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1. Introduction 
 

infoDevôs Editorial Style guide is based on the World Bank Editorial Style Guide and it is an 

essential reference for manuscript editors (substantive and mechanical editors), proofreaders, and 

production editors. It is a supplement to, not a replacement for, other editorial references, in 

particular The Chicago Manual of Style, 15
th
 edition, and Merriam-Websterôs Collegiate 

Dictionary, 11th edition, to which this style guide makes reference throughout. The Manual can 

be consulted online at http://www.chicagomanualofstyle.org/contents.html.  

 

The professional recommendations made in the guide are designed to achieve the following 

objectives: 

 

Á To ensure that every publication achieves a standard of professionalism appropriate for 

infoDev and on par with the publications of similar organizations. 

 

Á To ensure stylistic consistency, primarily within individual publications and secondarily 

across all infoDev publications. 

 

Á To increase efficiency by eliminating the need to repeatedly address the same stylistic details 

for every publication. 

 

Adjustments can be made for individual publications to address client needs or accommodate 

styles established prior to manuscript editing. Such adjustments should be incorporated 

throughout the publication, should not introduce errors, should be considered acceptable in 

scholarly publishing, and should be noted on a style sheet. 

2. The Editorial Process 

The Editorial Process Defined  

 

For the purposes of this section, the editorial process comprises the editing of the draft report and 

proofreading. These tasks are described from the perspectives of the Editorial Team as well as 

vendors and consultants involved in the production whose tasks are defined below. Typesetting is 

covered to the extent that it relates to these functions. The designing and indexing processes are 

not discussed.  

 

2.1. Draft Report (Manuscript) Editing  

 

The editing of the Draft Report occurs after the writing and developmental editing phases have 

been completed and the draft report enters into production stage. It consists of a substantive or a 

mechanical edit, or a combination of the two. For more information about manuscript editing 

refer to Chicago Manual of Style. 2.47ï72, 2.75, and 2.81ï91.  

 

 

 

 

 

http://www.chicagomanualofstyle.org/contents.html
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2.2. Proofreading  

 

Proofreading occurs after the pages have been typeset. It typically consists of an editorial 

proofread rather than a word-for-word comparison proofread.  

 

The Editorial Team 

 

The following people are involved in the manuscript editing and proofreading processes: 

 

infoDev Task Manager 

May be the author(s), volume editor(s), or a person coordinating the process on behalf of the 

author(s) or editor(s); provides the original manuscript, then reviews and approves the edited 

manuscript and page proofs; communicates primarily with the Communications Officer / 

Production Editor at infoDev. 

 

infoDev Production Team 

The production team manages the production process, selects and communicates with the editor, 

typesetter, and proofreader. Final copy is submitted to the author for approval prior to publication. 

infoDevôs Program Manager is also responsible for approval prior to publication. 

 

Vendors and Consultants 

 

Editor  

Edits the original manuscript, reviews and incorporates revisions provided by the client and 

production editor, and prepares the manuscript files for typesetting; communicates with the 

Production Editor / Communications Officer at infoDev. The editor should follow infoDevôs 

Editorial Style Guide. 

 

Typesetter  

Lays out the book and incorporates hard-copy edits to figures and math as well as any tables 

edited on hard copy; communicates with the Production Editor. 

 

Dissemination  
 
The final text will be:  

¶ printed in hard copy for distribution to infoDev donors, World Bank Group staff 

and clients and other stakeholders;  

¶ published as an Adobe PDF online at www.infodev.org  

¶ promoted in infoDevôs e-newsletter to over 13,000 subscribers.  

 

http://www.infodev.org/
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3. Parts of the report 

 
infoDev reports must contain ALL  of the following elements. The elements should appear in the 

order and placement indicated below unless the series template dictates otherwise. 

 

List of report divisions 

 

FRONT MATTER  

 

Half-title page (see template)       recto 

Series or cover information, list of prior publications, or blank    recto 

Copyright page  (see template)       verso 

Contents          iv 

Foreword (written by someone other than the author at infoDev)   v 

Preface (written by the author)        vi 

Acknowledgments (if not part of the preface)     vii  

Methodological Note (if necessary)      viii   

Abbreviations and Acronyms       ix 

Abstract          x 

 

TEXT 

 

First text page (introduction, overview, executive summary, chapter 1)  1 

Subsequent chapters with any annexes, notes, and references    recto or verso 

 

BACK MATTER  

 

First appendix         recto   

Subsequent appendices         recto or verso 

Notes (if not placed after each chapter)       recto 

Glossary (optional)         recto 

Bibliography or references (if not placed after each chapter)    recto 

Endnotes         recto 

Illustration credits (if not in captions or elsewhere)     recto 

Definitions and Technical Notes       recto 

Index (es)          recto 

List of Contributors        recto 

Back page (see template)       recto or verso 
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Half -title page 
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Copyright Page 

 
©2006 The International Bank for Reconstruction and Development / The World Bank 

1818 H Street NW 

Washington DC 20433 

Telephone: 202-473-1000 

Internet: www.worldbank.org 

E-mail: feedback@worldbank.org 

 

All rights reserved 

 

1 2 3 4 09 08 07 06 

 

The findings, interpretations and conclusions expressed herein are entirely those of the author(s) 

and do not necessarily reflect the view of infoDev, the Donors of infoDev, the International Bank 

for Reconstruction and Development/ The World Bank and its affiliated organizations, the Board 

of Executive Directors of the World Bank or the governments they represent. The World Bank 

cannot guarantee the accuracy of the data included in this work. The boundaries, colors, 

denominations, and other information shown on any map in this work do not imply on the part of 

the World Bank any judgment of the legal status of any territory or the endorsement or 

acceptance of such boundaries. 

 

 

Rights and Permissions 

 

The material in this publication is copyrighted. Copying and/or transmitting portions or all of this 

work without permission may be a violation of applicable law. The International Bank for 

Reconstruction and Development / The World Bank encourages dissemination of its work and 

will normally grant permission to reproduce portions of the work promptly. 

 

For permission to photocopy or reprint any part of this work, please send a request with complete 

information to infoDev Communications & Publications Department., 2121 Pennsylvania Avenue 

NW; Mailstop F 5P-503, Washington, D.C. 20433, USA; telephone: 202-458-4070; Internet: 

www.infodev.org; Email: info@infodev.org.   

 

All other queries on rights and licenses, including subsidiary rights, should be addressed to the 

Office of the Publisher, The World Bank, 1818 H Street NW, Washington, DC 20433, USA; 

fax: 202-522-2422; e-mail: pubrights@worldbank.org. 

 

Cover design by Patricia Hord, Inc. 

 

Typesetting by Word Express. 

 

Cover images by Paul Olaja.  
 

 

 

 

 

 

mailto:feedback@worldbank.org
http://www.infodev.org/
mailto:info@infodev.org


9 | i n f o D e v  E d i t o r i a l  S t y l e  G u i d e 

 

Back page 
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Table of contents 
 

The following order should be applied to the table of contents unless the series template dictates 

otherwise:  

Á Chapter titles and either chapter authors (in multi-author books) or text headings (typically 

level A headings only) 

Á Boxes 

Á Figures 

Á Maps 

Á Tables 

 

Chapter annexes and book appendices 
 

Appendices to individual chapters are called annexes to avoid confusion with appendices to the 

book as a whole. 

 

Notes, bibliographies, and reference lists 
 

Notes and source documentation within multi-author books follow each chapter. For books with a 

single author or team of authors, notes and source documentation may appear with each chapter 

or at the end of the book. 
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4. Written Permissions 

Written permission  

 

Authors are responsible for obtaining written permission for the following: 

 

Á Use of a substantial amount of copyrighted material of any kind (for example text, figures, or 

tables) 

Á Use of any tables or figures containing pictorial elements 

Á Use of any art, photographs, or maps 

 

The manuscript editor should flag any portions of the manuscript for which the author must seek 

reprint permission. 

 

Source documentation 

 

Full citations are required for all sources regardless of whether written permission is needed. The 

information required is as follows: 

 

Á For text, either an author-date reference (preferred) or an endnote (refer to Chicago 16.10) 

Á For figures and tables that reuse data only, a source note (refer to Chicago 13.44) 

Á For figures and tables that are exactly reproduced but do not contain any pictorial elements 

and for which fair use applies, a source note beginning with ñReprinted fromò (refer to 

Chicago 4.82) 

Á For original figures and tables, a note specifying ñAuthorôs calculationsò or ñWorld Bank 

dataò as the source 

Á For copyrighted material used with permission, ñReprinted with permission froméò (or the 

specific language provided by the copyright holder) added to the source note or placed after 

the quotation 

 

Whenever reference is being made to a particular passage, the page number should be provided. 

Complete source information must be provided in the reference list or bibliography. 

 

Further reference 

 

Refer to The Chicago Manual of Style, chapter 4, for more complete information about 

permissions, and to Chicago chapters 16 and 17 for information about documentation.  
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5. Punctuation 

Typography 

Use the preferred corporate typefaces on the covers of publications, on posters, and in 

advertisements. Legibility is the highest priority when using typefaces. A second priority 

is consistency. To create a clean, cohesive appearance, the use of no more than two 

different typeface families in a document is recommended. This includes design elements 

such as callouts and photo captions. The typefaces below are for use in English and other 

languages using the Latin alphabet. For languages using other alphabets, see the opposite 

page. 

Typefaces for All Users 
 

Serif Typeface: Garamond (Regular, Italic, Bold, Bold Italic) 
 

 

 

 
 

Sans Serif Typeface: Century Gothic (Regular, Italic, Bold, Bold Italic) 

 
 
 
 

Designerôs Primary Typefaces 

 

Serif Typeface: Adobe Garamond (Regular, Italic, Semibold, Semibold Italic, Bold, Bold Italic) 

 

 

 

 

 

 

 
Sans Serif Typeface: Frutiger (Roman, Italic, Bold, Bold Italic, Light, Light Italic, Black, Black 

Italic) 

 

 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 

abcdefghijklmnopqrstuvwxyz 

1234567890 
 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 

1234567890 
 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 

abcdefghijklmnopqrstuvwxyz 

1234567890 
 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 

1234567890 
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Typography for Non-Latin Characters 

Arabic 

The Naskh typeface is recommended for Arabic. Designers can obtain a different look with the 

Naskh typeface, depending on variants in ligature usage and type weight. Ligatures should be 

used in headings and more elegant documents. For sans serif type, particularly in a Microsoft 

environment, the font Simplified Arabic is recommended. For serif type, use Traditional Arabic 

in the Naskh typeface. For formal texts, the Thuluth typeface may also be used as headings and 

subheadings in conjunction with the ligature-based Naskh typeface, as in Microsoftôs Traditional 

Arabic. 
 

 

 

 

 

 

 

 

 

 

 

Chinese 

Simplified Chinese is preferred for documents intended for mainland China. Instead of a 

particular typeface, two styles of simplified Chinese, ñSongò and ñHei,ò should be used. Because 

there are variations of these two styles, designers should use only the versions similar to those 

found in Microsoft Windows. This is particularly important for PowerPoint presentations, 

because English and Chinese versions of Microsoft XP allow users to move easily between the 

two platforms. 
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Japanese 

For sans serif type, a Gothic font is preferred in which the lines of the characters are not rounded 

but squared off, as in Microsoftôs MS Gothic. Kaku Gothic typefaces may also be used. Designers 

should not use the rounded version of Gothic, which is inappropriate for professional publications. 

For serif type, use a Mincho typeface, which has several variations. Designers are free to choose 

among the various Mincho versions of typefaces, but generally, sharper lines and less cluttered 

characters are preferred. 

 

 

Russian 

 

Designers can substitute Helios for Frutiger. The Cyrillic Frutiger typeface was designed to match 

the English version and is recommended for mixed English and Russian text. 

 

 
 

 

Otherwise, refer to: 

 

Punctuation and fonts. Refer to Chicago 6.3 and 6.6. 

 

Punctuation and quotation marks. Refer to Chicago 6.8 and 6.9. 
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Periods 

 

Location. Refer to Chicago 6.14. 

 

Ellipses in quotations. Follow the three-dot method. Refer to Chicago 11.51ï56. 

 

Ellipses in elided operations and relations. Refer to Chicago 14.23ï24. Ellipsis dots are 

vertically centered unless the multiplication dot is present, in which case they should be 

on the baseline. 

 

Commas 

 

Serial commas. Use a serial comma. Refer to Chicago 6.19ï24. 

 

Introductory words and phrases. Refer to Chicago 6.25 and 6.26. 

 

ñNotò and ñnot onlyò phrases. Refer to Chicago 6.41. 

 

Dates. The preferred format is month-day-year (for example, December 10, 2003). Refer 

to Chicago 6.46.  

 

Questions. Refer to Chicago 6.55. 

 

Mathematical expressions. Refer to Chicago 14.22ï23. 

 

Parenthetical source citations. Refer to Chicago 16.109 and 16.119. 

 

Colons and Semicolons 
 

Capitalization after a colon. Refer to Chicago 6.64. 

 

Inappropriate uses. Refer to Chicago 6.68. 

 

Parenthetical source citations. Refer to Chicago 16.110ï11 and 16.119. 

 

Question Marks 
 

Questions within a sentence. Refer to Chicago 6.71. 

 

Indirect questions. Refer to Chicago 6.72ï73. 
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Hyphens and Dashes 
 

Automatic hyphenation. Turn off automatic hyphenation during manuscript editing. Only 

hard hyphens (that is, hyphens in compound words) should appear in the manuscript. 

Refer to Chicago 2.15 and 7.45. 

 

Compound modifiers. Refer to Chicago 7.82ï90.  

 

Items of equal weight. Use a hyphen to link items of equal weight (for example, mother-daughter 

dinner). Do not use an en dash. 

 

En dash. Refer to Chicago 6.83ï86. Use the Word character to create en dashes. Use 

hyphens, not en dashes, to link items of equal weight. 

 

Em dash. Refer to Chicago 6.87ï92. Sentences should not contain more than one pair of 

em dashes, and consecutive sentences containing pairs of dashes should be avoided if 

possible. Use the Word character to create em dashes. 

 

Minus signs. Do not use a hyphen or an en dash. Either use a minus sign character or instruct the 

typesetter to set a minus sign (for example, -<<minus>>1.25). Refer to Chicago 6.86. 

 

Parentheses and Brackets 
 

Translations of terms. Refer to Chicago 6.99. 

 

Parentheses within parentheses. Use square brackets within parentheses. Refer to 

Chicago 6.102 and 6.106. 

 

Quoted material. Parentheses surround an insertion made by the original writer. Square 

brackets surround an insertion made by someone other than the original writer. Refer to 

Chicago 6.104 and 11.68. See also Chicago 11.72ï84. 

 

Mathematical expressions. Refer to Chicago 14, especially 14.25ï34. 

 

Parenthetical source citations. Refer to Chicago 16.108 and 16.112. In the source line 

of figures, maps, and tables, parentheses are unnecessary around the date in an author-date 

reference unless the reference is part of a larger sentence. 

 

Examples 

Source: De la Fuente 2001. 

Sources: De la Fuente 2001; World Bank 2003. 

Sources: World Bank staff calculations based on data from the U.N. 

Economic Commission (2003) and OECD (2003). 

 




