
EDITORIAL STYLE GUIDE 
The following guidelines are intended to enhance consistency and accuracy in the 
written communications of UCC. 
 
If you have a question about the style guide, please contact Community Relations; 
send an email to Tena.Lammers@umpqua.edu or call 541-440-7747. 
 
Academic Degrees - M.F.A., M.A., M.B.A., M.S.W., Ph.D., B.S., J.D., etc. When spelled 
out, degrees should be lowercased, as in "master’s degree in history" or "master’s in 
philosophy." See also Associate Degree. 
 
Academic Terms - fall term, winter term, spring term, summer term (not quarters 
or semesters and seasons are never capitalized) 
 
Academic Titles - professor emeritus (masculine); professor emerita (feminine); 
professors emeriti (plural masc. or masc. and fem.); professors emeritae (plural 
fem.); e.g. Professor Emerita Smith or Emma Smith, professor emerita. 
 
Alumni, Alumnae - singular: alumnus (masculine) or alumna (feminine); plural: 
alumni (or alumnae if the group is only women) 
 
Areas of Study - lower-cased in reference to degrees, as in "He earned a Ph.D. in 
animal science" or "She holds a master’s degree in chemistry." See also Program 
Titles. 
 
Associate Degree - (not associate’s degree) “Ben earned his associate degree in 
math.” 
 
Athletics - UCC offers men’s and women’s basketball, and volleyball.  
 
Board of Trustees - Capitalize only when the full, official name is used, e.g.; "The 
Umpqua Community College Board of Trustees has announced plans to…" Lower 
case for informal use, as "the board of trustees met…" 
 
Buildings - Capitalize official names of buildings (Jacoby Auditorium, Wayne Crooch 
Hall, etc.) 
 
Centerstage Theatre  
 
The College - UCC should always be referred to as UCC. There is no need to write it 
out on first reference. Also, never use Umpqua alone (No “Umpqua offers ESL 
classes on Tuesday.” Use “UCC offers ESL classes on Tuesday” instead.) 
 
Danny Lang Teaching, Learning, and Event Center - Can be referred to as the 
Lang Center on first reference.  
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Dates - Use abbreviated month and day. Example: Sept. 30, 2013, or Jan. 1. Also 
acceptable is "December 2007" (not "December of 2007"). January 2007 was cold. 
Jan. 24, 2007, was cold. He graduated on May 20. Do NOT use terms such as "today,” 
"tonight," or "tomorrow" in writing about events. Use the exact date. Also note that 
time always comes before date. See also Time. 
 
Ford Childhood Enrichment Center 
 
Geographical Terms - Capitalize only when identifying a region or political entity 
(Southern Oregon, West Coast, Eastern Europe, Middle East). Lower case when 
designating a direction (traveling northeast). 
 
Locations - National: Write out full names of cities and abbreviate the states. 
Example: Anita attended the national conference in Topeka, Kan. Her assistant was 
on vacation in Portland, Ore. International: Write out full names of foreign countries. 
Write out names of small foreign cites and towns, followed by the country ("Sarnath, 
India"). But there’s no need to include the country when mentioning major foreign 
cities (e.g., "Paris," not "Paris, France"). Also, when referencing an event, list time 
first, then date, and location last. “Jones will sing the class song at 1 p.m. June 30 at 
CenterStage Theatre. 
 
Numbers  

• Use 1990s (not 1990’s unless possessive or to clarify meaning).  Use 19th 
century, 20th century. 

 
• Spell out numbers one through ten (one, two, etc.). Above ten, use number 

(65, 106, etc.) except when number is used at the beginning of a sentence. 
When a number starts a sentence, it is always written out ("Sixty-four 
students came to the meeting.").  

 
• Significant round numbers (fifty, thousand) may be written out. 

 
• Use zeros with figures for amounts in excess of $1. Use cents for amounts less 

than $1 (75 cents, not $.75). 
 

• Write out "percent." Do not use % after a number (11 percent, not 11%).    
Use a comma with numbers more than one thousand ($1,000 not $1000). 

 
• A dollar sign replaces the word "dollars," ($12 million not $12 million 

dollars). 
 
Offices - Lower case (admissions office, business office, office of student accounts as 
in “Please contact the admissions office...”) Upper case when part of a formal name 
(The UCC Admissions Office is located...). 
 



Organizations - Capitalize the official names of organizations: "Dennis O’Neill is the 
executive director of the UCC Foundation." 
 
Special Events - Capitalize formal names (Oregon Musical Theatre Festival) but 
lower case informal references (commencement, orientation, etc.). 
 
Spaces - In all published matter or computer-generated correspondence, place one 
space only between sentences.  
 
Telephone numbers - In UCC publications and on the website, telephone numbers 
are written with dashes: 541-440-0000.  
 
Theatre and Theater - Theatre is the location (Jacoby Theatre, Centerstage 
Theatre, Swanson Amphitheatre). Theater is the program (“The theater department 
presents three plays per year.”) 
 
Time - Write time: 5 p.m.; 10:30 p.m., 9 a.m. etc.  1–5 p.m. or 8 a.m. – 5 p.m., not 1:00 
to 5:00 p.m. Use noon and midnight, not 12 a.m. or 12 p.m. Time always comes 
before date when writing about an event. “The party will start at noon Sept. 30.” 
 
Titles - UCC does not use social titles when referring to individuals, “Olson said...” 
not “Mr. Olson said...” Always address people by their last name, “Ballantine said...” 
not “Clay said...” Use first and last name only on first reference. 
 
Titles of Jobs - When a formal title precedes proper name, it is capitalized 
(President Joe Olson, Director for Community Relations Lee Salter). When title 
follows a proper name, use lower case (Joe Olson, UCC president,  and Lee Salter, 
director for community relations). When title alone is used, use lower case (the 
director of development, the director of student affairs). 
 
Program Titles - Capitalize all words in a title except conjunctions and prepositions 
of less than seven letters (Engineering, Nursing, World Languages, etc.). 
 
Titles of works - Generally, the titles of sizeable works are italicized, and shorter 
ones are put in quotes. Italicize names of books, magazines, movies, long musical 
compositions, albums/CDs, and titles of works of art. Plays, poems, articles, short 
stories, songs, essays, radio, and television shows appear in quotes. Do not 
underline. 
 
Voice - Web content is written in second-person voice, as if it’s written directly to 
the student. Instead of “Students need to apply for financial aid early,” it’s “You need 
to apply for financial aid early.” Second person is friendlier and more suitable for 
informal web content. 
 
Website - Always one word and never capitalized (unless at the start of a sentence). 
 



Punctuation  
• Comma – Use commas after all members of a series, including the final item 
(history, sociology, or biology; nursing, dental hygiene, and EMT programs). Use a 
comma before and after Jr. or Sr. (John Smith, Jr., is here), but not before II or III 
(John Smith III is gone). 
 
• Dashes –Dashes are about twice as long as hyphens and serve a different function. 
They actually do the opposite of what hyphens do; they set works apart and are 
used to create emphasis. ("This has been a challenging year for us—actually, a 
challenging several years," or "I believed—before moving to Boulder, CO, and 
meeting Anne Waldman—that I’d go into electrical engineering.") To create a dash, 
press the shift, option, and hyphen keys simultaneously. Don’t put a space on either 
side of a dash. Don’t use dashes when you can’t think of the proper punctuation; 
they are not substitutes for colons. 
 
• Ellipses – If you shorten someone’s quote, signify this by using ellipses. The result 
should look like the following sample, with a space between each dot: "I’m studying 
computer programming…with a great professor." 
 
• Hyphens – These are used to join words together, e.g., "world-class runner." The 
hyphen makes reading easier by demonstrating that "world-class" is a compound 
word used as an adjective describing the noun "runner." More examples: disability-
rights organization, 10-year career, 247-year-old house. Do not hyphenate adverb 
modifiers preceding nouns, as in "highly developed," "fully realized." When 
hyphenated adjectives are used as nouns, the hyphen is usually dropped. ("This is a 
short-term project," but "Do this in the short term.") Don’t put a space on either side 
of a hyphen. Also keep in mind that when a hyphenated word has become 
commonplace through frequent use, a hyphen is no longer necessary (e.g. 
"filmmaker" and "nonprofit"). When in doubt on hyphenated words, check the 
dictionary. 
 
• Italics – Words in foreign languages should be italicized, as should genus/species 
names. Also book and magazine titles should be italicized, as in War and Peace and 
Newsweek, and film titles: The War by Ken Burns. 
 
• Quotation Marks – Commas and periods should appear inside quotation marks. 
For example: "It was," he said, "a good place to be." Exclamation points and question 
marks should be placed within quotation marks when they are part of the quoted 
matter; otherwise they should be placed outside. (For example: The woman cried, 
“Those men are beating that child!” Her husband actually responded, “It’s no 
concern of mine”!) Colons and semicolons should be placed outside quotation 
marks. 
 
 
 
 



Commonly Used Words and Phrases 
 
advisor 
African-American (adj.) 
African American (n.) 
alumni (adj.) 
catalog 
coauthor 
codirector 
counselor 
decision making (n.) 
decision-making (adj.) 
devalue 
email 
extracurricular 
filmmakers 
filmmaking 
first-come, first-served 
first-year (adj.) 
full-time (adj.) 
fundraising 

 

intercampus 
interdisciplinary 
interlibrary 
Internet 
lifelong 
Listserv 
long-range (adj.) 
long-term (adj.) 
multidisciplinary 
nationwide 
nonfiction 
nonprofit 
nonracial 
nonviolent 
non-Western 
ongoing 
overall 
online 
part-time 
postsecondary 
premedical 
preschool 
present-day 
problem solving (n.) 
problem-solving (adj.) 



RSVP (not R.S.V.P.) 
self-consciousness 
self-knowledge 
small-scale 
short- and long-term 
three- and four-year contracts 
U.S. (adj., ie., U.S. government) 
United States (n.) 
website (not Web site) 


