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The Office of College Relations is responsible for the production of all publications and 
advertising that promote the College as well as the CNR website. It is important that in 
producing these materials, consistency in punctuation, spelling, capitalization, 
abbreviations, and usage are maintained in order to ensure a strong, clear, cohesive, and 
professional message. Therefore, we have prepared this editorial style guide, which 
outlines the style specific to CNR that should be maintained in all College promotional 
materials. For items not covered in this guide, please refer to the AP Stylebook, Gregg 
Reference Manual, and Webster’s New World College Dictionary for answers to any 
questions you may have.  
 
For further information, please contact: 
 
Lenore Carpinelli 
Director of College Relations 
Phone: (914) 654-5272 
E-mail: lcarpinelli@cnr.edu 
 
Irene Villaverde 
Director of Media Relations 
Phone: (914) 654-5235 
E-mail: ivillaverde@cnr.edu 
 
Andrea Fagon 
Director of Publications 
Phone: (914) 654-5285 
E-mail: afagon@cnr.edu 
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College Terms 
 

College  
The official name of the College is The College of New Rochelle. The should be included and capitalized 
whenever the College’s name stands alone and within a sentence as appropriate. On first reference to 
the College in a document, the full name should be used. In subsequent references, the College or CNR 
(see below) may be used in a sentence. Capitalize College but lowercase the.     
 

Correct 
The College of New Rochelle 
She graduated from The College of New Rochelle. 
I met a College of New Rochelle graduate. 
I have worked at the College for several years. 
 
Incorrect 
the College of New Rochelle 
She graduated from the College of New Rochelle. 
I met a The College of New Rochelle graduate. 
I have worked at The College for several years. 
 

The correct acronym for the College is CNR with no periods. 
 
Avoid making the College’s name a possessive whenever possible. Restructure the sentence if necessary. 
 

Correct 
She graduated from The College of New Rochelle School of New Resources. 

 We attended the Strawberry Festival at CNR OR We attended the CNR Strawberry Festival. 
 
Avoid 
She graduated from The College of New Rochelle’s School of New Resources. 
We attended CNR’s Strawberry Festival. 

 
When referring to the College Community or the CNR Community, the word Community should also be 
capitalized. 
 

Schools 
The correct names of the Schools of the College are as follows: 
School of Arts & Sciences 
School of New Resources 
School of Nursing 
Graduate School 
 
The is not part of the names of any of the Schools. On first references to a School in a document, the full 
name of the School should be used. In subsequent references, the School (capitalized) or acronym (see 
next paragraph) may be used.   
 
 



6 
 

When abbreviating names of the Schools, the correct acronyms for the Schools are as follows with no 
periods: 
School of Arts & Sciences SAS 
School of New Resources SNR 
School  of Nursing  SN 
Graduate School  GS 
 
Please note that the acronyms above are meant to be used in publications and on the website. Different 
acronyms are used for institutional databases (RegistrarΩs, RaiserΩs Edge, etc.).   
 

Campuses 
The correct names of the campuses of the College are as follows: 
Main Campus or New Rochelle Campus 
Brooklyn Campus 
Co-op City Campus 
DC-37 Campus 
John Cardinal O’Connor Campus 
Rosa Parks Campus 
 
When referring to the John Cardinal O’Connor Campus or Rosa Parks Campus, it is recommended that 
the names of the campuses be followed by an indication of their locations, in parentheses. 

 
Examples  
John Cardinal O’Connor Campus (South Bronx), Rosa Parks Campus (Harlem)  

 

Buildings 
The names of the buildings on the Main Campus of the College for general usage are as follows: 
Angela Hall 
Brescia Hall 
Chidwick Hall 
Gill Library (or Mother Irene Gill Memorial Library) 
Leland Castle (on second references, the Castle) 
Maura Hall 
Mooney Center (or the Helen & Peter Mooney Arts & Educational Technology Center) 
Rogick Life Sciences Building 
Science Building 
Student Campus Center 
Ursula Hall 
The Wellness Center 
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General Style 

 
Abbreviations & Acronyms 

When in doubt, spell out the word. In general, avoid using acronyms that aren’t well known, and avoid 
using a number of acronyms in one article. Do not follow an organization’s full name with an 
abbreviation or acronym in parentheses or set off by dashes if there is no second reference to the 
organization in the story. Names not commonly known to the public should not be reduced to acronyms 
solely to save a few words.   
 

Academic Departments, Programs, & Divisions 
Capitalize the formal names of academic departments, programs, and divisions. Lowercase when saying 
the department, the program or the division.  
 
It is preferred that the names of programs and departments be expressed with the name of the 
discipline first, followed by Program or Department and capitalized. If the order is reversed, then the 
words should be lowercase.   
 

Correct 
She teaches in the Mathematics Department. She has been with the department for ten years. 
Jane enrolled in the History Program at CNR. 

 The College’s program in education is well known. 
 

Incorrect 
She teaches in the department of art at CNR. 
He has taught in the English department for ten years. 
Mary is enrolled in the Program in Philosophy at CNR. 

 
It is preferred that the names of divisions be expressed as the 5ƛǾƛǎƛƻƴ ƻŦΧ 
 

Example 
He presented his paper to the faculty of Division of Natural Sciences & Mathematics.  

 

Academic Majors, Degrees & Honors 
Except for languages (English, French, etc.) and studies related to geographical areas, the names of 
academic disciplines are not proper nouns and should not be capitalized. This includes references to 
disciplines in major fields of study and concentrations.  

 
Correct 
She is an art major who also pursued American studies.  
He majored in English and completed a concentration in business.  

 
Incorrect 
She is a Biology major. 
She studied Mathematics at CNR. 
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Degrees such as bachelor of arts, bachelor of science, and master of arts are general rather than specific 
degrees and should not be capitalized in text.  
 

Example  
She earned a bachelor of arts degree in 1989.  

 
Use an apostrophe with bachelor’s degree and master’s degree.  

 
Example  
She holds a bachelor’s degree in social work. 

 
Abbreviations of academic degrees should be used sparingly in material for the general public, where 
they are not easily understood. When they are cited, use periods and form plurals by adding s. Avoid the 
possessive form.  
 

Correct 
B.A., M.A., Ph.D., LL.D.  
B.A.s, M.A.s, Ph.D.s, LL.D.s  

 
Incorrect  
BA, BAs, PhD, PhDs 

 
Some abbreviations and their corresponding degrees are: 
B.A.  Bachelor of Arts 
B.F.A.  Bachelor of Fine Arts 
B.S.  Bachelor of Science 
B.S.N.  Bachelor of Science in Nursing 
M.A.   Master of Arts 
M.F.A.  Master of Fine Arts 
M.S.  Master of Science 
M.S.Ed.  Master of Science in Education 
M.B.A.  Master of Business Administration 
Ph.D.  Doctor of Philosophy 
Ed.D.  Doctor of Education 
J.D.  Doctor of Jurisprudence 
M.D.  Doctor of Medicine 
  
Academic honors such as cum laude (with honor), magna cum laude (with great honor) and summa cum 
laude (with highest honors) should be italicized.  

Examples: A summa cum laude graduate of CNR, she majored in art.  
 

Administrative Offices   
Capitalize the names of administrative offices, even when the word office is not included in the 
reference.  Lowercase subsequent references to the office. 
  

Examples 
The staff in the Office of Alumnae/i Relations is very helpful. The office is on the second floor. 
If you need further information, contact College Relations. 
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Alumnae/i  
Use alumnae/i to refer to the alumnae/i of the College collectively. A single female graduate is referred 
to as alumna and a single male graduate is referred to as alumnus. 
 
When referring to a specific alumna or alumnus of the College, the reference should include first name, 
maiden name (if the individual attended CNR by that name), and last name, followed by the school 
acronym and class year, with no space between the acronym and year (Jane Doe Smith SAS’89). Please 
refer to the Schools section for correct acronyms for the Schools.  
 
In addition to the School’s acronyms, additional acronyms that may be used include the following: 
 GSN  Graduate of graduate program in nursing 
 GS Cert. Recipient of Graduate School post-master’s certificate 
 SN Cert. Recipient of School of Nursing post-master’s certificate 
 
For those alumnae/i who have earned degrees from more than one School of the College, the reference 
should be expressed as Jane Doe Smith SAS’89, GS’91.  
 

Centuries & Decades 
Use numerals when describing centuries. Lowercase the word century except when it is part of a title.  

 
Example  
the 20th century   

 
Use numerals to describe decades. Use an apostrophe to indicate numerals that are left out. Show plural 
by adding the letter s with no apostrophe.  
 

Correct 
the 1920s, the Roaring ’20s  
the ’50s, ’60s and ’70s  

                                               
Incorrect  
the 1940’s 
the 50’s, 60’s and 70’s  

 

Class Years 
Do not capitalize individual class designations: freshman, sophomore, junior, senior. Do not capitalize 
generic references (the senior class). Capitalize the formal names of organized entities: the Class of 
1979, the Class of 1992 Reunion Gift Committee. 
 

Computer & Internet Terms 
Below are common computer and Internet terms and their preferred spelling and capitalization. These 
rules pertain in general to text in print. Please note exceptions for web use regarding e-mail addresses 
and URLs. 
 
E-mail : Always use e-mail with a hyphen. Do not capitalize the word unless it appears at the beginning 
of a sentence or list. When including an e-mail address in text in print, set the address in lowercase 
letters.  When including an e-mail address in text on the web, set the address in lowercase letters and 
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hyperlink the address. If an e-mail address is used at the end of the sentence, use a period, but do not 
hyperlink the period. 
 

Example 
 Send an e-mail message to info@cnr.edu. 

  
Home Page:  two words and spelled in lowercase letters except at the beginning of a sentence 
 
Internet: Capitalize the word Internet in all instances.  
 
Online: one word with no hyphen and spelled in lowercase letters except when it begins a sentence 
 

URLs, Web Addresses: The use of http:// can be omitted when referencing URLs. When including a URL 
in text in print, set the address in lowercase letters (unless specific capitalization is needed). If an 
Internet address falls at the end of a sentence, use a period.  When including a URL in text on the web, 
set the address in lowercase letters and hyperlink the address. If a URL falls at the end of a sentence, use 
a period, but do not hyperlink the period.   
 

Example  
Visit us on the web at www.cnr.edu. 

 
World Wide Web: In formal uses, spell out and capitalize World Wide Web in the first reference, then 
use the web on all subsequent references.  
 
Web Page: two words, not hyphenated and spelled in lowercase letters except at the beginning of a 
sentence 
 
Website: one word, not hyphenated, and spelled in lowercase letters except at the beginning of a 
sentence 
 

Course Titles 
Names of courses should be capitalized and expressed in italics. 
 

Dates 
When used in sentences, dates may be expressed with month, day, and year, month and year, or month 
and day but should be consistently expressed throughout the document.  To avoid confusion, the 
inclusion of the year in all date references is preferred. Spell out months in all dates.  
 
When the day precedes the month or stands alone, express the day in ordinal figures or words (1st, 2nd, 
the third, the tenth). When the day follows the month, express it in cardinal figures (1, 2, 3).  
 

Correct 
On the 1st of December, they arrived. 
The Open House was held on December 1.  
 
Incorrect 
The Open House was held on December 1st.  

 

mailto:info@cnr.edu
http://www.cnr.edu/
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When expressing a date with just month and year, no comma should appear between the month and 
year. 
 

Example  
She graduated in May 2008.  
 

When showing a period of time (two years or more), separate the numbers with a hyphen with no 
spaces between the hyphen and years.  
 

Example 
The class was offered in the 2000-2001 academic year. 
 

In a sentence, use the word to or and, not a hyphen.  
 

Correct 
She worked here from 1998 to 2000.  

 American culture changed greatly between 1950 and 1960. 
 

Incorrect 
 She worked here from 1998–2000.  

 

5ŜŀƴΩǎ [ƛǎǘ 
A singular possessive, Dean’s List should be capitalized and include an apostrophe. 
 

Degrees 
Refer to Academic Majors, Degrees, & Honors 
 

Events 
Capitalize the formal names of specific events occurring at the College – Commencement, Fall Open 
House, Strawberry Festival, President’s Circle Dinner. Do not capitalize general uses of these words.  
 
 Examples 

John Smith delivered the keynote address at Commencement.   
Her parents will attend commencement.  
The Strawberry Festival will be held in May.   
The Admissions Office’s open house was scheduled for October. 

 

Geographical Terms 
Capitalize north, south, east, and west when they are part of specific geographic regions or official 
names of organizations. Lowercase them when they are being used to express general compass 
directions. 
 

Examples 
He drove east. 
The cold front is moving east. 
The storm front that developed in the Midwest is spreading eastward. 
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Honors List 
Honors List should be capitalized with no apostrophe. 
 

Months 
Spell out and capitalize the names of months of the year in all instances.  
 

Numbers 
In text, spell out whole numbers below 10 and use figures for 10 and above, even if they appear in the 
same sentence. Ages are an exception to these guidelines: Always use figures to indicate the age of a 
person, except at the beginning of a sentence. Ages expressed as adjectives before a noun or as a 
substitute for a noun should use a hyphen.   
 

Correct  
They had three sons and two daughters.  
They had a fleet of 10 station wagons and two buses.  
The girl is 2 years old.  
The 31-year-old researcher arrived from Africa today.  
Two-year-olds are not noted for their patience.  
They built a four-room house. 

 
Incorrect 
2-year-olds are not noted for their patience.  

 

Spell out numerals occurring at the beginning of a sentence or recast the sentence. The only exception is 
a calendar year which may be used to begin a sentence.  
 

Correct  
Last year, 1,300 graduated from the College.  
1999 was a very good year for job seekers 

 
Incorrect 
1,300 graduated from the College last year. 

 
Spell out casual expressions using numbers.  
 

Examples  
A thousand times no!  
Thanks a million. 

 

Publications and Other Titles 
Italicize the names of books, magazines, newspapers, plays, movies, and television series, paintings, and 
pieces of sculpture when they are in text. Do not italicize “magazine” unless it is part of the actual title. 
Articles, episodes of television shows, and unpublished works should be enclosed in quotation marks. 
 
Capitalize the principal words, including prepositions and conjunctions of four or more letters. Capitalize 
an article — the, a, an — or words of fewer than four letters that are the first or last words in a title (The 
Rise and Fall of the Third Reich, Of Mice and Men, Gone With the Wind).  
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Seasons 
Lowercase the names of the seasons (spring, summer, fall, winter) and their derivatives (springtime), 
unless they appear as part of a formal name. 
 

Correct  
Homecoming takes place in the fall.  
There will be a number of information sessions during Fall Open House 2002.  

 We will offer that class in Spring Semester 2009. 
 
 Incorrect  
 In the Fall, we will have a meeting to discuss that. 
 He will be teaching during the Spring Semester. 

 
State Names 
Spell out the names of the 50 U.S. states when they stand alone in textual material. Abbreviate the 
names of states using the ZIP code abbreviation (see below) with no periods when they follow the name 
of a city, town, or village in text.  

 
Correct  
She is going to Florida on vacation.  
CNR is in New Rochelle, NY.   

  
Incorrect 
CNR is in NY. 
She is going on vacation to Orlando, Florida. 

 
The following are the ZIP code abbreviations for the states:  
Alabama - AL 
Alaska - AK 
Arizona - AZ 
Arkansas - AR 
California - CA 
Colorado - CO 
Connecticut - CT 
Delaware - DE  
Florida - FL 
Georgia - GA 
Hawaii - HI 
Idaho - ID 
Illinois - IL 
Indiana - IN 
Iowa - IA 
Kansas - KS 
Kentucky - KY 

Louisiana - LA 
Maine - ME 
Maryland - MD 
Massachusetts - MA 
Michigan - MI 
Minnesota - MN 
Mississippi - MS 
Missouri - MO 
Montana - MT 
Nebraska - NE 
Nevada - NV 
New Hampshire - NH 
New Jersey - NJ 
New Mexico - NM 
New York - NY 
North Carolina - NC 
North Dakota -ND 

Ohio - OH 
Oklahoma - OK 
Oregon - OR 
Pennsylvania - PA 
Rhode Island - RI 
South Carolina - SC 
South Dakota - SD 
Tennessee - TN 
Texas - TX 
Utah - UT 
Vermont - VT 
Virginia - VA 
Washington - WA 
West Virginia- WV 
Wisconsin - WI 
Wyoming - WY
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Telephone Numbers 
Printed communications going off the campus, including the website, should list the entire telephone 
number, including area code set off by parentheses: (914) 654-5000. In informal communications, 
campus extension numbers are preceded by the lowercase abbreviation ext. (ext. 5272).  

 
Times  
Use figures except for noon and midnight. A figure alone without zeroes is sufficient for the top of the 
hour. Use a colon to separate hours from minutes. Do not put a 12 before noon or midnight. Include  
periods in a.m. and p.m.  

 
Examples  
11 a.m., noon, 1 p.m., 3:30 p.m., midnight  

 

Titles 
The most accurate reference to current academic and staff titles can be found in the current academic 
catalog or by checking with the appropriate vice president or dean for that area or school. Please refrain 
from using the campus phone directory for job title information. 
 
In text, titles are capitalized only if they directly precede the name of the individual. A title following the 
name of an individual or a title by itself is not capitalized.  
 

Correct  
President Mary Smith introduced the speaker.  
John Doe, professor of biology, was the moderator. 
 “With the addition of two new programs, we expect our enrollment to increase,” said Dean 
John Smith. “We’re also looking into hiring new faculty,” the dean added. 

 
Academic: Academic ranks and titles are specific and not interchangeable. It is not appropriate to 
bestow the title Professor upon someone who holds the rank of instructor — or vice versa. A person is 
“Professor of,” “Associate Professor of,” or “Instructor in” a discipline.  
 
Courtesy: Use courtesy titles (Mr., Mrs., Ms., Miss) only in formal materials such as invitations. 
Do not use courtesy titles in an informal reference, even if mentioned within a group that includes those 
with academic or other titles.  

 
Correct 
Jane Doe visited campus. 
Dr. Mary Smith, Rev. Michael Jones, and Jane Doe attended the event. 
 
Incorrect 
Miss Jane Smith visited campus.  
Dr. Mary Smith, Rev. Michael Jones, and Miss Jane Doe attended the event. 
 

Dr.: Use only when the person has a medical or doctoral degree (not for an honorary doctorate.) When 
academic degrees follow a person’s name, do not use titles (Dr. John Smith or Mary Smith, Ph.D., NOT 
Dr. John Smith, Ph.D.). 
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Religious: When referring to women religious in formal documents and on first reference, include their 
name, followed by a comma and the initials of the order to which they belong, separated by periods 
(Jane Smith, O.S.U.). In less formal documents (Class Notes, internal correspondence) and subsequent 
references, include Sister or Sr. followed by their first name (Sr. Jane). It is acceptable to use either Sister 
or Sr. as long as consistency is maintained throughout the document. 
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Punctuation 
 

Ampersand 
The ampersand should not be used in place of the word and unless it is part of the formal name.   

 
Examples 
 AT&T, U.S. News & World Report, School of Arts & Sciences  

 

Apostrophe 
Apostrophes indicate where letters or figures have been omitted in contractions and class years.  

 
Examples 
 Class of ’77, Jane Smith SAS’89  

 
Use an apostrophe with bachelor’s degree and master’s degree. 
 

Colon 
Use a colon to introduce a formal statement. Capitalize the first word after a colon only if it is a proper 
noun or the start of a complete sentence.  

 
Examples 
 The policy is this: Students should be enrolled by Sept. 1.  
There were three criteria: expense, time and feasibility. 

 
Use a colon to introduce a series.  

 
Example 
There were four colors of crayons: orange, blue, green and red. 

 
Use a colon with no spaces to separate chapter and verse in scriptural references.  

 
Examples 
Mark 4:2–6, Exodus 2:1–5 

 
Place colons outside quotation marks or parentheses.  

 
Example 
The following are what Smith dubbed “the best movies of the ’80s”: !ƴƴƛŜΣ /ŀƴΩǘ {ǘƻǇ ǘƘŜ aǳǎƛŎΣ  
Dune, Ishtar... 

 

Comma 
Use commas to separate elements in a series, including before a conjunction.  

 
Examples  
The flag is red, white, and blue. 
I had orange juice, toast, and ham and eggs for breakfast. 
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Use a comma to separate an introductory clause or phrase from the main clause.  
 

Example 
When he had tired of the mad pace of Northfield, he moved to New York. 

 
Omit the comma after short introductory phrases if no ambiguity would result. But use the comma if its 
omission would slow comprehension.  
 

Examples 
During the night he heard many noises. 
In 1979 she joined the faculty.   
On the street below, the curious gathered. 

 
When a conjunction such as and, but, or for links two clauses that could stand alone as separate 
complete sentences, use a comma before the conjunction in most cases. If there is no such conjunction, 
use a semicolon.   
 

Examples 
She was glad she had paused, for a car was running the red light.  
She wanted to go skiing, and he wanted to go to a movie.  
They drove to the mall and went to the movie. 

 
When etc. is used at the end of a series, set it off with commas.  
 
Use a comma for most figures greater than 999, except for street addresses, broadcast frequencies, 
room numbers, serial numbers, telephone numbers, and years. 
 
Commas always go inside quotation marks.  

 
Example 
“When we arrive,” she said, “I want to go snorkeling.” 

 

Dashes 
The most commonly used dash is the em dash, so called because it is equal in length to a typeset 
lowercase m. Use an em dash — with a space on either side — to indicate an interruption or break in 
faltering speech or to give emphasis. It may be created with these keystrokes on the PC: Control + Alt + - 
(hyphen) on number pad on PCs. Avoid using two hyphens in place of an em dash.  

 
Examples   
Smith offered a plan — this was unprecedented — to raise revenues.  
We will fly to Paris in June — if I get a raise. 

 

Ellipsis 
Use an ellipsis to indicate the deletion of one or more words in condensing quotes, texts, and 
documents. Leave one full space on both sides of an ellipsis.  

 
Example 
I … tried to do what was best. 
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If the words that precede an ellipsis constitute a grammatically complete sentence, either in the original 
or in the condensation, place a period at the end of the last word before the ellipsis. Follow it with a 
regular space and an ellipsis.  
 

Example 
I no longer have a strong enough political base. … 

 

Hyphen 
Hyphens are joiners. Use them to avoid ambiguity or to form a single idea from two or more words. 
Consult a dictionary for usage in specific words. 
  

Example 
When he recovered his health, he re-covered the leaky roof. 
 

When a compound modifier — two or more words that express a single concept — precedes a noun, 
use hyphens to link all the words in the compound except the adverb very and all adverbs that end in ly.  
 

Examples  
a first-quarter touchdown  
a full-time job  
a very good time was had by all  
an easily remembered rule 

 
When a modifier that would be hyphenated before a noun occurs elsewhere in the sentence, drop the 
hyphen if the individual words occur in a normal order. Retain the hyphen when the words appear in an 
inverted word order.   
 
 Examples 
 Please bring the report up to date/ The up-to-date report was brought to the meeting. 
 The decision must be made at the executive level/The executive-level decision was made today. 

The purchase is tax-exempt/The purchase is exempt from taxes.    
These lands are government-owned/These lands are owned by the government.  

 She works part-time/She works part of the time.  
 
Do not hyphenate the elements in a proper name used as an adjective. Use a hyphen to avoid 
duplicated vowels or tripled consonants (anti-intellectual, pre-empt, shell-like) or to avoid one word 
from being mistaken for another (co-op /coop, un-ionized/unionized).  
 
As a rule, the prefix re should not be followed by a hyphen except to avoid one word from being 
mistaken for another.  
 
 Examples 
 to re-cover the chair/to recover from illness 
 to re-lease the apartment/to release the hostage 
 to re-press the jacket/to repress one’s emotions 
 
Do not hyphenate between non and a word except when a double n is created (nonmajor, nonentity, 
non-native).  
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Do not use a hyphen in a compound noun with the word vice (vice president).  
 
Use a hyphen for all words when joining two or more hyphenated phrases ending in the same word.  

 
Examples  
He received a 10- to 15-year sentence in prison.  
The first- and second-quarter touchdowns resulted from fumbles. 

 
Use a hyphen with no spaces on either side to indicate a passage a period of time. If the phrase is 
preceded with the word from then the word to should be used rather than a hyphen. 
  

Examples  
The growing seasons were shorter in 1995-2000.   
The reception will take place from 1 to 3 p.m. in the Castle Gallery.   

 

Parentheses and Brackets 
Use parentheses to add incidental information to a sentence.  

 
Example 
The recent election affected the stock market (see Diagram A), but only temporarily. 

 
Use brackets to enclose editorial comments, corrections, or explanations.  

 
Example 
Many of them [the candidates] questioned the policy. 
 

If an item in parentheses falls within a sentence, make sure that all punctuation (such as a comma, 
semicolon, colon, or dash) falls outside the closing parenthesis.  
 

Examples 
Unless I hear from you within three days (by May 3), I will turn this matter over to my attorney. 
Our office is open late on Thursdays (we’re here until nine). 

 
Do not use a question mark or exclamation point before the closing parenthesis unless it applies solely 
to the parenthetical item and the sentence ends with a different mark of punctuation. No punctuation 
should precede the opening parenthesis.  
  
Do not capitalize the first word of the item in parentheses, even if it is a complete sentence (except for 
proper nouns and adjectives, the pronoun I, and the first word of a quoted sentence). 
 
 Examples 

My new assistant is Jane Smith (didn’t you meet him once before?). 
Do you know Jane Smyth (or is it Smythe)? 
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If the item in parentheses is to be treated as a separate sentence, the preceding sentence should close 
with its own punctuation mark, the item in parentheses should be capitalized, and the punctuation mark 
appropriate to the parenthetical item should be placed inside the closing parentheses. 
 
 Example 
 I was most impressed with the speech given by Jane Smith. (Didn’t you once work with her?) 
 

Periods 
In text, follow a period with a single space before beginning the next sentence. Periods always go inside 
quotation marks. 
 

Plurals 
When you are uncertain about the plural form of a word, consult the dictionary. Generally, plurals are 
formed by simply adding s to the singular form. Some exceptions to that are in the cases of single 
letters, to which an apostrophe and an s should be added.  
 

Examples   
Mind your p’s and q’s.  
He brought home a report card with four A’s and two B’s. 

  
Add s for plurals of figures and multiple letters with no apostrophe.  
 

Examples 
The custom began in the 1920s.  
The airline has two 727s.  

  She knows her ABCs.  
Four VIPs were there. 

 

Possessives 
In general, add an apostrophe and an s to form a possessive of a singular noun.  
 
With plural nouns ending in s, add only an apostrophe. 
 

Examples 
the churches’ needs, the girls’ toys, states’ rights, the VIPs’ entrance 

 
With singular proper names ending in s, use only an apostrophe.  
 

Examples 
Achilles’ heel, Descartes’ theories, Hercules’ labors, Jesus’ life, Kansas’ schools 

 
With singular nouns ending in s, add an apostrophe and an s (unless the next word begins with s).  
 

Examples 
the hostess’s invitation, the hostess’ seat; the witness’s answer, the witness’ story 
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Personal interrogative and relative pronouns have separate forms for the possessive. None of them 
involve an apostrophe.  

 
Examples 
its, mine, ours, your, yours, his, hers, theirs, whose  

 
The possessive of the word it  is its. The term ƛǘΩǎ is the contraction for it is or it has.   
 
With joint possession, use a possessive form after only the last word if ownership is joint. If the objects 
are individually owned, use a possessive form after both words.  

 
Examples 
We had dinner at Fred and Sylvia’s apartment.  
Fred’s and Sylvia’s libraries, combined, contained every Hardy Boys book ever published. 

 
 

Quotation Marks  
Use quotation marks to surround the exact words of a speaker or writer and around the names of 
articles, episodes of television shows, and unpublished works. (Italicize the names of books, magazines, 
newspapers, movies, plays, and television series.) 
 
Periods and commas are always placed inside the quotation mark.  
 

Examples 
“Remember your appointment, Harry.” 
“There’s no place like home,” Dorothy said. 
 

Colons and semicolons should be placed outside the quotation mark.  
 
Examples 
“Don’t tread on me”: that was their motto. 
They were advised to “follow the yellow brick road”; they did so. 

 
Exclamation points and question marks should be inside the quotation mark when they are a part of the 
quoted matter. Otherwise, place them outside. 
  

Examples 
“Remember the Alamo!”  
When will she say, “You did a nice job on that”? 

 
If the quoted material falls at the end of a larger sentence, do not use double punctuation (one mark to 
end the quotation and another to end the sentence). Choose the stronger mark. (A question mark is 
stronger than a period; an exclamation point is stronger than a period or a question mark.)  
 
 Examples 

Bob said, “I can’t wait to get back to work.” (Not .”.) 
Mrs. Smith asked, “How long have you been away?” (Not ?”.) 
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If the same mark of punctuation is required for the quoted material and the entire sentence, use the 
first mark that occurs – the one inside the quotation marks.  
 
 Examples 

Have you seen the advertisement that states, “Why pay more?” (Not ?”?) 
 Gloria said, “You can call as early as 6:30 a.m.” (Not .”.) 
 

Semicolon 
In general, use the semicolon to indicate a greater separation of thought and information than a comma 
can convey but less than a period implies.  
  

Example 
The package was due last week; it arrived today. 

 
Use semicolons to separate elements of a series when individual segments contain material that also 
must be set off by commas. Note that the semicolon is used before the final and in such a series.  
 
 Example 

He leaves a son, John Smith of Chicago; three daughters, Jane Smith of Wichita, KS,  
Mary Smith of Denver, and Susan of Boston; and a sister, Martha of Omaha, NB. 
 

Place semicolons outside of quotation marks.  
 

Example 
The first week they studied the “theory of conspicuous consumption”; the following week they 
went to the Mall of America and practiced it. 
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Troublesome Words & Terms 
 

A, An 
Use the article a before consonant sounds.  
 
 Examples 

a historic event, a one-year term (sounds as if it begins with a “w”) 
 
Use the article an before vowel sounds.  

 
Examples 
an energy crisis, an honorable man (the “h” is silent), an NBA record (sounds like it begins with 
the letter “e”), an 1890s celebration 

 

Affect, Effect 
Affect, as a verb, means to influence.  
 
 Example 

The game will affect the standings. 
 
Affect as a noun is best avoided. It is occasionally used in psychology to describe emotion or emotional 
response, but there is little need for it in everyday language. 
 
Effect, as a verb, means to cause.  
 

Example 
He will effect many changes in environmental policy. 

 
Effect as a noun, means result. 
 

Example 
The effect was overwhelming. 
  

A lot 
Always two words.  
 

All Right 
Like all wrong, the expression all right should be spelled as two words. (While some dictionaries list 
alright without comment, this spelling is not generally accepted as correct.) 
 

Between, Among  
Generally, use between when referring to two persons or things and among when referring to more 
than two persons or things.  
  
 Examples 
 The territory is divided equally between John and Jane. 
 The profits are to be evenly divided among the partners. 
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e.g. or i.e. 
The meaning of e.g. is for example. Do not confuse it with i.e., which means that is. Both e.g. and i.e. are 
usually followed by a comma.
 

Ensure, Insure 
Ensure means to guarantee or make certain. (We will ensure that all funds are used wisely.) Insure refers 
to insurance. (We will insure the diamond for its full worth.) 
 

Farther, Further 
Farther refers to actual distance. (The drive from New Rochelle was farther than we expected.) Further 
refers to figurative distance and means to a greater degree or to a greater extent. (Let’s plan to discuss 
the plan further.) 
 

Fax 
The word fax is not capitalized except when it appears at the beginning of a sentence or is denoted on 
college stationery. 
 

First-come, first-served 
This is the correct form.  
 

Fewer, Less 
In general, use fewer for individual items that you can number, and use less for degree or amount.  
 

Examples 
Fewer accidents (a smaller number) were reported than was expected.  
Less effort (a smaller degree) was put forth by the organizers, and thus fewer people (a smaller 
number) attended.   
  

Good, Well 
Good is an adjective. Well may be used as an adverb or (with reference to health) as an adjective. 
 
 Examples 
 Marie got good grades in school. 
 I will do the job as well as I can. 
 He admits he does not feel well today. 
 
To feel well means to be in good health, while to feel good means to be in good spirits. 
 

Health Care 
Express as two words. 
 

LǘΩǎΣ Lts 
LǘΩǎ is a contraction for it is or it has, while its is the possessive form.   
 

Lifelong 
A single, compound word, without a hyphen, as in “a lifelong passion for grammar.” 
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May, Can (might, could) 
May and might imply permission or possibility, while can and could imply ability or power. 
 
 Example 
 Everyone can cross the street but not everyone may cross the street. 
 

More Important, More Importantly 
More important is often used as a short form for what is more important, especially at the beginning of 
a sentence. More importantly means in a more important manner. 
 

Over, More Than 
Generally use over when referring to spatial relationships. (The ball flew over the wall.) While over may, 
at times, be used with numerals (he is over 30), you should generally use more than with numbers and 
quantities. (She raised more than a million dollars.) Let your ear be your guide in these cases.  
 

Percent 
Percent is always one word. Do not use % except in charts or tabular material. 
 

Principal, Principle 
The word principle can only be used as a noun and means a basic law or rule (a key principle of 
economics) or faithful adherence to a code of ethics (a person of principle). Principal can serve as a noun 
or adjective. As a noun, it may refer to a business owner or partner, the head of a school, or a sum of 
invested money. As an adjective, principal means the most important (my principal reason for quitting). 
 

That, Which 
Use that and which in referring to inanimate objects and to animals without a name.  
 
 Correct 

She hugged him and the puppy which he was holding.  
The government awarded the contract to the companies that were based in California. 
 
Incorrect 
She threw the Frisbee to the dog who was standing by Timmy.  

 
That is used in a defining or essential clause, while which in a non-defining or non-essential clause. 
Which generally requires a comma. Consider the difference in meaning between these statements:  
 

The department that offers writing-intensive courses is superior.  
The department, which offers writing-intensive courses, is superior. 

 

Who, Whom  
Use who and whom in referring to people and to animals with a name.  

 
Examples 
He threw the ball to Timmy, who threw it to Lassie, who placed it under the nose of the horse.  
John Smith is the man who helped me.  
She didn’t notice to whom the package was addressed. 
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Use who (or whoever) whenever he, she, they I, or we could be substituted in the who clause. (If in 
doubt, mentally rearrange the clause.) 
 
 Examples 
 Who is arranging the teleconference? (She is arranging the teleconference.) 
 James is the one who we expect to win. (We expect he will win.) 
 
Use whom (or whomever) whenever him, her, them, me, or us could be substituted in the whom clause.  
 
 Examples 
 Whom did you see today? (You saw her today.) 
 It depends on whom they mean. (They mean him.) 


