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esknasyethataoniouesio
good understanding. Our ter minology,
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shoit, even though we are Greek, we
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erdFaier ry,"we alshoudhave
the conicence o Sraghen autths
inaccuracy. ffa CregperRepart . Wk
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identiies an older alumnus as Jon
Smih’18 we need o porntoutthet
18 resevediorosewhowl
graduate in 2018,
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academic degrees If meniondfadegreeisnecessayio
establishsomeone’s aedenigs Thepr ereduse
sapheserseaddfanaoevieion SaotAlen,
who has abachelor’ sinmath. Dey eesshoudbe
lower ee=a  bachdor’ sty esameser’ sdgyee

When abbreviated, academic degrees are

capiaized, andwhenusedafierafulname, they
aresetafbycommes. BA, PhD; Bryan Adams,
PhD, attended the meeting.

academic departments Uselowercase exoeptforwords

thetarepropemounsoradedives: thedepartment
drryterry department, the department
A of Engish, the Engish department. Sedo b
guages.
aan UEheatia a before consonant sounds: a hs & [roess, dg man, ec,oywhenteypre -
bicevertaoneyearem (Gourdsasitiegs cedeafulrame. Lonercasenalaheruses.
wihaw) , auniedsand (souncslke you) . Lowercase modifiers such as sy  ints
Useteatd an beiore voael sounds: al toyProfessorJomnJones a department  indepart
enexgy aiss, an honorabe man ( the h&dr) ment Chairman Bud Otto. Sedo & d poE.
an NBA record (Gundsketbagrswintel:
te €), an1890soeebration academicyearsTe  rms designating academic years are
owercased:  freshman, sophomore, junior and s e
abbreviations and acronyms generd avadalhebet M.
soup. Do nat use abbreviations or acronyms thet
the readerwould notquicy recognize. Seealso acoep;, except Acceptsa vebmeangoreee J a
ECRDad unhersly. sonwlacostiheanard. Except 5 wWHEy apgo
BEFORE A NAME: Abbreviate the following sionmeanngbomiaredude. Keinaeer
tieswhen used beforea Ureme Dr,Gov. i enhingexcepthepodes.
GovM,MssMs,Ms,Rep.teRev. ,and Sen
Seeako aouresylks. adve Thsiemisbestavoded exogtasanadedie.
AFTER ANAME: Abbreviate o aseor Al Fraiemity members are expected o be adive.
deranichvilels name. Abr - eee  company, Whenreferingioniitedmembers,usetheterms
comporaton, incorporeted, and imed  whenused members o bohers. U undergraduates fad
aferteramedfacopoaieerny. _ 5903 alumni  for graduate members. See alo
ADDRESSES: Wthaewewoepions adre - alumnus, aumni, alumna, alumnae.
viations should nat be used in addresses n U+
ngiet Seeakn addresses. addr esses Spel outand capiskze wards schas Av -
AVOID AW K \WRD CONSTRUCTIONS: Do enue,Bouevard, Dive, Road, and Se¢  whenused
natlowanarganzaion'silnemewihanab- in addresses in unning text. Abbreviate such
brevietion oraconymin perertheses or setoffby wordswhen appeaing athetop of aletieroron
dashes. Ifan abbreviation or acronymwould not anenvelope.
bedearonsscond referencewihoutthisarange- TheUS.PosialSer VEs okt eb
mertdonatuset fonsforstestadiessesandsiaiesshoudonlyoe
CAPSPERIODS: Usecapialietiersandpert usedontheenvelopeandthe addressappearingat
adsaconchgohelingsibsoLoeatset tetpdake. Seedn e ad staen ames.
erenees Fanabheveionsnateed use e
lieters. Omiperods urlessthe resubwoud adeate Sete  Grammar sdn
spelanunrelatedword.
Adminstrative Ofice Capialize when relening o the
academic courses and majors Lonercasenalusesex Fer rys  admindishvesaiflonercassingen
ceptbnguages.a busnessmajor,an Engishdess . edeEee
Seeak0  languages. RefsibhepoessordlsafoBeaThea
PiFaernly, bosied nte Raer ryshene:

PhRaer  ny, GenerdRaer ry.



adminstrativeseaeiary Dependingontheaudienceand
impotancediheposiionnooniext C E O maybe
aoepiate Seeako fesapeae.

adverbh Seete Grammar ssdn

adMvice, advise Advice sa noun Meaning suggestion,
advisea \vebmeanngbsugest ladviseyoud
folowAndy's avie

advisor Nt adviser, uness someone's tedly
st t sadvs. Caqe chapteradvisor,
alumniadvisor, a Qeskadsoraiwhenteile
dredypr ecedes anindvidual's ful name. Low-
ercase when used in general reference. See also
alumni adviser, Alumni Advisory
Adviser and Student Advisory Committee .

Board, Greek

et Alect B wsuelyavebmesningbactar
e Thegamewlafiectthe standings. The
dugddnoaiedthedscese Afled,
bestavaded
Bt usualy anoun meaning resuk of adion:
The effect was overwhelming. The drug had sev
edkdesegdibosHid asavabmeansd
casearhbingabout He wil effiect many changes
dramatic change.

means impr essve o goadive Matf s Ede

ages  Anays use figures. Ages expressed as adedives
beforeanounoras substiLies foranounuse hy
phens: A19year -old member. Thedgpgerpre 9-
dertis 19yearsad Theboy,7, hesags, 10
Bab, 38 hasatwoyear-oddaughter. Trebwis8
yeasad Theracesfor21year -ads. Thedhap-
EadBasnhs3Es. Seeo  numerals.

samn b

aloohal abuse Two words, nohyphen.

aloohdifiee, alooholiee Meansinatbsence ofaloohdl
Hyphenate when used as a compound modifier:
Theevertwlbeaoohdfiee Thissanalodha
free chapter. Sedo hyphen,ad  nonalooholc,
subsiancefree, subsianceiee.

allcampus average Lowercase.
ahmen'saverage Lower 2
dl ready, dready A ready meanscompletelypr epared

Aready meanspr eviosy. Mikewesdreadyfor
theaonoat buthisfiendshedateady et

dgt Awnayswitenastvowords.
alma mater Lowercase and no hyphen.

a tt Asanoun,alwayswitenastvowords. Asaverh:

W eddtwoaudtres.

alumnus, alumni, alumna, alumnae Ue alumnus
(@umnin  tepuwhenrefeningtoamanwho
has attended a schodl or chapter. Ue alumna

(@lumnaen tepudioramireEaesba
woman. Use  alumni  whenreleningioagoupd
men and women.
alumni advisor Nat alumniadviser. Sl advisor.
Alumni Advisory Board Capigize when refeting o
the proper name of an alumni advisory board:
Purdue's  Alumni Advisory Board meets on Mon-
das  Lowercase when used in general reference:
Severalalumniadvisoryboardmembersfromeach
chapter attended the conference S &0 Alumni
Assodiation ad House Corporation.

Alumni Association Capidizewhenreleningoage
diic alumniassodation. Lovercasewhenusedin
gereraiefrenoe SeeakoAlumni Advisory Board
and House Corporation.

AlumniDirectory Tefl € & BetaThetaPiAumni
Drectyy. Capldizeandpceinidcswhenre -
i ool oo b I
yearnigles The 19%ediondte Bea Theta
Pi Alumni Dir aySe a0  cgobizaion, com-
podionis, Hs and flesoipudcaions.

ampersand (&) Sete Punctuaion ssdn

am,pm Loner case, wih periods. A wvadteredun-
dat 1000 am. this moming. A acoeiabe s
10000dockthismaming.

annual An  aeventcannatbedesabedas annual ut t

hesbeenheldinatleastino successive years. Do

notusethetem fistorsecondanudl. Tretid
year would be the first apportuiniy to use the
preseSeeako b i-,semiad  prefixes.

Annual Fund Anayscapidize.



Annual Report Caplaizeadpboenidicswhenre
faringbteraer ri/s  pubcaton indudete
v dtegat ntee bypgag t n BEs
2000-01 Annual Report. Sedn  capiaizaion,
composioniies, Hs, s o pd=osad
years.

aniGreek  Hypherae,

anyone,anyone  Anyone, ponoutlis anyonethere?Ary
one agde idieanyarediosedessats
gposirophe() Sete  Punctuaionse dn

assume, presume  Assume meansbolakeastuewihout
eikenee.  Presume meansbdesstueirage
& ®emnHe  assumednobodywashomebecause
thelightswere off. He presumednobodywashome
because he knocked and nobody answered.

achieveoracoompish. Obtain  meanstocomeinto
possesson df, get or aoquiie Letyourearbe the
juke.

awar ds,honarsand prizes

fingioaspedicafomeianartt
John Reily KnoxAward

Capialize onlywhenr -
The Oxford Cup,

B

baccalaureate Usualy held by an educationdl instiLr
tionthe Sunday before commencement day.

bacheor of ar 15, bachelor dfsoence A bachelor  sce
geeo r bacheor’  ssaogmebenayr g exe
See academicdegrees  farguiceinesonaccepiabie
o

backward  Nat backwards.

badge  Always lowercase when referring to the
Raer rijs  membershippin.

because, snce Ue becaused dedeaspediccase
dediebirdyn He wentbecause hewastold.
avertnasequencelediogcalyiothesecondbut
wes s detcase They went o the game,
sncetheyhadbeengventhetides.

Beta Thenidamamefor TheBelaThelaPiFater . The
plural form does nat teke an apastrophe: fourBe
s, o fouBeds

BetaTheiaPi Capiaizeandpkecenisicswhenr -
ing 0 the megezre of the Faemiy: The Beta
ThetaPi  magazine. The sapatdsksot
capiaizeandpboenisics Donotcapidizea
He magazine.

b-Sxte Grammar ssdn

bimonthly Means occuning every other month, every
twomonths. Semimonthly  meanstwice amonth.
Sxeaob i, peesad Ssemi-.

biweekly  Means every other week, every two weeks.
Semiweekly meanstviceaweek Seeasob i-, pe
fes ad semi.

BoarddT  nusees Aneays caieize BoarddTr  usees

whenirgiarsiothe GenerdHaiemiy Oficarsar

the Foundation's off icas The Foundation Board

d Drecorssmedingiockey. Lowercasewhenused

noereaeene | woudiebatiendaboad

dfiruseesmeding.
Tiustees s capidized whenusedasanab-

e TheBoard o TiuseesmeiaferteGen

eral Convention.

bod Sete  Bod Captaizaion, teicsandUnderin
ing ssdn

bonafide Nt bonified. It meansingood fath, wihout
fad  Thehousecoporaiondemonstrateditsgood

faithsby makingadownpayment. Thechapterput
fothabonaideefotioreautmoemen buto
noavel

bades() Sete Punctuation  ssdn

brand-new @  Two words, hyphenated.

braher, brahes Refersoonynisiedmembearsalte

Feer ry.  Uselowercaseunessappeaingdr ey
berean  indviduel's name; The meeting was

daredbyBr aoherFey.  Bansalrdrafom our
Miami chapter.  Seegko fesdpaake.
bylaws Na bydaws ahbiaws. Shoudalwayshenlon-
acae
BYOB An aconymfor bring your own beverage . Cxd
telzeandamiperiods.



C

canmay Can sy | can(lamade)snim.
M ay denoiespamisson: Maylpleasebormowyour
dconary?

Canada ThelOpoincesofCanedaare AbaiaBich

Columbia, Manitoba, New Brunswick, Newfound-
Quebec and Saskatchewan.
teY ukon adteNor twestTe ribes.

cannot NI cannot.

ai, Cad  Caidebsohedywheeasad

govemmentisiocated Donatcapiaize. Oxardis
thefaiemtycapadfOho.

When used nafnandal sense, caaid o
scribes money, equpment or pr opery wedna
busnesshyapersonaroorporation.

Capicize US.Capid andthe Caad when

g ingiothebuldngnW ashingion, DC.

Underlining sin

cashbar Nohyphen.

Centennial Alnays capiaized

cens Spel auttheword cents, usngnumerasfor
bsstenaddar 5 a5 120t . Usete$
sgnand deamal systemfor largeramounts:
$10L$250.

chairman Capidizewhenusedasafommdlfiaiemty
aroopeireie Recruitment Chaimrman,
Chairman ofthe Board teaaistar man.

chapter Capial zeonywhenusedwihthefulname
(07215050 $ogz 0 the chapter sponsoreda
workshop; Gamma Gamma Chapter sponsored a
workshop. For concise writing use Gamma
Gamma alone, Gamma Gamma at the University
dficeho,

chapter advisor Nt advier.

chapter presdent Capiaizeonywhenusingasa
fieprecednganame Chapiter President John
Bond; the chapter president opened the meeting.

chater Alwaysinlowercase.

The W0 trioies ae

charted,chartered Charted  meansputonachatormap.
Chartered  meansreceiving the documentdefining

telr mador  ganzaionofacoporaebody.

cbssyear Loner @=f eshman, sophomore o,
Ssreg

coatofams No hyphens betweenwords, lowercase.

(The) Code Cgldzexhadpenids Each
newmemberwil receive a copy of The Code.

ooleced raised Coeat meanstogatheroraccumuiate.
Raise mearsoebvagina e a gow.Qurchap-
teroolected 10,000poundsafiood. Sedo North
American Food Drive.

oolecive nouns Sete  Grammar ssdn

e S4210) ke A odegn Ba atha

gadeed ackee Cdegiie Ban adedhve
meaning of or periaining  cdkege; a e
ddiorary.

() Sete Punctuaion  ssdn

colony  Awaysinloner e Seedo chapter.

commag) Sete  Punctuation  ssdn

committee  Capidize orlywhenreieringioaspedic

afrmal commitee or board . The chapter’  sh
volvement Commitee planned the re trea. Lower-
casewhen usedingeneral reference.

concdave  Capidizewhenreiatingioaspediccondae:
ThePadicNotmestCondaveconiainsfewerthan
20 chepters. Lowercase when used in general ref
erene.

conjunction Sete Grammar sin

consuliant Use educationconsulantin fomalwiing
E C maybeusedasanabreviationhinfomealwie
rgadeeigbas education consultant.
Do nat capiaize unless used diredly before a
name.Seealso fesdpayead
uat.

educationcon-

continual, continuous Continual means to happen in
Steady succession. Continuous  means uninter-
iped  Thealarm’scontnualbeepingwasdiving
me crazy.  The dppertecer tred for 24 oo
tinuoushours.

contraction Sete Grammar ssdn



convention Caplalzewhenreieningoapatfobr
convertion: The 2001 General Convention.
Lowercase when referting to conventionin
gedW e  hddourconventionevery Vedt.

cookie A unque dentier Siored on your hed dive.
Marketeershaveseizedon cookies

cound, coundor A
ocoundar s
body.

s awey d tadk

ocound Ba debaaive body A
onewhosamemberofadeberaive

counse!, counselor ads=A counselor

isonewhoaoMses.

Tocounsel sb

auesyles ihgened dondusetecouiesylies
Miss,Mr, Ms o Ms. onidadesramesaite
person Fred Suggs,Mr.  Sugs. Theyareinvaiisdy
abheveiedinwitenreereoesihieaheries
arhas  docor, iepresenaive
eiherwiienoutorablorevieied
MARRIED WOMEN: The preferred form on
fistreference is o identily awoman by her oan
first name and her husband's
Tharp.On  second reference, use
woman iniially identfied by her onn fist name
peesMs.:  Mrs. Tham.
UNMARRIED WOMEN: For women who
have never been martied, use Miss, Ms. aro 2
onsecondreference. Fordivoroedwomenandwid-
ons, thenomal pradice s o use Ms.ao &
onsacondreference funsuredimerialsiatLs use
teemMs.

0 sendlor, may be

btrame Mary
M. ukssa

aet  Lowercase. (Remember: crest refers only o the
dagon nattheentrecoetafams)

aiea Qiea B te id dabm, whichmeansa

Sandard rueartestonwhichajudgmentordec-

soncanbebased Theoryaieoniothebsa

wiingnesstoworkovertime.

D

data,datum  Datas  tedidd datum.

database  Oneword.

dates Awaysuse Ardbicigureswithout t h &, andnd. :
March 22, nd March 22nd. No comma between
month and yeer fthe day s omiiedt November
1999,  Ind.deacommedietheyeatinellicse
BOAa1 Novermber 2, 2000wl be the day ofthe
fooddie.

dearsH Lonataenduses Brad is on the deans
EMdedsaccarssLdat. Nt dean's lid.

Cepatmen, ofice Capiialize when used to designate

Office of Advancement, Department of Chapter

Operations.  Dartcgaidizewhenusggenaioef
erences Seeako academic departments.

dredionsandregons n cenedbnecasenathsauh,
natheest, nathem, etc, whentheyindcatecom:
pessdiedion

Capialize these words when they designate

egJTs The nire regons the ECs tavel are the
Soutrwest Northwest, Southem Central, Northem
Central, Northeast, Southeast, Great Lakes and
“‘OTIKI”

dssoaae N dessocae.

CatWhen r e ingoter egonsditheHaer-
iy, oner casewhenr e ingocHin
oered capzespediddits. DA
Aways use Roman numerals for districtsinthe
Feerriy.

CHittcHef Lowercase urless precedinganame.
Distiit Chief Doug Grace. Doug Grace, chiefof
Dt Tom Smihadsitdet

dolars Alwayslowercase. Usefiguresandthe$son
ina exoept casud references oramouniswih
meadokar.
Forspedicamountsofmore than $1
milon, usethe $sgnandnumeras upotno
decimal places. Donatinkthe numeralsandthe
words by ahyphen: Heis woth$325miion
Theprgectoost$100miion.
Thefomforamounislessthan$l
mion $4,$25,$500,$1,000,$650,000.

dorm Resdencehal b peEred

dySe  aoohotee.



E

eachother, oneanather
M oretaentaolookat

Twopeopelookat eachather.
oneancther.

o Sedo  Esdpe.

education consuitant Caiizeariywhentretied
redlyprecedesafulname: Education Consultant
JoeW gt David Rae, an education consuiiart,
Jetanved. Sedo  sdpgk, consultant
adEC.

E C May be used as an dbbrevisted relerence o educa-
tonconsuiart. Fuid f©mECs (hogposioohes).
Seedn  tesOjpegE, consulant ad education
consuiant.

egade Wads and phrasesdevedfromLainare
commonly abbreviated in contexts where readers
can reasonably be expected to recognize them.
Theyare punduated, not capiialized, and usuialy
natikized

Begaaeg)
det mearstets

means for example and

dlipgs(...)S=te Punctuation ~ ssdn

emal  AcogEelr eedionc mal. Lowercase and
with no hyphen. Email address should always be
witen lonercase. See ako homepage, harg,
oire, websead W oddWideWeb. PFud emd
emal messages.

emdash(—) Sete Puncuation  sdn

emcee NaMC.oMC.Beerbuse master of ceremo-

res
endose  Nd ndose.

endosure, Enc. Usednformelietersinwhichyouae
oo aciionalnforraion.

endesh Sete  Punctuation  ssdn

ensureinsue Ue ensured  meanguaranee.  Stepswere
tekentoensure accuracy. Useiare  fa relrences
e Thepaicyinsures Pegs life

enid Usetibmeanarighitiodoorhavesometing
Dondusetibmeentied. He wesentiediote
promation. The book was tiled “Oh! the places
youlep!”

essential dauses, nonesseniid dauses
marssin

Sete  Gram-

dc Bobagn) meansand sofor hA wodendnga
kwh ec. ks more emphetic o end wih an
example,andinmostoontextsreaderswllunder-
sandtettesaetasie

Event Planning Form
forms.

Capiekzeandroiots Seecko

Event Planning Guide
Seeabo tesdpldcaios.

edamaionport()

Capice and pheen ks

Seete  Punctuationssc

eze  Thssshothandioraneedronclarzne(dhat
newskter for a paricuar audence, usely fans

ormembers).

—

B Acogpidbeasshotversonaffacsimie a fcamie
machine.

fewer, les Fewer refersiohowmany;, s refsiohow
much. |  hadlessten 30 nmy podet  (An
amourt) But | hedienertenS0$Lblsinmy
pde  (dvleiens)aF enempeopeaeh-
inghthehouse

1 @ @ TheEducationalFoundaionunder501(©)(3)
dftrelnemalRevenueSaviceisapubiciounda:
ion gperating exdLs\vely for dnariable and e
caionelpurposes. Seeako nonproft.

food drive Seegko North American Food Drive.

fomer  Anayslonercase Burelancapiaizaioniora
formdl tite used immediately before aname: b
troducing for mer Administrative Secr ey Mr.
Card Hbds ke frmerPr esdenCat & Se
ao iesdpayk.

foms  Alformsshoudbecapisizedandnaticiczect

Please submit an Event Planning Form by tomor-
oW.

Foundation  Accepiaberepacementiorthe Educational
Foundation.  Folowthe same capialzation iues

tetaopo Fagr riy.

frat. Neverusethstem, evenasanabboeviaion.



faieral Used as an adedive and s ot capiaizedt
Hsdhepierdiersagood fiatemal experience.

Fratemaly Appropriate as aninformal complimentary
dosuenakerpamenmberdianyfaiemiyar

sy, Fratemalyyours, JorethanBrant

Faer iy  Capidizewhenr e irgegadtic-
iy  BeaTheaPiFaer ri,  Lambda ChiAlpha
Feer ry.
The Fratemity is
TheaPiFaier riy.
An agency or oganization often uses capr
tzsiowhenreieringbisdinpit Capa
iz faerly when referiing spedicaly © Beia
TreaR The Fatemiy has 134 adive chapiers
andooonies.
Lowercase when used in general reference:

freshman, freshmen Do nmtue  freshman asan akc
tive It's freshman Democrats,  rdf reshmen Demo-
aas, | wasi t's sophomore  hioogy maors,rd

FT P fetanserpaiood Dontspelout Amethodior
transiening fies between compuiers over e in-
Bt

synonymous with Beta

Canekoteaety
tetbsrif.

irdresrg Undraisng Lndiat
noun.  Fudiasgsdiot
fundrasngevert
FundHaiser maybeanevertorapersort The
o i Hed

YouFTPioasieHeFTPd

Theyplanneda

Fundralsngi sa

G

GereralFiaiemiy Awayscapiaized Thssthe
arywayprekrpteRaETyahge As
Beta ThePisantier rekrefeer iy reer
useNaiioral Frater ry.

General Secretary Alnays capiaize, whetherin
ieeeebagedciMd e arbthedie
Thesamer uegyieso General Treasure and
President,whenr e mgbtheGenedFaEr-
riy.

oetiogether Hyphenate whenused asanoun.

g rl Donatuse. Undergraduate females are considered
women or young women.

goodwel  Goodean  afde wd Banadieh To m

has fet good about his gof game sice he played
welbgSarday .

grade-point average Usualy nlonercase andinlong
frm The chapter’ S gradepoint average exceeds
theadmenis averace.
Whendir  edyfoloninganumber i mayte
abr eviaied Capiszeandamiperiocs: 225GPA

graduate  Graduate b coredyusedinteadvevoce:
He graduated fromthe universily.
t & aregbutumecessaryd usetees
sevae He was graduatedfrom theunversiy.
Do nat, however, drep f ro m: Bob London gradu-
ad fomBowlingGr  eenSaieUnversly. NiBob
Londongraduated Bowling Gr eenSaeUnversly.

Greek  CopdredndeeesbGedde

Greek Adviser Cade aryftdedy pecedesa
name. GreekAdviserLisaFedercametnothemest

ing. The Greek adviser visied the chapter house,
Seedo fiesdpak.

Greekdeter Grediceter it precedesanoun, Greekit
teriidoasanan BetaThetaPisakedarn
the G eekdetter community.Or ganizations with

Greckietiersmustworktogether.
ds,nohyphen.

Greskrow  Two words

Gredde Two wor

Greek Week  Alayscapiaize.

goup  Takessnguarvetsandpr
L i

onouns: Theg  roup

H

headquar s Natusedinr e encebBaaTheaPis
Foundaionand Administrative Office. Our
GeneraRatemiydiiceslocaiedinOxiad,
Ohio.

heoic Anaysusetheatde a, ran, wihthewod

The History of the Beta Theta Pi Fratermity Faltiock
e ceeadpiaceiels Secako (=03
lzaion, composion tiies, i tdicsad &d

pubications.

homecoming Lonercase.



homepage Lowercase, iwowordsandnohyphen. Used
ariedyioir ebsotef ontpage ofaWeb
sethepegetetgopeasuntertedse’s domain
name, and the one fromwhich al ather pages on
tesecanbereadhed Seean emal, herg,
onine, webseand W orld Wide Web.

hometown  Oreword.

house corporation Lowercase uness patafacom:
peename: Alpha House Corporation.

housemother, houssaher Onewordmo  cgddza
fonMayakober eredoesa H ouseDir exr.

hyren@ Seete Punctuaton  ssdn

e, npy Tore sbdeducearconduderom the
aevidenceathand. To imply sohnorsLgpest
rEb Use periods and no space when an individual
ussstissrsead daisreme
B. Hume Moris.

EB.W kn
nien Capialize as a noun. Lonercase ahemise:
T vA—

her fa  niyCound Anayscapialze Nather- fra

nejedn Sete  Grammar sdn

Intemal Revenue Service
eeene.

IRS s acoepiable on second

herngt Anays capigize. Avadusing theNet agh
temet Super Highway in formalwiing Seeako
emal, homepage, aie, WeadW oddWik
W eb.

b indaes
They found

P hidoesoe i
movement or a change in condiion.
hebsHEs ahodh S .

inramural Anayslonercase. Not ntermural,

Hs Sete  Bold, Capialzation, lteics, and Under-

g sdn
itgit's Ifs B aartadn fri tisat fes:| tsyioyou
Itsbeenalongiime.
Its sthe possessve fam dfithe neuter po-

noun.  TheRaemiywonisiistanard.

J

o, s AdreteasJ r. adS. alywhid

names of persons. Do precede and olow with a
pamt Fed Soxt, etz

The Roman numeralsl 11,1 11,1 V,V may be
used fan indMdLdl prefers. Do nat precece o
folowther noiaionwith acomma: JdnPadll
isaholyman.

Iinecessarytodsingushbetneentaiherand
sonnsecondreference, usethe elder S mih a te
younger Smith.

L

languages  Ceplaizethepropernamesofianguagesand
b Greek, Engishand Spanish.

by, lie Treadonward i s by tHesadreddixt
lads  tefmiiscesterseardgesiat
QEBHGEW@BLE X Byg.
o e
Zrélpre Lbs e adeddid b
pepatiEs Bn.bpesartpatyes | ¥
ig.

When | ie meanstomakeanuntruesiatemen,
tevebiomsael ie liedand big.

Some examples:

PRESENT OR FUTURE TENSES:

Rotl wibytherepatonyourdesk The
senortiediolbytheblame onthefreshmen.

W ogHe Bysonthebeachaday. I will
lay down.

RdtHe lesonthebeachalday.
down.

I widl lie

INTHEP AST TENSE:

Rgtl Edtherepatonyourdesk These:
niorhaslaidthe blame onthefreshman.

Rot He  byonthe beacha day. Hehes
bBhonthebeacha day. | Bydonn Ihaebn
down.

WITH THE PRESENT PA RTICIPLE:

Rt lam Bying the repart on your desk.
The senorisiayingthe biame onthe freshman.
ROt Heb Mg onthe beach lam bing

down.



Eedied Lead,asa  pesatenseveb meansbhbea
kader, t ogof irgt: Heleads his dhaper wih the
Lead,asa  mounisaheawmed
Led, ssapestereevah meanswart it John
dthedgperovonyntercayace

legecy  Alnays lonercase.

oy Oneword,nohyphen.
ke Oneword, nohyphen.

Eine  Oneword,nohyphen.

less Ue le asa preposition to compare nounsand
aleapo.
Theconjunction s s thecoreawadion:
toducedauses: Mikeguardsthegoalasheshould .

Loyd'sof London  Aprominentgroupdfinsurancecom-
panieswith headquarters in London.

long term, longHerm Hyphenate when used as a com-
poundmodifier: W e wiwnintelngerm. He

hasalongtermassignment Seeeknd hyphen.

longtime, longiime Theyhave knoaneachotheralong
time. Theyarelongimepartrers. Seao hyphen.

g The verb must siay detached from the preposi
tion. Thenounlogoniscolapsedinooneword. i
relersiotheproceduretogainaccessioanainak
Whenyouarefinshed you execute alogoft

M

manual  Caplgize ad place in iakcs when diedly
folowing the name of the manual: Beta Theta Pi
Prestiarfs Mandl Lower case when appearing
dre  Bring your manual to every meeiing. S

d0 cgolaizaion, composionties, i tdicsand
fiesoipudcaions.

marathons Mostmarathorypeeventsarespeledwits
authyphens: bikeathon, wekathon, ielethon.

maybe, may be  Maybe isan adverb meaning posshly.

May besa  \abpese Maybe the sunwil shine
tomorow. Tomorow maybeabrighterday .
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media, medium Medias  tedidd medium: Od
themediathatoovertheOlympcs igevisoniste
medium that best capiures the spedtace of the
evers.

member Reesbnisedmembasdteraer riy.

Men of Principle RelsbteFaer rys  educatonal
rHe MenoPindpe s aneysiaizedCan
bereEredives Thehigive o MP1.Neerreker
bt @ apogram, MP, MOPorMofP.

months  Cgplaizetheramesaimontsihnaluses When
aphraselsisonyamonhandayear,do notsepe:
ratetheyearwihcommes. November 2000. When
apheser  efersipamonth,dayandyesr, = df te
yearwith commas. November 7, 2000, iswhenwe
hedthefooddive.
mottoes  Thepluad motto ismottoes,  dhough mottos
saoaedt

M rMs Trepudd M. isMesss,;  tedued Mrs.
isMnes. Theseabhreveied spelingsgopyind
Uses, nduding et quodions Seeako cour-
Bis.

Ms. ThssthespdingandpundLeionforalusesof
the courtesy tite, induding direct quoiations.
Theresnopra Seeako oouesyies.

N

national Do natusenigeencebBea Thea P The
diice in Oxord, Ohio, is the Generd Fiatemily
Foundation and Administrative Office, or General
PRagr .

BelaTheia
North-American Interfratemity Conference  Always
cpiaize. Abhreviaedt NIC.

North-American Interfratemity Foundation Always
Ccpialze. At eBetNIF.
National PanhellenicConference
breveed NPC. Seedosraly.

Anayscaaicize A

National PanHelenic Cound, Inc. Anayscapiaize.
Abbreviaied: NPHC. Reebkmambasas s
torically AficartAmerican: Kappa Alpha Psi, a
historicaly Afiican-American frater iy, wie
perfrming a step show on Monday .



non Sete Grammar ssdn

nonalcoholic Oneword, nohyphen. Useonlyasade-
sajpiondfabeveragethaetdoesnatconianakoo-
hd Seeako aoohalfiee, aloohoHiee .
nonfratemal, nonfratemity Oneword, no hyphen.
non-Greek  Hyphenate.
nonproft Oneword, nohyphen. Seeakso 31003.

noun Sete Grammar ssdn

numerals  Spel outwhole numbers below 10, orwhen
begnningasentence. UsefiguresforlOandabove:
nng 10. For numbers higher than 999, use com+
mes 1234 Place a hyphen between the numeral
andthe yearwhendesignatingthelengthofmem-
besy  50-yearmember.
Plural numbersdonatgetan apostrophe:; Theta
diionbeganinte1920s.
W rieamember’  syeardigad.sionaierthesthod
yearandwithanapostr gqte fdg  HTom Olver,
Certr Michigen 98 s a S member. Wr itea
span ofyears with an en dash and no apostrophe:
Tomattiendedoolegefrom 1994-98.
LARGE NUMBERS: When large numbers must be
speled aut, use ahyphen to connectaword end-
gy ancherwordt twenty-one; one hundred
twenty-wo.
Forverylarge, round numbersexceeding 999,999,
ussaigureitlonedoymionbionarion
W ecdeded 12miionpoundsaffoodtsyear.
TELEPHONE NUMBERS: The preferred formatis:
513523-7591,ext 228.
BException1:Usenumeralsfordates addresses and
See(steeS
Excepiion 2: A year is the only number that may
beghasenence asanumeicigue.
goodyear.

1996 was a

O

ongong Nd orngoing. Means continuing wihout ter -

minaionoriniemupion.

OK, OK,, okay Althree speings are aocoepiate, but
avodinformalvviing.

agdire Do nathyphenaie the adedive form for
the computer connection term. Two wordshd
dhercasss Seedbo emal, homepage, harg,
webseand W orld Wide Web.

only Only  shoudappearasdoseaspossbeiothewod
orphasetmodies

oermore  ten Over geady s b g redn
iz Theparelenoerthedy. I & a s
be used with numerals: Hes oer30.Ipadoer
S D0frtsal. Bt morethani LsLelybeter
than2,000 poundsoffood.

P

Palimtop A ganotafisnonehandadissghly
smalerthanahandheld Asmalerversonofthe
laptop computer.

Anayscapiaize.
S=te  Punctuation ssdn

Panhellenic

pereriheses()

Parents Weekend  Capiaize Noposessve Nat
ParatsW eekend a ParensWeekend.

paty Soddeerts pekred The chapierisplanning
asoadeertwinasor aly.

people, person Use person  when speaking of an indk
vt Orepersongatoutdiine.
Theword peoples  pelmedopasosndds
d wes Hundredsofpeopleattendedthe Convenr

tion. Therewere 17 peaple atthe workshop.

percent Oreword; donotuse % uksstgpeasna
gghaHg Percent  takes the snguer vetb
standing alone or when singular words follow an
d constudiont Theteachersaid60percentwasa
faing gadke. He sad S0 per cent of the member-
shpwestere.

Itizkes the pural veb whena pura word

donsano  faosiudon He sad 50 peroert of
the memberswerethere.

peiodcalies Useidcsaundahnesiockrnily
newspaper, magazineor perodcal names. Use
quaiaionmarksbidentiy aride names. "Haz-
ingLieswespinedinteflissed
TheaPL

The Beta

paos) Seete Punciuation  ssdn

pe Theshotenediomor paureglement; fordats
thatmake up animage or character onacomputer
aTVawaeen Themarepxes hebeterthereso-
Lin
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pedge A youngmanwho has acoepted aninvitationto
nBaaThea P bunatyetforrelyinisied
Apedgeisalsoasoemnpromise oragreementto
supportsomething: Mattpledged $100tothe Beta
Theta Pi Foundation.

plurals Sete Grammar sdn

pgt Sete Grammar ssin

pee Sste Grammar sin

prefies Sete Grammar sin

riion No hvohen.
preposiion Sete Grammar ssdn
S el 2 noun and aceck

meaning someone or something first in rank; ar
taty, mpor aneadege e Hesheschodprin
gpel Hewvestepinguelpayernthetade.
Pingoe isa noun that means a fundamen-
td truhkw, dodirearmohvaingiore e Theruss
edbpoedtepingdesadineglydte
Feer riy.

po-  Sete Grammar ssin

probation No hyphen.

professor Never abbreviate. Capiiaize when used as a
fomdiiebeforeaiuname. Donataontinuein
secondieferenceunesspartofagoiaion Seeako
fesdpagke.

programs, areas of programming Generdl educational
progamsdithe Haemiy arenotcapiaized f ra
yedceion LS
Hyphenate.

pronoun Sete Grammar sin

pro-Greek

province The 10 provinces (Siates) of Canedaare

Alberta, British Columbia, Manitoba, New
Brunswick, Newfoundiand, Nova Scotia, Ortario,
Prince Edward Isiand, Quebecand
Saskatchewan. Thetwoter besare
andthe NortrmestTe rioes

Names dfprovinces are setaffrom
community names by commas, just as the names
direUS saesaesetdffiondyremes
Theywentto Tar ano, Oniario,onthenvacation.
Donctcapigize province:  Theyvsiedihe
province of Nova Soatia.

teY ukon

punctuation Sete  Punctuation  sdn
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pupl, sdert Ue ppl  forchidenin kidergaren
thougheighthgrade.
Sudent @ pupl Sacoepatsbrgedkse

Usestdert  forokegeandbeyond

Q

quesionmark(?) Sete  Puncuation  sdn

quaigionmarks () Sete Punctuaionsc n

R

reared. Seedo  adeded and rasd

raised peopeae

e Sxte Grammar ssdn

iecoonizeyr echat @ Ni eanize ogedat a Ol

previouslyexsingdapiersoraooniesare e
nzed ad redhateed. Pevosyexsigadones
aenctrechatered

recruitment Awnayslonercase. Theusagedfreaument

spreferediahatenueh Member recruitment,
nt  membership recruitment.

Recruitment Through Scholarship Copizeandich
@

recur, recurr e ecur ing  Ndr eoccur.
reckdy eedmy edded W ihhyphen.
regoreldrector Capisizeonywhentretiediedly
precedes the ful name: Regional Director Pau
Pudet Ton  Bedsoe ar egoreldr e, jda-

resume, résumé Resumebka
résuméba  mun

vethmeanngiocontinue,

td  Caplaizewhenr & g b apatil e s
ritud: BedsRLd.Do notcaptaizewhenr -
ihg 0 te da s o te Faary Therual
bookswere  srtotecoy. Ourvalescanbe

fourdnaounicel



R D Maybeusedasanabrevistedreferenceto regondl

dear. Fudfrm RDs (ogposr  ophes). See
&or egonddredor.

roommate  Oneword, no hyphen.

rush  Awayslonercase. Reauitments pebed  Dreh

S

i Alwayslower
diisd

casewhenr € g D te Fag s

seasons  Alssasarsare ower e spring,summer,  fdl,
wier  anddenvaives suchas springtime uks
patdfafomalname Summer Olympics.

sem Sete Grammar ssdn

semiannual T wiceayear,asynorymfor biannual.Do
natoonilse twih bennal, which means every
toyears Seeao b i-, pebes and @t

samodn() Seete Punctuaton  ssdn

semimonthly BEvery half month or twice a month. See
dob i-, pebesand sk

semiweekly T wice aweek Seeasob i-, pdes and
ek

semiyearly Semiannual, tnce ayear, i spreBr edSee

dob i-, pebesad ek

sewl Ues Hbeq esclr maionWe  dd
winGr eekWeek. B dd aw  maybeusedin
frstperson construdions that do nat emphasize
deermnaion W e shal had a meeting. We w

hodameeting. Forseoond-andthidpersoncon
studos e W unessceeminaionssiessedt
Y aumilet Hewlnotepkeesad

soe faemly DonatieerioBeaThea Piaray
de @ iy sasd T ry. Uete &ms
GeneralFater iy o Grekkiehae riy.

ooty Lessthan halfofthe 26 NPC membersuse s

ialy/ n ted  fod neameg mostuse B ny.
Rerote He B D eoya tehaE-
nly Bxeauives Fatemiy/Sororty Dredory t o}

properly reference al NPC members. Ifin doutat,
ieflerioalNPCmembasasa women’s &g riy.

H  CoplaizenreerenceioBeta TheiaPionywhen

\riyo  r Suppot Lowercasewhenusedin other

$* Lonecasend S22 QOdudos: teseed
Maine.Do iz $k&  when used simply
as an adedhve b pady a b of juisciion
testeT  ranspor fionDepar tment, Saefunds.
Seedko Sate names.

state names Foowtheseguideines:

S TANDING ALONE: Spell out the names of
the50U.S SatesandCanadanprovidences(Staies)
whentheystandalone. Never useposdaevie:
orshiedemeed Seeao addresses.

EIGHT NOT ABBREVIATED: The
egtsaesaeneeraeeedned
Hawai, Idaho, lowa,Maine, Ohio, Texasand Utah.

ABBREVIATIONS REQUIRED: Never use

Aeska,

posidabreviaionsintedualmaierel Ablrevie:

tionsshouid appearasfions:
Al Md. ND.
Az Mass. Olda.
Ak Mich. Oe.
[e:3 Minn. Pa
Cdo. Mss. R .L
Conn. Mo. SC
Dd Mont. SD.
Fa Neb. T em.
Ga Nev. M
11 N.H. Va.
d NI W a&h
Kan. N.M. W Va
Ky. N.Y. Wis
la NC. W ya

The10 Canedanprovinces(Saies)areatrev

aedftypogaphicalrequiemens hey

should appearastolons:
An N.F. ort Sask
BC. NS. P. El.
Man. Nid Que.

P UN C T UBON:Placeonecommabetweenthecity
and the state name, and anather comma atter the
Seeramre Oxford, Ohio, is where Beta Theia Pi
Fratemity wes founded. Stieve Bedker hais fom

TaoaioOt Theobscure  onesshouidbe speled
auihgory : Trudy visited Prince Edwar disand

Student Advisory Committee Caplalze. Areveion:
SAC.

student body Lonercase.

subectverb agreement Sete  Grammar ssin
subsiance friee, subsancefiee Mearshabsencedia

oohal,drugsandiohacon. Seeakso aoohaHiee and
hyphen.

sybbus sybbuses NI sEd.

names of
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T

teammate One word, no hyphen.

teamwork  Oneword, nohyphen.

e B\ atonW  ihhyphens

telephonenumbers

then, then Thanka

UseiuesThelons 800-800-2382.
fextensonnumbersareghven: 513523-7591,ext
2405SatAkris phone number.
The numeral “1” is assumed when actually
pedngacalandnesdnatbewuiien
Thepeiod()susedonlyonFaiemiy ket
teheadandbusnesscards: 513523.7591. Sedo
numerals.

conunction used N compansorns;
than | can eet. Paul laughed, and then we recog-
nized him.

thet(conunation) Usetheconundion tab  inodee

petvbeh e

14

adependentdauseiftheseniencesoundsariooks

awkward wihout it That maybeomitedwhena
dependent dause immediately folows a form of
tevabosay. The president said he had signed

ted.

That should be used when a time element
intervenes between the verb and the dependent
&= The president said Monday that he had
g te H Whenindoubtindude ta. Oms
soncanhut Indusonneverdoes.
Use tatad whichih g
o ) )
kwes adogtheththm The repart, which was
wel documented, was reviewed by the board.

That  haslong been regarded as inrodudng

aested s whicha nonesidvedase

Sean  who, whom (ponouns) and essent
teldauses nonessenteldauses.
tee tegfe Therka psessex  onoun; They
wentotherhouse.

Theresan advebindcaingor eanWe
wertthere  forder. There asusedwihte
forcedfapronounforimpersonal construdionsin
whichtherealsubedtidlonsthever Thereisno
foodonthetebe.

TheyreBa aredontr theyare.

sdiEgk h

fescipieiors T

third party vendor No hyphens.
thiceyealy
tmes  Useiueseogtr

Ooustrectimesayesr, tiamd

noon(1200pm) ad mid-

Use a cdon 1o separate hous
am,1pm,330pm A vadre -
amtismor nng. Seead numer-

nght(1200amy).
fromminutes; 11
dundancies: 10
k.

gererd, aorine capiizaioniolar-
meliesuseddredybeforean ndvddl's fdl
name: House Corporation Tr easurer  DidkPersinger
submitedthebudget Brather Stiephensonreceived
opgadesktiem

Lowercaseandspeloutieswhentheyare
notusedwithanindvidual sname:
gaveanexcdlentspeech,

Lonercase and ol aut tikes n constuc:
tions thet set them off from a name by commeas:
Steve Becker, admngraive sear ey, ete
speech. The education consitant, Patrick Carr ,
painiedthe newshutiers.

Corporate, professional and govemmental
tiles are capiaized onlywhentheyimmedately
[recedeaperson's U reeR esdentMartySmih
Bedker gave the speech. Regional Directors Jm
StiesyandKikLile

EXCEPTION 1 In formal usage, such as ac-
knowledgmenisandisisofoontiouiors iesio-
lowing a personal name are usualy capiialized.
Ladesandgentermen, the Presidentofthe United
SaEs.

EXCEPTION2: T tesusednpboedinames
ndedaciessaecaitizadt Theshpcantiske
tanymore, Capiain!

EXCEPTION 3: T iesdfpersonand everis
may be capidizedwhennalttorasaheading;

MendPrindoenigive.

Thepr esdent

tles of books, megaznes, news
zedandidiozed orundeined arly fiekcsis
notavalebie AlRaiemlypudcaionsarecap:
redardiskized

Tre atk ta 5 |t o at ke
omitted ifitwould be awkward in context. WWhen

tisinduded, honever 5 Edadd
ded  KipreadTheBea TheiaPi.

Use quaaion marks, natigics oidentfy
atkerames “Chapter Achievements” and To m
Helmbock's ‘nsiswere welwien

Sepaake enties ofthe Faier rjs  pudca
osaekedntsgkirute daica
nSxeado Capialization, composiion fies,

foms, #s and quotation marks.



booino To B apepdionioisan
gaaitwo sa number.

toward Nd towards.

Tuman,Hary SWh apsd d te i
oncesadtherewasnoneediortheperiodbecause
teS ddnasandioraname. Asedinteealy
1960s about his preference, he repled, ‘t makes
nodiierencetorme”

Tuman

TtCakietet

U

wndeining  Seete  BodCaplakzaion lekcsardUne
deiing  sdn

Unied Sates Spelautwhenusedasanoun. Use us.
(nospece)orlyasanadedie.

wnvasly Capiaize only when used with the actual
schod name: DePauw University, te ey
swimteam.  Whenabbreviaing unversiy or cok
legenames,donatuseperiods: UCLA, o UCLA
havebeenspeledautontherfistocouencena
et unessthe abbrevisions expededbleint
Senlyrecogizate.

userid A personal passaard, usualy consising of a
pesons  name  AnHaasuseridis'aheas!

V

veb Ssete Grammar ssin

vicepresident Usetwowords; nohyphen.Seealsot itles
ofpeople.

VIPMPs Acoepebinar & erssir  \ayimpor @t
personi)

voicemall Reoordings ooleced by an eledronic mes-

saging system or answeting machine. Uniike mes-
sageskeftonanansiveringmachine, voicemalcan
befowarded repiedioorsiored.

W

weather, whether W eather meansthephyscalelements
suchas snowand rain. Whethers  usdbinio
ducetefistaitvoormoeaerdives.

websie Theadedondieedr onicpagesontheW ad
W ide Web tetdageefoma single domain
name and home page. Web sealtr essesshoud
alwayshewiteninioner e ad &s L 5 p-
missbieibomithip/whendinganaddessin
mostingianoes. Seeako emall,
e, areand W orld Wide Web.

home page, ha-

who, whom (pronouns) Uewho ad whomh gig
to persons and to animals with a name: Mike
Kokkinenisthe consuitantwho helped me.

W h o isthe word when someore is the sub-
padfasriene, dase aphass The member
whomade the highestgrade. Whoiisthere?

Whomis thewodwhensomeoneistheob-
padavehapepodion The member to whom
the roomwas rented left the window open. Whom
doyouwishtosee? Sean  thawhich(pronouns)

who's, whose Who's sacoriadonowhos Fndout
who's attere .Whose stepsessecaed
who: | dricaewhoseis

wl Lonercasewhenmeanngshal oriefeing ioaf

nancial legal document

wihn A vod  wihinasa bt Efr inTheresgood
morakentheFater ry.

worldwide No hyphen.

W orld Wide Web Anays e ts parf aedo

use VWWWW or web. See also emaill,
g, aleandwebse.

homepage, In

w w wBeaTheiaPiorg
hol.

I B @ nessay D precedewih

Y

year-end Aways hyphenate.
yearlong Oneword, no hyphen.

year- round  Always hyphenate.
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years  Usefgureswihoutcommeas:

your,

16

1975. Useanswihr
outanapostirophe toindicate spans of decades or

enuies the1970s,the 1800s . Useanapastrophe
foromitednumbers: Thehousebumedin'56.

no apostrophe if the remaining numbers are pre-
ceded by an em dash: The 1999-2000 fiscal year .

Seeakp dates ad numerals.

yate  You stepossessecaedyar Your
fratemity education programisimproving.

Yaieb tecotadonforyauare : Yabe
ightonfimefortedicermeding

Howtowrite a
Betasname

Becauseivdseemunwiedyosiatwiingout
fuyeasaferouryoungesttr oher’ snamesand
schoaks, hereisthe acoepied stylenowbeingusedby
BeaTheaPx

Fordessyeasnthe 19hcenuy...and
tr_ouoh1919...seteidyer .

Why did we choose that number? Wi
Notatal TherearefewMng Belaswhograduiaied
pioro1920 butherearesiasubsanialinumber

whogaduatedasearlyasthe 1920s.

S0...Toryourrelerence, peasedosanete
fdoningruesofsye:

Example:

atiery?

JonSmih, Brown 1893
Edward Jones, St Lawrence 1916

Fordassyearsinthe 20h centuryfrom 1920

through2000.... usetheaposirophe dloned by the
bdtnodoisdiheyear:

Example: LewsJohnson,Or  egon 43
Robert Brown, Central Michigan B

Fadsssyeasnie2ldoaniy...usethe
apostr _ ophefdonedbythelbestivodaisofheyear .

Example:  JamesBadk Misss9pi OL

Thomas Green, Kansas ™

User egulariontforamember’
acomme, thenigicorhiscdegearunverdly,

fdlonedbythe gaduaion ardassyear. RaphN. Fey,
Miami 4

sname, folowed by

Fordassyearsinthe 19t centuryand upthrough
1919 ueetreilyesr, eg, 1896, m%, 1900, mt M
and 19184 18.Farundergraduates, wih graduiation
deesd 20000k, §:20001102%

Forpleches wike: Pede JomJ Jores o Jnl
JesDo  nousetecdegeanddessafierapede's
name, astisformembersonly.



ampersand (&) Usetheampersasndwhenits patofa

publication or company’strmal name. it should
notohemisebeusedinpcedf and.

gposiophe() Fdowtheseguideines:

POSSESSIVE PLURAL NOUNS NOT END-
INGINS: Add’ s theaunniscontuionsmen's

s

POSSESSIVE PLURAL NOUNS ENDING IN
S: Add anly an apostirophes the bohers neads,
theVIPsenrance.

PRONOUNS: Pronouns have separate forms
for the possessive. None involves an apostrophe:
mine,ous,your, ywus s hes B tas  whoe.
Caviion: Anaysdouble-checkinbesuretat
the meaning calsforacontracionwhenusingan
aposr  ophe with a pr oon.  youre i t'stae s,
who's
COMPOUND WORDS: Add an apostrophe
@ soheworddosestiohedgpdpossessadte
iegorelleadershipdr edor’  sdecsn.
JOINT POSSESSION: Use a possessive form
deraytebswardiorasipsat To m
andLance's  house.
OMITTED FIGURES: Thedsssd 72 The

oaig2s

bades() Badeswok ke parenhesesb setof

inserted material, but usualy function within
impersonations.”

Theaoonsuseddlertesaliaiondfabus

es By, n hgaties D gaee & fom
Subliesandhoursfomminutes,andasamarkof
inrocudion.

ffusedasamarkofnirodudion,acomplete
Senence, question, or quoation mustalnays pre-
oedethecdon Thesupplyoderindudedthefor
loning items: pendss, pens and paper diss. The
zfply order induded pendis, pens, and paper

comma (;) The foloning guideines treet some ofthe

mostirequentquestions. Consuitthe AP Stylebook
aW dser’  sNewUniversalUnabridged Dictionary
forcomplete usage.

IN A SERIES: Use commas to separate ele-
menisinaseries. Donatuse the commabetween
conundion Cored The bom contained apples,
pears and oranges. et The bowi contained
gpples, pears, andoranges.

INTRODUCING DIRECT QUOTES: Use a
commatointroduce acomplete one-sentence quo-

fation wihin a peragrach: Muray sad, ‘Does it
lookkemiaughing”’
Donatuseacommaatthesiartofanindiect
apatblouoibion Bobsaidthathe‘lovesM&Ms
BEFORE ATRIBUTION: Useacommaatthe
erd dfaquoe et is foned by atibouion: “ I
lostmy computer,” corfessed Mayberry.
WITH CHAPTER AND YEAR OF GRADUA-
TION: Useacommatosetoffan incvioLEl schep-
erandyeardfigadiiion Jonathan Brant, Miami
"5 stheFoundaiondr e

NAMES OF STATES USED WITH CITY
NAMES: Place a comma atter the state name: B+
ety Betaknowsthetthe Fratemitywasfoundedin
Oxford, Ohio,in 1830

COMPLETE DZAES.Paceacommaafierthe
yearnocompetedaeswihinasentence: Gad
Lsratedtheinancesinte May 30,2000, repart

PLACEMENT WITH QUOTES: Commas al-
ways goinside quatation marks.

dlis( . . . ) Teganefssasatr eekerword ,

constructed with three periods and two spaces.
Use andpsis b indcae the deion ofane or
morewordsincondensing quotes, textsanddocu-
ments.

emdash(—) Used to mark a sudden break or aborupt

changeinthought: Kipofleredaplan—iwasun-
precedented—to abolish alcohol abuse.

ATTRBUTION: Itis also used to precede a
aedtire araunh ced yeue ‘Butthe
gesestditheseslove’—Cainthans 1313.

SERIES WITHIN A PHRASE: When a phrase
that atherwise would be set off by commas con-
tains a series ofwords thet must be seperated by
commas, use em dashes: Adysedthequelies
— inteligence, humor, independence — that he
kednaconsuart.

WITHOUT SFACES: There should be no
spaceonethersdedfanemdashwhenusedina
sentence.

KEYBOARD: On the IBM, you may make an
em dash by pressing AL T—CTRL-and the minus
sign on the number keypad. Or you can insett it
from the menu Insert-Symbok-Special Character.

e Usshaombneiondligues okt

furesandcapialetersandinteabsencedite
word t o whendenatingaperiodoftime: 1955-62,
Monday—Friday.

KEYBOARD: On the IBM, you may make an
en dash by pressing CTRL—and the minus signon
thenumberkeypad. Oryou caninsettitiomthe
menu Insert-Symbol-Special Character.
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exdamaton port () Spaingy use the makinbus-
nesswiing. tisusadivexpessahighdegreed
suprise, ncecully oraher stongemotion
PLACEMENT WITH QUOTES: Place the
markinsdequoationmarkswhentispartafthe
quoed materialand ousde whentis notpartof
Ibvedreadng s Syle Guide!
Do nat use acomma or petiod after the ex-
clamation mark.

hyphen(9) Hyphensarejoners. Usethemipavoidambr
guly or fo fom a snge idea from o or more
words.
AVOID AMBIGUITY: The pr esidentwl
spesk to smaHousiness men. (Business men -

malyisoneword. But tepestertwispesko

small businessmen s udear) CtesHer  eoow

eredhisheath Herecoveredtheleakyodf.

COMPOUND MODIFIERS: When a com-

pound modifie—wo or more words that express
a single concept—precedes a noun, use hyphens
tolinkal the words in the compound except the
adeb ‘vay addadebstetendin - ly: &t
fmephakonidldiLce.

Many combinations that are hyphenated be-
fore a noun are nat hyphenated when they ocour

deramoun Year- roundrex  utmentisimpor ot

fothedrgper Thedrepierr es o rayuimgyear

round.

parertheses() Usedipsetdfimatiematiniendediobe
part of the main Siatement or not a grammatical

element of the sentence, yetimpartant enough to
beinduded.

paios() PLACEMENT WITH QUOTATION MARKS:

Periods always goinside quatation marks.

quesion mak (?) PLACEMENT WITH QUOTATION

MARKS: Insideoroutside, dependingonthemean-

irg Who wote the artide “Good Financal Dec

sonsaf1998°? Heasked, Howlongwdlidake?’
quaiaiion marks (* ) Use opernquote marks ()and

dosequoemanks(”) .

RUNNING QU O TAONS fafuparagaph

of quoed maeriel, or a paragraph thet does nat

Sartwih quoiaion marks butendswih aquota-

tion, sidlonedbyaparagaphthetconinuesthe

quatation, donatputdose-quoemarksattheend

ofthefrstparagraph. Dohonever, putopenquate

maiks at the siatt of the second peragraph, usig

dosequaie marks only at the end of the quoied

maieidl Be sue b use the smat quoe seting

whenyoure  wsingMir  osotWardk canbeiourd

underthe“Toas"menu,inthe”AutoCorr a =

ture, underthe “Autcfomat as youtype'tab.
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COMPOSITION TITLES: Use to enclose ar-
fesin perodcals capions, depters ofbodks
dssartations, edioniaks, essays, heedings, heed
inesledures novebsthetarepUishedinaadt
poems, shatsioiesandsongs. Seeako ek
zaion,  composionties ad Hs.

QUOTES WITHIN QUQOTES: Alternate be-
tween double quotation marks (“ g Madage
maiks (*  or ') Iftwo quoed eemens end at the
sametime puttheperiodbeforethesingemark(” )
andthe double mark (*) : Peysersaid, ‘Mason
meitmeans ‘Naughtwithoutlabor.

PLACEMENT WITH OTHER PUNCTUA-
TION: The periodandthe commaalwaysgowithin
the quatation marks. The dash, sermicolon, ques-
tion mark and exdamation point go within the
quotation marks when they apply to the quoted
matter only. They go outside when they apply to
thewhoesentence: “It's anecdat  faEmiyeds
conpr  ogram.” Was  tertattheme'Beathe
W dvernes?

semicolon () Use o separaie dauses containing com-

mesand siaemenisthatare oo dosely reiedin
meaning 1o be witen as separate sertences. In

it ondhag
andinformationthanacommabutlessthanape-
id

PUNCTURNON'S IMPORT ANCE

Thefolowingtwolettersarecomposedoftheexactsame
words butdiierent punciuation. Notice the diference.

Dea®l
Y ou have runed me for ather men. | year nfr
you.lhavenofeeingswhatsoeverwhenwetreapart

| canbeforever happy—wlyouletme beyours?
Marie
DeaBl
Y cuhaver unedme. Forathermen, lyearn Fa
youlhavenoleeingswhatsoever. Whenwere aoart,
Icanbetr everhappyW  houkmebe?
Yaus
Marie



bl Usebodtypeonywhenitaidsinindexingand

cross+eferencing, and when emphasizinga
Oesedinedae Thedeadinefor Thelnstiuie
IEHes Apil, 2000

Capiaization  In generd, avod unnecessary capiaks.

Useacadleteranyifyoucanisiiytbyore
direpingdesksdhee
Many words and phrases are Istied in this
gk freesmeaatidgstisg s
araltsr e evsteae
PROPER NOUNS: Capitalize nouns that con-
siveteungetenicaionioraspedicper -
snpeceatig
PROPER NAMES: Capitalize common nouns
auhas award B i, pty, rive, dred and wet
whentheyaeannegapatdteidnamefor
apesn, pace arhing The Oxford Cup, Beta
ThetaPiHaker ri, DemocaicPart yAgERw,
Bonham Road, W e3Vi rg.
Lowercase the common noun elements of
rameshalpLiaiuses: Sissonawards,Beta Theta
Piand Lambda Chi Apha fratemities, Democratic
COMPOSITIONS: Applythe guidelineslisted
heeobockissnokeless s
sion program tiles and the tiles of ledires,
speechesandwoksdfat

BednteFar-

HST

underfining

Capiaize the principal words, induding

preposiions and conundions affourarmore ket
tes

Caplizeanatide— te a ar—orwords
dbve ten or BBs Lt s tefd ok wd
n ak

Seecko  HS, B o pdaos andquo-
tation marks.

whenusedaone orinconstructionsthat setthem
offfromaname by commas.

Usebnercaseatdimesoriemstetae
hdesopiorsiaherteniomeliies Seeaso
fesdpage.

fes ofbooks, magazines, movies, newspapers,

novelasthat are separately pubished andworks

dfatsuchapainingsand souptures areplaced

nigks AsolElzedFaantypude:

tion marks andspaaeertiesiorte

Faer rjs  pudcaions
Useitaicstoemphasizeaword orachieve

aspedia meaning, butusevery sparingly.
Useidicsibisdaiewodsandphresesina

foregnianguace, oroseparae specalieino-

ogy.

Quot:

Ussbindcaeidcswhenaniaciont
[SperYz 20
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adedhear ttAn adedvesanard usediomodify,

ordesarbe, anoun or pronoun. Anadedive usu-
dy ansners one dfthese quesions: Which one?
What kind of? How Many? Adedivesusalypre-
cedethewordstheymodify. Theymayalsofolow
inkingverbs inwhichcasetheydesarbethesub-
jed.

Avides, someimes desslied as adiedives,

are used o makk nouns. There ae only three: the
e afkte, ad te inddhie atksaad
an.

adverb An advetbisaword used o modiy averb, an

adedvearanaheradverb. lusualyanswersane
dihreequesiors: When? Where? How? Why? Un-
der what condiions? To what degree? Many con-

enhereik . Heranouiddyioheinshine
duingtheW  a@& melonFestrace Thedhapierket
solemnly after receMing its suspension. The
Necaiors ot ad never aedsssedasadets

- A leamed borowing from Latin meaning twice or
two. Used in the formation of compound words.
Se biannual, bimonthly, biweekly adpr ebes,
and senk

chapter A  sglamounligkesasigubenebandine
singular pronoun i t: The Alpha Chapter held its
weekly meeting Sunday evening.

odlecivenouns A adedienounsagoupnoun ks
sihguiarinfom butnames agroup ofindviduals
Use a singular verb wih a coledive noun
Subedwhenthegaupadsasaneunt Thesaf
agressthetadionsnecessry.
Useapluralverbwhenmembersofthegroup
adseaEy. Thesaffare submitingindvidLel
fepos.
If the plural form of the verb sounds anke
ward, rephrase the sentence making the suibgect
ded  Thedafmembersaresubmiingindividal
epals.  Sedd noun.

Avadexxessveusediooniadions Contiec-
forsedinthe ddionery are acospiabe, howr
e ,n rr  mal contexts where teyrebdte
wayaphrase commonly appearsinspeechorwit
gy
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In quoted material, contraciions should be
witenasthepersonspeaks gvingthereaderthe
- I o

essential dauses, nonessental dauses An esentel

dause cannatbe eiminatedwithoutchangingthe
meaning of the sentence, whie a
dause canbeeiminatedwithoutchangingthelba:
scmeaning dfthe sentence.

An essenidldause mustnatbesetaffiom
the restofasenience by commes. A
dause  musthesetoffycommes.
donatreadtheSyleGudeshouldnataiiczethe
edor. Consultarts, who do nat read the Style
Gude,shoudnataiiazetheedior.

Thats  the prefened pronoun o inroduce
daussstretreierbannanimeiededaranant
malwithoutaname. The pronoun

nonessential

nonessential
Consultantswho

which  oocason
alymaybesUbsiLiedior tetn  thentodudon
of an essenidl dause et s b an inenirele
obectorananimalwihoutaname.

hgerad tsued which  should appear
onywhen tets wsedasacoundonoinio-
duceanatherdauseinthesamesentence: He said
Monday thet the part of the ammy which suffered
that, which (pronouns) and who, whom (pro-
nouns).

nefedon hepdonsarewords
pisecremoiion Oh! Hey! Wow!

usedioeqr  essar-

non-  Trer usdpr des gy, bungenednohy
phenwhenformingacompoundthatdoesnothave
special meaning and can be understood if Nati
usedbeforethebaseword. Useahyphen,however,
before proper nouns or in awkward combinations.

noun A nounsthe name dfa person, plce, ting o
idea. Theyaredfenbutnatainayssignaledbyan
at ideglaante). Bamgesdinous: T om, Ox-
fddeh.

puras  Folow these guidelnes in forming and using

puralwords:

MOST WORDS: Addslns o8 dis W
boes.

WORDSENDING INCH, S, SH, SS, Xand Z:
Add es: dhudhes lenses paishes, gasses boves.

WORDS ENDING INIS: Change i s toes: pa
rentheses theses.

WORDS ENDING IN Y:Ifyi sprecededbya
consonantor qu, daey toi adaddes: amies,

&s. Ohewieadds  donkeys, monkeys.

WORDS ENDING IN O: If o prececedbya
consonantmostpluralsrecUiees bufioes dom
noes, echoes, poiaioes. Butthere are exepiors.
pianos

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



pre-

L ATINENDINGS: Latin+ ootwords  endngn
wdage s toi :aumnus, alumni. Most ending
inadageb ae: alumna, alumnae. Mastending

inumadds memorandums, stadiums.

FORM CHANGE :menmenioaesimouse,
mice.

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

WORDS PLURAL IN FORM, SINGULAR IN
MEANING: Some take singular verbs: measles,
news. Ohesdepuavats oSS,

COMPOUND WORDS: Those written solid
ald sas teed Forthosetetindve sspaaie
wordsorwordslinkedbyahyphen, makethemost
synicantwod puat handfuks, attomeys gen+

WORDS AS WORDS: Do not use '’

PROPER NAMES: Mostendingines
6s: LopeZ, Haes . Mogendgin y
precededbyaconsonant the Duffys, theKennedys.
Fodhesadd s theRebdds theFors.

TITLES OF PEOPLE: The plural takes no
aposophe: Bss Useaposnm'eoriympo&
e Thatwasthe AphaBetd's
fesdpagk.

FIGURES: Add s The custom began in the
1920s Theatinehestvo 7275 T emperaures  wl
benthelbw20s.

SINGLELETTERS: Use’

s: His

a zadd
atl seent

sMindyourp'sand

o3}
M U LTIPLE LETTERS: Add s He knows his
ABCs. FourVIPswerethere.

Therusnprebes
Universal Unabridged Dictionary, hyphereting
natisedthere. Someexampes:

postciate postskdion
postioctoral posigraduate

Trerds hprebes aply.  Thefdloningexamples
decgorsoisbedgdsn W gee’ s
NewUniversal Unabridged Dictionary aieb asedon
the gered e tretahyphen s used Fa preix
endsinavowel and the word thet folows begins

with the same vowet:

apy. FlowW dser’  sNew

pecedon  preesabsh
pre-eminent peed
pre-empt

s New Universal Un-
hpedg F mt Bed tee.

prearange pekit
precondition  preheat
predispose  prejudge

Otherwisg, Tdow W eoser’
abridgedDicionary,

Some examples:

Some hyphenated conage, notised inthe
ddioray.
pre-convention

prefixes  See separate sings for commonly used pre-
fes
Gereraly,
andaword are usualy slyled soid andwihouta
hyphen:
interagency
misshapen
overhand

postwar

someecepionsoisedgdgsnW
New Universal Unabridged Dictionary:
1Bogptir cooperate  ad coordinate,
hyphenifthe prefixendsinavonelandtheword
thatfolons begnswihthe samevonel.
anirkin de-emphasize
co-owner muisivionsl
2 Useahyphenifheword thet fdloas is
Cepieized
aniGreek

3 Useahyphentojon doubied prefixes.
sub-subparagraph

prepostion A prepostionisavordpiacedbeioreanoun
or pronoun to form a phrase modifying anather
word in the sentence. The preposiional phrase
neatly alnays fundions as an adedie or as an
adverh. Bamples of preposiions:
aselefrefutty ecetibleay
ing, then, uponwihout.

postV  doin

abou, a0oss,

pro- Trer  ush pr ees oy
coning words that denate suppart for something.
Some examples:
probusiness pro-Greek
No hyphenwhenpros usadnahersensess
pobeinpoksec.

pronoun A pronounisaword usedin place afanoun.
UsLialythepronounsubstiLiesforaspedicnoun,
knownasis antecedent. BExamplesofpronouns:|

meyoushe heve s ey, yaustelkaus
himseff, themselves, whose, these.

pre-dawn

compoundsfor medfromapr &k

egard

Use a hyphen when

e a
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re-  The rieshprebes apy.  Thefdlowingexampes
decgorsbiteedpdgsn W e’ s
NewUniversal Unabridged Dictionary areb asedon
the gered e tretahyphen s used Fa preix
endsinavowel and the word thet folows begins

withthe same vowel;
leet ead
resdin reerer
re-emerge reety
re-employ re-equp
reenact reesgtkh
reengage re-examine
For many otherwords, the sense isthe governing
o
recower (fegah) recover (cover agei)
refom (improve) refom fom agai)
e resn(Enagen)

Other wisg,fdow W exg’ s New Universal
Unabridged Dictionary. Useahyphenforwor dsnat
Isted there uniess the hyphen would disiort the
e

semi- An element bonrowed from Latin, meaning half.
Seado b i-, semiannual, pebes, semimonthly,
semiweekly and semiyearly.

subectverbagreement A subectandverbmustalnays
maitch in number and gender. Ths s egoaEly
ticky when a coledive naunisbeng used. The
Student Advisory Committee meets monthly. The
members ofthe Student Advisory Committee meet
monthly.

veb  The vab of a senence usuialy exoresses adion
{ump, think)ar beg( s become) s conmposed
of amain verb passbly preceded by one or more
hepngvers.
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