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A
abbreviations and acronyms: The notation abbrev. is used in this book to identify the abbreviated form that may be used for a word in some contexts. 


A few universally recognized abbreviations are required in some circumstances. Some others are acceptable depending on the context. But in general, avoid alphabet soup. Do not use abbreviations or acronyms that the reader would not quickly recognize.


Guidance on how to use a particular abbreviation or acronym is provided in entries alphabetized according to the sequence of letters in the word or phrase.


An acronym is a word formed from the first letter or letters of a series of words: laser (light amplification by stimulated emission of radiation). An abbreviation is not an acronym. 


Some general principles:


BEFORE A NAME: Abbreviate the following titles when used before a full name outside direct quotations: Dr., Gov., Lt. Gov., Mr., Mrs., Rep., the Rev., Sen. and certain military designations listed in the military titles entry in the AP Stylebook. Spell out all except Dr., Mr., Mrs. and Ms. when they are used before a name in direct quotations.


AFTER A NAME: Abbreviate junior or senior after an individual’s name. Abbreviate company, corporation, incorporated and limited when used after the name of a corporate entity. See entries under these names and company names in the AP Stylebook.


In some cases, an academic degree may be abbreviated after an individual’s name. See academic degrees.


WITH DATES OR NUMERALS: Use the abbreviations A.D., B.C., a.m., p.m., No., and abbreviate certain months when used with the day of the month.


Right: In 450 B.C.; at 9:30 a.m.; in room No. 6; on Sept.16.

Wrong: Early this a.m. he asked for the No. of your room.

The abbreviations are correct only with figures.


See months and individual entries for these other terms in the AP Stylebook. 


IN NUMBERED ADDRESSES: Abbreviate avenue, boulevard and street in numbered addresses: He lives on Pennsylvania Avenue. He lives at 1600 Pennsylvania Ave.


See addresses.


STATES: The names of certain states and the United States are abbreviated with periods in some circumstances.


See state names; datelines; and individual entries in the AP Stylebook.


ACCEPTABLE BUT NOT REQUIRED: Some organizations and government agencies are widely recognized by their initials: CIA, FBI, GOP.

If the entry for such an organization notes that an abbreviation is acceptable in all references or on second reference, that does not mean that its use should be automatic. Let the context determine, for example, whether to use Federal Bureau of Investigation or FBI.


AVOID AWKWARD CONSTRUCTIONS: Do not follow an organization’s full name with an abbreviation or acronym in parentheses or set off by dashes. If an abbreviation or acronym would not be clear on second reference without this arrangement, do not use it.


Names not commonly before the public should not be reduced to acronyms solely to save a few words.


SPECIAL CASES: Many abbreviations are desirable in tabulations and certain types of technical writing. See individual entries.


CAPS, PERIODS: Use capital letters and periods according to the listings in this book. For words not in this book, use a dictionary. Generally, omit periods in acronyms unless the word would spell an unrelated word. But use periods in two-letter abbreviations: U.S., U.N., E.U., U.K., B.A., B.C. (AP, a trademark, is an exception.)


Use all caps, but no periods, in longer abbreviations and acronyms when the individual letters are pronounced: ABC, CIA, FBI. 


Use only an initial cap and then lowercase for acronyms of more than six letters, unless listed otherwise in this stylebook or a dictionary.

academic affairs: Do not capitalize. Vice president for academic affairs.
 

Academic Competition Organization

 
academic degrees: If mention of degrees is necessary to establish someone’s credentials, the preferred form is to avoid an abbreviation and use instead a phrase such as: Steven Andrews, who has a doctorate in philosophy.


Use an apostrophe in bachelor’s degree, a master’s, etc., but there is no possessive in Bachelor of Arts or Master of Science. 


Use such abbreviations as B.A., M.A., LL.D. and Ph.D only when the need to identify many individuals by degree on first reference would make the preferred form cumbersome. Use these abbreviations only after a full name – never after just a last name.


When used after a name, an academic abbreviation is set off by commas: Thor Madsen, Ph.D., spoke.


Do not precede a name with a courtesy title for an academic degree and follow it with the abbreviation for the degree in the same reference:


Wrong: Dr. Michael McMullen, Ph.D.

Right: Dr. Michael McMullen, a professor
academic departments: Use lowercase except for words that are proper nouns or adjectives: the department of history, the history department, the department of English, the English department, or when department is part of the official and formal name: University of Boston Department of Medicine. 

 
Academic Planning Services

 

academic titles: For University faculty and staff members, use the titles given in the University’s current General Bulletin.  Not everyone is a doctor or professor. Capitalize and spell out formal titles such as chancellor, chairman, etc., when they precede a name. Lowercase elsewhere.


Lowercase modifiers such as department in department Chairman Jerome Wiesner.

 

accept/except:  Accept is a verb that means to receive. Prajwal accepted the position of Detours editor in chief. Except means to exclude. Everyone has turned in a time sheet except that darned Emily!

 

according to: This is used when referring to a document. When referring to a person use said.

 

Accounting Club

 

ad: Use advertisement. Ad may only be used in headlines and quotations.

Adair Building: This is where the Multicultural Affairs Office can be found. Use Adair Building in all references to distinguish it from Adair County.

 
Ad and PR Organization

addresses: Use the abbreviations Ave., Blvd. and St. only with a numbered address: 1600 Pennsylvania Ave. Spell them out and capitalize when part of a formal street name without a number: Pennsylvania Avenue. Lowercase and spell out when used alone or with more than one street name: Massachusetts and Pennsylvania avenues. 


All similar words (alley, drive, road, terrace, etc.) always are spelled out. Capitalize them when part of a formal name without a number; lowercase when used alone or with two or more names. 


Always use figures for an address number: 1 Moidart Gardens. 


Spell out and capitalize First through Ninth when used as street names; use figures with two letters for 10th and above: 7 Fifth Ave., 100 21st St.

Abbreviate compass points used to indicate directional ends of a street or quadrants of a city in a numbered address: 222 E. 42nd St., 800 N.W. 70th St., 600 K St. N.W. Do not abbreviate if the number is omitted: East 42nd Street, West 43rd Street, K Street Northwest.

Use periods in the abbreviation P.O. for P.O. Box numbers.  

administration: Usually lowercase. The administration. Only capitalize when used in a proper name. Food and Drug Administration. Do not use the administration as a source in a story. Use a proper name instead.

 

Admission Office

 

adverse/averse: Adverse means unfavorable. They worked in adverse conditions with no windows. Averse means reluctant or opposed. He is averse to change.

 
adviser: Not advisor.

 

affect/effect: Affect is a verb that means to influence. Roy’s decision to stay at the University of Kansas affected many people. It is best to avoid using affect as a noun. 
Effect is a verb that means to cause. The new president will effect many changes in the country. Effect is also a noun that means result. The effect of his words was overwhelming.

 

African American: Use black. African American may be used in quotations, in the names of organizations and when a person requests to be identified in that way.

 

African Students Association

 

afterward: Not afterwards.

 


ages: Always use figures. When the context does not require years or years old, the figure is presumed to be years. 


Ages expressed as adjectives before a noun or as substitutes for a noun use hyphens. 


Examples: A 5-year-old boy. but the boy is five years old. The boy, 7, has a sister, 10. The woman, 26, has a daughter 2 months old. The law is 8 years old. The race is for 3-year-olds. The woman is in her 30s (no apostrophe).

 

AIDS: Always acceptable for acquired immune deficiency syndrome.

 

Alcohol Awareness Week

 

All-American: Capitalized and hyphenated. Use the same format for similar designations such as All-Conference.

 

All-Conference: Capitalized and hyphenated

 

all ready, already: All ready means prepared. We were all ready to take on the other team. Already means before a given time. By the third inning we had already scored eight runs.

 

all right: Never use alright. Hyphenate when used as a compound modifier. She is an all-right singer.

 

alma mater: Two words, do not capitalize.
 

Alpha Chi Sigma: A departmental/professional organization associated with chemistry. Use ACS on second reference.

 

Alpha Gamma Delta: A social sorority belonging to the Panhellenic Council. Use AGD(s) on second reference.

 

Alpha Gamma Rho: A social fraternity belonging to IFC. Use Ag Rho(s) on second reference.

 

Alpha Kappa Alpha: A social fraternity associated with NPHC.
 

Alpha Kappa Lambda: A social fraternity belonging to IFC. Use AKL(s) on second reference.

 

Alpha Kappa Psi: A professional business fraternity.
 
Alpha Phi Alpha: A traditionally black social fraternity belonging to IFC. Use APA(s) on second reference.

 

Alpha Phi Alumni Chapter: A social sorority that went to alumni status in spring 1999.

 

Alpha Phi Omega: A coed national service fraternity. Use APO on second reference.

 

Alpha Phi Sigma: There are two – one pertains to criminal justice and the other is a freshman honorary organization.

 


Alpha Psi Omega: An honorary organization associated with theater.

 
Alpha Sigma Alpha: A social sorority belonging to the Panhellenic Council. Use Alpha(s) on second reference.

 
Alpha Sigma Gamma: A service/social sorority. Use ASG(s) on second reference.

 
Alpha Tau Omega: A social fraternity belonging to IFC. Use ATO(s) on second reference.

  
alumnus, alumni, alumna, alumnae: Use alumnus (alumni in the plural) when referring to a man who has attended a school. 


Use alumna (alumnae in the plural) for similar references to a woman. 


Use alumni when referring to a group of men and women. 
 

a.m. /p.m.: Lowercase, with periods. Avoid the redundant 10 p.m. tonight.
American Advertising Federation: This group merged in July 2000 with the International Association of Business Communicators to form the Ad and PR Organization. 
American Chemical Society-Student Affiliates

 

American Choral Directors Association

 

American Institute of Graphic Design

 

American Marketing Association

 
American Medical Student Association: Use AMSA on second reference.

 

amid: Do not use amidst.

 

Amnesty International
among/between: Use among for more than two items. The pizza was split among Sarah, Danielle, Emily, Erin, John and Lauren. Use between for two items. The chips and salsa were shared between Erin and Evie.

 
ampersand (&): Use the ampersand when it is part of a company’s or organization’s formal name: Procter & Gamble, P&0 Cruises. 


The ampersand should not otherwise be used in place of and.

 
Anime Club
 

annual: An event is annual when it has been held for at least two consecutive years. Do not use first annual – note that the sponsors plan to hold an event annually.

 

Anthropology/Sociology Club

 

Anti-Racist Action

 

anyone/any one: Use one word when the reference is indefinite. Anyone can learn InDesign. Use two words to emphasize one element of a group. Any one of the staff members can take that call.

 

Applied Psychophysiological Research

 

Archery Club
 
 Armory: Its actual name is the Reiger Armory. Use the Armory on second reference.

 
Art Club: Formerly known as Artistic Students of Baldwin
 
Art Gallery: See University Art Gallery
Art History Society
 

 Artistic Students of Baldwin: Now called Art Club.
Art of Living Club: This organization has to do with meditation and yoga.
Asian Students in America: Cultural student organization. Use ASA on second reference.
 

assistant: Do not abbreviate. Capitalize only when part of a formal title before a name: Assistant Professor Rodney Harrison. Whenever practical, however, an appositional construction should be used: Rodney Harrison, assistant professor of church planting.

associate: Never abbreviate. Apply the same capitalization norms listed under assistant.

 

Association for Computing Machinery

 

Association of Black Collegians

 

Audubon Society

 
awhile/a while: He will be here awhile. He plans to stay for a while.

B

Bacchus and Gamma

 

Bachelor of Arts, Bachelor of Science: A bachelor’s degree or bachelor’s is acceptable in any reference.


See academic degrees for guidelines on when the abbreviations B.A. or B.S. are acceptable.

Baldwin Auditorium

 

Baldwin Hall: This is where the ROTC and Residential Life offices are found. This is not the same as the old Baldwin Hall, which used to be where the Sunken Garden is located.

 

Baldwin Hall Little Theatre: Use Little Theatre on second reference.

 

Baptist Student Union: Use BSU on second reference. Also know as the One 10 Building. It is the home of FUEL, Damascus Road and Common Grounds. 

 

Barnett Hall
 

baseball: Use baseball team on first reference. The word men’s is not necessary because the women play softball.

            Players should be identified by both year of athletic eligibility and position. Senior pitcher Jeff Birdsong.

            Their field is referred to as the baseball field.

            The team competes in the MIAA conference, which is split into two divisions. The top four teams compete in the postseason.
North Division                                                                        
South Division
              CMSU                                                                                     
Mo. Southern

              Emporia State (KS)                                                                 
Pittsburg State (KS)

              Mo. Western                                                                            
SW Baptist

              Northwest                                                                                
UMR

              Truman State University            

              Washburn (KS)

 
common baseball terms:
bullpen            
         first baseman             left-hander                    playoff (n., adj.)

center field(er)              hit-and-run (n.) 
outfield(er)                    put out (v.)

designated hitter           hit and run (v.)  
pinch hit (v.)                 putout (n.)

doubleheader                home plate                  pinch-hit (adj.) 
        RBI, RBIs

double play                   home run                    pinch hitter (n.)           right field(er)

ERA                              left field(er)                play off (v.)                shortstop

 

basketball: Use men’s/women’s basketball team on first reference.

            Players should be identified by both year of athletic eligibility and position. Senior forward Jason Reinberg.           

            All 10 teams in the MIAA compete in basketball. The top eight advance to the MIAA playoffs.

The following are some common basketball terms:
          

            backboard        free-throw line              half-court press            jump shot         

            backcourt         full court                       halftime             
       layup

            field goal           full-court press  
         hook shot                      three-point shot

            free throw         half court                      jump ball                      time-out

 

because/since: Use because to indicate cause and effect. Erin was smiling because she had discovered the Echo had received brand new computers! 
Use since to indicate time. Evie has played the violin since she was 8.

 

beside/besides: Beside means at the side of. Besides means in addition to.

 

Beta Alpha Psi: A departmental/professional fraternity associated with business. 
 

Beta Beta Beta: A biology honor group. Use Tri-Beta(s) on second reference.

 

Beta Gamma Sigma: Honor society for business students. 
 
Beta Omega Beta: A non-Greek campus organization for women. Use BOB on second reference. 

 

Beta Theta Pi: A social fraternity with membership in IFC. Use Beta(s) on second reference.

 

Big Event
 
Blanton/Nason/Brewer Hall: Use the specific hall name. Brewer Hall is associated with the social sororities.

 

Blanton-Nason Hall Senate

 

Blimpie Subs and Salads: Use Blimpie on second reference.

 

Blue Key: A male service organization.

 

board of directors/board of trustees: Lowercase.

 

Board of Governors: Use the Board on second reference.

 

bookstore: Use Truman Bookstore for the bookstore in the Student Union Building. The bookstore not affiliated with the University is called Patty’s University Bookstore. Use Patty’s on second reference.

 

brand names: Capitalize. Only use them when they are essential to a story.

 
Brewer Hall: This is the hall the social sororities are associated with.

 
building: Never abbreviate. Capitalize the proper names of buildings, including the word building if it is an integral part of the proper name: the Adair Building.
 

Bulldog Party

 
Bulldog(s): The University mascot. ’Dogs may be used on the third reference. Never use Lady Bulldogs or Lady ’Dogs.

 

Bullets Rugby: The female team. See entry rugby.
 

Bulls Rugby: The male team. See entry rugby.

 

bylaw: One word.

 


C
cafeterias: See dining halls.

 

call letters: Use all caps. Use hyphens to separate the type of station from the base call letters: WBZ-AM, WBZ-FM, WBZ-TV.

Campbell Apartments

 

campus
 
Campus Christian Fellowship: Use CCF on second reference.

 

Campus Crusade for Christ: Use CCC on second reference.

 

Campus Music Collective

 

Campus PALs

 

cannot: One word.

 

Canterbury Club: A religious (Episcopal) organization.

 

capital, capitol: The city where a seat of government is located. Do not capitalize. When used in a financial sense, capital describes money, equipment or property used in a business by a person or corporation. 

The capitol is the building where the state or federal government meets.  

capitalization: In general, avoid unnecessary capitals. Use a capital letter only if you can justify it by one of the principles listed here. 


Many words and phrases, including special cases, are listed separately. Entries that are capitalized without further comment should be capitalized in all uses.


If there is no relevant listing in this book for a particular word or phrase, consult a dictionary. Use lowercase if the dictionary lists it as an acceptable form for the sense in which the word is being used. 


As used in this book, capitalize means to use uppercase for the first letter of a word. If additional capital letters are needed, they are called for by an example or a phrase such as use all caps.


Some basic principles:


PROPER NOUNS: Capitalize nouns that constitute the unique identification for a specific person, place or thing: Erin, Dan, America, Boston, Scotland.

Some words, such as the examples just given, are always proper nouns. Some common nouns receive proper noun status when they are used as the name of a particular entity: General Electric, Gulf Oil.

PROPER NAMES: Capitalize common nouns such as party, river, street and west when they are an integral part of the full name for a person, place or thing: Democratic Party, Mississippi River, Fleet Street, New York. 


Lowercase these common nouns when they stand alone in the subsequent references; the party, the river, the street.


Lowercase the common noun elements of names in all plural uses: the Democratic parties, Main and State streets, lakes Erie and Ontario. 


POPULAR NAMES: Some places and events lack officially designated proper names but have popular names that are the effective equivalent: the Combat Zone (a section of downtown Boston), the Main Line (a group of Philadelphia suburbs), the South Side (of Chicago), the Badlands (of North Dakota), the Street (the financial community in the Wall Street area of New York).  


The principle applies also to shortened versions of the proper names of one-of-a-kind events: the Series (the World Series), the Derby (for the Kentucky Derby). This practice should not, however, be interpreted as a license to ignore the general practice of lowercasing the common noun elements of a name when they stand alone.


DERIVATIVES: Capitalize words that are derived from a proper noun and still depend on it for their meaning: American, Christian, Christianity, English, French, Marxism, Shakespearean.

Lowercase words that are derived from a proper noun but no longer depend on it for their meaning: french fries, Herculean, manhattan cocktail, malapropism, pasteurize, quixotic, venetian blind. 

SENTENCES: Capitalize the first word in a statement that stands as a sentence. See sentences and parentheses in the AP Stylebook.


COMPOSITIONS: Capitalize the principal words in the names of books, movies, plays, poems, operas, songs, radio and television programs, works of art, etc. See composition titles; magazine names; and newspaper names in the AP Stylebook.


TITLES: Capitalize formal titles when used immediately before a name. Lowercase formal titles when used alone or in constructions that set them off from a name by commas. 


Use lowercase at all times for terms that are job descriptions rather than formal titles.


ABBREVIATIONS: Capital letters apply in some cases. See the abbreviations and acronyms entry. 

 

Capoeira Club: A Brazilian martial arts organization.

 

Captains Round Table

 

captions: Use present tense for the first sentence and past tense for the rest.

 

Cardinal Key National Honor Society: Use Cardinal Key on second reference.

 

career center: Use University Career Center on first reference. Use career center in all subsequent references.

 

Career Expo: Use the Expo on second reference.

 

Catholic Newman Center: Use the Newman Center on second reference.

 

Catholic Newman Center Council
 
Ceilidh Club
 
Centennial Flame: Located north of Kirk Memorial Building. Not the eternal flame. 

 

Centennial Hall
Centennial Hall Senate
Center for International Education Abroad: This is the study abroad office.

 

Center for Student Involvement: Formerly the CAOC. The office is located in the SUB lower level. Use CSI on second reference.

 

century: Lowercase. Spell out numbers less than ten. The second century. The 14th century.

 

Channel 67

  

chairman/chairwoman: Never use chairperson or chair. 
Chi Alpha: A religious organization associated with the Assembly of God.

Child Development Center: Use CDC on second reference.

 
children: In general, call children 15 or younger by their first name on second reference. Use the last name, however, if the seriousness of the story calls for it, as in a murder case, for example. For ages 16 and 17, use judgment, but generally go with the surname unless it’s a light story. Use the surname for those 18 and older.


Avoid kids as a universal synonym, unless the tone of the story dictates less formal usage. 

Chinese Student Association

 

Christians in Action: Use CIA on second reference.

 

Circle K International: Use Circle K on second reference.
cities and towns: Capitalize in all uses. Capitalize official titles, including separate political entities such as East St. Louis, Ill., or West Palm Beach, Fla. 


The preferred form for the section of a city is lowercase: the west end, northern Los Angeles. But capitalize widely recognized names for the sections of a city: South Side (Chicago), Lower East Side (New York).


Spell out the names of cities unless in direct quotes: A trip to Los Angeles, but: “We’re going to L.A.”
 
citizen, resident, subject, national, native: A citizen is a person who has acquired the full civil rights of a nation either by birth or naturalization. Cities and states in the United States do not confer citizenship. To avoid confusion, use resident, not citizen, in referring to inhabitants of states and cities.


Citizen is also acceptable for those in the United Kingdom, or other monarchies where the term subject is often used.


National is applied to a person residing away form the nation of which he or she is a citizen, or to a person under the protection of a specified nation.


Native is the term denoting that an individual was born in a given location.

city: Capitalize city if part of a proper name, an integral part of an official name, or a regularly used nickname: Kansas City, New York City, Windy City, City of Light, Sin City.

Lowercase elsewhere: a Texas city; the city government; the city Board of Education; and all city of phrases: the city of Boston.


Capitalize when part of a formal title before a name: City Manager Caleb Nickel. Lowercase when not part of the formal title: city Health Commissioner Greg House.

class status, graduation year: Always state class status on first reference. For sports stories, use the athletic year of eligibility listed on the roster. Place class status before position in references. When abbreviating, punctuate college class years with an apostrophe: Class of ’91, Christopher Gillespie,’64.
Clay People: Use The Clay People.

 

Climbing Club: Not Rock Climbing Club
 

coach: Lowercase. Use the full title on first reference. I interviewed head football coach Bud Nelson. Use only the last name on second reference. Never abbreviate assistant coach.

 

Coalition of African-American Women

 

coed: One word.

 

College Democrats

 

College Greens: Use Greens on second reference.
 

College Republicans

 

Collegiate Farm Bureau

 

Collegiate Music Educators National Conference

 

commencement: Capitalize when referring to a specific ceremony.

 

committee: Do not abbreviate.

 

Communication Disorders Association: Use CoDA on second reference.
 

composition titles: Apply the guidelines listed here to book titles, computer game titles, movie titles, opera titles, play titles, poem titles, song titles, television program titles, and the titles of lectures, speeches and works of art.


The guidelines, followed by a block of examples:

· 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 if it is the first or last word in a title.

· Put quotation marks around the names of all such works except the Bible and books that are primarily catalogs of reference material. In addition to catalogs, this category includes almanacs, directories, dictionaries, encyclopedias, gazetteers, handbooks and similar publications. Do not use quotation marks around such software titles as WordPerfect or Windows.

· Translate a foreign title into English unless a work is known to the American public by its foreign name. 

EXAMPLES: “The Star-Spangled Banner,” “Pride and Prejudice,” “The Well of Lost Plots,” “My Fair Lady,” “For Whom the Bell Tolls,” “The O.C.,” the NBC-TV “Today” program, the “CBS Evening News,” “The Mary Tyler Moore Show.” See television program names for further guidelines and examples.

Reference works: Jane’s All the World’s Aircraft; Encyclopaedia Britannica; Webster’s New World Dictionary of the American Language, Second Edition. 


Foreign works: Rousseau’s “War,” not Rousseau’s “La Guerre.” But: Leonardo Da Vinci’s “Mona Lisa,” Mozart’s “The Marriage of Figaro” and “The Magic Flute.” But: “Die Walkuere” and “Gotterdammerung” from Wagner’s “The Ring of the Nibelungen.”

Computer Gaming Association: CGA on second reference. 
 

Conflict Resolution and Mediation: Use CRAM on second reference. This is an organization that works with Residential Life and mediates conflicts.

 
contractions: Only use them within a quotation or in a headline.

 

course titles: Official course titles are capitalized. Course titles can be found in the University’s General Bulletin. Use course names instead of their numbers.

 

cross country: Use men’s/women’s cross country team on first reference. See the AP stylebook for guidelines about distances and times.

            The men’s team and the women’s team compete in the MIAA with these schools:

            CMSU

            Emporia State (Kan.)

            Mo. Southern

            Northwest

            Pittsburg State (Kan.)

            SW Baptist

            UMR

Competitors can qualify for nationals on an individual or team basis.

 

Cycling Club

 


D

Daily Jolt: Online news

 

dates: Always use Arabic figures, without st, nd, rd or th. When referring to a specific date abbreviate Jan., Feb., Aug., Sept., Oct., Nov., and Dec. Spell out the other months. A hyphen is used for a series of dates. >Freshman week is Aug. 20-25. Spell out all months when used alone or with only a year.

 

days of the week: Capitalize and do not abbreviate.

 

DEAL: Use Diabetes Education and Awareness for Life on first reference.

 

dean: Capitalize when used as a formal title before a name: Dean Lou Ann Gilchrist.


Lowercase in other uses: Dr. Lou Ann Gilchrist, dean of student affairs; the dean.
dean’s list: It no longer exists. See president’s list and vice president for academic affairs list.
 

decades: Use an apostrophe for numbers that are left out: ’80. Show plural by adding s. 1900s.

  

Delta Chi: A social fraternity belonging to IFC. Use Delta Chi(s) on second reference.

 

Delta Sigma Pi: A coed business and marketing fraternity. Use Delta Sig(s) on second reference.

 

Delta Sigma Theta: A service sorority traditionally for black  women belonging to the National Panhellenic Council.

 

Delta Tau Alpha: An agricultural organization. 

 

Delta Zeta: A social sorority belonging to the Panhellenic Council. Use DZ(s) on second reference.

 

Department of Public Safety: Use DPS on second reference.

 

departments: Departments and disciplines within academic division are lowercase unless they are languages.

 

Detours: Do not italicize.

 

dining halls: Residential Dining Halls on first reference.  Use dining halls on second reference.
 

Dionysian Players

 


Distinguished Visiting Scholar(s)
 
divisions: Capitalize when used as part of a proper name. Division of Language and Literature. Use lowercase otherwise. The language and literature division.

 

Dobson Hall

 

Dobson Hall Radio: Now campus-wide on 107.5 FM.  Use Dobson Radio on second reference.
 

Dobson Hall Senate

 

’Dogs: Acceptable on third reference to a University sports team. Never use Lady ’Dogs.

 

dollars: Always lowercase. Use figures and the $ sign in all except casual references or amounts without a figure: The book cost $4. Dad, please give me a dollar. Dollars are flowing overseas.


For specified amounts, the word takes a singular verb: He said $500,000 is what they want.


For amounts more than $1 million, use the $ and numerals up to two decimal places. Do not link the numerals and the word by a hyphen: It is worth $4.35 million. It is worth exactly $4,351,252. He proposed a $300 billion budget.


The form for amounts less than $1 million: $4, $25, $500, $1,000, $650,000.
 

dormitory: Do not use dormitory or dorm to refer to residential colleges or residential halls.

 

Down Under: Use the SUB Down Under on first reference.
 


E
each: This word is singular and takes a singular verb.

 

Eagle Forum Collegians
 
E.C. Grim Hall: Use Grim on second reference.

 

Echo: Not ECHO

 

editor in chief: No hyphens.

 

Edwin C. Carpenter Language Learning Center

 

Ekklesia: Associated with the Church of Christ.

 

ellipsis: There should be one space before and after.  Use three for a break in sentence, four when the cut out portion of quote contains conclusion of sentence.

 

e-mail: Short form of electronic mail. Many e-mail or Internet addresses use symbols such as the at symbol (@), or the tilde (~) that cannot be transmitted correctly in some member computing systems. When needed, spell them out and provide an explanatory editor’s note.

emeritus: This word often is added to formal titles to denote that individuals who have retired retain their rank or title.


When used, place emeritus after the formal title, in keeping with the general practice of academic institutions: Professor Emeritus Patrick Verstraete, Dean Emeritus Spencer Dudley, Publisher Emeritus Kayce Swigelson.


Or: Patrick Verstraete, professor emeritus of history; Spencer Dudley, dean emeritus of the faculty of business; Kayce Swigelson, publisher emeritus.

 

Environmental Campus Organization: Use ECO on second reference.
 

Equestrian Team

 

Eta Sigma Gamma: An honorary health education organization.

 

Eta Sigma Phi: A classics club.
 

Eternal Flame: Incorrect name for the Centennial Flame in front of Kirk Memorial. 

 


every day/ everyday: Every day is an adverb. Sarah cooks amazing food just about every day.  Everyday is an adjective. She cooks with an everyday pan.
 


F

Faculty Senate: Use Senate on second reference unless the story includes both the faculty and student senates.

 

Fair Apartments

 

Family Day

 

farther/further: Farther is used for physical distance. Further refers to an extension of time or degree.

 

Fellowship of Christian Athletes

 

Feminist Majority Leadership Alliance: Use FMLA on second reference.

 
fewer/less: Use fewer for individual items. Fewer than 10 mistakes were found on the proofs. (mistakes are individual). Use less for bulk or quantity, or things that cannot be counted. I have less milk than Enrico. (the money is a bulk amount).
 

Filmmakers Club

 

Financial Management Association: Use FMA on second reference.
 

First Baptist Church Student Group

 

Flag Corps
 
football: Use the football team on first reference. The word men’s is not needed because women don’t play competitive football.

   Players should be identified by both year of athletic eligibility and position. Junior quarterback Mark Haworth.

   When referring to yardage, always use ordinal numbers. 15-yard pass.

   The team plays in the NCAA Division II Midwest Region. The MIAA has 10 teams which are listed in the MIAA entry.

 
The following are a list of common football terms:
           

           ball carrier                    goal line                       linebacker                     running back     

            blitz                              goal-line stand              lineman            
         tight end

            end zone                       halfback                        out-of-bounds (adj.)     touchback

            fair catch                      halftime             
out of bounds (adv.)     touchdown

            field goal                     kickoff (adj.)                  place-kicker                  wide receiver

            
fullback                       kick off (v.)                  quarterback                  

           
fourth-and-one (adj.)   left guard                      runback (n.)

  

foreign names: For foreign place names, use the primary spelling in the dictionary, If it has no entry, follow an atlas.


For personal names, follow the individual’s preference for an English spelling if it can be determined. Otherwise:

-Use the nearest phonetic equivalent in English if one exists: Alexander Solzhenitsyn, for example, rather than Aleksandr, the spelling that would result from a transliteration of the Russian letters into the English alphabet.


If a name has no close phonetic equivalent in English, express it with an English spelling that approximates the sound in the original language: Anwar Robinson.

Forest Lake: The lake at Thousand Hills State Park.

 

fraternities: Never use frats. To refer to fraternity members, use fraternity men, not frat boys.

 

Freethinkers Society

 

Freshens
freshman/freshmen: Freshman is singular. Freshman Jake Jones, the freshman class. Freshmen is plural. Freshmen Jake Jones and Alexi Muller.

 

Freshman Week: See Truman Week
 

fundraiser, fundraising: One word in all cases.
 
Funds Allotment Council: Use FAC on second reference.

 


G

Gamblers Marching Band: Use Gamblers on second reference
 
Gamesroom: Use Take Five Gamesroom on first reference. Gamesroom is acceptable on second reference.

 
Gamma Chi: A group of women from all sororities that help potential members through the recruitment process

 

German Club

 

Godfather’s Pizza: Use Godfather’s on second reference.

 

golf: Use men’s/women’s golf team on first reference. Use class status to identify players. 

   The men compete with every team listed under the MIAA entry except Emporia State University and Northwest Missouri State University.

   The women’s golf team does not belong to a conference. They qualify for the National Golf coaches Association Division II tournament in the spring. Players can qualify on either a team or individual basis with the lowest score prevailing.

 

good/well: Consult the AP Stylebook.

 

GPA : Spell out on first usage: grade point average, with abbreviation in parentheses next to it: grade point average (GPA). In subsequent references, use capital letters with no periods: GPA.

 

grades: Use an apostrophe. She received four A’s and a B on her transcript.

 

graduate student: Never abbreviate as grad student.

 
graduation year, class year: When abbreviating, punctuate college class years with an apostrophe: Class of ’91, Mario Vasquez,’64
GRE: Acceptable in all references to the Graduate Record Exam.

 

Greek: Capitalize when referring to a member of a fraternal organization, when used as part of a proper noun, or when referring to a person from Greece.

 

Greek Christian Alliance: Use GCA on second reference.

 

Greek Community Relations Board

 

Greek Week

 

Grim Hall: See entry E.C. Grim Hall.
 

Grim Hall Senate

 

GTRA: Graduate teaching/ research assistantship – use on first reference. GTRAs is plural. GRTA’s is possessive. 

 


H
Habitat for Humanity: Do not abbreviate. 
 

half: It is not necessary to use the preposition of. I can run the mile in half the time I used to run it in.

 

halftime: One word, no hyphen for sports.

 

High Street Dancers: Use High Street on second reference.

 

his/her, he/she: When unsure of a person’s sex, use his/he. A child will do what he wants to do. It is best, however, to structure the sentence differently. Children will do what they want to do.

 

Hispanic American Leadership Organization: Use HALO on second reference.
HIV Project: Formerly Lifestyle Advocacy Program.

 

HOLA: Use the Hispanic Organization for Latino Americans on first reference.

 

hole in one: A golf term. 
 
holidays and holy days: Capitalize them: New Year’s Eve, New Year’s Day, Groundhog Day, Easter, Hanukkah, etc.

The legal holidays in federal law are New Year’s, Martin Luther King Jr. Day, Washington’s Birthday, Memorial Day, Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving and Christmas. See individual entries for the dates and when they are observed if they fall on a weekend.


The designation of a day as a federal legal holiday means that federal employees receive the day off or are paid overtime if they must work. Other requirements that may apply to the holidays generally are left to the states. Many follow the federal lead in designating a holiday, but they are not required to do so. 

Homecoming: Capitalize in all references to the fall event.

 

Homecoming Committee: Capitalize.
 

Homecoming Week: Capitalize.
honorary degrees: All references to honorary degrees should specify that the degree was honorary. 


Do not use Dr. before the name of an individual whose only doctorate is honorary.

 Horseman’s Association
 

hospital: Northeast Regional Medical Center is the only hospital in Kirksville. It was formed by the merging of Grim-Smith and KOMC.

I

ID: ID (without periods) is acceptable for all references to a University identification card. The plural form is IDs.

 

i.e.: Do not use this abbreviation. Use such or like.

 

Illusion: Dance squad. Formerly known as Illusion Danz Squad.
 

Index: Do not use italics or quotation marks.

 

Information Technology Services: Use ITS on second reference.

 
initials: Use periods and no space when an individual uses initials instead of a first name: M.D. McMullen.


Do not give a name with a single initial (L. Kandlik) unless it is the individual’s preference or a first name cannot be learned.

 
injuries: They are suffered, not received.

 

Interfraternity Council: This is the governing body of the 17 social fraternities at the University. Use IFC on second reference.

Interfraternity Council members include:
Alpha Gamma Rho—Ag Rho(s)

Alpha Kappa Lambda (Xi)—AKL(s)

Alpha Phi Alpha—Use in all references

Alpha Tau Omega (Theta Rho)—ATO(s)

Beta Theta Pi (Zeta Xi)—Beta(s)

Delta Chi—Use in all references

Kappa Alpha Psi-

Lambda Chi Alpha (Phi Psi)—Lambda Chi(s)

Omega Psi Phi

Phi Kappa Tau—Phi Tau(s)

Phi Kappa Theta—Phi Kap(s)

Phi Lambda Chi—Phi Lamb(s)

Phi Sigma Kappa (Gamma Epsilon)—Phi Sig(s)

Pi Kappa Phi (Delta Delta)—Pi Kap(s)

Sigma Phi Epsilon—Sig Ep(s)

Sigma Tau Gamma (Beta)—Sig Tau(s)

Tau Kappa Epsilon—TKE(s)

 


International Association of Business Communicators: Use IABC on second reference. This group merged in July 2000 with the American Advertising Federation to form the Ad and PR Organization. 
 

International Club: Use IC on second reference. 
 

International Readers Association
 
Internet: The Net is acceptable on second reference. The World Wide Web is only one part of the Internet. Consult the AP stylebook.

 

intramurals
 

Investments Club

 
Islamic Student Al Muttaqun
 

it's/its: It’s is a contraction for it is or it has. It’s a beautiful day, it’s been a great week. Its is the possessive form of the neuter pronoun. The shoe is missing its shoelace.

J, K
JINS: Use Junior Interdisciplinary Seminar. Use JINS on second reference.
Judiciary Board: There are several J-Boards at the University. The Greek system has its own, which includes members of Panhellenic Council and IFC. Refer to the specific J-Board on the first reference. J-Board may be used on subsequent references.

 
junior, senior: Abbreviate as Jr. and Sr. only with full names of persons or animals. Do not precede with a comma: Martin Luther King Jr.

The notation II or 2nd may be used if it is the individual’s preference. Note, however, that II and 2nd are not necessarily the equivalent of junior – they often are used by a grandson or nephew.


If necessary to distinguish between father and son in second reference, use the elder Smyth or the younger Smyth.

 
Kappa Alpha Psi: A social fraternity associated with NPHC.

 
Kappa Delta Pi: An honorary education organization.

 

Kappa Mu Epsilon: An honorary mathematics organization.

 

Kenneth L. Gardner Track: Use Gardner Track on second reference.

 

Kirk Building: Use in all references.
Kirksville College of Osteopathic Medicine: It was the nation’s first osteopathic school. Use KCOM on second reference. It is now part of a network of schools called A. T. Still University. 

 

Kirksville High School: Use Kirksville High on second reference.

Kirk Memorial Building: Use Kirk Memorial on second reference.

 

Kirksville Police Department: Do not use KPD. Use the police department on second reference.

 

Kirksville Regional Airport: Red Wing airlines, a charter company, is the only airline based there.

 

Kirksville residents: Residents of Kirksville who are not affiliated with the University.
Kohlenberg Lyceum Series: Use Lyceum Series on second reference.

 

KTRM-FM: Use 88.7 KTRM on first reference. Use KTRM on second reference.
 


L

lacrosse: The men’s team is Truman State Men’s Lacrosse and the women’s team is Truman Women’s Lacrosse.

 

Lakeside Revue: Use Lakeside on second reference.

 

Lambda Alpha Epsilon: A departmental/professional organization associated with criminal justice.

 

Lambda Chi Alpha: A social fraternity belonging to IFC. Use Lambda Chi(s) on second reference.

 

Lambda Pi Eta: A coed honor fraternity associated with communications. 

 

Latter-Day Saint Student Association

 

lay/lie: Consult the AP Stylebook.

 
Leadership Forum

 

liberal arts: Do not capitalize unless part of a proper name.

 

Liberal Studies Program: The new liberal arts and sciences core that began with the 1998-1999 freshman class. Use LSP on second reference.

 

Libertarians

 
Lighthouse

 

Lightning Strike Taekwondo Club

 

Linux Users Group

 

Little Theatre: May be used on second reference to the Baldwin Hall Little Theatre. This is not the same as the Baldwin Hall Studio Theatre.

 

LSAT: Acceptable in all references to the Law School Admission Test.

 

Lutheran Student Fellowship: Use LSF on second reference.

M

Mac Users Group: Use MUG on second reference.
magazine names: Capitalize the name but do not place it in quotes. Lowercase magazine unless it is part of the publication’s formal title: Harper’s Magazine, Detours magazine.

Check the masthead if in doubt.

Magruder Hall: Use in all references to the building that houses biology, chemistry and agriculture classes as well as the science division office. 

 

Mainstreet Market

 

majors/minors: They are not capitalized unless they are proper nouns such as English. 

 
Mall: Capitalize. This is the brick walkway between McClain Hall and the SUB. 

 
man: Use to refer to males 18 and older. 

 
mascot: Male and female teams are referred to as the Bulldogs. ’Dogs may be used on third reference. 
The mascots for the MIAA are:
CMSU-Mules and Jennies 

Emporia State-(Lady) Hornets 

Mo. Southern-(Lady) Lions 

Mo. Western-(Lady) Griffons 

Northwest Mo.-Bearcats, Bearkittens 

Pittsburg State-Gorillas 

SW Baptist-(Lady) Bearcats 

UMR-(Lady) Miners 

Washburn-(Lady) Ichabods 

 
Master of Arts in Education: Use MAE on second reference

 
Mathematical Association of America 

Mathematics and Science Secondary Education: Use MASSE on second reference. 
Mathematics Students for Secondary Education
 
may/might: May is present tense, might is past tense of may.  Always use might in yearbooks.

 
MCAT: Acceptable in all references to the Medical College Admission Test. 

 
McClain Hall: Use McClain on second reference.

 
McKinney Center: Use on all references. It houses the Student Health Center, the University Career Center and Telephone Services. 

 

McNair Program: Use Ronald E. McNair Post-Baccalaureate Achievement Program on first reference. Use McNair program on second reference.

 
Media Center: Use on all references. It houses the Index newspaper, Echo yearbook, Detours magazine and TruNews television program. 

 
Men's Volleyball Club 
 
MIAA: Use for the Mid-American Intercollegiate Athletic Association. The MIAA Conference consists of 10 universities including Truman State University. Not every university competes in every sport. 

MIAA Universities:
Central Missouri State University: Located in Warrensburg. Use CMSU on second reference. 

Emporia State University: Located in Emporia, Kansas. Use Emporia State on second reference. 

Missouri Southern State College: Located in Joplin. Use Mo. Southern on second reference. 

Missouri Western State College: Located in St. Joseph. Use Mo. Western on second reference. 

Northwest Missouri State University: Located in Maryville. Use Northwest on second reference. 

Pittsburg State University: Located in Pittsburg, Kansas. Use Pittsburg State on second reference. 

Southwest Baptist University: Located in Bolivar, Mo. Use SW Baptist on second reference. 

University of Missouri-Rolla: Use UMR on second reference 

Washburn University: Located in Topeka, Kan. Use Washburn on second reference. 

 
middle initials: In general, use them. They are an integral part of a person’s name. Particular care should be taken to include middle initials in stories where they help identify a specific individual. Examples include casualty lists and stories naming the accused in a crime.


A middle initial may be dropped if a person does not use one or is publicly known without it: Mickey Mantle (not Mickey C.), the Rev. Billy Graham (not Billy F.).

midterm break: Lowercase. This is the weeklong vacation in March or the three-day weekend in October. Spring break occurs over Easter.

 
mini mag: Two words, lower case, no hyphen

 
Minor Detail: Women’s a cappella group.

 

MOBIUS: Missouri Bibliographic Information Users System. Use the acronym in all uses, except when introducing the system, and then use MOBIUS on further references. The library participates in this and other shared cataloguing systems. 

Mock Trial Club
Model United Nations Association: Use Model U.N. on second reference. 

 
Monitor: A student-produced newspaper. It is not an official University publication.
 

months: Capitalize the names of months in all uses. When a month is used with a specific date, abbreviate only Jan., Feb., Aug., Sept., Oct., Nov., and Dec. Spell out when using alone, or with a year alone. 


When a phrase lists only a month and a year, do not separate the year with commas. When a phrase refers to a month, day and year, set off the year with commas.


EXAMPLES: January 1972 was a cold month. Jan. 2 was the coldest day of the month. His birthday is May 8. Feb 14, 1987, was the target date.


In tabular material, use these three-letter forms without a period: Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec.

 
Multicultural Affairs Center: Use in first reference. Use MAC in second reference. 

N

names: In general, use last names only on second reference.


In stories involving youngsters, generally refer to them by first name on second reference if they are 15 or younger and by their surname at 18 and older.


However, use news judgment and refer to children under 15 by their last name if the story is a serious one involving, for example, a major crime. With 16- or 17-year-olds, use the surname unless it’s a light-hearted story.

 

Nason Hall 

 

Natatorium: Use Pershing Natatorium on first reference to the pool in Pershing Building. Use Natatorium on all subsequent references. 

 

National Competitions: When referring to a specific “Nationals,” capitalize.

 
National Education Association Student Program: Use NEA on second reference.
nationalities and races: Capitalize the proper names of nationalities, peoples, races, tribes, etc.: Arab, Arabic, African, American, Caucasian, Cherokee, Chinese (both singular and plural), Eskimo (plural Eskimos), French Canadian, Gypsy (Gypsies), Japanese (both singular and plural), Jew, Jewish, Latin, Negro (Negroes), Nordic, Sioux, Swede, etc.


Lowercase black (noun or adjective), white, red, mulatto, etc.


See race for guidelines on when racial identification is pertinent in a story.


Lowercase derogatory terms such as honky and nigger. Use them only in direct quotes when essential to the story and flag the contents in an editor’s note 
National Panhellenic Council

 

National Residence Hall Honorary 

 

National Society of Collegiate Scholars: Use NSCS on second reference.
 
Native Americans of Truman: Use NAT on second reference 

 

NCAA Division II: Use this on first reference to the division that the University participates in. Use Div. II on second reference. 

 

New Life Church at Truman 

 

New Media Center: See entry Teaching and Learning Technical Center.
 


newspaper names: Capitalize the in a newspaper name is that is the way the publication prefers to be known. Do not place name in quotes.


Lowercase the before newspaper names if a story mentions several papers, some of which use the as part of the name and some of which do not.

Where location is needed but is not part of the official name, use parentheses: The Huntsville (Ala.) Times.

Nursing Students Association 
 


O

obscenities: Do not use them. 

 

off (on) campus/off (on)-campus: Off campus is a noun. Laura lives off campus now. Off-campus is an adjective. He has never been to the off-campus bookstore. 

 

office titles: Capitalize the proper names of offices affiliated with the University. 
offline: One word, not capitalized, no hyphen.
 

OK: Do not use okay. 

 

Omega Psi Phi: A Greek social fraternity.

 

Omicron Delta Kappa: An honorary leadership organization. Use ODK on second reference.
online: One word, not capitalized, in all cases for the computer connection term.
Ophelia Parrish Fine Arts Center: Use when referring to something that occurred in Ophelia Parrish Fine Arts Center. Use Ophelia Parrish on second reference.

 

Order of Omega: An honorary Greek leadership organization. 

 

organizations: Capitalize the proper names of University organizations. Do not use acronyms on first reference. 

 

Outdoor Club: Not Venture Crew 403.
 


P

page numbers: Use figures and capitalize page when used with a figure. 

 

Panhellenic Council: The regulatory board of the five social sororities at the University. Use Panhellenic Council on all references. 

Panhellenic Council members include: 
Alpha Gamma Delta (Epsilon Omega)-AGD(s)             

Alpha Sigma Alpha (Alpha Beta)-Alpha(s) 

            Delta Zeta (Delta Sigma)-DZ(s) 

Sigma Kappa-Sig Kap(s) 

Sigma Sigma Sigma (Mu)- Tri-Sigma(s) 

 

Panhellenic Council: Use National Panhellenic Council on all references to the regulatory board of the black sororities on campus. 

 

Patty's University Bookstore: Use Patty's on second reference. It is not affiliated with the University. 

 

people/person(s): Use person when speaking of an individual. People is preferred to persons in all plural uses. Use persons when it is in a direct quotation or part of a title such as the Bureau of Missing Persons. 

 

pep: Not rally. Derivative of pepper.

 

percent: One word. Use figures for percentages. 10 percent, 0.6 percent.
 

Pershing Arena: Use on all references. This is where the basketball, volleyball and wrestling teams compete. 

 

Pershing Building: Pershing is acceptable on second reference 

 

Pershing Natatorium: Natatorium is acceptable on second reference 

 

Pershing Small Gym: Small Gym is acceptable on second reference.

 

Pershing Society 

 

Ph.D.: The preferred form is to say the person holds a doctorate and name the person's area of specialty. 

 

Phi Alpha Theta: An honorary history organization. 

 

Phi Beta Lambda: A departmental/professional business organization. 

 

Phi Beta Sigma: Use in all references to the social fraternity belonging to IFC. 

 

Phi Epsilon Kappa: A departmental/professional organization associated with health and exercise science. 

 

Phi Eta Sigma: An honorary organization for freshmen.

 

Phi Kappa Tau: A social fraternity belonging to IFC. Use Phi Tau(s) on second reference. 

 

Phi Kappa Theta: A social fraternity belonging to IFC. Use Phi Kap(s) on second reference. 

 

Phi Lambda Phi: Formerly Phi Lambda Chi, a social fraternity belonging to IFC. Use Phi Lamb(s) on third reference. 

 

Philosophy & Religion Club 
Phi Mu Alpha: A departmental/professional organization associated with men’s music. 

 

Phi Sigma Kappa: A social fraternity belonging to IFC. Use Phi Sig(s) on second reference.

 

Phi Sigma Pi: An honorary national leadership organization. 

  
Physical Plant: Use in all references to the department in charge of maintenance and grounds. 

 

Pickler Memorial Library: Use the library on second reference. 

 

Pi Delta Phi: An honorary French organization. 

 

Pi Kappa Delta: An honorary speech and forensics organization. 

 

Pi Kappa Phi: A social fraternity belonging to IFC. Use Pi Kap(s) on second reference.

 

pledge: This term is no longer used in association with greek organizations. Use new member(s). 

 

p.m.: Lowercase, with periods, with a space preceding. The meeting started at 8 p.m.
 

Political Science Society of Truman 

 

postseason/preseason: One word. 

 

Pre-Law Club

 

Pre-Veterinary Club 

 

principal/principle: Principal is a noun and adjective that refers to a person of rank or importance. He was the principal player in the game. Principle is a noun that means a fundamental truth or motivating force. Americans fought for the principle of freedom. 

 

Printing Services
 
Prism: The University's gay, lesbian, and bisexual alliance. Do not use PRISM.

 

professor: Do not abbreviate. Lowercase before a name. Do not refer to faculty members as professors unless they are given that title in the General Bulletin. 

 

Psi Chi: An honorary psychology organization. 

 

Psychology Club 

 

Public Safety: Use Department of Public Safety on first reference. Use DPS on all subsequent references. 

 

Purple Pride 

 


Q, R
Quad: Use Quad in all references to the area located between Baldwin Hall, Ophelia Parrish and Kirk Memorial. 

 

quotations: Quotations need to cover many viewpoints on the topic of a story, and they should come from people of different ages and both genders. Never use two quotations in a row; there must be a transition. 

 

radio station: Refer to a radio station by its call letters and number. The University radio station is KTRM 88.7 FM. 

 

Randolph Apartments 

 

ranges: 10 years to 14 years, not 10 to 14 years
 

rank: Spell out first through ninth. Use numerals for 10th and above.

 

Readers of the Roundtable: An organization associated with oral performance.

 

Red Barn Park 
redshirted

  

religious titles: See AP style book.  Use the Rev. on first reference to a reverend.

 

Residence Hall Association: Use RHA on second reference. Formerly known as CHANL. 
residence halls: There are seven on campus. They are Centennial, Missouri, Dobson, Ryle, Blanton, Grim and Nason. Brewer houses the sororities and is not considered a residence hall. Do not use the words dormitory or dorm to refer to a residence hall. 

 
Residential Colleges Program: This refers to the program that promotes academics in the residence halls by holding classes in the residence halls and by having faculty members hold office hours in them. Use RCP on second reference. 

 

Residence Life: Not Residential Living – this was the old name. Use Res. Life on subsequent references. 

 

Rho Chi: See Gamma Chi.
 

right-handed: Use a hyphen for this adjective and also for the noun right-hander. The same rules apply for the left hand. 

 

Rock Climbing Club: See Climbing Club.
 
Roller Hockey A Team 
 

Roller Hockey B Team 
 

room numbers: Use figures and capitalize room when used with a figure. Teri lives in Room 327. 

 

rooms: Capitalize the names of specially designated rooms. Georgian Room. 

 

ROTC: Acceptable in all references for Reserve Officers' Training Corps. When the service is specified, use Army ROTC, Navy ROTC or Air Force ROTC. 

 

ROTC Color Guard 

 

rugby: Use the Bulls or Bullets Rugby Club on first reference. Use Bulls or Bullets on second reference. 

   The Bulls play in the Heart of America Union. It is similar to the MIAA. 

   The Bullets play in the west division.     

   Rugby is not a University-sanctioned sport, so do not use Bulldogs or ’Dogs. 

 

runner-up: It has a hyphen. The plural form is runners-up.

 
Russian Club
 

Ryle Hall: Use Ryle on second reference. It became coed in fall 1999.

 
Rvle Hall Main Lounge 
 

Ryle Hall Senate 

 


S

said: Always use said instead of says. The word said follows a name unless the person's title is more than three words long. … said Tim Mead, assistant professor of communication. Senior Carrie Moor said ...  Junior wide receiver Bob Smith said. Use Moor said after first reference. Use he/she said on third reference if butting attributions. Ex: “…” Moor said. He also said he likes golf.

 

Science Hall: See Magruder Hall.
 

seasons: Lowercase the names of seasons unless they are part of a formal name. Winter Olympics. 

 

semiannual: Twice a year. This is a synonym for biannual. 
 

SERVE Center: Service Education Resources and Values Exploration.
 

Shotokan Karate Club 

 

should/would: Use should to express an obligation. We should meet all deadlines. Use would to express a customary action in the past. Last year we would all read the quote board regularly.

 

Showgirls Dance Squad: Use Showgirls on second reference. 

 

Sigma Alpha: A women's agriculture departmental/professional organization. 

 

Sigma Alpha Iota: A women's music departmental/professional organization. 

 

Sigma Beta Delta: An honorary business and accountancy organization. 

 

Sigma Chi Delta: A local sorority that is not a part of Panhellenic Council. Use Sig Delt(s) on second reference. 

 

Sigma Delta Pi: An honorary Spanish organization. 

 

Sigma Gamma Rho: A service sorority. 

 

Sigma Kappa: A social sorority belonging to Panhellenic Council. Use Sig Kap(s) on second reference. 

 

Sigma Lambda Beta: A Hispanic cultural organization. 

 
Sigma Lambda Gamma: A Hispanic cultural organization. 

 


Sigma Phi Epsilon: A social fraternity belonging to IFC. Use Sig Ep(s) on second reference. 

 

Sigma Sigma Sigma: A social sorority belonging to Panhellenic Council. Use Tri-Sig(s) on second reference. 

 

Sigma Tau Delta: An honorary English organization. 

 

Sigma Tau Gamma: A social fraternity belonging to IFC. Use Sig Tau(s) on second reference. 

 

since/because: See entry because/since. 

 

slang: In general, avoid it. 

 

soccer: Use the men's or women's soccer team on first reference. Identify players by athletic eligibility and then position. 

   The men play in the NCAA Division II Midwest Regional because the MIAA no longer sanctions soccer. 

   The women play in the NCAA Division II South Central Regional and in the MIAA. 

The name of the home field is the soccer complex. The teams score goals, not points. 

 

Society for the Study of Medieval Culture: Use SSMC on second reference. 

 

Society of Physics Students: Use SPS on second reference.

 

Society of Professional Journalists: Use SPJ on second reference 

 

Society of the Prim Roses: Use Prim Rose(s) on second reference. 

 

Sodexho Food Services: Use Sodexho on second reference. 

 

softball: Use the softball team on first reference. Players should be identified by year of athletic eligibility and then position. The team plays in the MIAA. For teams and common terms, see baseball. 

 

SOIL: The Science Outdoor Instructional Laboratory, which was formerly known as the University Farm. Use the Science Outdoor Instructional Laboratory on first reference. Use SOIL on subsequent references.

 

Sophomore Writing Experience: Use SWE on second reference. SWE was eliminated in Spring 2002.

 

sororities: See entries for Panhellenic Council and for the individual sororities. The term pledge is no longer used. Refer to the new women in a sorority as new members. 

 

Spanish Club
 

Sports Information: Located in Kirk Building, it typically possesses the latest information on University sports. Use Sports Info. on second reference. A Web site is available with rosters, schedules and results. 

 

spring break: Lowercase. This refers to the break over Easter. Midterm break is the weeklong break. 

 

STARs: Students to Assist Recruitment. Use STARs on second reference.

 

Stokes Stadium: This is where the football team plays. 

 

Student Activities Board: Use SAB on second reference 

 

student adviser: Use SA on second reference. Only capitalize if it precedes a name. 

 

Student Ambassadors: The group works out of the Admissions Office. Members lead tours for prospective students and help coordinate visit events. Use Ambassadors on second reference. 

 

student athlete: Do not hyphenate. 

 

Student Council for Exceptional Children: Use SCEC on second reference. 

 

Student Empowerment Association
 
Student Health Center: Use health center on second reference.

 

Student Missouri State Teachers Association: Use SMSTA on second reference.

 

Student Recreation Center: Use rec center on second reference.

 

Student Senate: Use Senate on second reference unless Faculty Senate is also mentioned. 

 

Students Together Educating Peers: Use STEP on second reference.
Student Union Building: Use SUB on second reference. SUB may be used on first reference to a specific room. SUB Activities Room. 

  
Study Abroad Program
 
Swim Team
 

T

 
Take Five Gamesroom: Use Gamesroom on second reference. 
 
Tau Kappa Epsilon: A social fraternity belonging to IFC. Use TKE(s) on second reference.

 

Tau Lambda Sigma: Use in all references to refer to the service sorority. 

 

Teaching and Learning Technology Center: Formerly the New Media Center. Use TLTC on second reference. It is located in Pickler Memorial Library.
 
teammate 
 

teams: When referring to a team, use a singular verb. The team works toward its goals. See the MIAA entry for a list of universities in the MIAA conference. A list of other universities is located at the back of this book. 

 

Tel-Alumni: Use in all references to the annual telephone fundraising drive that benefits the University development fund. 

 

tennis: Use men's or women's tennis team on first reference. 

The women compete against seven teams in the MIAA: CMSU, Emporia State, MO. Western, Mo. Southern, Northwest, SW Baptist and Washburn. 

The men compete against five MIAA teams: Emporia State, Northwest, SW Baptist, UMR and Washburn. 

 

that/which: Use that before essential clauses that refer to inanimate objects. Use which before nonessential clauses that refer to inanimate objects.  Avoid unnecessary usage. If the sentence makes sense without, delete it.

 

theater: Use this spelling unless the proper name is Theatre: Baldwin Hall Little Theatre. 
 

Thousand Hills State Park: Use Thousand Hills on second reference. Never use 1000 Hills. The lake in the park is Forest Lake. 
Tierra del Sol

 

titles: Individuals must be referred to by titles on first reference. Faculty, staff and administration should be referred to by the title given in the General Bulletin. Students with multiple titles are identified by the title that corresponds to the story topic. When students do not have a relevant title, 
academic rank is used. Titles are lower case unless they are a language. Capitalize official titles before names.

 
toward: Not towards. 

 
track and field: The teams participate in two seasons: indoor (winter) and outdoor (spring). Use the men's or women's indoor or outdoor track team. Eight teams compete in the MIAA: CMSU, Emporia State, Lincoln University, Mo. Southern, Northwest, Pittsburg State and UMR. 

The following are some common track and field terms:

100-meter dash            mile run

400-meter run              pole vault

4x400-meter relay        shot put

discus                           two-mile relay 

 

triathlon: The Northeast Missouri Regional Triathlon takes place every September at Thousand Hills State Park. Competitors can qualify for nationals. 

 

Triathlon and Running Club
 
True Men: An all-male singing group. 

 

Truman Bookstore: Refers to the bookstore in the lower level of the SUB.
 

Truman Christian Fellowship

 

Truman Society of Dance Arts: Use TSODA on second reference. 
 

Truman State (Men's/Women’s) Lacrosse: Use Lacrosse on second reference.
 
Truman State University: Use the full title on first reference. Use the University on second reference. Do not use TSU, Truman or Truman State to refer to the University. The word Truman is allowed in box scores and graphics. 

 

Truman Today

 

Truman Transfers 

 

Truman Week: Formerly Freshman Week.  Use Truman Week in all references.

 

TruNews: Airs on channels 36 and 67. 

 


U

ultimate frisbee: Use Ultimate on second reference. 

 

under, less than: Use under to refer to physical location. Use less than to refer to a quantity. 
underage: One word as both a noun and an adjective 

 

Undergraduate Council: Use UGC on second reference to the group composed of faculty members. 

  

Unique Ensemble Gospel Choir: Use Unique Ensemble on second reference 

 

United States: Spell out when used as a noun. Use U.S. as an adjective. 

 

United Way

 
University: Capitalize on second reference when referring to Truman State University. When referring to another institution, university is lowercase. When another university is mentioned, use its full title followed by a city, state location in parentheses. 

The state is not necessary of it is included in the title. The University of Missouri (Columbia). 

 

University Art Gallery: In Ophelia Parrish Fine Arts Center. Use Art Gallery on second reference.

 

University Career Center: Use career center on second reference. 

 
University Counseling Services: Use counseling services on second reference. 

 

University Farm: It is now the Science Outdoor Instructional Laboratory. See SOIL entry. 

 

University Fencing Organization

 

University Hillel: A Jewish student organization.
 

University Swingers: Use Swingers on second reference.  

 

Upperclassman: Upperclassmen when plural.
 
Upward Bound: A national program that assists high school students in developing study skills. It is held at the University during the summer. 

 
V-Z
vacations: University vacations are not capitalized unless they contain the name of a holiday.  Thanksgiving Break. See entries midterm break, spring break and winter break.

 

Venture Crew 403: A service organization called Explorer Post 403. Now called the Outdoor Club (see separate entry).  

 

vice: Use two words in titles. vice president.
 

vice president for academic affairs 
 

Violette Hall: It houses the business and education divisions. Use Violette on second reference. 

 
volleyball: The male team is the men’s volleyball club and the female team is the women’s volleyball team. 
The men’s team is not a University-sanctioned sport. List players by year of eligibility and then position. All MIAA universities except UMR and Lincoln play volleyball.

 

Wal-Mart 

 

Walt Disney World College Program Alumni
 
Webmaster
 
Web site: Capitalize the word Web when referring to a derivation of the World Wide Web. 

 

weeklong: One word as an adjective. 

 

Wesley House: A Methodist student organization.

 
Windfall: Use in all references to the campus literary magazine. 

 

woman: Use to refer to a female 18 or older. Use girl for anyone younger than 18.

 

Women in Computing

 

Women’s Club Soccer
 
Women’s Cooperative: Not an official organization, it is a network of women from different organizations.
 

Women's Resource Center: Use WRC on second reference. 

 

World Wide Web: Capitalize. Use the Web on second reference. 

 

workload: One word.
 

work-study: Hyphenate when used as an adjective.

 

Writing Center: Use in all references.
 

Xmas: Never use to refer to Christmas. 

 

year: Freshman, sophomore, junior, senior, graduate student. Do not capitalize years. They are not formal titles. Do not use first-year student instead of freshman.

 

year-end: It is an adjective. 

 

yearlong: One word as an adjective. 

 

Zeta Phi Beta: A social fraternity associated with NPHC.


Regional Universities

Arkansas Tech University: Russelville, Ark.
 

Bradley University: Use Bradley on second reference. (Peoria, Ill.)

 

Central College: Use Central College on all references. (Pella, Iowa)

 

Central Missouri State University: Use CMSU on second reference. (Warrensburg)

 

Christian Brothers University: (Memphis, Tenn.)

 

College of Southwest: (Hobbs, N.M.)

 

Columbia College: (Missouri)

 

Culver-Stockton College: Use Culver-Stockton on second reference. (Canton, Mo.)

 

Drake University: Use Drake on second reference. (DesMoines, Iowa)

 

Drury University: Use Drury on second reference. (Springfield, Mo.)

 

Emporia State University: Use Emporia on second reference. (Kan.)

 

Fort Hayes State University
 
Greenville College: Greenville, Ill.
 
Hannibal-La Grange
 

Illinois State University: Use Illinois State on second reference. Normal, Ill.

 

Illinois Wesleyan University: Bloomington, Ill.
 

Indiana University/Purdue University—Indianapolis: Use IUPUI on second reference. 

 

Iowa Wesleyan College: Use Iowa Wesleyan on second reference. (Mount Pleasant, Iowa)

 

Lewis University: Romeoville, Ill.
 
Lincoln University: Use Lincoln on second reference. (Jefferson City)

 

Metropolitan State College of Denver: (Colo.)

 

Minnesota State University-Mankato

 


Missouri Southern State College: Use Mo. Southern on second reference. (Joplin)

 

Missouri Western State College: Use Mo. Western on second reference. (St. Joseph)

 

Mount Mercy College: Use Mount Mercy on second reference. (Cedar Rapids, Iowa)

 

North Dakota State University: (Fargo)

 

Northern Kentucky University: (Highland Heights)

 

Northern Michigan University: (Marquette)

 

Northwest Missouri State University: Use Northwest on second reference. (Maryville)

 

Pittsburg State University: Use Pittsburg State on second reference. (Kan.)

 

Quincy University: Use Quincy on second reference. (Ill.)

 

Rockhurst University: Use Rockhurst on second reference. (Kansas City, Mo.)

 

Simpson College: Use Simpson on second reference. (Indianola, Iowa)

 

South Dakota State University:  Use South Dakota State on second reference. (Brookings)

 

Southern Arkansas University: (Magnolia)

 

Southern Illinois University—Carbondale: Use SIUC on second reference 

 

Southern Illinois University—Edwardsville: Use SIUE on second reference 

 

Southeast Missouri State University: Use SEMO on second reference. (Cape Girardeau)

 

Southwest Baptist University: Use SW Baptist on second reference. (Bolivar, Mo.)

 

Southwest Missouri State University: Use SMSU on second reference. (Springfield, Mo.)

 

St. Edwards University: (Austin, Texas)

 

St. Joseph’s College: (Rensselaer, Ind.)
St. Louis University: Use SLU on second reference. (Mo.)
 

Texas Woman’s University: (Denton)

 

University of Alabama: (Tuscaloosa)

 

University of Indianapolis: (Indiana) 
 


University of Minnesota-Duluth

 

University of Minnesota-Moore

 

University of Missouri—Columbia: Use MU on second reference. 

 

University of Missouri—Kansas City: Use UMKC on second reference. 

 

University of Missouri—Rolla: Use UMR on second reference. 

 

University of Missouri—St. Louis: Use UMSL on second reference. 

 

University of Mantevallo: (Ala.)

 

University of Nebraska—Lincoln: Use Nebraska—Lincoln on second reference. 

 

University of Nebraska—Omaha: Use Nebraska—Omaha on second reference. 

 

University of Northern Alabama: (Florence)

 

University of Northern Colorado: (Greeley)

 

University of Northern Iowa: Use UNI on second reference. (Cedar Falls, Iowa)

 

University of Southern Indiana: (Evansville)

 

University of the Incarnate Word: (San Antonio, Texas)

 

University of Wisconsin-Parkside

 

Washburn University: Use Washburn on second reference. (Topeka, Kan.)

 

Washington University: Use Wash. U. on second reference. (St. Louis)

 

Western Illinois University: Use Western Illinois on second reference. (Macomb, Ill.)

 

Wichita State University: Use Wichita State on second reference. (Wichita, Kan.)

 

Winona State University:  (Minn.)


