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ABBREVIATIONS

>

When an abbreviation is not quickly recognizable, spell out the en-
tire name in the first reference. The abbreviation, generally without
periods, can be used thereafter.

Southern Arkansas University, Magnolia, should be spelled out in
the first reference. The identifying abbreviation may be omitted fol-
lowing the reference because of its customary usage among schools.
“SAU” or “the University” may be used thereafter.

All documents going to State of Arkansas officials or offices must
use Southern Arkansas University, Magnolia and SAUM since this
is the official state designation. This will prevent confusion.

The abbreviations “for example” and “that is” should be preceded
by and followed by commas, and periods should be used.



ALUMNI

> Identify past and current students by their class years with an
apostrophe before the year.

alumna = feminine
alumnae = feminine plural

alum, alumnus = masculine

>
>
>
>

AMPERSANDS

alumni = male plural or male and female plural

> Use an ampersand only when it is part of an organization’s formal
name. An ampersand should never replace the word “and”
otherwise.



APOSTROPHES

2> Use an apostrophe to indicate where letters are omitted in a
contraction.

> Do not use an apostrophe to indicate a plural; use the apostrophe
only to indicate possession.

C APITALIZATION

> Don’t capitalize words to make them seem important. Important
words and phrases carry their own weight.

> Use lower case for civil and professional titles unless they
immediately precede the name.



> Exceptions:
A title may be capitalized when it appears on the line
following the name.

Brian Canfield
Vice President for Academic Affairs

When using tabbed listings.

> Capitalize academic degrees in the following manner:

Ph.D., RN, B.S., M.A.
(always use the periods and exclude spaces after the
periods)

doctoral degree, master’s degree, bachelor’s degree

She earned a bachelor of arts degree in journalism.
(The word “degree” should not follow a degree ab-
breviation, i.e., He has a B.A. in history.)

> Capitalize an academic subject only when it is the name of a
language or is followed by a course number.

He majored in engineering technology with a minor in
Spanish.

Dr. Linda Selman teaches technical writing.

Dr. Linda Selman teaches Technical Writing 3102.

> Capitalize the word “university” when referring specifically to
Southern Arkansas University.

He is a graduate of the University.
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CAPITALIZATION CONTINUED

> Capitalize the formal names of SAU’s schools, departments,
divisions, offices and organizations. Lower case all subsequent
references when the formal name is not used in its entirety.

The Brinson Fine Arts Building has beautiful
exhibits.

The school is growing at an alarming rate.

Bronwyn Sneed is the director of the Office of
Financial Aid.

Bronwyn Sneed is the director of financial aid.

> In titles of works (such as novels, essays, and professional papers),
capitalize the first words, the last words and all the principal words,
including those that follow hyphens in compound terms. As a gen-
eral rule, capitalize all words of four or more letters that fall in the
middle of a title.

“Focusing on International Entrepreneurship: A
New Contribution of Business Education for a
Changing Economy”

“The Teaching of Spanish in English-Speaking
Countries”

> Lower case seasons.

More than 1,250 students have registered for the
spring semester.

> Lower case when indicating a direction; capitalize when referring to
a region of the country.

Southern Arkansas University is located in the
southwest part of Arkansas.

He is from the Deep South.
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CoLONS

> Use a colon after an independent clause to list, restate, clarify, or
illustrate. Do not use a colon where a semicolon is appropriate.

CoMMAS

» Use commas to separate three or more items in a series.

v

Use a comma to separate adjectives equal in rank and the word “and”
could be inserted without changing the intent of the statement.

v

Introductory phrases such as “Last year” and “In 1966 do not
require commas. When in doubt, leave it out.

v

When a conjunction such as “and,” “but” or “for” links two clauses
that could stand alone as separate sentences, use a comma before the
conjunction.



DATES

>

Spell out the names of months when standing alone or with a year
alone.

When a month is used with a specific date, abbreviate it if it contains
six or more letters.

Do not use a comma between month and year or season and year.

A comma should follow the year when used with a month and day.

Do not use ordinal numbers (1st, 2nd, . . . ) in a date.

Always spell out the days of the week.



EMPHASIS

> Limit over emphasis in text. Never use All Caps, Bold, Underline,
and Italics at the same time.

> Limit the use of ALL CAPS. It is difficult to read. In e-mail, all
caps is associated with shouting.

> Bold is recommended for emphasis.

> Limit the number of fonts used in a document.

HYPHENS

> Hyphenate compound words that are used as adjectives.

> Do not hyphenate compound words that have an “-ly” ending or
those that are used as nouns.

> Whenever self is used as a prefix, it must be followed by a hyphen.



HYPHENS CONTINUED

> “Suspension” hyphens are always used when parts of the compound
words are separated from each other.

> Do not hyphenate “vice president.”

> Hyphenate part-time and full-time when using it as a compound
modifier (adjective).

> Do not hyphenate African American.

INCLUSIVE LANGUAGE

> Don’t say “he” when referring to an unspecified person. Instead,
rephrase the sentence into the plural, or avoid the use of pronouns
altogether.



> Avoid gender specific titles or terms.

> Avoid stereotypes: Age, gender, national or ethnic background,
disabilities need not be mentioned at all, unless they are relevant to
the story.

Be sensitive.

LoGco

> The University logo should be used in all documents pertaining to
SAU.

> The logo should be sized proportionally by holding down the shift
key, placing the cursor on a corner of the logo before pulling to size
the logo.
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MAscor

> The University mascot, the Mulerider, is intended only for
athletic or student activity uses.

NUMBERS

> As a general rule, spell out numbers one through nine; use figures
starting with 10. Spell out first through ninth; use figures starting
with 10th.

> Express related numbers in a series in the same style.

> Always spell out numbers at the beginning of a sentence.

> When large numbers must be spelled out, use a hyphen to connect a

[yl

word ending in “y” to another word.



QuortaTioN MARKS

>

Use a comma in numbers of 1,000 and above, except for
temperatures and dates.

Always use numerals with abbreviations or symbols and in
addresses, dates, decimal fractions, and page references. Please
note, however, that abbreviations and symbols are primarily
reserved for tabular indexing and are rarely used in text material.

Quotation marks appear in pairs with one exception. If an
individual’s dialogue extends more than a paragraph, put quotation
marks at the beginning of each paragraph but at the end of only the
final paragraph.

In general, quotations within quotations require single marks.

Commas and periods should be placed inside the closing quotation
marks in all circumstances.

Colons and semicolons appearing at the end of a quote should
always be placed outside the closing quotation marks.



QuoTATION MARKS CONTINUED

> Question marks, exclamation points, and dashes go either inside or
outside the closing quotation marks depending on their function. If
they are punctuating the quoted material itself, they go inside.

SEMICOLONS

> Semicolons may be used to connect closely related independent
clauses not joined by coordinating conjunctions.

v

Semicolons may be used to separate a series of items that require
internal commas.



S TA TES ABBREVIATIONS

Ala. Kan. N.H.
Ariz. Ky. N.J.
Ark. La. N.M.
Calif. Md. N.Y.
Colo. Mass. N.C.
Conn. Mich. N.D.
Del. Minn. Okla.
Fla. Miss. Ore.
Ga. Mo. Pa.
I11. Mont. R.I.
Ind. Neb. Nev. S.C.

S.D.
Tenn.
Vt.
Va.
Wash.
W.Va.
Wis.
Wyo.

> The two states that are not part of the continental United States,
Hawaii and Alaska, and the continental states that have five letters
or fewer, Idaho, Iowa, Maine, Ohio, Texas, and Utah, should not be
abbreviated. Do not use the postal abbreviations.

> A comma should follow the name of a state when preceded by a

city.

TeEcH TERMS

cyberspace
dot-com
e-mail
hyperlink
Internet
login
Logon

shareware
Webcast

World Wide Web
database

DSL

home page
hypertext

intranet
logoff
online
Web site
webmaster



TiTLES

v

v

In general, underline or italicize the titles of works published inde-
pendently and use quotation marks for the titles of works published
within larger works.

Use full names preceded by an earned title such as Dr., Rev., or Lt.
Col. in first references only. Do not use a courtesy title such as Mr.,
Miss, or Ms. Use the last name only in subsequent references unless
a title is necessary to identify persons with the same last name.

T’ TLE S EtHnic GROUPS

v

v

v

v

The preferred usage for African Americans is “black.”
The term is not capitalized.

Preferred usage for Caucasians is “white,” also not capitalized.

Preferred usage for Asian people is “Asian,” capitalized. Please
note that in British usage the term applies only to people of the
Indian Subcontinent.

“American Indian,” capitalized with no hyphen, is preferred over
“Native American.”

T’ TL E S SEASONS

>

29 ¢

Lowercase “spring,” “summer,” “fall” and “winter” and derivatives
such as “wintertime” unless part of a formal name: I love Paris in
the springtime; the Winter Olympics.
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