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Ininininninininhin

University Marketing and Communications has chosen to follow the
Chicago Manual of Style in an attempt to standardize the documents

we produce. As part of an institution of higher education, it is important
to be accurate, clear,and consistent. The Chicago Manual is one of the
two most followed style guides, and is geared toward making the English
language clear and readable.

The guidelines below refer to things we run into frequently at Loyola. They
are there to be helpful and to answer your questions, not to restrict. There
is room for exibility and for personal style. Always use discretion and
tailor your language for its intended audience.

Please contact Annie Busiek in University Marketing and Communications
at abusiek@luc.edu with questions or with suggestions for making Loyola
University Chicagos style guide more helpful.

abbreviations
As arule, use full word spellings in narrative text except where space
is limited, in which case, use them consistently.

alumnus/alumna/alumni
Alumnus is male; alumni is plural. Alumni is used for mixed-gender
groups.

Alumna is female; alumnae is plural.
Alum(s) is neutral and can be used in informal contexts.

List alumni in text with their degree or school and class year as follows:
John Doe (BA 87) or John Doe (SSOM 87). The decision to use degree or
school is up to the writer, according to what is appropriate in context.

Am and pm

Use small caps for am and pv. No periods are necessary with small caps.
The shortcut for small caps in Word is ctrl+shift+k. The acceptable
alternative isa.m.and p.m., which should be lowercase and should
include periods.

Guidelines, logos, and templates can be found online at LUC.edu/umc.
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and
Avoid starting a sentence with and.

art exhibits

Do not put in quotes; an art exhibit is simply capitalized: LUMA is proud
to present its latest exhibit, Arts Botanica. If you feel there will be room
for confusion, you may italicize an art exhibit.

Beijing Center, the

Although the Beijing Center is sometimes known as TBC, do not
capitalize the preceding the in running text: Students can spend time at
the John Felice Rome Center and the Beijing Center.

board of trustees

Do not capitalize unless it s part of the proper name: John Doe is
chairperson of the Loyola University Chicago Board of Trustees. But Father
Garanzini currently serves on the boards of trustees of Loyola University
New Orleans and Fair eld University.

but
Avoid starting a sentence with but.

BVM
No periods.

campus
Capitalize only when part of the name, otherwise do not: Lake Shore
Campus but lakeside campuses and Lake Shore and Water Tower
campuses.

campus locations
Go from speci c location (room) to more general ( oor and building)
to the campus: Kasbeer Hall, 15th Floor, 25 E. Pearson Building, WTC.

capitalization
Many proper names combine a formal name with a generic or
descriptive term (Loyola University Chicago, Centers of Excellence,
President Garanzini, the Department of Communication, the Deans
Fund for Excellence). Capitalize only when using the full, formal title,
except in the case of University. After the rst mention,an of cial
name is often replaced by the generic term alone, which should be

lowercased: The Department of Communication is pleased to announce a
new position. The position will greatly increase the departmentsef ciency.
See also Centers of Excellence (below) and University (page 11).

Athe preceding a proper name, even if it is part of the formal title, is
lowercased in running text: Please donate to the Loyola Annual Fund.
Does not apply to titles of works. See Beijing Center, the (page 4).

When referring to the formal titles of two similar entities, do not
capitalize the generic term they have in common even though it
would be capitalized if used alone. Example: Forums will be held at the
Water Tower and Lake Shore campuses.

Centers of Excellence and similar

Capitalize when referring to the Centers of Excellence. If referring to
one speci ¢ center, capitalize its title: the Center for Integrated Risk
Management and Corporate Governance. After that, if referring to it by
the word center alone, it does not need to be capitalized. The Center for
Integrated Risk Management and Corporate Governance is a new initiative.
The center opened last year.

cities

For a list of cities that may stand alone and do not require state/country
identi cation, see state names (page 10).

class years
Put an apostrophe before a class year: 87. See also alumnus/alumna/
alumni (page 3).

colons
Do not use a colon after a verb or a preposition:
Correct: Aresume should include educational background, work
experience, and any knowledge of foreign language.
Incorrect: A resume should include: educational background, work
experience, and any knowledge of foreign language.

Use one space after a colon.

commas
Use a comma before the last item in a series of three or more: Every heart
beats true for the red, white, and blue.

Guidelines, logos, and templates can be found online at LUC.edu/umc.
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