UNE Writing Style Guide

In most cases, UNE follows AP style. While press releases rarely deviate from AP style, text for
other UNE platforms sometimes do. When a stylistic element is treated differently depending on
which platform it is used for, those different treatments will be noted in the Style Guide.
Platforms commonly referred to throughout this guide include:

I Press Releases — Externally issued press releases
' Web News Stories — News stories published on the UNE website News page
f  Magazines — The UNE Magazine or other UNE-produced magazines; some print
materials, such as ceremonial programs and others with dense text as found in
biographical passages; and feature web stories
f  Marketing Materials
o Print materials (brochures, flyers, posters, etc.) other than magazines (excludes
dense text, as found in some academic print materials, such as Commencement
programs and other programs featuring biographic passages)
0 Web pages (other than news pages)
0 Social media posts
0 Video






Academic Degrees/Distinctions and Professional Certifications

Academic Degrees/Distinctions

On first reference, it is preferable to spell out academic degrees. Capitalize the degree but
lowercase the field of study.

Example:



P — Parent (of a UNE student/graduate)

Examples: John Smith has a Ph.D. in history.
John Smith, Ph.D., attended Harvard University.
John Smith, HON 95, received his Ph.D. from Harvard University



an apostrophe facing in the correct direction, in place of the first two digits. Close the
parentheses.

Examples: John Smith (English, *22) recently presented a paper.






Position t



Endowed Chairs and Endowed Fellowships
Formal endowed chair titles and endowed fellowship titles are always capitalized, no matter

where they fall in a sentence.

Examples: Henry L. & Grace Doherty Professor of Ocean Food Systems Barry Costa-Pierce

will speak.
Barry Costa-Pierce,



*Note: Academic d
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Example: The University of New England College of Osteopathic Medicine (UNE COM) has a
top-notch reputation. For that reason, UNE COM attracts some of the best faculty in
the country.

Centers
Center for Excellence in the Neurosciences (CEN)
Center for Global Humanities (CGH)
Center for Biomedical Research Excellence for the Study of Pain and Sensory Function
(COBRE)
Center for Excellence in Collaborative Education (CECE)
Center for Excellence in Marine Sciences (CEMS)
Center for the Enrichment of Teaching & Learning (CETL)
Center for Excellence in Public Health (CEPH)
Center for Excellence in Aging and Health (CEAH)
UNE NORTH: The Institute for North Atlantic Studies (UNE NORTH)

Writing About Race and Ethnicity
Racial and ethnic groups are considered proper nouns and, thus, should be capitalized.

UNE defers to the National Association of Black Journalists (NABJ) on the matter of
capitalizing race. NABJ recommends that whenever a color is used to appropriately describe
race, then it should be capitalized. Thus, when referring to race, the words “Black,” “White,” and
“Brown” are capitalized. The phrase “people of color” is not capitalized.

Examples: Black, White, Native American, Hispanic, Indigenous, Aboriginal

Do not use the term “Caucasian” to refer to White people.
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Spell out whole numbers one through nine, and use figures for 10 and above. Spell out all
numbers when they are used at the beginning of a sentence, except for a calendar year. Try to
avoid writing sentences that begin with a calendar year.

Examples: 1976 was the year she moved to Maine. (not preferred)
In 1976 she moved to Maine. (preferred)

Use figures for all dimensions; percentages; distances; measurement; ages, including year and
month; and years, such as 2014 or ’14, or a decade, such as the 1980s.

Grade levels in school should always be spelled out.

Time
Time should be expressed as a figure followed by a.m. or p.m. Do not use the 00 when referring
to an hour.

In a press release or web story, a time span should be indicated by using “from and “to.” Do not
use an en dash to indicate a time span.

In marketing materials, one may use an en dash in between times when indicating a time span.
Note that there are no spaces around the en dash.

If one uses “from” to indicate a time span, one must use “to.” Do not use “from” with an en dash

Examples: The launch will occur at 8:30 a.m. (PR and Marketing)
The event will be held 2-3 p.m. (Marketing)
The concert takes place from 2:30 to 4:30 p.m. PR and Marketing)
(Incorrect) The concert takes place from 2:30-4:30 p.m.

Dates
Commas set off the sequence of the day, month, and year.

For press releases and web news stories, and magazines, abbreviate Jan. Feb., Aug., Sept., Oct.,
Nov., and Dec. when the month is being used with a specific date. Spell out all months when
using alone or with a year.

Examples: The presentation will take place Wednesday, Sept. 24, 2014, sometime in the
afternoon.

The Oct. 5, 2014, issue of the Journal Tribune featured an article on the Marine
Science Center.

According to Jones, January 2017 was one of the coldest months on record.
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For marketing materials, either the full month name or the abbreviation is acceptable as long as
there is consistency within a print item, web page, etc.
When expressing a date range in the current year, do not include the year. When referencing a
date range from a single past or future year, only include the year in the final date. Do not repeat
the month in the final date if it is the same as the month in the first date.

Examples: The exhibition ran from May 12 to 23.

The exhibition was held in 1985. It ran from April 5 to May 12.
The exhibition will run from Dec. 10, 2018, to Jan. 17, 2019.

In marketing materials, a date range may also be written with an en-
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https://www-apstylebook-com.une.idm.oclc.org/une_edu/ap_stylebook/state-names
https://www-apstylebook-com.une.idm.oclc.org/une_edu/ap_stylebook/state-names
https://www-apstylebook-com.une.idm.oclc.org/une_edu/ap_stylebook/state-names
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Do not use commas or periods at the end of lines in a formal invitation (unless it is a period after
an academic degree)

Example:
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Examples: Kathy Clarke (Class of *22)
Biological Sciences Major, UNE

Sarah Perkins (Class of "21)
Art Education Major/Women’s and Gender Studies Minor, UNE

Jason Feldman (Class of "22)
Applied Mathematics/Data Science Double Major; History Minor, UNE

Graduate Student

When identifying a graduate student in a video super, the first line should contain the student’s
full name, followed by any academic degrees that the student has obtained, according to the rules
set forth in the Internal UNE Student References/Current Graduate Student section of this guide.
The second line states the name of the student’s graduate program, followed by the word
“Student.” The class year is optional. If it is being used, put a space after “Student” and follow
the space with a set of parentheses containing the words “Class of” followed by a curvy
apostrophe and the last two digits of the student’s class year. A comma should be placed after the
closing parenthesis (or after the word “Student” if the class year is not being used) followed by a
space, and “UNE.”

Examples: James Johnson
Doctor of Pharmacy
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Serial (Oxford) Comma

In a series of three or more items (or actions), a comma should be used to separate the final two
items. While AP Style only calls for the use of this Oxford comma in situations when a sentence
is particularly complex or when omitting the comma could cause confusion, UNE chooses to use
the Oxford comma in all sentences involving three or more items.

Examples:
The collaborative program allows students to gain marketable skills in biology,

engineering, and business.

The plan involves scoping the site, drafting a blue print, excavating the lot, and building
the tower.

Other Comma Issues

A common comma error is the omission of a comma before “and” when what follows the “and”
conveys a complete thought. Likewise, another comma error is putting a comma before an “and”
when the phrase following the “and” does not form a complete thought.

Examples: | went to the store, and | bought some milk.
| went to the store and bought some milk.

Em Dash

The em dash is used to indicate a break in thought or a parenthetical phrase. There is one space
before and one space after the dash. The dash can be indicated by two hyphens, or type an em
dash by holding “control” and “alt” and hitting the minus key on the number pad (on a PC) or by
holding “shift” and “option” and hitting the minus key (on a Mac).

Example: The orca whale -- really a type of dolph-13(e)7()]32750 1 72.025 333.85 Tm0 g0 2EMC /P AMICID 1
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Ellipsis

The ellipsis is used to indicate the deletion of one or more words when condensing quotes or
text. It is formed with a space, three periods, and a space. An ellipsis may also be used to
indicate a pause or hesitation in speech or a thought that is not completed.

Example: The weather forecasters predicted rain tomorrow ... and a warm and sunny weekend.

When an ellipsis ends a sentence, the text should be followed by a space and then four periods,
(with the space after the third period eliminated).

Example: Notice there is no space between the third and fourth periods ....

Hyphen

Use the hyphen to break up words that must appear on two lines due to layout restrictions.
Also use the hyphen within certain words for clarity (re-signed, co-op) and with compound
adjectives that precede a noun (world-renowned painter). Do not use a hypen with “ly”
compound adjectives (a beautifully drawn picture, a seriously considered idea).

Note: UNE hyphenates the phrase “test-optional.”

Italics Versus Quotation Marks
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Movies quotes italics
Newspapers naked italics
Periodical/Journal/Magazine naked italics

Plays quotes italics
Podcasts quotes quotes

Poems quotes quotes

Radio episode quotes quotes

Radio program/series quotes italics

Radio stations naked, all caps naked, all caps
Songs guotes quotes

TV episode quotes quotes

TV programs guotes italics

TV stations naked, call caps naked, all caps
Websites naked naked

References to UNEds Rank

When referencing UNE in a ranked list or guide, capitalize the title of the list. If the entity
producing the ranking is a publication, refer to the chart above to determine if the name of the
publication should be naked, in italics, or quotation marks.

Examples:

(Marketing Materials, Magazine, and Web)






mailto:jsmith@une.edu

Items in a series are separated by semicolons. A period follows the final item, regardless of
whether or not the final item is a complete sentence EXCEPT when all items consist only of
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