American and Canadian spelling accepts only -ize endings in 
most cases, such as organize, realize, and recognise. 
 
For more spelling differences, please consult an American dictionary such as Webster’s 
Dictionary. 
 
Other differences: 

 EHC publications feature first name usage upon second reference, as opposed to the last 
name upon second reference that is used in most other EHC publications. 

 Factor is used instead of clotting factor concentrates  
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PART 4: APPENDICES
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APPENDIX 1: LIST OF EXCEPTIONS 

 
 
 
Note: EHC acknowledges spelling variances in haemophilia when used in official names i.e. the 
National Hemophilia Foundation. 
 
ABC 
advertise 
ageing 
amniocentesis 
analyse (for “ize” vs. “ise”: use “s” following “y”;  use “z” following “i” ) 
anaphylaxis 
anti-inflammatory (hyphenated) 
antibiotic 
antibodies 
anticoagulant 
antidiuretic 
antifibrinolytic 
antigen 
antihemophilic 
antiplatelet 
antiviral 
arthroplasty 
ASEAN (caps) 
autoimmune 
BA (university degree) 
BEng (university degree) 
BSc (university degree) 
behaviour 
Bethesda unit 
bioethics 
blood-derived (adj.) 
bloodstream 
bolus 
bovine spongiform encephalopathy (BSE) 
bypass, bypassing 
caregiver 
Caribbean 
Centre, centred, centring (British usage) 
centrifugation 
chair (not chairman/chairwoman) 
check-up 
chorionic villi 
chorionic villus sampling (CVS)cirrhosis 
cofactor 
colour (British usage) 
comorbid 
comorbidity  
contraindicated 
cooperation, cooperative 
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coordinator, coordinate 
counsellor, counselling (British usage) 
Creutzfeldt-Jakob disease (CJD) 
cryo (may be used once the word cryoprecipitate has been used in a document or chapter of a 

long document once) 
cryoprecipitate 
cryoprecipitate-poor plasma 
cryo-poor plasma 
cytomegalovirus 
 

 
DEF 
desmopressin (DDAVP) 
Dr. 
email 
epistaxis 
epsilon aminocaproic acid (EACA) 
factor: 

factor VIII (discourage use of term antihemophilic factor (AHF) or antihemophilic globulin 
(AHG)) 
factor IX (discourage use of term Christmas factor) 
factor should be lowercased when spelt out and used in sentences, however when referring 
to the protein or the gene, use a capital F i.e. FVIII 
FIX – factor IX with the Roman numeral, refers to the protein; factor 9, refers to the gene 
FVIII – factor VIII  refers to the protein; factor 8 refers to the protein 

fetus 
fresh frozen plasma FFP (may be used once it has been spelled out in a document—or chapter of 

a long document—once) 
fundraising (to do fundraising or, preferably, to raise funds; NOT: to fundraise) 

 
 
GHI 
Treatment of genes: 

The names of genes, or gene symbols, including any Arabic numerals that form a part of such 
symbols, are usually italicized. Human gene symbols are set in full capitals, as are the gene 
symbols for other primates. Mouse and rat gene symbols are usually spelled with an initial 
capital. Symbols for proteins, also called gene products and often derived from the symbols 
of the corresponding genes, are set in roman.  

half-life 
healthcare (adj.): The healthcare workers were on strike at the time,  

the national healthcare system 
health care (noun): The standard of their health care was satisfactory 
heat-treat (v.) 
heat-resistant  
hematological  
haemophilia: 

haemophilia A (discourage the use of classical haemophilia) 
haemophilia B (discourage the use of Christmas disease) 
mild haemophilia 
severe haemophilia 
person with haemophilia NOT  haemophiliac 

haemophilia care (not hyphenated) 
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heparin 
hepatitis A/hepatitis B/hepatitis C (HCV refers to hepatitis C virus) 
HIV/HIV 1/HIV 2/human immunodeficiency virus 
homecare 
honorary (British usage) 
honour (British usage) 
hysterosalpingogram 
immune tolerance induction (ITI) therapy 
immunohematology 
immunological 
inpatient 
indexes (not indices) 
infected/uninfected 
international units (IU) (lowercase, no periods) 
Internet (caps) 
intra-articular 
intramuscular 
intranasal 
intraosseous (not hyphenated) 
mild haemophilia, severe haemophilia (lowercase) 
 

 
JKL 
judgment (no e) 
kilogram (kg) 
labour (British usage) 
Latin American 
labelling (British usage) 
life-threatening 
litre  
long-term (adj.),  but: over the long term (noun) 
lyophilization 
 
 
MNO 
manoeuvre (British usage) 
MA 
MBA 
MD 
MEng 
MSc 
Mr. 
Ms. 
menorrhagia 
millilitre (ml) 
modelling (British usage) 
musculoskeletal 
micro-organisms 
mid-cycle 
monospecific 
the Netherlands (lowercase the) 
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non-profit 
non-steroidal anti-inflammatory drugs (NSAIDS) 
North America (Canada, U.S.A., and Mexico) do not use “American” to mean “North American”) 
neurovascular (not hyphenated) 
orthopedic (no a) 
outpatient 

 
PQR 
parvovirus 
pathogenicity 
pediatrics  
PhD 
physiotherapy (not hyphenated) 
physiotherapist (not hyphenated) 
plasma-derived 
platelet function analyser 
p.m. 
polymerase chain reaction (PCR) technique 
post-partum 
post-operative (hyphenated, adj.) 
pre-implantation genetic diagnosis (PGD) 
pre-operative (hyphenated, adj.) 
president (lowercase) 
professor (not abbreviated), but before the name, uppercased (as with Doctor) 
program, programming 
prophylaxis  
pseudotumours 
psychosocial 
reabsorb 
realize 
resourced (adj). Better resourced countries. (BOM March 97 HW) 
 
 
STU 
severe acute respiratory syndrome (SARS) 
sera and serum 
socioeconomic 
solvent-detergent treatment 
subcommittee 
symptom-free 
syphilis  
time-consuming 
titer (not titre) 
totalling (British usage) 
tranexamic acid 
transmissible spongiform encephalopathy/ies (TSE/TSEs) 
travelling (British usage) 
tumour (British usage) 
infected/uninfected 
U.K.  or U.S.A. (use periods) but for money as follows: UK₤50 or US$50 
up-to-date (adj.): eg. up-to-date information 
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up to date: eg. this column brings you up to date 
undergo, underwent (not hyphenated) 
underdiagnosed 
unit (U) 
ultrasonography 
ultrasound 
 
 
VWX 
variant Creutzfeldt-Jakob disease (vCJD) (not new variant) 
venipuncture 
vice-president (use lowercase) 
viral inactivated (not virally inactivated) (hyphenate before noun) 
von Willebrand disease (NOT von Willebrand’s disease)/VWD as the abbreviation  
VWD type 1/VWD type 2/VWD type 3 
VWF is the abbreviation for von Willebrand factor 
website (one word, lowercase) 
wet heat (not hyphenated, even as an adjective) 
West Nile virus (WNV) 
widespread 
worldwide (not hyphenated) 
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APPENDIX 2: EHC COMMONLY USED ACRONYMS 

 
 
 
Many of these acronyms are used internally only, for internal documents, etc. Many should not 

be used in external documents (i.e. PWH for people with haemophilia) unless the acronym will 

be well-understood by the audience (i.e. in the abstracts for the MSK Congress). It is important 

to remember that before any acronym is used, the acronym is spelt out for the reader. 

 

ASEAN – Association of South-East Asian Nations 

BPSSA – Blood Products Safety, Supply and Availability 

CDC – US Centers for Disease Control and Prevention 

CFC – Clotting Factor Concentrate 

COC – Congress Organizing Committee 

EAHAD – European Association for Haemophilia and Allied Disorders 

EBA – European Blood Authority 

EHC – European Haemophilia Consortium 

EMA – European Medicines Agency 

EPF – European Patients’ Forum 

EQA/EQAS – External Quality Assurance/External Quality Assurance Scheme 

EURORDIS – European Organisation for Rare Diseases 

EUnetHTA - European Network for Health Technology Assessment 

EXCO – Executive Committee 

F&F – Facts and Figures 

FDA – Food and Drug Administration: Regulates food and drug safety in the U.S.A. 

FIX – factor 9 (factor IX) with the Roman numeral, refers to the protein; with the Arabic 

numeral, refers to the gene 

FVIII – factor 8 (factor VIII) with the Roman numeral, refers to the protein; with the Arabic 

numeral, refers to the gene 

GAP – Global Alliance for Progress 

HAART – highly active anti-retroviral therapy 

HCV – hepatitis C virus 

HOD – Haemophilia Organization Development- Monograph series published by the EHC 

HOT – Haemophilia Organization Twinning – twinning for patient organisations 

HTC – haemophilia treatment centre 

HTRS – Hemostasis  and Thrombosis Research Society 

IEQAS – International External Quality Assessment Scheme 

IHTC – International Haemophilia Training Centre-EHC designated centres for training 

fellows 

ISBT – International Society of Blood Transfusion 

ISTH – International Society on Thrombosis and Haemostasis 

MAB – Medical Advisory Board 

MSK – Musculoskeletal 

NMO – National Member Organization 

PPTA – Plasma Protein Therapeutics Association 
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PSC – President’s Strategic Council-advisory board for Global Alliance for Progress (GAP) 

program  

PWH – Person with haemophilia 

RBD – Rare bleeding disorder  

TOH – Treatment of Haemophilia 

VWD – von Willebrand disease 

VWF – von Willebrand factor 

VCJD/CJD – variant Creutzfeldt-Jakob disease/ Creutzfeldt-Jakob disease 

WHAC – World Haemophilia AIDS Centre 

WHO – World Health Organization 

WNV – West Nile virus 
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APPENDIX 3: LEXICON 
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