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The following provides basic editorial style guidelines for written communications across University of the Pacific for 
both print and web. The guide includes the preferred usage for Pacific publications and communications, to help 
communicators across the university develop a consistent, unified voice, tone and style. 
 
The Associated Press (AP) Stylebook used by the news media is the primary style used by the university across all 
web and print communications, with some “Pacific” exceptions for certain types of communication or uses. This 
guide will only deal with the most common questions and Pacific exceptions. For all other guidelines refer to the 
most current AP Stylebook. Use Webster’s Collegiate Dictionary for definitions and spellings not listed in this guide.  
 
If you have questions not answered by this or the AP Stylebook, contact the Office of Marketing and Communications 
at communications@pacific.edu or 209.946.2311 to be directed to someone who can answer your question. 
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1.	Titles	and	naming	conventions	

A.	UNIVERSITY	OF	THE	PACIFIC	
Always use “University of the Pacific” on first reference when referring to the university as a whole. In subsequent 
references, use “Pacific” or “the university.” Do not capitalize university in subsequent references. 
 
When referring to University of the Pacific, do not precede University of the Pacific with the word “the.” 

Example: University of the Pacific was founded in 1851. Founded in 1851, University of the Pacific is 
California’s first institution of higher learning. 

 
UOP  
Use UOP sparingly and preferably only on informal internal communications — do not use UOP on external event 
promotions, banners, posters, invitations, calendar or web pages. UOP sometimes appears on promotional goods, 
spirit wear and such things as athletics cheers. UOP appears in a few “official” places, like UOP International and 
university social media handles. Use “Pacific” or “the university” on second and subsequent references.  
 

B.	CAMPUSES,	SCHOOLS	AND	COLLEGES	
 
CAMPUSES  
University of the Pacific has three campuses: the Sacramento Campus, the San Francisco Campus and the Stockton 
Campus. When referring to specific campuses formally, use the following format: University of the Pacific, Stockton; 
University of the Pacific, San Francisco; University of the Pacific, Sacramento. When listing the campuses, list 
alphabetically: University of the Pacific has campuses in Sacramento, San Francisco and Stockton. A list of buildings 
on the Stockton Campus appears on the current campus map. 
 
SCHOOLS AND COLLEGES: 
Always include the full name of a school or college on first reference. Approved shortened versions of the name can 
be used in subsequent reference. See chart below. Also refer to chart below whether or not to introduce the school’s 
short name with “the.”  
 
When writing for external distribution, include University of the Pacific with the college or school name if the 
university has not been previously referenced: 

• University of the Pacific announces the addition of a new degree program in aeronautical engineering. 
School of Engineering and Computer Science Dean Mark Smith said the new program responds to a growing 
need for qualified engineers in the field. 

• Mark Smith, dean of the School of Engineering and Computer Science at University of the Pacific, announced 
today the launching of a new degree program in aeronautical engineering.  

• Mark Smith, dean of University of the Pacific School of Engineering and Computer Science, announced… 
 

First reference Second and subsequent references 
Arthur A. Dugoni School of 
Dentistry 

the School of Dentistry, the dental school, the Dugoni School, 
the school; Dugoni 

Benerd College the college; Benerd 
College of the Pacific the college, COP** 
Conservatory of Music the conservatory 
Eberhardt School of Business the School of Business, the business school, the school; 

Eberhardt 
Graduate School the school 
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Pacific McGeorge School of 
Law 

McGeorge, the school, the law school, the school 

School of Engineering and 
Computer Science 

the school, SOECS ** 

School of Health Sciences the school, SHS ** 
School of International Studies the school, SIS ** 
Thomas J. Long School of 
Pharmacy  

the School of Pharmacy, the pharmacy school; (Due to gift 
agreements in the naming of this school, never refer to the 
school only as “the Long school…”) 

**Use acronyms for schools and institutional entities VERY SPARINGLY, with especially limited use in content 
designed for external audiences. 

C.	CENTERS	AND	INSTITUTES	
University of the Pacific has a number of centers and institutes that offer special programs of study, applied 
research or services to the community. 
 
Always use the full name of a center or institute upon first reference. For secondary and subsequent reference, use 
“the center,” or “the institute.” An acronym may be used only when the entity commonly uses an acronym (see list 
above). 

D.	DEPARTMENTS	AND	PROGRAMS	
 
ACADEMIC AND NON-ACADEMIC UNITS 
Lowercase department names unless using the formal title or proper nouns.  
 

• Andrew Jones is a professor in the Department of Chemistry. 
• Professor Andrew Jones represented the political science department in a recent panel discussion. 
• Betty Fergusen has taught orthodontics for 15 years.  
• She works in the Cashier’s Office. 
• The Office of Marketing and Communications distributes media releases for select university 

announcements. 
 
Specialized academic programs would be capitalized only when referring to the proper name. Examples are Pacific’s 
Cooperative Education program (Co-op), the Powell Scholars, the Pacific Legal Scholars, the Humanities Scholars, 
etc. 

• Pacific’s Co-op program helps students gain real-world experience. Do not capitalized if not referring to the 
program: "Pacific students get real-world learning through co-op job experience.”  

• The Powell Scholars program admits approximately 15 new students each year. Mary Santos is in her 
second year as a Powell scholar.   

• Sally Smith was accepted to the Pacific Legal Scholars program for fall 2015. She is excited to be a legal 
scholar. 

E.	UNIVERSITY	ADMINISTRATION	–	PRESIDENT’S	CABINET	
Name Title   
Maria G. Pallavicini Interim President  
Chris Callahan President Designate  
Michael Hunter Schwartz Interim Provost  
Ken Mullen Vice President for Business and Finance 
Carrie Lovelace Petr Vice President for Student Life 
G. Burnham “Burnie” Atterbury Vice President for Development and Alumni Relations  
Art Sprecher Vice President for Technology and Chief Information Officer 
Roberta Kaskel Vice President for Enrollment Management 
Marge Grey Associate Vice President for Marketing and Communications 
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Note: When listing the members of the president’s cabinet in publications or formal programs, order names as listed 
above. 
 
Titles before a name are capitalized as part of the proper name. After the name, the titles are lowercase: 

“Interim President Maria Pallavicini spoke at the Chamber of Commerce luncheon.” In general, 
courtesy titles (Mr., Mrs., Dr.) and degree designations (PhD, EdD) are not included in standard body 
copy.  
• The mayor presented the award for community service to Maria Pallavicini, interim president of 

University of the Pacific. 
• Ken Mullen, vice president for business and finance, will discuss the new staff salary plan today. 
• Vice President for Business and Finance Ken Mullen announced the revised budget for the next 

fiscal year. 
• James Jones, professor and chair of physics in the College of the Pacific, will be the keynote 

speaker for the conference.  

F.	DIVISIONS	AND	PRIMARY	UNITS	(E.G.,	ALUMNI,	ASUOP,	ATHLETICS)		
 

DIVISIONS/OFFICES 
Academic Division, Office of the Provost (the provost’s office) 
Business and Finance 
Pacific Technology (sometimes, informally: information technology; IT) 
President’s Division, Office of the President (the president’s office) 
Office of Enrollment Management (enrollment management) 
Office of Marketing and Communications (marketing and communications) 
Division of Student Life, Office of Student Life (student life) 
University Development and Alumni Relations (use development or alumni relations in second reference, 
depending on the context) 

 
PACIFIC ALUMNI ASSOCIATION 
The association of all Pacific alumni (individuals who attended at least one semester or graduated from University of 
the Pacific, both undergraduate and graduate) is called the Pacific Alumni Association (PAA). The university office 
overseeing alumni engagement and activities is the Office of Alumni Relations and is part of the division of University 
Development and Alumni Relations. 
 
Referencing the alumni association: The Pacific Alumni Association, PAA, the association: 

The Pacific Alumni Association hosted reunion events during Homecoming. The event was a huge success 
for the association. The alumni association plans reunions each year for classes celebrating incremental 
reunions from five to 50 years. 

 
Alumni Clubs – the Alumni Association clubs promote engagement between alumni in various regions and with 
similar affinities. (e.g., Pacific Pride Alumni, Pacific Latino Alumni, East Bay Regional Club, etc.). For information and 
a list of clubs, visit PacificAlumni.org/Clubs 
  
Half Century Club includes all alumni who graduated 50 years ago or more. A special ceremony is held at 
Commencement each year to induct the newest members celebrating their 50-year reunion. 
 
Tiger-to-Tiger Networking is the Alumni Association's online network, which is facilitated through an app. 
What’s Up, Pacific? Is the PAA e-newsletter. 
Pacific Review is the official university and alumni magazine for University of the Pacific, which is produced by the 
Office of Marketing and Communications. 
 
ASuop — Associated Students of University of the Pacific.  
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Refers to the organization of students at Pacific and student government. The abbreviated form "ASuop" is 
acceptable on second reference, and in some cases on internal publications only, can be used in first reference. 
ASuop A&E is the arts and entertainment component of the student association. 
 
ATHLETICS 
Pacific Tigers — Pacific’s intercollegiate athletics compete as the Tigers. 
Powercat - Powercat is the Tigers’ mascot. Tommy Tiger is a retired mascot that is still used in some retro and 
nostalgia applications (permission from Pacific Athletics required). 
National Collegiate Athletic Association (NCAA) — Pacific Tigers compete in the NCAA, Division I 
West Coast Conference (WCC) —Pacific competes primarily in the WCC, a conference of 10 West Coast schools 
similar in size and mission to Pacific. Some athletic programs that are not official WCC sports compete in other 
regional conferences, e.g., Mountain Pacific Sports Federation (MPSF)--swimming and diving; Golden Coast 
Conference (GCC)--men’s and women’s water polo. 

• All references to sports teams use the plural possessive and are lowercase: 
women's soccer, men's basketball 

• Teams can be referred to as the Tigers on second reference, but avoid overuse. For specific sports writing 
guidelines, please refer to the AP Stylebook. 

Student-athlete – use this term at all times when referring to our students in context as athletes. 
 
PacificCard  
One word with uppercase C in card. Student, faculty and staff card used for identification and admittance to certain 
campus locations. It is also a library card and dining card, and is accepted at select restaurants in Stockton. Spelling 
also applies to PacificCard Office. 

G.	FACILITIES	
 
BUILDING NAMES 
Use full name on first reference. Use abbreviated name if referring to a specific room number: 

Don and Karen DeRosa University Center, DeRosa University Center, DUC (for internal use only) 
Including the full name of a building is especially important in named buildings, and in some cases is required as 
determined by gift agreements established when the building was named. Buildings are officially named either as a 
result of a major gift that facilitated construction of the building or in honor of individuals who gave outstanding 
service to the university (such as a former president, regent or faculty member). Correct usage and spelling of 
building names honors the gift or the service of the named person/entity. 
 
A list of buildings on the Stockton Campus appears on the current campus map. 

H.	INDIVIDUAL	TITLES	
 
GENERAL RULE   
Capitalize titles before the name of an individual, lowercase after the name. Capitalize the proper name of the 
academic or administrative unit. 
 Regent Jane Doe:  
 Jane Doe is a regent of University of the Pacific. She was elected to the Board     
 of Regents in 2017. 
 Dean Mary Smith: 
 Mary Smith, associate dean of the College of the Pacific, previously was the  
 Chair of the Department of History. 
Do not abbreviate titles. 
 Professor Jones, not Prof. Jones.  Vice President Smith, not V.P. Smith 
 
NAMES: 
Middle names/initials: Include on first reference if it is the person’s preference, if they are publicly known that way 
(e.g., actor Michael J. Fox) or to avoid confusion with people of the same name (example might be a father and son 
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with the same first and last name, but different middle initials). If you are unsure of the person’s preference, please 
check with them. 
 
Use periods for multiple initials, but no space between initials. Insert a space between initials and last name:  

H.L. Mencken. 
For single initials, use a period and a space following:  

Edward R. Murrow; F. Lee Bailey. 
 
Nicknames 
Put in quotes between first and last name:  

Thomas “Sonny” Santos 
This style is not necessary for those going by common shortened forms of given names, such as Rob, Bob, or Bobby 
for Robert unless including both the full and shortened versions:  
 Informal: Bob Williams, or formal: Robert “Bob” Williams 
 
ACADEMIC TITLES 
Capitalize and spell out before names; lowercase after: 

I am studying chemistry with Assistant Professor John Smith. 
I am studying with John Smith, assistant professor of chemistry. 

DO NOT ABBREVIATE TITLES. 
If the name of an office, department, or college is part of the title, capitalization rules apply: 

Jim Smith, dean of the College of the Pacific — or — Dean Jim Smith gave the keynote address. 
Mary Lewis, a professor in the Department of History 

ENDOWED CHAIR/ENDOWED PROFESSORSHIP 
Don’t capitalize these terms, but capitalize the name of the endowed chair: 

Neven C. Hulsey Chair in Business Excellence  
John Brown’s gift helped establish and endowed chair in economics. 

Always use chair/professorship title after a person’s name: 
Frank Williams, the Neven C. Hulsey Chair in Business Excellence, …  

 
ACADEMIC/PROFESSIONAL DEGREE DESIGNATIONS 
Do not use courtesy titles such as Mr. or Mrs. except in an obituary to refer to the deceased.  
In formal programs or announcements, where academic or professional degrees are included, use either Dr. or the 
degree, but not both. (Note: this is an exception to AP Style): 

Dr. Bill Jones or Bill Jones, MD  NOT  Dr. Bill Jones, MD 
Dr. Mary Smith or Mary Smith, PhD NOT  Dr. Mary Smith, PhD 

 
When listing multiple individuals, be consistent in style across the document. 
 Today’s speakers will be:  or Today’s speakers will be: 
 Dr. Bill Jones     Bill Jones, MD   
 Professor Sam Smith, history   Sam Smith, professor of history 
 Dr. Mary Brown     Mary Brown, PhD 
    NOT 
 Dr. Bill Jones 
 Mary Brown, PhD 
 Professor Sam Smith 
 
ACADEMIC DEGREES, LISTING 
Lowercase: bachelor of arts, bachelor’s degree, doctoral degree, master’s degree, honorary doctorate. 
Pacific Style: When abbreviating academic degrees, do not use periods: 

BA, MA, JD, MS, PhD, PharmD, MBA, EdD 
In a sentence, spell out the degree:  

Joe Smith, who earned a bachelor of arts degree in communication (or bachelor’s degree in communication) 
from University of the Pacific, has been appointed CEO of ACME company. NOT Joe Smith, who earned a B.A. 
from University of the Pacific… 
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OTHER TITLES 
Capitalize a military rank when used as a formal title before an individual's name. Consult the AP Stylebook to 
determine whether the title should be spelled out or abbreviated in regular text. For proper usage of other titles (e.g., 
foreign, government officials, nobility) consult the AP Stylebook. 
 

I.		BOOK,	MAGAZINE,	NEWSPAPER	TITLES,	ETC.	
Follow AP style in general for this: Capitalize the principle words, including prepositions and conjunctions of four or 
more letters, and put quotations marks around titles of books, articles, lectures and songs. Do not underline, bold or 
italicize.  

2.	Capitalization	
 
GENERAL RULES:  
In general, avoid overuse and follow AP capitalization guidelines 
 
Capitalize proper names of programs or schools, but lowercase otherwise: 
  McGeorge School of Law; the law school 
 Pacific Legal Scholars program; the program or the legal scholars 
Lowercase college, school and division if not the full formal title: 
 Bill is the vice president for student life. The Division of Student Life includes career services. 
Lowercase majors or areas of study unless they are part of specific course titles: 

He teaches chemistry 
She teaches Chemistry 101. 

 Professor Jones is the chair of the Department of Communication. 
Capitalize names of places, organizations or events when using the full proper name/title, but lowercase when using 
only a part of that name on second reference: 

The Reynolds Gallery is located on Mendocino Avenue.  
The gallery exhibits a variety of artwork throughout the year. 
New Student Orientation is held in the fall. 
Almost all new first-year students participate in orientation.  

Lowercase the common noun elements of names in plural uses: 
lakes Ontario and Erie 
Park and State streets 

Lowercase references to disciplines unless they are part of proper names: 
He is taking a couple of courses this quarter in the Psychology Department. 
He is a law professor. 
She majored in business. 
Jane Smith, an English major, won first place. 

 
COMMITTEES AND BOARDS 
Board or Committee – Capitalize only when it is part of a proper name. 

Board of Regents, Committee on Strategic Excellence 
Lowercase board and regents on second reference. 

Example: The Pacific Alumni Association Board is the governing board of the association. Bill Jones served 
on the board for 12 years. 

Chair – The term used for University of the Pacific department heads. Lowercase chair and use after the individual’s 
name. Do not use chairman, chairwoman or chairperson. 

Joe Smith, chair of the Department of History, read the minutes. Jane Smith chaired the meeting. Jane Smith 
is the department chair. 

 
CONFERENCES AND SYMPOSIA 
Capitalize, no quotes: Seminar on Public Policy 
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Session titles, capitalize with quotes: “Public Policy Today” 
He spoke on “Public Policy Today” at the Third Annual Conference on Public Policy last week. 
Note, do not capitalize "annual meeting," or "22nd annual" unless they are part of the official title of the 
conference. 

 
 
COURSE TITLES 
Capitalize, no italics or quotes: 

He is taking Psychology 201. 
The communication department is offering Introduction to Journalism in the fall semester. 

Lowercase when describing a course in a generic sense or area of study: 
He is studying advanced psychology. 

 
DIRECTIONS 
In general, lowercase north, south, northeast, northern, etc., when they indicate compass direction. Capitalize these 
words when they designate regions (e.g., Midwest, South Pacific, Northern California. See AP Stylebook). 
 
HEADLINES AND SUBHEADS 
Use primarily sentence case for headings and subheadings as per AP style. Only capitalize the first word and proper 
names.  
 
Variations: Primary event titles and subheads may be uppercased in promotional materials such as invitations, 
posters, programs, ads, etc. In this case, uppercase primary words and proper names only. 
 
PACIFIC STYLE: Internet addresses use uppercase on primary words (“camel case”) in web addresses for easier 
reading and remembering. Do not italicize or underline in printed materials (unless the body of the text in which it 
appears is already italicized or underlined). 
       Google.com PacificAlumni.org 
 
Use the shortest Web address possible to aid user recall. Do not include “www.” 

Pacific.edu      PacificAlumni.org/Reunions     BrubeckInstitute.org 
 
Do not break a Web address if possible in a line; if unavoidable, break following a forward slash (/). 
 
When referencing a website in web content, hyperlink the descriptive content rather than the url: 
 Find more information on the Human Resources website.  

Not: Find more information on the Human Resources website at https://www.pacific.edu/about-
pacific/administrationoffices/business-and-finance-division/human-resources.html. 

 
Note: To obtain a short url/redirect for a webpage that will be put into a publication (e.g., go.Pacific.edu/Apply, fill 
out the web request form on the Marketing and Communications website. 
  
Do not precede a url with http:// unless the url will not work without it. 
 
email: lowercase, no hyphen after the e: 

jsmith@pacific.edu 
 Remove hyperlink (underline and color) in body copy in print material but keep for web content: 

Joe Smith can be reached via email at jsmith@pacific.edu.  
 
 
SEASONS 
Lowercase spring, fall, summer, winter unless part of a formal name: 

fall 1985  
springtime 
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The spring 2010 issue of Pacific Review magazine.  
All students are invited to Spring Fling. 

Lowercase when referring to academic terms:  
She will start the new course in the fall semester. 
 

STATE NAMES 
Spell out the names of all 50 states, except on mailing addresses on envelopes, where the postal two-letter 
abbreviations should be used. 
PACIFIC STYLE: Postal abbreviations are used in the class notes section of the alumni magazine, Pacific Review, for 
the purposes of conserving space.  

3.	Alumni	references	and	class	years	
 
When referring to a student or alumnus/a of University of the Pacific, include the individual’s class year (year of 
graduation for alumni or anticipated graduation for students). If a person has earned more than one degree from 
Pacific, list the undergraduate degree year first, others after. Do not include years for credentials, only degree 
programs: 

Joe Smith ’57, ’59  
Mary Jones ’75  

School designations are used in alumni publications targeting all alumni, such as in the Pacific Review. Individual 
schools communicating with their own audiences may sometimes choose to abbreviate disciplines to their specific 
alumni audience or include degree designations (discipline-specific abbreviations should not be used when writing 
to a broad audience and on public-facing websites that will be read by non-alumni or alumni from other schools.) In 
all cases the abbreviations should follow the class year: 

Jane Smith ’57 COP, ’59 EDU  
Note: use a left-facing apostrophe — not the open single quote — for class years (’). 
When writing about a current student, use expected graduation date or class year: 

Joe Smith ’22  
If more than one graduate from the same family is mentioned, write: 

Joe ’43 and Mary Smith ’45, attended the alumni reunion with their children. 
NOT Joe ’43 and Mary ’45 Smith… 

School abbreviations are included with class years in the Class Notes of Pacific Review 
 Mark Brown ’75 COP 
Note: In alumni publications, include the maiden name in parentheses for a married woman — the name they would 
have been known by in school:  

Mary (Wilson) Jones ’57. 
 
CLASS OF (YEAR) 

When referring to a group of alumni from the same class year, use the entire year, not the abbreviation: 
The Class of 1950 celebrated their 50-year reunion in 2000. Not the Class of ’50.  

CLASS STANDINGS: 
 Use lowercase: 

freshman, sophomore, junior, senior 
 
Maiden/birth names: put the maiden name in parentheses: 

Susan (Brown) Hanson  
Exception: if the individual kept the maiden name as part of their full name do not use the parentheses: 
Susan Brown Hanson 

 
ALUMNUS, ALUMNI, ALUMNA, ALUMNAE 
A Latin term referencing any student who attended Pacific for at least one semester or earned at least one 
undergraduate or graduate degree. 
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• Alumnus is a man who attended Pacific. 
• Alumni refers to a group of alumni — men, women or both —who attended Pacific. 
• Alumna is a woman who attended Pacific. 
• Alumnae refers to a group of women who attended Pacific. 
(Note: Alum is not a proper use of the word and should be avoided.) 

 

4.	Abbreviations	and	acronyms	
 
In general, avoid using abbreviations or acronyms. If an abbreviation is acceptable on second reference, it does not 
mean its use should be automatic. Let the context determine, for example, whether to use Federal Bureau of 
Investigation or FBI.  
  
Even if an abbreviation is commonly used on first reference (such as in NAACP, FAQ, FBI or CIA) , it does not mean its 
use should be automatic. 
 
Do not use an apostrophe to pluralize acronyms:  

FAQs, not FAQ’s 
Do not abbreviate titles such as for professor (prof.), associate/assistant (assoc./asst.) etc. 
 
UOP – Use UOP sparingly to reference University of the Pacific in internal communications only and only on second 
reference. University of the Pacific (first reference), Pacific or the university (second reference) is preferred for 
external communications. UOP appears on some promotional goods like T-shirts. UOP also appears in a few “official” 
places, like UOP International and university social media handles. 

5.	Punctuation	and	special	characters	
 

 
AMPERSAND (&) 
PACIFIC STYLE Do not use in text copy unless it is part of a proper name (e.g., Orange & Black Ball). Don't substitute 
for the word “and.” (Exception: it may be used as a design element in certain promotional materials where 
appropriate.) 
 
BULLETED TEXT 
Put a space between the bullet (also for numbered lists) and the first word of each item in the list. Capitalize the first 
word following the dash or bullet. Use periods, not semicolons, at the end of each section, whether it is a full 
sentence or a phrase.  
 
Introduce the list with a short phrase or sentence:  

Our partners: or These are our partners: or Our partners are: 
 

Use parallel construction for each item in a list: 
• Start with the same part of speech for each item (in this example, a verb). 
• Use the same voice (active or passive) for each item. 
• Use the same verb tense for each item. 
• Use the same sentence type (statement, question, exclamation) for each item. 
• Use just a phrase for each item, if desired. 

 
COLON AND SEMICOLON 
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Use a colon (:), in Biblical citations, when appropriate to introduce a bulleted list, when transcribing an interview and 
when introducing examples. 
If using a colon in text, capitalize the first word after the colon only if it is a proper noun or the start of a new 
complete sentence. 
 
Use a semicolon (;), to separate items in a complex list where individual elements include commas or to separate 
two complete clauses. 

• She sent chalk, pencils and erasers; money for food and water; and coats, shoes and socks to the 
orphanage. 

• Tomorrow is the first day of classes; the bookstore will be open all day.   
 
COMMAS 
PACIFIC STYLE:  
Serial or Oxford comma (comma before the “and” in the last item in a list): In general, do not use serial comma: Use 
commas to separate elements in a series, except before the concluding conjunction.  
 He brought paper, pens and chalk. 
 
The serial comma can be used in a sentence with a complex list or where there are compound list items for the 
purpose of clarity. 

The University has a rich tradition and history, has an aesthetically pleasing campus, and attracts top-notch 
students every year. 

 
In the case of a complex list in which individual items contain commas or conjunctions, a semicolon should be used 
instead. (see colon and semicolon entry above) 
  
Do not use a comma before or after a Jr. or Sr. or II or III, or corporate designations (Inc, LLC, etc.) 

Robert J. Finnocchio Jr. is the chair of the Board of Trustees for 2009. 
The student’s name was Frank Williams III. 
He is the president of ACME Inc. 

 
ADDRESSES 
In body copy use full official names of offices, departments and buildings in university addresses. Spell out names of 
buildings and Street, Avenue and other similar words. 
Spell out and capitalize First through Ninth when used as street names, but use figures for 10th and above:  

7 Fifth Ave. 
100 21st St. 

Abbreviate compass points used to indicate directional ends of a street or quadrants of a city in a numbered 
address, but do not abbreviate if the number is omitted: 

222 E. 42nd St. 
East 42nd Street 

When writing an address in body copy, include commas to separate elements: 
 McGeorge School of Law is located at 3200 Fifth Ave., Sacramento, California, 95917 
When listing an address on a brochure or envelope: 
 University of the Pacific 
 3601 Pacific Ave. 
 Stockton, CA 95211 
Do not use a comma between the state abbreviation and the ZIP code when addressing envelopes, and use only 
one space: 

Stockton, CA 95212 
Note: when advertising an event, always ensure the campus location (e.g., Knoles Hall) is included in promotional 
materials (not just “University of the Pacific”), especially for materials targeted to members of the public or 
prospective students and their families who may not be familiar with the campus.  
 
DASHES 
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em dashes: Use in place of hyphens or double hyphens when appropriate to set off a clarifying phrase. There should 
be no space between text and em dash on either side. Don’t overuse. 

The landscape—a true reflection of the effect of mankind—has changed the most. 
en dashes: Use to express a range, such as dates or times:  

Dinner   5–7:30 p.m. 
Program 7:30–9 p.m. 

In body text:  
The class runs from 3–7 p.m. 
 
HYPHENS 
 
Use in compound modifiers (except when one modifier is an adverb ending in -ly): 

He works full time   or   He is a full-time worker. 
She is in seventh grade   or   She is a seventh-grade student. 
He won a GRAMMY award for his latest album    or    He is a GRAMMY award-winning musician 
He is a Pulitzer Prize-winning author. 
She needs to focus on her upper-division courses. 

  
Hyphenated words on line breaks 
PACIFIC STYLE In general, eliminate this type of hyphen wherever possible. Broken words are more difficult to read 
and a series of hyphens at the end of each line can look awkward. 
When necessary/unavoidable, end-of-line hyphens must have two letters before the break, three letters after. No 
more than two end-of-line hyphens in a row. Use natural breaks in syllables.  
 
Prefixes 

• CO-  
Hyphenate when forming nouns, adjectives and verbs that indicate 
occupation or status: 
 
co-author co-pilot co-chair co-host 
Use no hyphen in other combinations: 
coed       coeducational coexist   cooperate

• mid- 
No hyphen unless a capitalized word follows: 
midair, mid-America, mid-Atlantic, midsemester, midterm 
Use a hyphen when mid- precedes a figure:  
mid-30s 

 
• multi- 

In general, no hyphen: 
multicultural, multimillion, multilateral, multilevel 
 

• Dis- 
No hyphen. 

 
• inter- 

In general, do not hyphenate, but use a hyphen if the word that follows is capitalized: 
inter-American, interstate, interracial, interreligious, intercultural

 
• non- 

No hyphen when used as a prefix, but hyphenate when the word begins with a capital letter:  
nonjudgmental, nondenominational, nonprofit, non-Catholic 
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• pro- 
Hyphenate when coining words that support something:  
pro-labor, pro-life 

 
• re- 

Hyphenate re- words when there are double vowels: re-elect 
 

• -wide 
Do not hyphenate this suffix:  
universitywide, campuswide, nationwide, worldwide. 

 
ELLIPSES  
In general, treat an ellipsis as a three-letter word, constructed with three consecutive periods. Microsoft Word will 
automatically format three periods into a single character. Use an ellipsis to indicate the deletion of one or more 
words in condensing quotes, texts and documents. Pay special attention to ellipses in Web publications: There is no 
HTML character equivalent, and all ellipses characters should be replaced with three periods to avoid errors.  
 
EXCLAMATION POINT  
Avoid overuse (When in doubt, take it out). Do not use a comma or period after the exclamation mark, even for 
quoted material: 

“Stop!” the officer cried. 
 
ITALICS 
In general follow AP style.  
Follow AP style for foreign terms. 
Punctuation following an italicized word is also italicized, as well as open and close quotes and parentheses. 

“Where are the putti?” she asked. 
 
PARENTHESES  
Punctuation generally goes outside the closing parenthesis (as shown in this sentence). Do not capitalize or include 
a period inside a parenthetical statement unless the parenthetical statement is an entire sentence and stands 
alone. (This is an example.) 
 
QUESTION MARKS  
Use at the end of a sentence that is a question. For the most part, question marks go inside quotation marks when 
used in quoted material: 

She loves the play "Who's Afraid of Virginia Woolf?" 
"What does that mean?" he asked. 

In cases where the question mark is not part of the book or movie title, it is placed outside the quotation marks: 
Have you ever read "The Kite Runner"? 

 
QUOTATION MARKS  
Use double quotation marks for directly quoted speech or text; referencing certain titles, and (sparingly) to indicate a 
colloquial or unusual term.  
 

• The punctuation always goes within the quotation marks:  
“Today is the first day,” she answered. 

• The dash, semicolon, question mark and exclamation point go within the quotation marks when they apply to 
the quoted matter only. They go outside when they apply to the whole sentence. 

• If a title or quote is contained within quoted material, use single quotes inside the double quotations: 
"I cannot wait to see 'Casablanca' tomorrow," he said. 

• Use single quote marks in headlines. 
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SENTENCE SPACING  
Only one space after a period in all cases.  

Note: Do not insert an additional period after a sentence ending in an abbreviation: 
 They started the meeting at 7:30 p.m. Tomorrow it will start at 5 p.m. 
 
For additional punctuation usage guidelines, please consult the AP Stylebook. 

6.	Numbers	
 
Per AP style, in text, spell out “one” through “nine” and use figures for “10” and higher. 
 

• Use figures for charts or tabular data, room numbers, dates and all percentages (see “Percent” entry). 
• Always use figures to express a person’s age, but not an inanimate object’s age.  (see “Age” entry). 
• Ordinal numbers: Spell out “first” through “ninth” in body text; use figures for 10th and up, but do not use 

superscript (10th): 
She attended the 10th annual Conference on Aging.  
It was Mary’s first and Paul’s 15th time attending the conference. 

• Spell out numbers at the beginning of a sentence or rewrite the sentence. (Exception: Always use numerals 
for years, even at the beginning of the sentence.) Spell out any numbers in quoted material, except 
percentages.  

• Place a comma after digits signifying thousands, except when reference is made to temperature or to SAT 
scores: 

1,150 students, 1100 degrees, SAT score of 1145 
 
AREA CODES/PHONE NUMBERS 
PACIFIC STYLE: No parentheses or hyphens. Use a period to separate area code and prefix:  209.946.1234 
 
DATES/MONTHS/YEARS 
Full date: use abbreviated month and offset year with comma: 

On Monday, Nov. 12, 2008, the president spoke to the entire university community. 
Use cardinal numbers for days of the month (1, 2, 3) not ordinal numbers (1st, 2nd, 3rd):  May 3, not May 3rd 
 The training sessions will be on April 7, May 9 and June 10. 
 

• Always spell out days of the week, except in figures and charts. 
(Exceptions can be made in promotional materials for design or space reasons.) 

• Capitalize the names of months.  
• Abbreviate months in body copy when used with specific dates:  

Jan., Feb., Aug., with the exception of March, April, May, June, July. 
Parent Weekend is Oct. 19 and 20.  The new director begins July 1. 

• Do not abbreviate months when used alone or when used with just the year: 
September is a beautiful time to visit the campus. 
He graduated in August 1999. 

• When a phrase only lists a month and year, do not separate the year with commas: 
Pacific Alumni Weekend in June 2009 was a huge success. 

• When a phrase refers to day, month and year, set off year with commas: 
January 1999 was a cold month. 
Feb. 14, 2000, was the target date. 

• Always include the year when the date is in another calendar year; except in news releases, it is not 
necessary to include the year if the date or dates are in the same year as the publication. Include the year on 
websites to prevent confusion, since the page may live longer than the current year. 

• Set off day of the week with comma: 
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The event was scheduled for Saturday, April 23, 2011. 
• Centuries: First century, 21st century.  

Always use numbers for years: 
the 1980s (no apostrophe) or the ’80s (note apostrophe faces away, ’, from the year) 

PACIFIC STYLE: in special uses such as event programs, invitations, posters, avoid abbreviating months 
• Years: Always use numbers for years, even if starting a sentence.  

2014 was a very good year. 
• Express a range of years with an en dash and no spaces, even in body copy:  

If the first two digits are the same for the start and end years, format the range like this: 1990–95 
If they are different, use: 1999–2000 not 1999–00  

• Decades: Use numerals and do not use apostrophes:  
the 1980s not the 1980's or “the eighties” 

• Express a range of dates:  
Jan. 1 through March 2; From January through September 2019. 

 
MONEY 
For amounts of $1 up to $999,999.99, use the dollar sign with commas to break thousands and hundreds, and a 
decimal point to separate dollars from cents: 

$50.75  
1,250 students 

Leave the decimal point and zeroes off even dollar amounts:  
$50 

For even amounts of $1 million or more, omit zeroes and use “million,” “billion,” etc.: 
$2 million 
$1.5 billion 

For amounts under $1, simply use the word “cents”: 
67 cents 
Two cents’ worth 

Spell out amounts up to nine dollars. Use numeral with dollar sign for $10 and more: 
“She gave me only four dollars,” he whined. “I thought I deserved $10.” 

 
AGE 
When expressing age, always use numerals for people and animals. Hyphenation rules apply for adjectives: 

She was 5 years old. 
The 5-year-old girl. 

For inanimate objects, such as buildings, regular numeral rules apply: 
The stadium is two years old. 
The library is 50 years old. The library is a 50-year-old building. 

References to an age range or a decade require no apostrophes: 
The instructor was in her 30s. 
She grew up in the 1950s. 

 
PAGE NUMBERS 
Use figures and capitalize: 

Please refer to Page 10 for more information on platypuses. 
When letters are added, do not hyphenate: 

Please turn to Page 10A for a detailed evacuation plan. 
 
PERCENT  
Use the % sign when paired with a numeral, with no space, in most cases:  

Average hourly pay rose 3.1% from a year ago. 
About 60% of students agreed. 

For amounts less than 1%, precede the decimal with a zero:  
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The cost of living rose 0.6%. 
In casual uses, use words rather than figures and numbers:  

She said he has a zero percent chance of winning. 
Always use numerals, even for percentages less than 10. Use decimals rather than fractions. 
Percent takes a singular verb when standing alone or when it is expressed as a percentage of a singular entity: 

Approximately 50% of the class attended the conference. 
When expressed as a percentage of a plural entity, it takes a plural verb:  

Approximately 50% of the students are going on the immersion trip. 
 

ROOM NUMBERS 
Use figures and capitalize room when used with a figure: Room 222. 
 
TIME 
Per AP style, use periods with a.m. and p.m. in body copy: 

The seminar will last from 10:30 a.m. to 2:30 p.m. 
No colon or zeroes for even times: 

4 p.m. NOT 4:00 p.m. 
Always use noon and midnight – do not use: 12 noon, 12 p.m. or 12 a.m.: 
 The session will run from noon to 2 p.m. 
 
PACIFIC STYLE: The periods in am and pm can be eliminated for style reasons in formal invitations and other event 
promotion or advertising. 

7.	Common	uses	and	misuses,	common	misspellings,	preferred	styles	
 
ADMISSION, ADMISSIONS 
Pacific’s Office of Admission uses the singular. When referring to the admissions process, use plural. 
 
CLASS DESIGNATIONS – FRESHMAN, SOPHOMORE, JUNIOR, SENIOR 
These are not capitalized unless at the beginning of a sentence. 
Whenever possible, use the more inclusive term first-year student(s) instead of freshman/freshmen. 
Freshman is a singular noun or adjective: a college freshman, the freshman class.  
Freshmen is a plural noun used when referring to a group: The freshmen assembled quietly. 
 
DORMITORIES/DORMS 
PACIFIC STYLE Avoid. Use residence halls, student apartments, university housing, university residences. 
 
FACULTY AND STAFF  
PACIFIC STYLE  
“Faculty” and “staff” are collective nouns that take plural verbs and pronouns and are not preceded by “the.” 

Faculty are invited to attend the meeting on Thursday.  
Staff are encouraged to attend the President’s open forum. 

 
DIVERSITY REFERENCES   
In general, refer to AP style.  
American Indian or Native American - acceptable for those in the U.S. Follow the person's preference. Where 
possible, be precise and use the name of the tribe: He is a Navajo commissioner. Avoid potentially disparaging 
words or terms such as wampum, warpath, powwow, teepee, brave, squaw, etc. First Nation is the preferred term for 
native tribes in Canada. 
Asian-American - A person of Asian birth or descent who lives in the U.S. When possible, refer to a person's country 
of origin. For example: Filipino-American or Indian-American. Follow the person's preference.  
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Black - Acceptable for a person of the black race. African American is acceptable for an American black person of 
African descent. Follow the person's preference.   
Disability - Use disabled as a general term when necessary. Do not use handicapped. In general, do not describe an 
individual as disabled or handicapped unless clearly pertinent to a story. Avoid descriptions that connote pity, such 
as afflicted with or suffers from multiple sclerosis. Rather, has multiple sclerosis; wheelchair user rather than 
wheelchair bound. When referencing the disabled, use “persons with disabilities” rather than “disabled persons.” 
 Do’s: 

• She has multiple sclerosis. 
• He uses a wheelchair. 
• People with disabilities. 

Don’ts: 
• He is handicapped. 
• She is wheelchair-bound. 
• He suffers from multiple sclerosis. 

Gay - Used to describe men and women attracted to the same sex, although lesbian is the more common term for 
women. Preferred over homosexual except in clinical contexts or references to sexual activity. 
Include sexual orientation only when it is pertinent to a story, and avoid references to "sexual preference" or to a gay 
or alternative "lifestyle." 
Gender – When gender identity is known: use man to refer to any male-identified person above the age of 18; use 
woman to refer to any female-identified person above the age of 18. For those under the age of 18, use boy, girl, 
young man, or young woman as appropriate for the audience and ages (an exception to the AP Stylebook). 
Exceptions to these rules apply when subject identifies as nonbinary, agender, etc. Avoid misgendering by asking a 
person how they would like to be identified and what pronouns they use. Always honor the chosen pronouns of an 
individual. Singular “they” should be used in place of the binary “he/she” or “his/her” when identity is not known. In 
general, try to avoid excessive use of binary and gendered nouns; in university contexts it is preferable to use the 
gender-neutral student whenever possible or change the structure to plural forms (students, they) unless you are 
referring to a specific individual. 
Latino/a or Latinx - Preferred term for a person from, or whose ancestors were from a Spanish-speaking land or 
culture or from Latin America. Latina is the feminine form, Latino is the male form, Latinx is a gender-neutral form. 
Follow the person's preference. Use a more specific identification when possible for specific individuals, such as 
Cuban, Puerto Rican, Brazilian or Mexican-American.  
LGBT - Acceptable on first reference for lesbian, gay, bisexual and transgender. Should be spelled out in body of the 
story. Also, LGBTQIA (includes Queer/Questioning, Intersex and Allied/Asexual) 
Muslims - The preferred term to describe adherents of Islam.  
 
HEALTH CARE:  
Express as two words.  
 
THEATRE/THEATER 
Theater is the American spelling. Theatre is the British spelling. Use theater unless it is spelled otherwise as part of 
the official name, such as The Long Theatre and the Janet Leigh Theatre. 
 She loves going to the theater. 
 The film will be screened in the Janet Leigh Theatre. 
 
UNITED STATES 
Always spell out United States in first reference. U.S. -— with periods — is acceptable on second reference. 
 


