AP STYLE — Cheat Sheet

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: John Jones, who has a doc-
torate in psychology.

Use an apostrophe in bachelor's degree, a master's, etc.

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: Daniel Moynihan, 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. Pam Jones, Ph.D.

Right: Dr. Pam Jones, a chemist.

When in doubt about the proper abbreviation for a degree,
follow the first listing in Webster's New World Dictionary.

Academic Departments

Use lowercase except for words that are proper nouns or
adjectives: the department of history, the history depart-
ment, the department of English, the English department.

Academic Titles

Capitalize and spell out formal titles such as chancellor,
chairman, etc., when they precede a name. Lowercase else-
where.

Lowercase modifiers such as department in department
Chairman Jerome Wiesner.

Ages

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

i.e. A 5-year-old boy, but the boy is 5 years old. The
woman is in her 30s. The woman, 26, has a daughter 2
months old. The law is 8 years old.

Alumni

ALUMNI? ALUMNUS? ALUMNA? ALUMNAE?

Alumnus is masculine singular (but is often used in refer-
ring to either male or female)

Pronounce "uh-lum(rhymes with yum)nus," (rhymes with us).
i.e. In speaking to a graduate of VMI, "Deb, so you're an
alumnus of VMI?"

Alumna is feminine singular.

Pronounce "alum-nuh."” Rhymes with first sound you hear as
you start to say "Ugh!"

i.e. To a Hollins woman, "I see from your resume that
you are an alumna of Hollins?"

Alumni is masculine plural.

Pronounce "alum-neye" (or long i).

i.e. To the graduating class at VMI, "Congratulations,
you are now all officially alumni of this institution.” Likewise,
to the graduating class at CNU, "Congratulations, you are
now all alumni of CNU."

Alumnae is feminine plural.

Pronounce "alum-knee."

To the graduates of Norma's alma mater, Marion College, a
Lutheran school for women that closed its doors (sob, sob)
after over 100 years, "So, all you wonderful-in-every-way, bril-
liant, and gorgeous women are alumnae of Marion?"

Composition Titles
Apply guidelines to book titles, movie titles, opera titles, play
titles, poem titles, song titles, titles of lectures, speeches and
works of art. Capitalize the principal words, including prepo-
sitions and conjunctions of four or more letters. Capitalize
the article if it is the first or last word in the title.
Put quotation marks around the names of all such works
except the Bible and books of reference.
ie. “The New York Times”

Encyclopedia Britannica

Numerals

Figures or words?

Spell out first through ninth when they indicate sequence in
time or location: first base, the First Amendment, he was first
in line. Starting with 10th use figures.

Spell out whole numbers below 10, use figures for 10 and
above.

i.e. They had a fleet of 10 station wagons and two buses.
Some Punctuation and usage examples

—Act 1, Scene 2

—a five-year-old girl

—a 5-4 court decision

-2nd District Court

—the 1980s, the ‘80s

Percent
i.e. He said 50 percent of the membership was there.
He said 50 percent of the members were there.

Titles

In general, confine capitalization to formal titles used direct-
ly before an individual’s name.

i.e. Pope Paul, President Bush

Lowercase and spell out titles when they are not used with an
individual’s name

i.e. the vice president, Nelson Rockefeller, declined to
run again.

REMEMBER—LESS IS BEST! USE CAPITALIZATION AND PUNCTUATION FRUGALLY!



Proofreaders” Marks

OPERATIONAL SIGNS TYPOGRAPHICAL SIGHS
T Delere tl seuin atic type
5 Clase apy; delele space JLAM Set in roman type
Diedenz and close wp {ese only when Set im boldface type
= deleting leners within & wond)
j/_'. Sei mn lowercase

Mh’-lil st
;H: Insirl g

# Make space between words egual;
e? make space between lmce Goual

Satin capical lemers

Wrong font; se2 in comect type
“?’1-1'- # Inserl bir spacs Check [y bmege; remone
Bileesrish

ﬁa St in small capitals
]

X

W

A

,'l.':-l:fn Letierspace
?I Irsesr Baefe o MEke sUPETsCripL
Begin new paragraph
[mesert Bapre oo makes suBscripl
D Indent type one em from kil or righs
7] Move right PURCTIATION MARKS
E Mowe befi "';'* Insest commma
|: Cenrer Ly Insert spestraphe or single
]r__' 1\"" V quodalzon mark
Mo &
N "‘E.{i"r v..ﬂ.-" Insert guutation marks
Ll Move down o ¥
nserl po
jL: Flash lfi
@ ? In=eri question mark
nfl. Frush right i
:,] Iesart semacidan
= Straighten 1y align horzoncally
"'::' ar :1 Imesert colom
” Align vertically e
‘ﬂ’ = [Insert hyphem
Trnspuoss
J4 Insen em dash
Spell ot
@ _I'ﬂ'_ Insen en dash

€.‘l;.|';ﬂ'|" { 1} Insen pareniheses




