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       English 101

                Naval Safety Center, 2003


Lesson #34: Lists and Bullets in Text

Lists are an emphatic, telegraphic way to present information, as long as you don't let your prose degenerate into an outline or a data dump. We should be publishing stories, not how-to manuals. If you use more than one set of five or more bullets per article, the resulting text becomes choppy and abrupt.

1.  Stoughton, Substance and Style: "Items in a list should be made parallel."

This book's example has bullets; the items are clauses, of which the first word is capitalized; each item ends with a comma; and the last one ends with a period.

"Some style guides recommend internal and ending punctuation; some do not.  Nor is it essential that each item in the list begin with a capital letter."  Lists can vary according to their complexity, but capitalization and punctuation must be consistent within each type.

2. Judd, Copyediting: "Use a colon after the word ‘follows’ or ‘following.’" Also, "Never use a colon after a form of the verb "to be." This book’s example has a numbered list, phrases only, no internal or ending punctuation.

"Bullets show some of the possibilities, while numbers or letters show all of them.”

3.  The Chicago Manual of Style: "A colon should not be used to introduce a list that is a complement or object of an element in the introductory statement."

"The terms as follows or the following require a colon if followed directly by the illustrating or enumerated items, or if the introducing clause is incomplete without such items. . . If the introducing statement is complete, however, and is followed by other complete sentences, a period may be used."

"Enumerations that are run into the text may be indicated by figures or italic letters between parentheses.  In a simple series with little or no punctuation within each item, separation by commas is sufficient.  Otherwise, semicolons are used."

"If such an enumeration is syntactically part of the sentence preceding it, items are set lowercase and carry appropriate ending punctuation.  Whenever possible, however, it is better to avoid this style."

"Use a period without parentheses after numerals or letters used to enumerate items in a vertical list."
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