
Years........................................................................................................................32
3.4 Money...................................................................................................................  32

4 Addresses, telephone and fax numbers ................................................................ 34
4.1 Addresses in text..................................................................................................  34
4.2 Departmental address.......................................................................................... 35
4.3 Web and email addresses.................................................................................... 35
4.4 Telephone and fax numbers...............................................................................  36
4.5 Tips and traps....................................................................................................... 36

5 Fonts and formats....................................................................................................... 37
5.1 Italics...................................................................................................................... 37

Use italics...............................................................................................................  37
Do not use italics................................................................................................... 37

5.2 Bold........................................................................................................................ 38
5.3 Superscript ...........................................................................................................  38
5.4 Footnotes .............................................................................................................  38

Departmental style................................................................................................  38
Footnotes to text ................................................................................................... 38

Numbering ....................................................................................................... 38
Position.............................................................................................................  38

Footnotes to tables ..............................................................................................  39
Numbering ....................................................................................................... 39
Position.............................................................................................................  39

5.5 Quotations.............................................................................................................  39
Omissions from quotations .................................................................................... 40

5.6 Lists........................................................................................................................ 40

6 Figures and tables....................................................................................................... 40
6.1 Figures .................................................................................................................... 41

Numbering................................................................................................................41
Styles........................................................................................................................ 41

6.2 Tables...................................................................................................................... 42
Numbering................................................................................................................42
Footnotes, notes and sources................................................................................42
Missing entries......................................................................................................... 42
Leading zeros ......................................................................................................... 42

7 Notes and bibliographies .......................................................................................... 43
7.1 Notes........................................................................................................................43
7.2 Bibliographies ......................................................................................................... 44

8 Plain language................................................................................................................46

9 Frequently confused pairs of words ......................................................................... 47

Style Guide • Foreign Affairs and International Trade Canada


