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This guide establishes the standards for all copy written in the name of the Unitarian 
Universalist Fellowship of Central Oregon. Consistency in these details presents an 
image of professionalism and polish. All publications, educational materials, 
correspondence on UUFCO letterhead, marketing brochures, and press releases 
are to adhere to these guidelines.  

This guide incorporates rules from AP Stylebook 2017, the House Style segment of 
the Editorial Guide for UUA.org, and the spelling and hyphenation section of 
Merriam-Webster’s Collegiate Dictionary.  

Basic principles for writing well: 
• Be accurate.   
• Be clear. 
• Be concise.  
• Do not overstate. 
• Use active voice. 

 

A 
abbreviations  

• Do not abbreviate names of states, countries, months, days, units of measure, 
or courses of study. Use the abbreviations Ave., Blvd. and St. when used as 
part of a numbered address — e.g., 61980 Skyline Ranch Road. Do not 
abbreviate when a road name stands alone — e.g., Skyliners Road.  

• Use periods after all abbreviations except compass directions (in addresses) 
and metric measures — e.g., 55 SW Wall Street, 8 cm. 

• Use only widely recognized abbreviations — e.g., Rev., U.S., Ph.D., M.S. Don't 
use apostrophes for plural abbreviations: "Only Ph.D.s are invited to the 
gathering." With the exception of degrees, do not use abbreviations in 
headings. 

 

Unitarian Universalist Association On first use, spell out the complete 
three-word name. On second and subsequent uses, refer to UUA. 

http://www.uua.org/web/standards/editorial-guide
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Unitarian Universalist Fellowship of Central Oregon Use complete name 
on first use, then UUFCO. 

Art Resource Team — ART. 

 
acronyms Use all caps with no periods: RE, ART, COC.  

When using an acronym that the average reader might not recognize, write 
out the words the first time they are used and put the acronym in 
parentheses: Art Resources Team (ART). Don't use acronyms in headings. 
Don't use punctuation in acronyms.  

all caps Do not write text in all capital letters. Understood to represent shouting in 
digital communication, all-caps type puts off readers and hinders reading 
comprehension. Instead, use headers, italics, or a limited amount of bold text 
for emphasis. 

a.m. and p.m. Lowercase with punctuation and a space between number and a.m. 
or p.m. 9 (not 9:00) a.m.–3:30 p.m., 7–10 p.m.  

 

B 
biannual Twice a year (same as semiannual). 

biennial Once every two years. 

bilingual No hyphen. 

bimonthly No hyphen. 

Board of Trustees (Used by UUFCO) Capitalize when using whole name, but use 
lowercase references to the board or the trustees. 

bulleted list  

• Use a period after every bullet point that is a sentence or that   
completes the introductory stem.  

• Use no punctuation after bullets that are not sentences and do not complete 
the stem.  

• Use all sentences or all fragments, not a mixture.  
• Do not capitalize (except for proper nouns or starting whole sentences).  
• Do not use "and" or "or" after the next-to-last item. 
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Bylaws One word, no hyphen. 

 

C 
capitalization Avoid unnecessary capitalization. The trend in American English is 

away from capitalization for words that are not clearly proper names. When in 
doubt, don’t capitalize; if a word could be a name or description, using 
lowercase will be correct either way.  

• Board of Trustees, board  

• Capitalize committee names: Social Justice Committee, Leadership 
Development Team. 

• Capitalize titles and positions only when preceding names: President Max 
Merrill. After names, use lowercase: Max Merrill, president. Do not capitalize 
positions when used alone: director, president, trustee, minister. 

• For titles of exhibitions, books, lectures, films, poems, songs, television 
programs, and works of art: Capitalize the principal words, including 
preposition and conjunctions of four or more letters. Capitalize an article (the, 
a, an) or a word of fewer than four letters when it’s the first or last word in a 
title — e.g., next Sunday’s sermon, “On the Meaning of Life.” 

• Avoid using ALL CAPS except for acronyms: UUFCO, UUA. Project GRACE is 
always capitalized. 

• Capitalize Principles, Purposes, and Sources when referring to those specific 
to UU. 

• Sanctuary when referring to our own. 

• Fellowship when referring to UUFCO. 

 

catalog, cataloged, cataloging Not catalogue. 

colons Use a colon to introduce a list. Do not capitalize the first word after the colon 
unless it is a proper noun or the start of a complete sentence — e.g., The 
Program Council will include chairs from the following committees: Worship, 
RE, Social Justice, Membership, Care. 
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commas   

• Use a comma before a conjunction if listing more than two things: chalice, 
matches, and candles. The Chicago Manual of Style, which governs 
punctuation at most North American book publishing houses, calls for this 
use of the serial comma at the conclusion of every series, simple or 
complex, to ensure punctuational uniformity. If the contributor of a 
bylined item prefers AP style, which calls for use of the serial comma only 
when it prevents misunderstanding or ensures ease of reading, respect 
the writer's preference. 

• Use commas with titles, addresses, and dates: On February 1, 2015, we 
had our first service in our new home. But don’t use commas to set apart 
just the year: The new building was dedicated in April 2015. 

• Always place commas inside quotation marks. 

 

D 
database One word. 

dashes  

• hyphen (-) Use hyphens to join words to form a compound word and 
compound modifiers. (See ‘hyphen’ entry.) There is a tendency for one word 
to evolve from two words, or for a hyphenated word to become one word: 
email, multidisciplinary, nonprofit. See individual entries for clarification.  (The 
hyphen key is next to the zero at the top right of the keyboard.) 

• en dash (–) En dashes are used for ranges and typically substitute for the 
word to: 8 a.m.–5 p.m.; 6-8 years; September–June; pages 8–10.  (The en 
dash is approximately the width of a capital N. On a PC, hold down the Ctrl 
and shift keys and press the hyphen key. On a Mac, hold down the option key 
and press the hyphen key.) Do not use spaces on either side of an en dash. 

• em dash (—) Em dashes replace the double hyphen on a typewriter, usually 
in a situation where a comma is too weak and a period too strong. Avoid 
overusing dashes where commas are adequate to set off the phrase, and 
don’t use more than one pair in a sentence. Use to indicate an abrupt 
change, to amplify, explain, or define a phrase in a sentence, or for 
attribution before an author’s name, such as at the end of an article. (The em 
dash is approximately the width of a capital M. On a PC, hold down the Ctrl 



UUFCO Style Guide 11/13/17    5 

and Alt keys and press the hyphen key. On a Mac, hold down the option and 
shift keys and press hyphen key.) Use a space on each side of an em dash. 

dates When writing dates, use commas on each side of the year: The series begins 
on September 22, 2017, at UUFCO. Be consistent within the document. 

decades The 1890s, the Roaring ’20s. (To precede a number with an apostrophe in 
most programs, you’ll need to put in a character of dummy type, then insert 
the apostrophe, then delete the dummy type. Otherwise you’ll get a single 
open quote.) 

E 
Earth, earth Capitalize only when referring to the proper name of the planet; use 

lowercase when referring to soil. The Earth is the third planet from the sun. 
Participants in the groundbreaking ceremony plunged gold-plated shovels 
into the earth.  

e.g. Used to mean “for example.” It is preceded by an em dash and followed by a 
comma. 

email No hyphen. 

exclamation point Avoid overuse. Use to express a high degree of surprise or 
strong emotion, but not for a mildly exclamatory sentence. 

 

F 
Fellowship Capitalize when referring to UUFCO. 

full time, full-time Hyphenate only when used as a compound modifier — e.g., He 
generally prefers to work part time, but he’s open to the right full-time 
position.  

fundraising, fundraiser One word. The fellowship is raising funds to support our 
activities. The auction is our most successful fundraiser 

 

G 
Gender-neutral language Avoid the use of "he or she" to keep language neutral 

and inclusive.  
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groundbreaking One word. 

 

H 
hyphen (-) Many previously hyphenated words are now one word. Check a 

dictionary if you’re in doubt. It is a 10-year-old tradition. Word phrases with 
adverbs ending in “ly” are not hyphenated: newly developed. 

I 
i.e. Used to mean “that is to say.” It is preceded and followed by commas, i.e., the 

way this sentence is written. It is also acceptable to use an em dash before the 
“i.e.” as with “e.g.” 

italics 

• Use italics for titles of books, magazines, radio and television programs, 
movies and videos, exhibitions, lectures, works of art, record albums 
(cassettes, CDs), pamphlets, manuals, the names of ships and aircraft, and 
newspapers.  

• Use italics for emphasis only when absolutely necessary.  Try to express 
emphasis with the content, not the typography.  

it’s, its It’s is a contraction of it is. Its is the possessive of it. It’s easy to see the results. 
The fellowship is staying within its budget.  

 

K 
 

L 
lay-led Many summer services are lay-led. 

lay leader Not layleader. 

lifelong 

M 
midsize No hyphen. 
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minister Use Rev. Scott Rudolph in first references to our settled minister online and 
in in-house publications. On subsequent references, use Scott. For 
consistency, treat in-house references to other ministers the same way. In 
press releases, follow the AP custom of using “the” before the honorific title. 
In conversation, adults address our minister as Scott and children address 
him as Rev. Rudolph.   

mission statement  (Approved May 2016)   
Unitarian Universalists of Central Oregon: 

seeking meaning, celebrating life, 
and serving the spirit of love and justice in our world. 

 
When not using our name, capitalize and break in either of these places: 

 
Seeking meaning, celebrating life, 

and serving the spirit of love and justice in our world. 
 

Seeking meaning, celebrating life, 
and serving the spirit of love and justice  

in our world. 

multimedia No hyphen. 

multipurpose No hyphen. 

 

N 
new home The New Home Project (NHP) was capitalized, but new home is not. 

nonprofit One word. 

noon Lowercase. Do not precede with “12.” 

numbers 

• Use words for numbers from one to nine; use Arabic numerals for numbers 
10 and greater. With numbers of four digits or more, add a comma: 2,000. 

• Use numerals for dates, addresses, percentages, fractions, decimals, scores, 
statistics and other numerical results, exact amounts of money, pages, and 
the time. 

• If a sentence begins with a number, spell out the number or rewrite the 
sentence. Years are an exception: 1958 was an eventful year in UUFCO 
history. 
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O 
offsite, onsite No hyphen. 

online No hyphen. 

 

P 
percent (%) Spell out: 10 percent.  

preschool One word. 

 

Q 
quality of life Do not capitalize. 

quote marks Do not use to denote emphasis. Use when indicating that something 
is ironic, but be cautious to use only where appropriate: We have another 
"important" meeting today. This reads as “so-called important,” not as if it 
were truly important. 

 Pay attention to placement with punctuation:  

• Commas and periods are always inside quotation marks. 

• Colons and semicolons go outside quotation marks. 

• Question marks and exclamation marks go inside or out, depending on 
what they belong with.  

R 
Rev. Scott Rudolph Use Rev. Scott Rudolph in first references to our settled 

minister online and in in-house publications. On subsequent references, use 
Scott. For consistency, treat in-house references to other ministers the same 
way. In press releases, follow the AP custom of using “the” before the 
honorific title. In conversation, adults address our minister as Scott and 
children address him as Rev. Rudolph. 
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room names Formal and abbreviated 
Beatrix Potter Childcare — childcare 
Bela Bartok Green Room — the green room 
Buckminster Fuller 
Fannie Farmer Kitchen — the kitchen 
Founders’ Fireside Room — the fireside room 
Linus Pauling Hall – Linus Pauling 
Margaret Fuller Conference Room — the conference room 
Olympia Brown Center — the office 
Pete Seeger Gathering Hall — the gathering hall 
Sanctuary  
Sophia Fahs Commons — RE Commons 
Starr King Corner 
Susan B. Anthony 

 

S 
seasons Spring, summer, fall, winter, springtime, etc. — not capitalized unless 

starting a sentence or part of a formal name. 

signs and symbols When writing prose, do not use signs or symbols (&, $, #, /, @) 
in place of words. The dollar sign, however, is appropriate when using 
numerals to express an amount of money.  

slashes (/) Avoid slashes between words. Avoid ambivalence and use a word 
instead. The phrase “and/or” can usually be replaced with “and” or “or” with 
no loss of meaning. If confusion might arise, rewrite — e.g., “The workshop is 
open to everyone who took the introductory course or who works in the 
profession.” 

Soul Matters 

spaces between sentences Use only one space between sentences and after 
semicolons. (Computers are not typewriters!) 

special Overused. Try to find an alternate word that would be more descriptive. 

sq. ft. When abbreviating square feet, such as in a chart. Do not abbreviate in 
prose. 

state-of-the-art Hyphenated when used as a compound adjective. Use sparingly. 
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T 
telephone numbers Use a hyphen after area code and between numbers instead 

of parentheses or dots, and “ext.” in front of the extension numbers: 541-385-
3908, ext. 244.  

that, which (vs. who, whom) Use that and which for inanimate things and animals 
without names. Use who and whom when referring to people or to an animal 
with a name, such as a pet or a racehorse. 

titles of books, films, and compositions Italicize. 

titles of sermons Use quotation marks around title. 

titles and positions Capitalize formal titles immediately before a name: Pope John 
II, President Obama, the Rev. Scott Rudolph. Do not capitalize titles 
appearing after a name: "Max Merrill is president of the UUFCO board." Do 
not capitalize positions when used alone: trustee, minister, music director. 

toward Not towards. 

 

U 
underlining Please don’t use underlining. It makes text harder to read in print and 

online, and is especially confusing on websites. Use bold or italics instead. 

Unitarian Universalist Fellowship of Central Oregon is our legal name.  

Unitarian Universalists of Central Oregon is registered as “doing business as.” 

unique Use sparingly. It means “the only one of its kind, without like or equal.” It 
cannot be qualified with words like “more,” “most,” or “completely.”  

U.S. for United States, not US. 

UUFCO and UUA Committees, Congregations, Departments, Programs. On first 
reference, use the full name with the shorthand reference in parentheses. 
Capitalize staff groups, districts, committees, and program names only when 
used in full: "Pacific Northwest District" or "Tapestry of Faith." Congregation 
names with Unitarian Universalist in the title should be abbreviated to UU 
when space is an issue (for example, "Unitarian Universalist Fellowship of 
Central Oregon" would be “UU Fellowship of Central Oregon”). 
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UUFCO No periods. On first use, spell out Unitarian Universalist Fellowship of 
Central Oregon. On subsequent uses, use UUFCO. 

 

V 
voice 

• Course descriptions, ads, and brochures should stay in the same voice 
throughout. If you use personal pronouns (I, you, we, he, she, etc.), do not 
switch back and forth from personal pronouns to indefinite pronouns 
(everybody, many, all, etc.). 

• Press releases should always be written with indefinite pronouns (everybody, 
many, all, etc.), never personal. 

• Articles for UUFCO publications can be written in personal or indefinite 
pronouns, but should be consistent throughout the article. 

 

W 
who, whom Use who and whom when referring to people or to an animal with a 

name, such as a pet. Use that and which for things and animals without 
names.  

-wide No hyphen (nationwide, worldwide). 

winter Lowercase (see seasons). 

 
Y 
year-end Hyphenated when used as an adjective (year-end report). 

yearlong No hyphen (yearlong theme). 

years 1900s (no apostrophe between year and “s”). 
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