This style guide is designed as a quick reference and a helpful resource for writers of letters, memos, reports and college publications. For more guidance, please refer to the Associated Press Stylebook and Libel Manual. 

Please note that some topics are listed under several sections. For example, references to academic degrees are found under abbreviations, capitalization and punctuation. 
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Abbreviate:

Bridgewater State College, following first reference, can be abbreviated to BSC. Avoid calling the college Bridgewater State, as well as Bridgewater, which could be confused with the Town of Bridgewater. 

Town and college officials met to discuss Bridgewater’s parking space shortage. 

(Whose shortage: the town’s or the colleges’?) 

Bachelor of Science to BS, Bachelor of Arts to BA, Bachelor of Science in Education to BSE,

Master of Arts to MA, Master of Arts in Teaching to MAT, Master of Education to MEd, Master of Public Administration to MPA, Master of Science to MS, Master of Science in Management to MSM, Master of Social Work to MSW

Certificate of Advanced Graduate Study to CAGS

Doctor of Education to EdD, Doctor of Philosophy to PhD

grade point average to GPA after first reference

These titles when they precede a name: Dr., Gov., Rep., Rev., Sen. and all military titles. (Note: “the” should precede Rev., as in the Rev. Gerald Noyes.) Spell out and lowercase these titles when used alone.

Names of states when following names of cities and towns; use two-letter ZIP code abbreviations. Spell out state names when used alone.

David lived in Bridgewater, MA, for more than 30 years.

David lived in Massachusetts for more than 30 years.
These months when preceding a date, but not a year: Jan., Feb., Aug., Sept., Oct., Nov. and Dec.

Jan. 31, 1912; January 1912; the month of January

Do not abbreviate:

professor, assistant, associate
United States when used as a noun; abbreviate as an adjective

the United States, the U.S. Coast Guard

The percent symbol (%), except in scientific, technical or statistical copy

and to the ampersand (&), unless used officially

Stop & Shop, Johnson & Johnson 

Capitalization

Capitalize:

Specific course names

Ryan’s favorite course was Early Modern Art and Architecture.

Jennifer’s course analyzed early modern art and architecture.

Class when referring to a specific graduating class

the Class of 1976

Full names of academic degrees 

a Bachelor of Arts degree, a bachelor’s degree in sociology

All educational, occupational and business titles when used in front of a name; do not capitalize these titles following a name

President Dana Mohler-Faria; Dana Mohler-Faria, president of the college

Chief Financial Officer Marilyn Smith; Marilyn Smith, chief financial officer

Director of the Writing Center David Thompson; David Thompson, director of the Writing Center

Commonwealth, State, Town, City when used as part of a title; lowercase when standing alone

the Commonwealth of Massachusetts, the commonwealth, the State of Maine, the state, the Town of Bridgewater, the town, the City of Brockton, the city

Geographical regions of the world, but not points of the compass

Residents of the North often head south during the winter.

Bridgewater State College is a four-year, comprehensive public college in Southeastern Massachusetts.

Do not capitalize:

college when standing alone in reference to Bridgewater State College

The visiting alumni reminisced about their experiences at the college. 

commencement, convocation and reunion, unless part of a formal title

The seniors are looking forward to commencement.

The Spring Commencement will be celebrated May 21.

Professional titles standing alone

The president and the director of financial aid attended the seminar.

The vice president of institutional advancement oversees fund-raising efforts.

A survey was conducted by the associate director of the Academic Achievement Center.

Unofficial titles preceding a name

author Toni Morrison, coach Bill Belichick, astronaut Sally Ride, conductor Keith Lockhart

Names of general fields of study, majors, minors and concentrations 

Jason is taking courses in the arts as well as the biological and chemical sciences.

Heather is pursuing a major in history and a minor in English.

The aviation science program offers concentrations in aviation management and flight training.

Casual references to buildings, organizations, departments, conferences, etc., following first references, which should be spelled out and capitalized

The Institute for Regional Development, thereafter the institute

The Board of Trustees, thereafter the board

The Adrian Rondileau Campus Center, thereafter the campus center

The Bridgewater State College Foundation, thereafter the foundation

The Conference on Higher Education, thereafter the conference

The Office of Public Affairs, thereafter public affairs or the public affairs office

The Department of History, thereafter the history department

Student class designations

Many juniors take part in the internship program.

The senior class is invited to a special graduation party.

dean’s list

Seasons of the year, including semester descriptions

spring semester, winter break, summer reading

Latin Usage

Many words and phrases of Latin origin have been integrated into the English language, but their singular and plural forms are often confused. Some examples follow. 

Singular


Plural
consortium


consortia

medium


media

memorandum 


memoranda

syllabus


syllabi

symposium


symposia

The symposium is scheduled to begin at 10 am.

The symposia are scheduled throughout the day.

When indicating graduates of the college, do not use the coined term alum, except in the most casual correspondence. The correct terms follow.

alumnus


one male graduate

alumna



one female graduate

alumni 



two or more graduates, all male or male and female

alumnae


two or more female graduates

Graduate and graduates are also acceptable.

The words below are used in describing individuals who have retired but retain a rank or title. See the examples that follow for correct placement and capitalization.

emeritus 


one male retiree

emerita



one female retiree

emeritae


two or more female retirees

emeriti



two or more retirees, all male or male and female

President Emerita Adrian Tinsley; Adrian Tinsley, president emerita

Professor Emeritus Richard Goldman; Richard Goldman, professor emeritus of physics

Numerals

Use for 10 and greater, including ordinal numbers (17th, 35th)

Use numerals, even if the number is below 10, for ages, credit hours, days of the month, degrees of temperature, dimensions, figures with decimals, latitude and longitude, measurements, page numbers (and capitalize Page), percentages, proportions, room numbers (and capitalize Room), sums of money and times of day.

A million or more, but spell out million

The capital campaign met its goal of $25 million. (Incorrect: 25 million, $25,000,000)

The city’s population was listed as 1.75 million.

Never begin a sentence with a numeral; spell out the numeral or recast the sentence. The only correct use of a numeral to start a sentence is when citing a calendar year.

Twenty-two students organized the bake sale.

Last year 117 employees were hired. (Recast from: 117 employees were hired last year.)

1958 was a memorable year. 

Punctuation

The rules of punctuation rules are extensive. The information in this section is intended to provide basic guidance. For more detailed information, refer to the Associated Press Stylebook and Libel Manual.

APOSTROPHE

Use with:

Shortened class years 

The Class of ’99; Melissa Burke, ’72; Scott Anderson, G’03

Academic degrees

Singular: bachelor’s degree, master’s degree 

Plural: bachelor’s degrees, not bachelors’ degrees; master’s degrees, not masters’ degrees

Do not use with:

Plurals of figures 

the late 1800s, the early ’90s

Possessives:

Use of the apostrophe with possessives can be confusing in certain instances. Below are several examples demonstrating correct usage. 

Plural nouns ending in s: the boys’ games, the parishes’ visitors, the turtles’ shells, the CEOs’ suite

A notable exception is teachers college, which uses no apostrophe

Singular common nouns ending in s: the waitress’s tip, the glass’s crack

Singular common nouns ending in s followed by a word beginning with s: the waitress’ schedule, the glass’ sheen

Singular proper nouns ending in s: Gus’ house, Massachusetts’ colleges, Michael Dukakis’ campaign

It: It’s=it is; its=possessive form 

It’s time to study. Its time had come. 

It’s a predictable outcome. Its outcome is predictable. 

Joint and individual possession:

Joint: John and Marie’s home; Individual: John’s and Marie’s homes

COLON 

Use a colon to introduce words or phrases that explain or add emphasis to the first part of a sentence. Capitalize the first word after the colon if it is a proper noun or the start of a complete sentence.

Tom studied all media but excelled in two: watercolors and acrylics. 

Professor Rodrigues was firm: The reports are due by noon on Thursday.

Use a colon to introduce a long quotation or list.

It was during his Aug. 28, 1963, address at the Lincoln Memorial that Martin Luther King Jr. said: “I have a dream that one day on the red hills of Georgia, the sons of former slaves and the sons of former slave owners will be able to sit together at the table of brotherhood.”

Required courses include the following: PO 172 Introduction to American Government, PO 260 International Relations and PO 275 Comparative Government.

COMMA

Use a comma:

Before and after class years that appear with student and alumni names

Kimberly Moore,’99, is employed in the banking industry.

Between a day and year and again after the year when indicating a date, but not between a month and year or a season and year

Nathan was born on June 3, 2002, in Brockton, MA.

Jeremy and Allison celebrated their third wedding anniversary in August 2003. 

The Adrian Tinsley Center opened during fall 2002.  

Before and after a state or country name that appears with a city

The Bridgewater, MA, town common is a popular meeting place. 

London, England, is the most popular study abroad destination.

With figures larger than 999, except street numbers, broadcast frequencies and room numbers 

3,612 pounds, 2,024 miles, 1404 Southwest Parkway, 1120 AM radio, Room 2262

Between two clauses that could stand alone as separate sentences but are linked by a conjunction 

Eric finally went to a BSC football game, and he plans to attend several more.

Eric finally went to a BSC football game and plans to attend several more.

Deborah enjoyed the movie, but she preferred the book.

Deborah enjoyed the movie but preferred the book.

When indicating a complete direct quotation, but not at the start of an indirect or partial quotation

Andy Warhol once said, “In the future everyone will be famous for 15 minutes.”

Andy Warhol once said that eventually everybody “will be famous for 15 minutes.”

Do not use a comma:

Before the conjunction in a simple series, but if the last entry in the series includes a conjunction, place a comma before the concluding conjunction.

Denise’s classes are in Hunt Hall, the Moakley Center and Maxwell Library.

Ted’s areas of specialization are industrial organization, labor economics, and money and banking.

Between a last name and Jr., II, 3rd, etc. 

Scott Caulkins Jr., Brian Harris II

DASH

Use to indicate an abrupt change in thought or an emphatic pause.

Matt plans to buy a waterfront condo — if he lands a recording contract.

Carla told a great story — it was hysterical — about her vacation mishaps. 

Use a space bar on both sides of a dash. 

EXCLAMATION POINT

Limit use of the exclamation point to just those instances that express a very high level of emotion.

HYPHEN

Use with:

indications of dual heritage, not regional heritage

Italian-American, African-American, Mexican-American, French Canadian, Latin American

compound modifiers before a noun, except with the adverb very and adverbs ending in ly

well-qualified applicant, better-known candidate, full-time student, first-semester course, off-campus program, very happy child, badly damaged bumper 

compound modifiers and solid modifiers that share an element (suspending hyphen) 

Frances held both full- and part-time jobs.

The college offered both day- and nighttime courses.

Do not use with:

compound modifiers placed after the noun they are modifying 

Beth is a full-time student. Beth attends college full time.

Computer Science I is a first-semester course. Computer Science I must be completed the first semester.

The students took part in an off-campus program. The students took part in a program held off campus.

vice president

Prefixes and suffixes:

The rules and their exceptions are too numerous to include here. Refer to the Associated Press Stylebook and Libel Manual for a dictionary for guidance. Below are a few examples often found in college publications.

coauthor, coworker, nondiscrimination, nonprofit, post baccalaureate, postgraduate, subcommittee 

When two or more prefixes or suffixes have a common element, a suspending hyphen can be used. However, in the case of suffixes, it is recommended to spell out both words.

Kathy used both the inter-and intraoffice networks. 

Ben was more thankless than -ful. Better: Ben was more thankless than thankful. 

Plurals of hyphenated nouns:

Be careful changing words such as these from the singular form to the plural form:

passer-by to passers-by, president-elect to presidents-elect, sister-in-law to sisters-in-law

QUOTATION MARKS

Set quotation marks outside periods and commas and inside colons and semicolons. Set inside exclamation points and question marks that are not part of the quotation.

When a quotation continues into two or more paragraphs, use open-quote marks at the start of each paragraph and close-quote marks only at the end of the quoted material. But when a paragraph concludes with quoted material not in a full sentence, use close-quote marks.

Teresa said, “Being cast in the starring role in the play is so exciting.

“In fact, I’m going to spend my entire weekend studying my lines for the first rehearsal on Monday.”

Teresa said that being cast in the starring role in the play “is so exciting.”

“In fact, I’m going to spend my entire weekend studying my lines for the first rehearsal on Monday.”

Use quotation marks: 

Around words used in an ironic sense

The “washed-up” left wing had a 52-goal season.

Around unfamiliar terms on first reference

The artist was unusually adept at “chiaroscuro,” the technique of using light and shade.

Around less well known foreign words or phrases; also provide an explanation. Phrases such as a la carte, bona fide and hors d’oeuvres are widely understood and do not require quotation marks.

Steve’s advice was “carpe diem,” a Latin phrase meaning seize the day.

Note: Credit a quotation using past tense. 

He said, not he says; she stressed, not she stresses

SEMICOLON

Use to replace a conjunction when linking two short, closely related sentences. The first letter of the second sentence is typed lowercase.

The boys’ team was eliminated in the state finals; the girls’ team captured the national title.

When writing a series that includes commas within individual segments, separate the segments with semicolons. Use a semicolon before the concluding conjunction.

The residents included Dr. Clyde Ferguson; K.D. Cullen, an artist; Carole Cooper, a nurse; stay-at-home mother Bonnie Eckman and her daughters, Anabel and Lily; and the Reverend Donald Wilcox.

Introduce clauses beginning with however, nevertheless, thus, etc., with semicolons.

Linda wanted to watch MTV; however, her roommate preferred VH-1. 

Special Subjects

This section covers a variety of topics, many specific to Bridgewater State College.

COURTESY TITLES

Use Dr., Mr., Ms., etc., with full names on first reference; thereafter continue with just courtesy titles and last names. When referring to students and children, use full names without a courtesy title on first mention; thereafter just first names. Whenever possible, on first reference, follow the names of current students or alumni with their year of graduation.

Dr. Lucille Waddell; thereafter Dr. Waddell

Professor Patrick O’Hara (for faculty without doctoral degrees); thereafter Professor O’Hara

Mr. Charles Peters; thereafter Mr. Peters

Philip Michaels, ’03; thereafter Philip

sixth-grade student Alicia Caswell; thereafter Alicia

When referring to the college president, use Dr. on first reference; thereafter, use President with a last name.

Dr. Dana Mohler-Faria, president of Bridgewater State College; thereafter President Mohler-Faria
TIMES OF DAY

Set as am and pm (small caps without periods). Do not use :00 when citing times on the hour. Use a hyphen with no spaces when indicating a time span. When indicating a time span with both times falling within either am or pm, list am or pm just once at the end.

7 am, not 7:00 am; 8:20 pm; 8:30 pm-1 am, not 8:30 pm to 1 am; 9-11 am, not 9 am-11 am; 
Use midnight and noon, not 12 am and 12 pm or 12 midnight and 12 noon.

Be careful of redundancies

10 am this morning should be 10 am today; 9:30 pm Monday night should be 9:30 pm Monday

PHONE NUMBERS

Use periods to separate the elements.

508.531.1000

It is not necessary to write the numeral 1 before area codes, including 800 and 900; it’s understood.

Abbreviate extension to Ext.

Tech Talk

As technology evolves, so does the vocabulary associated with it, and the spelling and capitalization of these words vary from source to source. The samples that follow are the preferred forms for Bridgewater State College communications.

ASCII, CD-ROM, database, e-mail, fax, home page, the Internet, online, multimedia, the World Wide Web, the Web, Web site 

When spelling out Web addresses, do not underline. If www. is part of the address, do not precede with http://

www.bridgew.edu

http://it.bridgew.edu/Support/MediaService
Titles
Brands, Trademarks, Corporations, Organizations:

Many commonly used words are actually trademark or brand names. Be careful to use generic names, unless referring to a specific product.

gelatin dessert, not Jell-O; facial tissue, not Kleenex; photocopy, not Xerox 

When writing names of corporations or organizations, be sure to verify the correct name. If no official documents are readily available, refer an official Web site. On occasion, it may be necessary to contact the organization directly. 

Dr Pepper, not Dr. Pepper; Wal-Mart, not Walmart, Wal Mart; Dunkin’ Donuts, not Dunk ’n Donuts; Smithsonian Institution, not Smithsonian Institute; Diners Club, not Diners’ Club, Diner’s Club
Literary and Artistic Works:

In general, use italicized type when indicating a complete work and quotation marks to indicate individual segments within. Complete but unpublished works such as manuscripts, dissertations, studies, etc., are indicated with quotation marks. Underlining can be used in place of italicized type in memos, letters, etc.

Books:

Boston’s famed CITGO sign is discussed in Robert Campbell and Peter Vanderwarker’s book, Cityscapes of Boston, in the chapter titled “The God of Kenmore Square.”

Magazines:

The tension between environmentalists and the U.S. Forest Service was touched upon in “Fire Fight,” which was published in the August issue of Smithsonian.

Newspapers:

The Boston Globe article “Some colleges warn students on sharing music” was an informative feature on the risks of music piracy.

Television: 

Paul’s favorite episodes of Seinfeld are “The Bubble Boy” and “The Junior Mint.”

Unpublished work: 
Professor Marini’s study, “Estimating the Effectiveness of Enrollment

 
Management,” was well received by his colleagues.  

Be careful to use proper names of publications.

The Enterprise, not The Brockton Enterprise; Boston Herald, not The Boston Herald; 

U.S. News & World Report, not U.S. News and World Report 

When the publication company is the same as the publication, italicize just the name of the publication.

Fred finds useful information in Fortune magazine. 

Fred is employed by a Fortune 500 company.

Use italicized type for titles of artwork, long poems and musical pieces, movies, musicals, operas, radio series and theater productions.

Use quotation marks for titles of conferences, seminars, workshops, songs and other short musical compositions.

Do not use italicized type or quotation marks for titles of works or segments within that are considered sacred

the King James Bible, the Old Testament, Psalms 23 and 24, the Koran and the Torah. 

Vexing Vocabulary

The English language can be baffling. Whether writing letters, articles or e-mail messages, every author, at one time or another, has questions about vocabulary. Below are a few of those confounding words.

a, an: Use a before consonant sounds and an before vowel sounds.

a historic building (not an historic building), a one-year-old child, a universal opinion, a eulogy 

an herbal supplement, an hourly update, an only child, an umbrella

a master’s degree, an MBA

adviser, not advisor

alma mater, not almamater

affect/effect: Affect as is usually used as a verb meaning to influence and is rarely used as a noun, except as

a psychological term. Effect is usually used as a noun meaning result; as a verb it means to cause.

The storm affected rush hour. The storm had a devastating effect on rush hour. 

The new budget effected many changes in state agencies.

capital/capitol: The town or city that serves as a seat of government is a capital. The building in which the

legislative assembly meets is a capitol. Capitalize U.S. Capitol, and the Capitol when referring to the building in Washington as well as state capitols. 

The capital of Massachusetts is Boston.

The Massachusetts Capitol is located in Boston. 
college marshal, not marshall

continual/continuous: Continual means occurring steadily, but with occasional breaks; continuous means

uninterrupted, unbroken.

Anna waters her plants continually to keep them growing continuously.

course work 

class work, classmate, classroom

different from/different than: always different from

entitled/titled: Entitled means a right to do or have something; titled is used in introductions.

James was entitled to the bonus. Bill Bryson’s new book is titled A Short History of Nearly Everything.

fewer/less: In general, use fewer to indicate individual or countable items; less to indicate bulk or quantity.

less than a ton, fewer than 2,000 pounds

less water, fewer ounces of water 

fund-raising, fund-raiser, fund raising

The fund-raising campaign has concluded. The fund-raiser was successful. Fund raising is challenging.

historic/historical: A historic event is an important occurrence, one that stands out in history. Any occurrence 

in the past is a historical event.

irregardless is not a word

over/more than: Over generally refers to spatial relationships; more than generally refers to amounts.

We drove over the new bridge. The campus is more than 100 years old.

principal/principle: Principal means someone or something first in rank, authority or importance; principle
means a fundamental truth, law, doctrine or motivating force.

principal of the school, principal dancer, principal goal, principles of justice and honor

R.S.V.P.: This abbreviation for the French term “repondez s’il vous plait” means please reply. Do not write

R.S.V.P. please; it’s redundant. (That means please reply please.)

unique means one of a kind; rather unique, most unique, very unique are incorrect terms
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