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STYLE
GUIDE

A

before consonant sounds: a

@Lrsasit
coundske

aan Uzeteatk a
hsoicevert aoneyeariem
begrswiha w') , auniedsard
you).

Useteaik an
an enexgy aisis, an honorable man (
) an NBArecod  (oundskeibegs
whteker e) , an1890s celetyation.

before vowel sounds:
tre hi s

abbreviations and acronyms h ored aadd

phabetsoup. Donatuseabbreviationsoraco-
nymsthatthe readerwouid notquickly recog-
re Sean EC, RDad unvesly.

BEFORE A NAME: Abbreviate the fol-
lowing tiles when used before a ful name:
Dr,Gov,LtGov, M, Vs Ms,Ms, Rep,
theRev. , and S Sedo cour /s,

AFTER A NAME: Abbreviate piro r
s deranidvdlAls name. Abbr  eee
eedand  Imed  whenusedafierthenameof
acopoaeeniy.

ADDRESSES: Vihalewexcepionsab-
breviaionsshoudnatbeusedinaddressesin
umgiet Seeako addresses.

AVOID AW K WRD CONSTRUCTIONS:
Donatfdlowanor oanzation's fulnamewih
an abbreviation or acronym in parentheses or
st dfby deshes. Fan ahevieion o aoo-
nym would not be dlear on second reference
wihoutthis arangement, donatuse

CAPS PERIODS: Use capital letters and
peiodsacoodngbteingsntisguce
o b rEees f an atesdn
usecapideters Omipaiodsunessthere-
suitwouid spel an unrelaied word.

B mt B

Lonercasenaluses
businessmajor,an Bgsh
languages.

academic coursesand majors

exoeptbnguegesa
bss. Sedo

academic degrees f meniondfadegee B neces:
sy 1o estabish someone'saedentiaks. The
preferred use s a phrase instead of an dbbre
\EN Soott Alen, who has a bachelor’ sin
math. Degrees should be lowercase: a
bachelor’ sday ecameser’ styee
capiaized, and when used afier aful name,
theyaresetofftycommes: BA. PhD,Donny
Jadkson, PhD, attended the meeting.

academic departments Use lonercase exoept for
wordsthetare propernounsoradecives. he
depar tmentofhsiory, ety
thedepartmentofEngksh the Engishdepart:
ment. Sedn  languages.

academicliles Cadaizeandyelauomelies
arthes r desar, da man, e, onywhen
theyprecedeafulname Lonercasenalaher
USEsS.

depar tmen,

Lowercase modifiers such as heayi  n
history Professor John Jones g department  in
department Chairman Bud Otto. Sednt itles

of people.

academic years Te rms designating academic years
are bnercased: freshman, sophomore, junior
and s,

aooen exoept Accept sa vebmeanngbrecse:
Jasonwlacoepttheanard. Exceptb sy
a preposiion meaning to omit or exclude.
Kevinae everything exoepthe pddes.

adive Thsiemishestavoded, exceptasanadec-
tve. Al Fraiemiy members are expeded
beadive Whenreleningtointiaiedmembers,
e tetens membersor hohes. Ue un
dergraduates  fradkps alumni forgad+
ate members. See also alumnus, alumni,
alumna, alumnae.

addresses Spel out and capiiize words such as
Avenue, Boulevard, Dive Roed, and Sedt
when used in addresses in unning et Ab-
breviate suchwordswhenappearingatthetop
dfakterarananenelpe.

The US. Posial Senigs

breviations for street addresses and states
shouid only be used on the envelope and the
addr esgypeaigatetpdale. Se
a0 Sk ad state names.

tnokersh

apdeaik Sete  Grammar ssdn



Adminstraiive Ofice Capialize when refening ©
teFaer  rjssdn Eevesa
ngenerd relerence.

Refers 0 the polessordl siaff of Beia
TheaPiFaEr iy, bcaedinteFaer rijs
Beta Thela P Frater iy, Genera Faer ry.
adminstrative secretary  Depending on the audk
ence and importance of the posiion in con-
ted, C E O maybeacoepiabe Seeako s d
people.

adveb Seete Grammar ssin

acMice, advise Advice sa noun meaning sugges-
tim aMsea  vebmeanngbosuges lad
vise you o folow Andy's avie

advisor Nt aoMser, uesssomeores Eeqb
{eeteb advsor.  Cgbe chapter
advisor, aumniacvisar, a Greckadvisor only
whenthetiedr ey precedesanindvdudls
ful name. Lowercase when used in general
e exe Sedo alumni adviser, Alumni
Advisory Board, Greek Advisor and Student
Advisory Committee.

et Aledt 5 welyavebmeanngioadt
alee The game W dfiect the sland-
ings. The dug dd nat afiet the dsease. AF
ft,asa noun slhestavooked
Bt s wsualyanoun meaning reslk ofac-
tiar The efiect was overwhelming. The diug
hed saverd adverse Ste efieds. Bied, asa
verb, means o cause or bing ot Hewd
dfect many changes in the chapier. Oyte
presdent can effiect such a dramatic change.

aede dede Alecive means emoiond, e f-
Hde means impr  essvearqase Met's
ashpsks.

ages  Aways use figures. Ages expressed as adec-
fvesheforeanounoressubsiiiesioranoun
use hyphens: A 19year -old member. The
chaperpr estents 19yearsad Theboy, 7
hesa s, 10. Bob, 3B hes a twoyear -
daughter.  Thelbwiseghtyeasad Therace
sir2lyesr -0k, The dgpieradviser sin
hs30s. Sedd numerals.

aloohol abuse Two words, no hyphen.

aoohaliree, aloohoHiee Meanshabsencedfaloo-
hol. Hyphenate when used as a compound
mocler: Treeaertwlbedoohdfee Ths

Banaddiee chapter. Sedo  hyphen,
and nonalooholc, sulostance free, substance-
fee.

allcampus average Lowercase.

ahmen'saverage Lower e

dl ready, dready Aeady means completely pre -

pared Aready means pr eviousy.  Mike was
al ready for the concert, but his fiends hed
aeadyH.

digt Aways witien as tvo words.

alma mater Lowercase and no hyphen.
abdt Asa noun, ahwayswiiten as tvowords.
Asavaty W edtinoauiditres.

alumnus, alumni, alumna, alumnae Ue alumnus
(@umnin  thepud)whenreleningtoamen
who has attended a school or chapter. Use
alumna (alumnae n te g fr drr &

@ences o awoman, Use aumni  whenr ea-
fing to a group of men and women.
alumni advisor Nt aumniadviser. Sedo  awt

.

Alumni Advisory Board Caplalize when refening
to the proper name of an alumni advisory
board : Purdue's  Alumni Advisory Board meets
onMondays.  Lowercasewhenusedingeneral
(S SiCpec] Severalalumniadvisoryboardmemn-
besfom  each chapter attended the confer-
ence. Seedld  Alumni Association ad House

Corporation.

Alumni Association Capldizewhenreieingioa
spediic alumni assodiation. Lowercase when
used n generd reference. See ako Alumni
Advisory Board ad House Corporation.
Alumni Directory Trefles Beta Theia Pi
AlumniDir  edory. Cadaizeandpecenis
cswhenreieingiothe spedicpubdication
Donatpaceteyearnidics The 19%6ed
in o teBeaThe@PiAumnDr edry. Se
do  cgoizaion, composion s, Hs
ad fesdpuidcaiors.

ampersand (&) Sete  Punctuaion  sdn

am, pm Lower case, wih periods. A
dundant  10:00am.thismoming.
aBss  10000dockthismoming.

wdtere -
Asoacoet



annual An  evertcamnatbedesarbedas
thesbeenhedinaticestinosuocessveyeas
Donatusetheterm fistorsecondannud The
thid year would be the frst gpportunty ©
weteprae Seeao b i-, sem ad pe-
fes.

annual ut

Annual Fund Alneys capidize.

Annual Report Capieizeandpeceinidicswhen
iy 1ing b the FRaerriy's pubdcaion. I
duceteyeardherepatinhetichypec
rothis 200001 Annual Report.See
a0  coplaization, composionties, Hs,
fiesdipudcaions ad yeas.

aniGreek  Hypherdie.

anyone,anyone  Anyone,p ronounisanyoretere?
Any one, apie fd ke any e oo
O

gposirophe () Sete  Punctuaton  ssdn

Assume means ke astue
without evidence. Presume measbikess
tuetragoadciessn He assumed nobody
wes home because the ightswere off He pre-

sumed nobody was home because he knocked

and nobody answered.

assume, presume

atiainable, dbiaineble Synoyms. Atan meansto
reach, achieve o accomplish. Obtain  means
oomeinibpossessondf getaraouie Let
youreerbethejoe.

awards, honors and prizes Do notcapieize, even
when refering 1 a spedic or formal anerd:
The Oxford Cup, John Relly Knox award.

B

baccalaureate Usuialy held by an educaiond i
stitution the Sunday before commencement
day.

bachelor of ar 15 bachelor of stence A bachelr’ s
degee @ bachelor’  ssaoogpisbenanyr -
exSe  academic degrees forguceneson
acoepiahle abbreviations.

backward Nat  backwards.

badge Aways lowercase when refering to the
Raer rijs membership pin.

because, since
caeeiedebiogp He
westod.
Sncels  aoeplbleinacasasensewhente
fsteertinasene kd gy e
seoondbuwesnatisdiedicause:
.

Ue because b  dendeagpedc
went because he

Theywent

Beta  The ndmame for The Bea Theta Pi Fater-
riy. Thepuaiorm doesnattakeanapostro -
phe four Beles, na fouBeds

magazine. The sapatds
e sodo iz and pceniieks Do
ntcdeeaite magazine.

b- Sete Grammarsin

bimonthly Means oocunting every ather month, ev-
erytwomonts., Semimonthly  meanstwicea
month. Seeako b i-, prefesad semi-.

biweekly  Meanseveryatherweek,everytwoweeks.
Semiweekly meanstmoeaweek Seeako b i-
prefes ad Samk.

BoarddT  rusiees Anayscapidize
es when t refers o the Generd Fatemity

OffoarsortheFoundaiion's dts TheFoun-
dation Board of Dr edors is meeting today .
Lowercase when used in general reference. |

would ke o atend aboard oftusiees meet

ing.

BoarddTr &

Tiustees s capiaizedwhenusedasan
ador el The BoarddTr usees metalier
the General Converttion.

bod Sete  Bod, Caplalzaton, fekcs and Un
derfining ssdn

bonafide Nt boniied .k mesrsihgoodisihwin:
at fad  Thehousecorporationdemonstrated
itsgoodfaithsbymakingadownpaymert. The
dgperputiohabona e efotio reaut
more men, buttonoaval.

bades() Sete Punctuaion  sdn

brand-new  &jTwo wor

ds, hyphenated.
lraher, brohes Refersioony iniaied members

dheRaermy. Useloner  caseunlessappear-
gd  edybefrean ndvddsname The
meetingwas chairedbyBr aoherFey. Bama

brarer  fomourMiamichapter. Seant itles

of people.



bylawsNat  bydaws o bians. Shoudawaysbein
lowercase.

C

canmay Can imdesady. |
swim. May denotes pemisson

bormrow your dicionary?

Canada The 10 provinoes of Caneda are Aberg,
British Columbia, Manitoba, New Brunswick,
Newfoundland, Nova Scotia, Ontario, Prince
Edward Island, Quebec and Saskatchewan.
Thetresebesaete Y ukon, theNort
westTe ribss ad Nunavet.

@a(anakn
May | please

cannot NI cannat.

ez 0z Capid C  gid Easotedywheea
seatofgovemment s locaied. Do natcapiak
iz Oxodistefiaeniycpid ofCho.

Whenused nafnandal sense, i
describes money, equpMmentorpr operty  used
nabusiness byaperson arcoporaion.

Copieize US. Cepinl and the Cepio
whenr e ringiothebudnginW ashingion,
DC.

capialzaion Sete  Bad Copielzaion, lekcs
and Underlining sin

cashbar No hyphen.

Alnays capiaized.

cents  Spdl auttheword cents, using numeraks
fokstenadda: 5 oais 12¢ceris. Use

the $sign and decimal sysem forlarger
amourts:  $101,$250.

Centennial

chairman Caplaize whenused asaformel
faenyarooa peiordie
Chairman, Chairman of the Board, the
aatsdar man.

Recruitment

chapter Capialize onlywhenusedwihthe
name ofaspedic dheper; the chepier
sponsored a workshop; Gamma Gamma
Chapter sponsored a workshop. For conase
writing use Gamma Gamma alone,
Gamma at the University of Idaho. The
chapter is groning. It now numbers 43
members.

Gamma

chapter advisor Nt advser.

chapter president Ca;:ieizeoriywrmus'rgas.

afilepecedngananme: Chapter President
John Bond; the chapter president opened the
meeting.

charter Alwaysinlowercase.

charted, chartered Charted  meansputonadhartor
mep. Chartered meansreceningthedocument

defning the formal aganization of a compo-
rate bodly.

dbssyear Lowercase freshman, sophomore,

aadams No
o252

hyphens between words, loner-

(The) Code Cgddzeadhaibcenibs Each
new member wil receive a copy of The Code.

odleded, rased Cdet mears o gather or aoo
mee Raise meansbebvae, naesse, o
go w. Our chapter collected 10,000 pounds of
food.

coledive nouns Sete Grammarse dn

adegani), age A odegan Ba skt
agadeedacke Coegee anad
pdve meanig ofarpataig b e, a
odegeeddorary.

ang Sete

coony  Awaysinloner e Sxedo chapter.

Punctuationse  dn

commay() Seete Punctuation sin

committee  Caplizeanywhenreleingboaspe
cific or formal committee or board: The

chapter’  sinvolvement Commitiee plannedthe
letrea. Lower casewhenusedingeneralr &
ence.

concdave  Capidizewhenreietingioaspedicoon
de  ThePadficNothwestCondaveconiains
fewerthan20chapiers. Lowercase when used
noenedieleence

conjunction Sete  Grammar ssdn

consultant Use educationconsuliantin formelwi
ing E C maybeusedasanadorevaioninin
fome wing ar dlerieling o as educa-
fionconsutart. Donotcapiiaize uniess used
dredlybeloreaname Seeako = o pok

ad  education consultant.



continual, continuous Continual means to happen

N Seedy suooessn. Continuous ~ means un-
rerupied Thealarm’scontinualbeepingwes

diving me crazy. The chepler tecier ed
for 24 continuous hours.,

contracion Sete Grammars dn

convention Capidizewhenr & ingbapa-
fiouker converntion: The 2001 General Con-
vertion. Lowercase when refering to con-
verioningereat W e hold our convention
eEryyEa.

cooke A unguedentiersoredonyourhaddive.
Marketeers have seized on cookies asa waydf
teddgvansohewebses

cound, coundar A
Acoundor s
erative bodly.

oounsel, counselor Tocounsel Bb
dris onewhoadvises.

oound sa deboaaivebody.
onewhosamemberdfadeb-

oA  ocoun-

oenerd do nat use the couresy
Mso r Ms. mnigadkt

ouesyis n
titles Miss, Mr,
names of the person. Fred Suggs, M. Suges.
Theyaehvaiisblyabbavisiedinwiienref
geneswhedheriies suchas doctor, I
eEiveo  r senaor, may be ether witlen
autorabhrevieied

MARRIED WOMEN: The preferred form
onfistreferencessioideniyawomentyher
own first name and her husband's bt rame
Mary Tharp.On seoond reference, use Mrs.
unkessawomaniniiallyidentfiedbyheroan
fgremepes Ms.: Mrs. Tharp.

UNMARRIED WOMEN: For women who
have never been maied, use Mss,Ms. amo
titeonsecondreference. Fordivoroedwormen
andwidows, thenomealpracticeistouse Mis.

a no file on second relerence. f usure of
madasals useteem M s.

aest Lonercase. (Remember aestrefersonlytothe
dagon, nattheerfreccet ofams)

aiel Qe b teddd aietn, which
meansasiandard, iueariestonwhichajudg
mentordedsoncanbebased

fonforhe ph sawlngress owak oer-

tme

Trearlyaie-

D

data,datum  Datas  tedidd datum.

database Oneword.

Caies Aways use Ardacigureswithout t
nd. March 22, nd March 22nd. No
between monthandyearifthe dayis omitiect
November1999.  indudeacommaafiertheyear
ftetlcdeesgat Nov.2 20 wike
the day of the food dive . Abbreviate month
whenful daieis used

h €, and
comma

Oearsit Lonercasenduses:
EtMdedisadearsitsLoat.
lig.

Bradisonthedeans
Nt dean's

depatment, dfice Capialize when used o desi-
nete the ful name of corparate and arganiza:
Hus Office of Advancement, Depart-
ment of Chapter Operations. Dotz
when using generic references. See ako acar
demic departments.

drecionsandregions oered bowercase nath,
south, notheast, northem, etc,, when they
Capitaize these words when they des-
are the Southwest, Northwest, Southem Cen+
tra, Nathem Central, Nartheast, Southees,
Great Lakes and “OTIKI”

dssocae Nt dessocae.

B: 13 Whenreferingiothe regons ofthe
Raer iy, oner casewhenr e go
dHitingenerd capidze oedc s
trids DaitXdl Always use Roman
rumeasiorddidsinthe Faer riy.

cHtde Lowercase uness precedinga
Gaoe defdDetitXTom Smith, a
(05 niegzi

dolrs  Alnayslonercase. Usefiguesandthe $
snndeogtceadeeeneesa
amouniswihoutafigure: The book cost$4.
Ded, pease gve meadakar.

For spediic amounts of more than

$1 miion, use the $sign and numerals Lp
oo dedmd paces. Donatinkthe
numerals and the words by a hyphen: Heb
worth $325 miion. The proect cost $100
min



The form for amournis less than $1
mion $4,$25,$500, $1,000,$650000.

dorm Resdencehal B pebred

dySe  aoohotee.

E

each ather, ore anather Two people look at each
dher. Maoretrentnolookat oneanather.

edior Sedo esdpage.

education consuitant Cepidzeanywhentetie
cdredlyprecedesaidname: Education Con-
sutent Davd Rae. R yan King, an education
consullant, just armived. Sedo  Bd
people, consutant ad EC.

E C Mayhbeusedasanabreviaied referenceio edu-
Cation consuitart. Puafom ECs (hoapos

tophes). Seeato esdipege, consuant
and  education consuar.

egade Wads and phrases derved from Latin
are commonly abbreviated in contexts where
readers can reasonably be expeded 1o recogr
nize them. They are punduated, nat capiah
ized, and usLiely nat isidzed
Berpgaiateg)
and e 8 neastdas

dligy . . . )S=te

means for example

Punctuation sdn

emal  Aocogpigbefor eedroncmdl. Lowercaseand
with no hyphen. Email address should always
bewiten lowercase. See also homepage, | n+
are, aie, websead W  orld Wide Web.
Pura emal, emal messages.

emdash(—) Seete  Puncuation  ssdn

emcee Nat MC. or MC. Beter b use
Ceremonies.

mesier of

endose N4 indose.

endosure, Enc. Usedinformdletiersinwhichyou
are induding adciional information.

enceeh) Seete Punctuation  ssdn

ensure insue Ue ensureto  meanguaanee: Seps
weretgdkeniensure accuracy.  Use isuref a
references o insuranoe The palicy insures
Pegs | ife

enid Usetibomesnargtiodoorhave some-
g Donatusetomeantied He wasen
flediohepromaion Thebodkwestied Ol
thepkoesyoulgo”

essential dauses, nonessential dauses Seete
Grammar ssdn

dc Bobagd) meansandsofor hA wvodend
igakwh ec. ks moeempheicibend
with an example, and in most contexts read-
eswludesandtethesnaedas
te

Event Planning Form
ao forms.

Capikzeandrokks See

Event Planning Guide
s S

Cadeeadbenid
fiesdfpubicaions.
edamaonpait() Sete  Punctuationse  dn
e7e This 5 shathand for an eledronic farzine

(shart newsketier for a pariciar audience,
usualy fans or members).

—

B Acogpidbeasshatversond fcamie a tc
simile machine.

fewer, | ess Fewer referstohowmany; ks rebsb
how much. | hadlesstan$80inmy podet
(Anamount) But | hedienerthenS0$Lbls
in my podket (indvdLel iems) o Fewer
pegpeaeMginthehouse

nME The Educational Foundation under 501
©@dihenemdRevenueSanvioesapLb-
icloundaionoperainged.aeyfordhar-
table and educational purposes. Seeakso non-
pok.

food dive Sedo  North American Food Drive.

fomer  Awayslonercase. Butreiain capiaization
for a formd e used immediaigly befoe a
name:  Introducngformer Administrative Sec-
ieery Mr. Gxr dHbddetr
dentCart  &.Seedo fesdpagke.

merPre 9-



forms Alformsshouldbe capiaizedand otk
dad  Please submitan Event Planning Form

bytomorow.

Foundation Aocepiablerepacementiorte Educa-
tional Foundation. Fdow the same capiak
zanruestetaoyo Fater .

frat. Neverusethistem,evenasanabbreviation

faiemdl Used as an adedve and s ot capic

B Hsdeperdiesagoodisemaexpe-
fee

Fatemaly Appropriateasaninformal complimen-
taydosuehakieroamenberdanyfa
Enyasaaiy. Fatemalyyours,Jonathen
Brant

Fatemty Cayplaize when referting 10 a Spedic
fari BeaTheaPiHaer riy, LambdaChi
AphaFrater iy
TheFaemiy is
TheiaPiFaier ry.
An agency or organization often uses
cgaazsionwhenieleringoisefinpit
Cyldze  falry whenreieringspedicaly
oBeaTheaPt TheFatemiyhes134adive
chapters and colonies.
Lower case when used in generd r -
ming.

synonymouswith Beta

freshman, freshmen Do miue  freshmenasaned
gte  ts freshmanDemocrats, rmdf reshmen
Democrats, Wt asit's sophomore bidogyma:

5, nda sophomores biology majors.

F T P fetansiepronod Dontspelout Amethod
for transening fies between computers over
teherg
Canaoleavaty YouFTPbasie He
FTPdtatbstngt.
igBa nount Fundissngisdiot
Fund-raising s an adedive; They
panned a fundiaising event
FundHaiser maybeanevertoraperson:
The fundhaiser was a suooess. A funchaiser
was hied.

G

GererdFatemiy  Always capiaized Thisis
theayweyoreerothe Raeniya
e AsBea TheaPisaninieraiordl
B ny, neerusNaodRae riy.

General Secretary Alnays caplaize, whetherin
reeenceibagpedeindvdLelarothe
dice. Thesamee goesio General
Treasurg  ad Pr esdent,whenr e o
the Generd Faier riy.

gexiogeher

grl Donotuse. Undergraduaie femakes are
considered women or young women.

Hyphenate when used as a noun.

godwel Goodsan  akde wd Banadvet
Tomhasfetgoodabouthisgofgamesincehe
payedwel st Satu rday.

grade point average  Usualy n lonercase and in
bgrm Thechapter’  sgade portaverage
exceeds the almen's average.
When dir  ectly following a number, it
may be abbreviated. Capialize and omit per-
ak 225GPA

graduate  Graduate aredy ised nte adve

e He  gaduated romthe unversty.

Baved, butunecessary,o wete
pessvevaoe He was graduated fromthe unk
\asy.
Do not, however d@ f ro m: Bob London
graduated from Bowling Gr  een State Univer-
sty. Nd BobLondongraduated BowlingGreen

Greek  CoddndicaesoGekie

Greek Advisor Capicizeoniiciedyprecades
aname. Greek AdvisorLisaFedercametothe

meeting. The Greek advisor visied the chap-
Eerhouse Seeao sdpagk.

Greddktier Gredddtierit peaedesanoun Greek
it fnsamn BeaTheaPsa
edernteGr eekdeter community Or |t
zatiorswih Greekletersmustworkiogether.

Grede Two wor ds, no hyphen.

Greskro wTwo words

Greek Week  Anayscapiaize.



goup  Takessguarvetbsandpr onouns. The

gupEvBgispe

H

headquarters Natused nieference o Bea Theia
R’s Foundation and Administrative Off ice
OurGererd Raiemiy diiceslocaiedin

heoc Anaysuseteaik a,

nda an,whte

TheHsioyoftheBeta ThetlaPiFratemily f abok
i e ard e in ks See ko

fesaipbios.

homecoming Lonercase.

i tdics and

home page  Lowercase, two words and no hyphen.
Usedcorr  edyi alr ebsoter ontpage
ofawebsie; the pege thetappears underthe
stés domain name, and the one from which
daherpagesonthesiecanbereacned See
a0 email, Inemet, onine,web sie and
W orld Wide Web.

hometown  Ornewod

house corporation Lonecase unksspatda
complete name: Alpha House Corporation.

housemother, houssaher One wordmo gk
zaion Mayasobeeiaredibasa House
Dredr.

hyren@ Seete Puncuaion  sim

ey, imply Torer sb deduceorcondudefro m
the evidence athand. To imply sbhtar
Sugoest

s Use pefiods and no space when an ind-
vilelssshisksinseaddaiisneme: EB

W ilson, B. Hume Morr is.
g2 oy Caplaize as a noun. Lonercase aher-
hohes

the nigion a 13

Intexfratemity Cound Anays capidize NatL i
tefy  nyCoud Abbr evaied IFC.

nejedion Sete Grammar ssin

Intemal Revenue Service IRS Bacoepaheons:
ond reference.

rernet Dot e A vad usng theNeto r
Intemet Super Highway in fomalvwiing See

ds emal, home page, aie, websead
W orld Wide Web.

n i  hindoeshcionaroondion; o id
catesmovementorachangeincondiion. They
turdheldbies Bhod D
the house.

inramural Anayslonercase. Not intemural

Hs Seete  Bold, Capializaiion,felcs, and Un

derining ssdin
its it's | tssaomtedonfri tisat tes:ltsyb
yauts beenalongtime.
Its Bthe possessive fam of the neuker

pronoun:  The Raiemiywonisfstanad.

J

o, s AdreteasJ r adS. olywh

ful names of persons. Do precede and folow
withacomma, athoughitisacoepted by most
syeguidesoomi FredSugs J, dde
hsced

The Roman numerals 1, II, IlI, 1V,V may
be used fan inovidLAl prelers. Do nat pre
cede or folow therr notation with a comme:
JomPadllisahdymen.

If necessary 1o disinguish between &
ther and son in second reference, Lse the e |-
der Smitha te younger Smith.

L

languages  Caplaizethepropernamesafiangueges
anddees Greek, English and Spanish.
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By, lie Theadionword i s byldesad atdr
jet. Lads tefomfrispesierseandis
Le ndcaesasaediedigabga
haizonid pere. kdoes nateke adret do-
JsatSezsiec fiis . Its pesetpar-
sl yig.
When | ie meansiomakeanuntruesiate-
mert thevebiomsare | iel iedand big.

Some examples:

PRESENT OR FUTURE TENSES:

Rgtl wibytherepatonyourdesk
Thesenortiediolaythebeme onthefesh
man.

W og He kysontebeacha day. I
wi lay down.

RotHe  lesonthebeachddsy. [ vidl
e down.

INTHE P AST TENSE:

Rgtl bdtherepatonyourdesk The
senior has laid the blame on the freshman.

Rot He  byonthebeachd day.He
hes lein on the beach d day. | Bydonn |
have lain down.

WITH THE PRESENT PA RTICIPLE:
Rt am laying the repart on your
desk The senr s lying the bame anthe
freshman.
Ryt Heb

ing down.

Mgonthebeach laml-

Eedld Lead,asa presertienseveh, mearsiole
abadkr, togdirg: Heleadshischaperwih
the hghestgade portaverace.
Lead,asa  nounsaheawmed
Led ssapedtersavebmearsnantist John
bEdthedegperovaoyinterhyae

legecy  Alneys lonercase.

By Oneword, nohyphen.
ke Oneword, no hyphen.
Eme  Oneword,nohyphen,

less Ue le asa preposiion t compare nouns
andpronours. ftrequiesanadgect Donavan
payssooerkeapo.

The conuncion as B the coredwod

bntode dauses Mike guards the goal as
he should.

long term, longterm Hyphenate when used as a
compound modifier: W e wiwnintelbg
term. He has alongterm assignmentt. Seed0

hyphen.

longime, longiime They have known each ather a
longtime. Theyarelongimepartners.
hyphen.

See a0

bgonjogn Theverb muststay detached fromthe
prepostion. The nounlogonis colapsed inio
one ward. f refers 1o the procedure 0 gan
access o a network. When you are firished

youexeaiealogof,

M

manual Cgalaizeandploenisicswhendiedly
foloning the name ofthe manual: Beta Theta

P Presderts Manudl. Lower  case when ap-
peaing done; Bring your manual to every
meeting.Seeako Capialzation, composition
titles,i tdicsand  fescfpudcaiors.

marathons Mostmarathorype evertis are speled
thon.

maybe, maybe Maybe san adverb meaning poss-
by. May be Ba abphesa Maybe the sun
will shine tomorio w.T omorow may be a
brighierday .

media, medium Medias  tedudd
althe medathat coverthe Oympics, tgev-
dedteaats.

medium: Of

member Refasbnisied membasdthe Faer-
riy.

Men of Principle Reesbte Raer rijs
trdiHe Men of Principe s
idzed Canberefredibes
aMPl.
oaMaP.

educa
aneys
Trehigie
Neler redfr bt & arogram, MP, MOP

months  Cgplaizetheramesofimonhsnaluses.
When a phrase lists only amonth and a year,
donatseparatetheyearwihcommes:
ber 2000. Whenaphasereierstoamonth,day
andyear, s dftheyearwihcommas.Nov. 7
2000, swhenwe held the food diive..

Novem-

mottoes ~ Treudd motto
motioss  aoaoed

is mottoes,  ahouch



M rMs Trepudd Mr. isMesss;;  tepudd
Mrs.  isMnes. These abrevisied spelings ap-
& ouesyis.

Ms. Thisshegpelingandpundusionforaluses
dthe coutesy e, induding diect QLo
fons There s no plurdl See a0
titles.

courtesy

N

national Do natuee nieerene b Baa Thea A
ThediiceinOxord, Ohio,sthe Generdl Fra-
& BeaTheaPiRaer riy.

North-AmericanInterfratemity Conference Aways
Celze. Adoeveet NIC.
North-AmericanInterfratemity Foundation Always
Cpiglze. Ao et NIF.
National Panhellenic Conference
eAdr  elsd

Anays capiak
NPC. Sedosx  aiy.

National PanHelenic Cound, Inc. Always capr
e Adeveedt NPHC. Reerbismem
beses  histoicaly Afiican-American: Kappa
AphaPs ahisoricalyAfican-Ameticantia-
tery,  wlbeshonngasideshow.
nonr Sete Grammar ssin
nonalcoholic Oneword, nohyphen. Useonlyasa
desaiption of a beverage that does nat cone
tenalohd Seeao aloohdifies soohoHiee.
nonfiatemal, nonfraiemity
Hyphenate.

Oreword, no hyphen. See alo 10

One word, no hyphen.
non-Greek

nonproft
3.

noun Sxete Grammarsc in

numerals Spel out whole numbers below 10, or
whenbeginningasentence. Usefiguresfor10
adaboe g 10. Fornumbers higherthan
999, use commeas; 124 Paccahyphenbe
tween the numeral and the year when desig-
naingthelengthofimembership: 50-yearmem-
ber.

Pural numbersdonatgetanapostrophe: The

trackion beganinte 1920s.

W iiteamember’  syeardgadeionaerte
schoolyearandwihanapostophefaanglett

Tom Olver,  Cenrd Midigen 98, b a Sff
member. Wiieaspandyeaswihanendash

(+hyphen) and no apastr gie Tom attended
colege from 1994-98.

LARGE NUMBERS: When large numbers must
bespeledout, useahyphentoconnectaword

endgin yoanaherwod werty-one; one
hundred twenty-two.

For very large, round numbers exceeding

9999, useaigurefdonedbymion bk

m aWe coleced 1 2miionpounds
dfoodtsyear.

TELEPHONE NUMBERS: The pr éaedfr-
mes 5135237591, ext. 228.
BException1:Usenumerasfordates,addiesses,

andgpots soores.

Excepion 2: A year is the only number that
maybeghasenienceasanumericigue., 1996
wasagood year.

O

ongong Nt ongong. Means continuing without
S .

OK, OK., okay Atee s ae acoiae,
butavod informalwiing,

atedie Do nathyphenaiethe adecive fom
forthe computer connecionterm. Two words
nhddhercasss Seao email, home page,
heret, webseand W ord Wide Web.

oy Only shoudgopearasdoseasposshenthe
word orphrase tmodifies.

over, morethan Over raayr ebsogEdre -
bods Theparelenovertedy . It can
attimes, beusedwihnumerals: Hes oe
Bu morethan s usLialy betierwihquienity
amounts;  Thechapiercdlededmorethan2,000

poundsaffood.

11
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Palmtop A

smalerthan ahandheld. Asmalerversonof
the laptop computer.

Alnays capicize.

Sete  Punctuation sdn

Panhellenic
perertheses()

Parents Weekend  Coadize Noposessve Nat
Parats W eekend o ParenisW  eekend.

paty Socdeerts pebred Thechapierisplan
nngasocaleventwihasor aly.
people, person Ue person whenspeskingdfanin

ol et Orepasongatautcfine.

Theword peoples  pelredopasasnd
pueluses Hundreds of people attended the
Convention. Therewere 17 peopleatthework-
shop.

percent Oneward; donotuse % unkesstgopeas

negathalig Pecent  dkeshesgr
verb standing alone or when singular words

dovano  foonsiudon Theteachersaid60

percent wes a faling gade. He sad 50 per-
centof the membershipwas there.

It tekes the plural verb when a pud

word folows an o f corstudion He
percent ofthe members were there,

said 50

peiodcaies Uselassarunoaineso
identify newspaper, megazine or periodical
names. Use gquoiaion marks to identify
tetimed TheBelaTheiaPL

patds() Seete  Punctuation  sdn

peel The shartened form of“pcuie eement; " for
doais that make up animage or charaderona
computer or TV svareen. The more pixels, the
beterteresalion

pledge A young man who has acoepted an invite
foniojonBeta TheaP butnatyetomely
nieed
A pledoe s also a soemn promise o agree-
menttosupportsomething: Mattpledged $100
tothe Beta Theia Pi Foundation.

puras Sete Grammar ssin

pg Sete Grammar ssin

pee  Sete Grammars edn

prefes Sete Grammars edn

prenieion No hyphen.
preposiion Sete Grammar sdn

fpincpel, princple Pindpel sanounandacec-
tive meaning someone or something first in
rankauthariy,importanceadegre
schodl princpel. He vies the: pincioel piayer
ntetecke.

Pingoe sa nounthatmears afunda

menaruhaw, dodireamaivaingiore
The ues e b poect the pingdes and
negiydiheHaer rly.

po  Ssete Grammar ssdn

e Hesthe

probation No hyphen.

asafomdlitebeioreafUineme Donotoon:
finuensecondreferenceuniess pattafacuo-
n Seeao sdpage.

programs, areas of programming Generd educa

fordl progams dfthe Haiemiy are notcap-

risk management.

Hyphenate.
Sete Grammar ssdn

pro-Greek
pronoun

province The 10 provinces (Siates) of Canedaare
Alberta, Briish Columbia, Manitoba, New
Brunswick, Newfoundiand, Nova Scotia,
Ontario, Prince Edward Isiand, Quebec and
Sadaichenen Thethreeterioiesarete
Y ukon,Nor  twestandNunivitTe ries
Namesof provinces are setofffromcom-
munity names by commas, just as the names
dreUS saesaesetdfiondyrames
Theywento Ta aio,Onaio.onther
vacation.Do nocapisize province:  They
visiedthepovincedfNovaSootia.
punctuation Sete  Punctuation  ssdn
pupdl, sudent Ueppl  fodtrenin
enthough eghh gade.
Student o pupl Bacoepiateiorgades
nine through 12
Use sudent forodlegeandbeyond

kinder car-



Q

quesionmark () Sete  Puncuation  ssdn

quaiationmarks(”) Sete  Puncluation sxdn

R

ae reared. Sedo  adeded and resd
e Sxete Grammar ssin

recolonizer echartr Nir ecdonze
Only previously existing chapiers or colonies

o edat a.

ae recolonized ad rechartered. Praviousy
edingamesare natredarered

recruitment Awnayslonercase. Theusagedf leatk
ment 5 pelred aherten nsh  Member
reaquiment,  nd membership recruitment.

Recruitment Through Scholarship Capiglize and
Hie

recur, recurr edr ecur g Ndr eoccur.

reeldr edximyr edaded With hyphen.

regional dredior Caaiizeariywhentretied
redy precedkestheidname: Regional Drec-
for Paul Pudet Tom Bedsoe, ar egordd

resume, résumé Resume sa
fie résumésa mn

vabmeanngtooon

itd Capiaize when refering o a particular
s ritd: BesRid.Do
Hzewheneiringiohecheniuesdite
Feariy. The riudl books were sert o the
coony.  Ounalescanbefoundinourivel

ot capt

R D Maybe used as an aborevieied reference o r e
gordldredor. Rugtrm RDs (ogosro -
phes) Seeao r egondldredor.

roommate One word, no hyphen.

rush  Awayslonwercase.
sh

Recuitment speimedo

S

sd  Always lowercase when referring to the
Raer nrijs offisd

seasons  Alssesrsareloner GE  spring, summer,

Hwer anddevaivessuchas springtime
unesspatofafoma name Summer Olym-
fcs.

semesterly Neeruse

sam- Seete Grammar ssdn

semiannual T  wiceayear,asynaymfor biannual.
Donotooniusetwih berrid, which means
evayiwoyears Seeakob i-, pebesand |

samn() Seete Punctuaton  ssdn

semimonthly Bvery half month or twice a monih.
Sxedob i-, pekes and s

semiweekly  Twiceaweek Seealko h-, pebesand
Lk

semiyearly Semiannual, tice a year, i sprer ed
Sxedob i-, pebes ad sk

sewl Use gd beqr esder  mnaion W e
shdwnGr eekWeek. Hedd a w may
be used in fstperson constudions thet do
notemphasize deter maionW e ddhdda
meeting. We  wihddamesting. Forssoondk
and thidhperson construdions, use w
bscer  mindionbsr esd Yar we
Hewdnotbe pleased.

SocHisemty DoncieleroBeaTheaPiarany
defae rijssa SOHfE Ty Usete
Bms  Gened Fatemiyo r Gesdder A
tery.

ooty Lessthan haf ofthe 26 NPC membersuse
sTrayn ted  fodnamemostuse -

iy R bptele f& ny Dery ate
Faiemty Bxecuives Fatemiy/Somoiy D

fedayto properyreferencealNPCmembers.

If in douk, refer o all NPC members as a
women’s &g riy.

S CoienebeepBaaTheaPialy

deionFaemtyo r Syt Lowercase when
wsadindherfonms. Seeako Administrative
Oiice.

13
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gae Lonecaeind sed woEudos te
Sate of Mane. Do nateite e
used shply asanadedive o spedy alevd
o juBsckdon te e Transpor tationDepart
ment, sate funds. Sedn  sae names.

state names Foowthese gudeines:
STANDING ALONE: Spelloutthe names

ofthe50U.S. statesand Canadianprovidences
(states) when they stand alone. Never ue
posia abbreviations in 4iua maierial See
d 0 addresses.
EIGHT NOT ABBREVIATED: The names
o eght ses ae never ddoeveied niext
Alaska, Hawii, Idaho, lowa, Maine, Ohio,
Teesand Utah.
ABBREVIATIONS REQUIRED: Never
HEHO S A
braviaions should appear as folows:
e Md. ND.
A Mass. Okda
Ak Mich. Oe.
(@:1 Minn. Pa
Co Miss. R.I
Conn. Mo. SC
Dd Mont. SD.
Fa Neb. Tem
Ga Nev. \
. NH. Va.
d N.J W a&h
Kan. N.M W Va
Ky. N.Y. Wis
la NC. W ya
The 10 Canadian provinces (Siates) ae
adreveied b itypogrgphca iequie-
meris, they should appear as folons:
Aa NB. Ont. Sask.
BC. NS P. El.
Man. Niid. Que.

PUNCTUAMON: Place one comma between
thedtyandthestatename,andanathercomma

derte Soereme Oxford, Ohio, is where
Beta Theta Pi Fratemity wes founded. Sieve
Bederhesfom Ta ap Ot The obscure
onesshoudbespeledoutingiory : Tiuwons
ied Prince Edward Island.

Student Advisory Committee Capcze Adrevier
tiar SAC.

student body Lowercase.

subectverb agreement Sete  Grammar ssdn
subsancefree, subsiancediee: Meansinabsence of

aloohal, drugs and tohaooo. See aso aloohak

feead  hyphen.

sylus syluses Nt sHd.

when

T

teammate  One word, no hyphen.

teamwork  Oneword, no hyphen.

B 5  aton W ihhyphens.

telephone numbers Ussipues Theloms.

2382  edesonnurbesaegven 513523

901,420 5SwtAers phone number.
The numeral “1"is assumed when aciu-

alypadngacal and need nathe wiien
Thepetiod ()isusedonyonFaiemiy

kterhead and business cads:

Seead  numerals.

800-800-

513523.7591.

than, then Thanksa conuncion used incompark
a5 then Ban adverb dending ime.
pzzaismorethanicaneat Paullaughed,and
then we recognized him.

That

thet (conundion)  Use the conundion ta o
troduce a dependent dause if the sentence
soundsorlooksankwardwithoutit
be omitted when a dependent clause immedi
adytdonsaomdtevebbsay. The
presdentsadhe hedsgned the dl.

That  should be used when a ime ele-
mentinenvenes beweenthe vetband the de-
pendent dause: The president said Monday
thethe hed sgned he . When in douta,
idde  tat.  Omission can hutt. Indusion
never does.

thet, which (or onouns) e tetad
fingibinenimate doedsandipanimalswity
outaname k wesadogtettthm There-
port, which was well documented, was re-
viewed by the board.

That  haslongbeenregardedasinioduc-

That may

which inrefa-

rpaesidvedase, whicha nonestihe
daee
Sean  who, whom  (pronouns) and s
tatae tete  Therba pOSES\er  onoun:
Theywertother house.
There san adverbindicaling diedion:
W ewerttere  fordme. There aoBLd
with the force of a pronoun for impersonal
oonstudionsiwhichtheredlsubectiolons
tewah Theresnofoodonthetabe.
Theyre sa ariednfy teyae.
third party vendor No hyphens.



thiceyeaty Ooustresimesayesr, tiamd toward Nt towards.

imes  Useuesexetir noon (1200 pm.) and Tdrt Cgizetet
michght(1200am). Useaconioseparae
hoursfromminutes. 11 am,1pm,330pm

Awvar  edundancies: 10 amtismor nng. Se

& numerals. l '

sdpagk h generd conine capialzaiond

fomal tles used directly before an

inchvidual' s ureme House Corporation underiining Sete  BodCapsizaion leicsand

Teasurer  Dick Persinger submitied the bud- Underfining ssdm

oet Brother Stephenson recelved top grades

bgem United States  Spel outwhen used as anoun. Use
Lonercaseandspeloutiteswhenthey US.  (ospecs)orlyasanadedie

ae not used wih an indvidual's name The

presiert gave an exodlert speech. wnvedy Capiaize only when used wih the ac-
Lowercase and spdl out tiles in con- talschodname: DePauw University, et

structons thet set them off fiom a name by versty swimteam. When abbr eviainguriver-

commas. Steve Bedker, admnsree sere - sty or colege names, do not use: periods:

try, gave the speech. The education consuk UCLA ndUC LA  Universlynamesareust-

art, Patick Cary paniedhe rewshutiers. aly abbrevisied afier they heve been speted
Corporate, professional and governmen- ouonterisoouee naed ks

el fies are caplaized any when ey im- the abbreviaiion s expedied 1 be insiantly

mediatelypr  ecedeaperson's reme Pre S- recognizabe.

e Seaeiary Seve Beder gave the speech weid A personal password, usualy consising of

RegorelDiedosImStieskyandKikL ile. apasois  reme AmHsas useridis shaes’

EXCEPTION 1: Informal usage, such as
acknowledgments and lists of contributors,

tiles foloning a personal name are usualy

s Ladies and gentermen, the Prest-

dentofthe Unied Saies. V
EXCEPTION 2: T isswadnpaed

rames in diect address ae capidized The

ship canttake tanymore, Captain!
EXCEPTION 3: T fifes of person and veb  Sete  Grammar suin
evensmaybe capidizedwheninalstoras . - .
ahescing MendPiade hiie. voemﬂ::rt Use twowords; no hyphen. See also
fes dpbitrs T s of bodkss megeanes, VIP,VPs Acepebiendr & enesfonaym
newspapers, manuals, movies and videos are : ertpEsons) y
Caplaized and igiczed or underined only
fesBnaadete ARaamnypUd , i .
a-leirematbat:- dake saging system or answering machine. Unike
e BpEtda . messages left on an answering machine,
maybeomitedifitvwouldbeawkwardincon- ) i can be f repied 10 or
et Whenitsinduded tis capiaized and soed ’
e Kipread The Beia Thea Pi.
¥ ats “Chapter Achievements’and To m
Helmbock's  ‘insghis’were welwiien
Separeeriiesche Figker s pb W
icatiors are Bed in s guicke for futher
daicain Seeako Capiaization, compo-
s foms. &5 end. cuoton weather,wheter W eaher meansthephysizlee
mentssuchassnowandrain. Whethers  wsd
0,0 1o To sapreusn o Ban aveb btﬁmmisdmamem

meanngakoaral; two sa number.
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websie The cdledion df eecionic peges onthe

W oldW ideWeb te d agee  fomasige
domain name and home page. Web sead
dressesshouidawayshbewiteninlowercase

adiglcs ks pemissde b amt hip/
whenditinganaddressnmostinstances. See

& emal, home page, nang, aire and

W orld Wide Web.

who, whom (pronouns)
feringtopersonsandibanimalswihaname:
Mike Kokkinen is the consultant who helped
me.

UWewho ad whomie

W h o is the word when someone is the

Upd dfasenience dase arphiess The

member who made the highest grade. Who is

thee?

Whomi thewodwhensomeoneisthe

agedtdfaveharpreposion:

The member to

whom the room was rented left the window

open.Whomdoyouwishtosee?

which (pronouns)

essental dauses.
who's, whose Who's sacontadoniowhos:

outwho's autae
caseowha: | dotcaewhoeis

w Lowercase when meaning shal or refeniing to
afinancal legd document

wihin A vad  wihin asa U Eefr
goodmoarakeinthe Fater riy.

worldwide No hyphen.

W orld Wide Web Anayscedaize ks perf
to use WMWW or web. See also email,

page, rerd, ate and webse.

w w w.BetaThetaPiorgls
wh Hho.

nonecessa Yo

Sedo tH
ad  esseniddauses, non

Find

.Whose ste peesie

nThere is

aed
home

ecede

Y

year-end Aways hyphenate.
yearlong One word, no hyphen.

year- roond  Always hyphenate.

yeas  Usefigures, wihoutcommes,

your,

1975. Useans
without an apostrophe 1o indicate spans of
decadesoroeniuies the1970sthe1800s .
anapostropheforomitednumbers:

bunedins6. Butnoapostophetitheremain
ingnumbers are preceded by anemdash: The
19992000 fiscal year. Seedbo daies ad nu-
merals.

Uz
Thehouse

yabe YourshepossessvecasedyouY our
fratemity education program is improving.

Yaies the conredion foryou are
Y aiegtonimerted fermecing



Howtowritea
Beta'sname

Because vl seemunwigdy o siatwiiing
autilyearsalerouryoungestir
and schoaks, here is the acoepied style now being
usedby Bea Thela Pt

aher’ snames

Fardessyeasnte 19hoeriy...and
tr_aoh1919...useteldyer .

Why did we choose that number? Wa St
atiray?Natatal TheeaeewigBaes
whogadeied piorio 1920 hutherearesla
substantial number who graduated as early as the
1920s.

S0...oryourreierence, peasedosene e
doningiuesafsyk
Example:  JonSmih, Brown 1893

Edward Jones, St Lawrence 1916

For dass years inthe 20t cenry fiom 1920

ipthepresent. . . usethe aposiophe fdloned by

tebaioddsditeyee:

Example: Lews Johnson, Oregon 43
Robert Brown, Central Michigan

Fadessyeasnte2idcenly...use
the aposiophe fdloned by the estino dgis of

Ff

Example:  JamesBback Msssqyi OL

Thomas Green, Kansas ™

User egularfontforamember’
lonedbyacomme, theniiciorhs cdlege o
unverdly, iloned by the gradustion or dsss
year.RaphN. Fey, Miami 4

Fordassyearsnthe 19h centuryand up
trough 1919, usethe il year, eg, 1896, nd %,
1900, nd Wad  1918/118. Farundergradu-
ales wingaduision deies of 000 or er Lee
WAL

sname -

Forpedges wier PedgeJonJ.Jones @
Jmddores Do natusethe cdlege and dess afer
apedEs  nameasiisformembasany.

ampersand (&)

Use the ampersandwhen it s part
of a publcation or company symal name. It
shouid natathewise be usedinplce of and.

aposiopre () Fdowhesegudeines

bedes()

amf

comma (;)

POSSESSIVE PLURAL NOUNS NOT
ENDING IN S:  Add’ s thedummisan thou-
fons, men's gt

POSSESSIVE PLURAL NOUNS ENDING
N S: Add only an gpostophe; tebohes
needs, the VIPS enrance.

PRONOUNS: Pronouns have separate
forms for the passessive. None involves an
goosrgoher ming,ous your, yaustshes
staswoe.

Caution: Awaysdouble-checktobesure
that the meaning cals for acontracionwhen
using an apostrophe with a pronoun: youe
itstere  'swhds.

COMPOUND WORDS: Add an apostro-
pea’ sotewad dosestotediedpos

sttty egordlleadeshpdy ey skt
son.

JOINT POSSESSION: Use a possessive
fom afler only the lestword Foanersp is
jarnt: Tomand Lance’s house.

OMITTED FIGURES: Thedsssd72
Theroaing 20s.

Bradetswark ke parenheses o st

off inserted matexial, but usualy funcion
wihnquoedmeteriat “Sometimeshe[Scot]
wi dovoice mpersonations”

Theadnsusaddertesalisiondfa
bueness ke, in bdogephes, © saee
tiles from subiies and hours flom minuies,
andasamak dfintroducion.
fusedasamarkafnrodudion,acom:
plete sentence, question, or quoiation must
always precede the cdon. The supply order
jpaper dips. The: supply order induded pen-
ds pers andpeperdos

The fdloning guidelnes treat some of
the most frequent questions. Consukthe AP
Stylebooko r W ey’ s New Universal Un-

abridged Dictionary forcompeie usage.
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emdash(—)

IN A SERIES: Use commas 10 separate
eements in a series. Do not use the comma

betneente bsttvoiems naseiesithey
aepnedbyaconundon Correct The bom
containedapples, pearsandoranges. hoorect
The bowl contained apples, pears, and or-

anges.

INTRODUCING DIRECT QUOTES: Use
acommatointroduceacompleteone-sentence

quotation within a paragraph: Murray said,
‘Dossitlodkke imlughing?’

Do nat use a comma at the sait of an
idlectarpatielquoeion Bobsadtathe

“loves M&Ms and their hard candly shel”
BEFORE ATRIBUTION: Use a comma

ateenddaqoetetsonedbyati
buton: “I lost my computer,” confessed
Mayberty.

WITH CHAPTER AND YEAR OF
G RAD UHON: Use a comma to set offan
indvidual's chapter and year of graduation:
Jonathan Brant, Miami 75, is the Foundation
dedr.
NAMES OF STATES USED WITH CITY
NAMES: Place a comma after the state name:
Every Beta knows that the Fratemity was
founded in Oxford, Ohio, in 1839.
COMPLETE DAES: Place a comma af
ter the year in complee detes wihin a sen
e ChakiugeedheinancesntheMay
30,2000, /0t
PLACEMENT WITH QUOTES: Commas

always go insde quotation marks.

dlipgs(...) Tedandpssasatr eskeward ,

constructedwiththreeperiodsandtwospaces.
Useaneipssoindcaehedeeiondfone
ormorewordsincondensingquotes, texisand

documents.

Usedtomarkasuddenbreakorabrupt
changeinthought Kipdfleredaplan—iwes
unprecedented — to abolish alcohal abuse.

A TTRIBUTION: tisalsousedtopr ecede
acedthreaaunnaedyetue “But
tregesesdhesesbe’ —ICaintiars
1313.

SERIES WITHIN A PHRASE: When a
phrasethatothemisewouidbesetoffycom-
meas contains a seties of words that must be
separated by commas, use em dashes: Andy
Isted the qualies—nigligence, humar, in

dependence —that he iked in a consuitant.

WITHOUT SRACES: There shoudbeno
space on either sde ofanemdashwhen used
haserene

paerheses() Usadiosetafm

KEYBOARD: Onthe IBM, you may make
an em dash by pressing AL T-CTRL-and the
minus sign onthe number keypad. Oryou can
insert it from the menu Insert-=Symbo-Spe-
el Charackr.

endash@ Use in combnation of figures, capld

His ues ad id Hiesad inte

absence ofthe word 0 when dencdiing a pe-

fioddfime 1955-62, Monday—Friday .
KEYBOARD: Onthe IBM, you may make

an en dash by pressing CTRL—and the minus

signonthenumberkeypad. Oryoucaninsert

it fromthe menu Insert-Symbol-Special Char-

af.

enportl) Spaingy st —_

nesswiing ks used b eqressahghde
gree of suprise, inaecklly o ofher storg
emoation.

PLACEMENT WITH QUOTES: Place the
markinsdequoaionmarkswhenitispartof
thequoied materialand outsdewhenitisnat
patdthe quoed meieet “How ya doing!”
DavsyeledIbvedreadnghs SyeGuie!

Do nat use a comma or period after the
exclamation mark.

hyphen) Hyphens are joners. Use tem b avad

ambiguily oriofomasingeideafomtwoor
more words.

AVOID AMBIGUITY:Thepr estentwi
speak b smalHousiness men. (Business men
nomaly is one word. But the pescertwi
speak to small businessmen su ndeer) Ch
a's. Hereooveredhishesth Here-coveredthe
kakyrodf.

COMPOUND MODIFIERS: When a com-
pound modifie—wo or more words that ex-
press a single concept—precedes a noun, use
hyphensiolinkalthewordsinthecompound
excepttheadverb vaty andaladverbsthetend
in- ly: atlimepbakonidaice.

Many combinationsthatare hyphenated
before a noun are nat hyphenated when they
oourakeranout Year- roundrexr  uimentis
importrtforte dgper. The dhegierr s
on reauling year round.

aternotinended
obepatdthemansaiementornatagam:
maticalelementafthe serntence, yetimportant

enough o be induded.

periods () PLACEMENT WITH QUOTAION

MARKS: Periods always go inside quotation
marks.



quesionmark(?)

PLACEMENT WITH QUOATION

end a the same time, put the period before
te sge mak (’ ) and the double mark ()
Peysersaid, ‘Mason tod meitmeans ‘Naught

INCH AND FOOT MARKS: Never use

MARKS: Inside or outside, depending on the ich{ardioct( “)maksingeed ofquoiesor

meaning. \Who wote the artide “Good Fnarn+ posessves. Luke B 6 7"N¢ Lues67.

cial Dedsons of1998°? He asked, ‘Howlong Changetrepr e encesetingfortypographer’ S

wite? quaiesinyoursofware. (InPageMiaker, itisin

the Preferences>More dialoguebox) Whenthis
quoation marks (* 7) Use gpentquate marks (“) optionis enabed, the inchand foot mark key

and dose-quote marks () . w  producetypographer’ squotes. Then,when
RUNNING QU O TAONS fallpaa youadualy doneedinchandfoatmarks, use

gaph of quoied maierel, or a paragraph thet the keyboard command for them. (Check your

does nat start wih quoiation marks but ends sofware documentation for the comect key-

with a quaiaion, is folowed by a paragraph board command.) NOTE: Whenimporting text

thatooninuesthequoiation, donatputdose- from another software program, inch and foot

quoe malks atthe end dithe it paragreph, marks may not convert properly to

Do,however,  putopenquoemalksathesart typographer’ s quotes. Use Find and Replace

of the second paragraph, using dose-quote ogethemarlksyoudesr e Typethekeyboard

maiks only at the end of the quioted meterial commandtogettypographer’ squoes Thekey-

Be sure 1o use the smart quote setiing when board commands on the PC may vary depend-

yaure  usngMicrosot Wad k canbefourd ing on the software program used. USE: At

underthe"Tools’menu,inthe”AutoCorr e’ 0146 and Akt 0145 for foot and At 0147 and

feature, under the “Auioformat as you type” A 0148 forinch maiks. fyouire lodkding ©

th produce a professionaHooking, typographi-
COMPOSITION TITLES: Use to enclose cayoorr  ect document, use typographer’ s

aides in periodcals, caplions, depers o guoteswhere  teyare  caedf, natmessure -

books, dssertaions, edioiaks, essays, heed ment marks!

ingsheedinesedures novebstretarepU-

Ehed naodedin, pepers ledoand e

oS, See a0 capialization, compasition mesandsaiemenisthataretoodosslyrelated

titlesad  Hs. nmeanngiobewitenasseparatesentences.
QUOTES WITHIN QUOTES: Alternate hgened tindcaes agreer sspaaion o

between double quotation marks (“o r "axd thoughtandinformationthanacommalbutiess

sge maiks (¢ or ") ftno quoed eemens tenapeiod

PUNCTURAON'S IMPORT ANCE

PLACEMENT WITH OTHER PUNC-
T U ATION: The period and the comma always

Thefoloningtwoletters are composed ofthe exact
same words but different punctuiation. Natice the

gowihinthequaiaionmearks. Thedash,semi dieene
colon, question mark and exdameation point
go within the quotation marks when they ap- Deary
plyiothequoiedmetteronly. Theygooutside Y ou have runed me for aher men. lyearn
when they apply to the whole sentence: “ It's foryou.lhavenofeeingswhatsoeverwhenwere
an excelert fratemity education program.” gpatt. Icanbeforeverhappy—wlyouletme
W astherfoettheme ‘Beetthe Wolverines? beyous?
Marie
DeaBl
Y auhaverunedme. Forahermen lyearn .
For you, | have no feeings whatsoever. When
were  goart atefr  everhappyW  haH
me be?

Yaus
Marie
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Use bod type onlywhenitaids inindexing

and cross+eferencing, and when emphasiz-
ngadeedrecke The deadine for The
relieiegeians Apil, 2002

Capialzation hga’erda/cijureo&'ssayca&

HST

s Useacideteraryiyoucani sy
thyoredtepingieskedhae

Many words and phrases are listed in
gk coraLtiseeeestetae Bedin

PROPER NOUNS: Capitalize nouns that
corsiiviethe ungue denicaion foragpe-
dcpeson pecearting

PROPER NAMES: Capitalize common
nouns such as award f& nrypat vy, riv,
getand wet  whentheyaeaninegapat
dteidnameforapeson pece arthing
The Oxford  Cup, Beta Theta Pi Fater ry,
DemocraticPart  yAujzeRer, BonhamRoad,
W e1Vi rgs.

Lowercase the common noun elements
dnemesnaluaiees Sissonawards,Beta
Theia Pi and Lambda Chi Alpha fratemities,
and Ortario.

COMPOSITIONS: Apply the guidelines
ised hee © bodk fles, nove ks sog
s ehEmpoyamissadteies
dfledures speedresandwolksdat

Capialze the princpal words, ndud-
ing prepostions and conundions of four or
moekHes

Caplidize an atide —
wacsdinatentousesiistheist
abstwadnaie

Seecl Hs, s o pl=osand
quotation marks.

TITLES: Capiaize formal files when
used immediately before a name. Lowercase
formél tiles when used alone orin constiuc-
tions thet set them off fiom a name by com:
mas.

tegan — or

Usebnercaseatdimesioriensta
ae jpb desapiors reher renfondl fies.
Seeako fesdpegk.

fes of books, magazines, movies, news-
pepers, noveles thet are separaiely pUb-
shed andworks dfart such at painings and
puesae pacedniakes Aoiekdze
al Fatemiy pubications and programs. See
& cgplelzation, compodiionfies, titles
of pubications, quotation marks andseper
iceenestrteHae riy'spubcatons.

Use talcsto emphasize aword or
achieve a speda meaning, butuse very
spaingly.

Useidicsiosobiewodsad
phrases hafoegnbrguage, aro separae
gEE'mMInology.

underiining Usebindcaeidcswhenanisic
ogisigerYzzis]



adedie aie An adedive s aword used D
maodify, or desabe amounaorpr
adedive usuialy ansners one of these ques

s  Which one? What kind of? How Many?

Adjectives usually precede the words they

modify.  They may akso fdlow Inking verbs,

nwhichcase they desaibe the subjedt
Avides, someiimes dassiied as adec-

tives, are used o markk nouns. There are anly

teeteddeat: te,

rieatts a ad an.

adverb An advetbisaword used ibmodiyaverb,
anadedive or ancher adverb, kusugly an

adteids

onoun. An

sners ane of these quesions: When? Where?
How? Why? Under what conditions? To what
degres? Many contain the pr k. He ran
quddyioheinshineduinghe W & melon
Festrace. The dreper Et soenly dler ie-
Mg s sgpeEm The negaiors nat and
never aedessidesadets

h- Fom the Laiin meaning twice or two. Used n
the formation of compound words. See bierr

nual, bimonthly,
ek

chapter A sguarnoun bekes asiguen e
andthe singularpronoun i
ter held is weeldy mesting Sunday evening.

oolecivenouns A coledivenounisagroupnoun.
ssguarnfombutnemesagoupdin:

Use a singular verb with a collecive
nounsubectwhenthe group adsas one unic
Thesaffayesstetadonsnecessary.

Use a plural verb when members of the
gaupad sepaaiay. The sffare submiting
inchvidual repars.

fihepur—iomoftheverbsoundsanke
ward, rephrase the sentence making the sub-
il The staff members are submitting
indvidudl reparts. Sedo  noun.

conjunction Conuncions jon words, phrases o
dauses andiheyindcatetherelaionbetneen
theelementsjoned Examplesofconundions:
ad swd & bt ahusobeaseahe
than, unkss.

and wiing.

biweekly adpr ebes,ad

t: The Alpha Chap-

non- Trer usdpr

Avod excessive use of contractions.
Contradiorsisedinthedoioneryareacoe:
able,honever, n mr malcontextswhere tey
refiect the way a phrase commonly appearsin
speecharwiing.

In quoted maierial, contractions shoud
be witen as the person speaks, ghving the
reackerthepercepiondiiseningtothespesic
ersadualwords.

essential dauses, nonessenid dauses AN essent

H de ccandbeemnaedwihoutchang

ingthe meaning ofthe senience, whiea non-

essenia dause can be eiminated without
changing the basic meaning of the sentence.
An essentd dause mustnatbe setaf

fromtherestofasentencebycommes. A non-

esente dause must be set off by commas.
Consuitants who do not read the Style Guide
shoud nat qiicze the edior. Nt Consu-
ants,whodonatread the Style Gide, shoud
ndaitzeteado.

Thats  the pefered ponounoinio
duce dases tretrefer b aninenimaie doedt
or an animal without a name. The pronoun
which  oocasonalymaybesubstiuedior te
ntheinrodudion ofanessenid dause het
relersioaninanimaiededtorananmalniht
outaname.

hgered tsused which  shoudap-
pear only when te s usedasaconundion
0 inroduce anather dause nthe same sen
BeHe  sadMondaythatthepartoftheamy
forcement.  Seedo  thatwhich(pronouns) and
who, whom (pronouns).

nefedon Inejedionsareworts usedibexress

upriseoremoion: Oh! Hey! Wow!

des gy, huhgenedo
hyphen when forming a compound that does

not have spedial meaning and can be under-

o nat is used beforethe baseword. Use

a hyphen, however, Hrer  opernounsorin
awkward combinations.

noun A nounisthe name dfaperson, pace, thing

aridea. Theyaredfenbutnatalnayssgneled
byanate(aante). Examples of nouns:

Tom, Oxforddf icet ruth.

puas Folowthese gudeinesinfomingandus-

ing pural words:

MOST WORDS: Addslos g5 g1
VBCES.

WORDS ENDING IN CH, S, SH, SS, X
and Z Add es:  churches, lenses, parishes,
oesses boes.
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WORDS ENDING INIS: Change i s toes:

parentheses, theses.
WORDS ENDING IN Y:If yi spreceded

byaconsonantorqu, daey toi adaddes:
anes  des. Ohewiseadds:  donkeys, mon-
keys.

WORDS ENDINGINO: If o preceded
byaconsonant mostplurasrequie 6s:; ol =3
loes, dominoes, echoes, potatoes. Butheeae

WORDS ENDING IN F: In general,
change f tovandadd es: Eaes Hes.

L ATIN ENDINGS: Latin+ ootwords  end
g nuschangeus ta aumnus,alumni. Mot
edgh a dageb ae:  alumna, alumnae.
Mostendinginu m adds memorandums, sta-
diums.

FORM CHANGE: man, men o, st
mouse, mice.

WORDS THE SAME IN SINGULAR AND
PLURAL:  cops, deer, Sesp.

WORDS PLURAL IN FORM, SINGULAR
IN MEANING: Some take singular verbs:
measies, news. Ohesdepuavets g rits
B0S.

COMPOUND WORDS: Those written
dadd sastreend Fortosetetindve
separate words or words linked by a hyphen,
make the most sgniicantword plrat hand-
Usatiomeysgenerd asssantationeysgen
ad ssssataomeys.

WORDS AS WORDS: Do notuse ' s Hs

PROPER NAMES: Most ending in eso r

zaddtheaposirophes Lopez, Hees . Mostend-
gh y atl s eenifpreceded by a conso-
rat  the Dufiys, the Kennedys. Fardas

add s theRebdds theFdks.
TITLESOFPEOPLE: The pluraltakesno

gposrophes Bees Usegpostropheonlyforthe

posesse That was the Alpha Beta's 052}
Seeabo fesdpayk.

FIGURES: Add s The custom began in
the1920s Thearinehastho 7275 T empera-
ueswibentebw20s.

SINGLELETTERS: Use’ sMindyourp's
andds.

M U LTIPLE LETTERS: Add s  He knows
his ABCs. Four VIPs were there.

Trer ushpr des gy, FowWedse' s
New Universal Unabridged Dictionary, hy
phenating if notisted there. Some examples:
postizte posieedion
postocoral posigraciate

pre- Trerdesn pr

ees gy Thefdoningex
ampes o exepions 10 istsed oeings

in W e’ s New Universal Unabridged Dic-
fonaly  aebesed onte gered e theta

hyphenisusedifaprefixendsinavoneland
the word that folows begins with the same
vowel:
pre-eminent peed
pre-empt
Other weefdovW de’  sNewUniversalUn
abridged Dicionar'y, hyhereingfnotised
there. Some examples:
prearrange pelgt
precondiion  preheat
predispose  prejudge
Some hyphenated coinage, notisted in
theddorary:.
pre-convertion  pre-danwn
See separate ksings for commonly used
pebes
Generaly, compounds for  med from a
prefixandawordare usualy syled soidand
without a hyphen:

interagency  precondition
misshapen refuneh

overhand suborder
postwar unhelpiul
Three res are congiart, athough they
yed some excepions o fistisied paings

in W e’ s New Universal Unabridged Dic-
forary:

1B o Operate  ad coordinate,
useahyphenifthe prefixendsinavoweland
the word that folows begins with the same
vonel.
ariirin de-emphasize
co-owner
2 Useahyphenithewordthatiolons
oz 0z 120l
aniGreek postV toin
3 Useahyphentojondoubledpreies.
sub-subparagraph



preposiion A prepostionsaward pecedbeforea
noun or pronoun to form a phrase modifying
anather word in the sentence. The prepos-
tional phrase nearly always functions as an
adedive or as an adverb. Examples of prepo-
drs dotaxr asasdterehthy,
ece, i, ke, on, regadng, ten, Lpon,
without.

pro- Trerks hnprees aply. Useahyphenwhen
coining wordss that denote suppart for some-
thing. Some examples:
pobusness  pro-Greek
No hyphen when pro & wsed naher
s poempakeec.

pronoun A  ponounisawod used npace dfa
noun. Usualy the pronoun substiutes for a
spedic noun, knonn as is antecedent. B¢
amples of pronouns: | me, you, she, he, ve,
wtey,  yushsisous imsd tem
sehes, whose these.

re- Trer  ushpr ées agpy.  Thefdonigex
ampkes o exoepiions o fistied spdings
inW exer’ s New Universal Unabridged Dic-
ftoray  aebesad onthe gened e teta
hyphenisusedifaprefixendsinavoweland
the word that follows begins with the same
vonet

For many ather words, the sense is the gov
engido:
reco.er (fegai) recover(overaggr)
reform improve) refom@omagein)
s resn(Enagen)

Other wisejolonv\W dey’  sNewUniver-
sal Unabidged Dictionary. Use ahyphenfor
words not listed there unless the hyphen
would dsiot the sense.

sem- An element borowed from Latin, meaning

hefSeecbo b i-, semiannual, pebes, s

monthly, semiweekly  and semiyeary.

subjectverb agreement A subject and verb must

always match in number and gender.
espedaly tricky when a colecive noun is
beingused The Student Advisory Committee

meets monthly. The members of the Student

Advisory  Committee meet monthly.

veth  Theveb ofa senence usudly eqresses ac-
tn( jump, tink)ar beg(  is, become)
composed of a main verb possibly preceded
by one or more helping verbs.
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