
10 Common WMU Writing Style Errors 
 

1. Capitalization 
Except for the first word in a sentence, the only words that should be capitalized in text are proper nouns 
(Kalamazoo); proper adjectives (American history); common nouns only when used as part of a proper 
name (Bernhard Center, but center when used alone); and a person's title only when it precedes the 
person's name (President John Dunn, but president if used alone). 

Capitalize: Lee Honors College 
Do not capitalize: college, honors college, honors program, honors students 

Except for languages (Spanish), academic disciplines are not proper nouns and are not capitalized, 
including references to major and minor fields of study. (She earned degrees in chemistry and German.)  

Do not capitalize names of seasons, including references such as fall semester. 

Do not capitalize alumni, parents, students, faculty, staff, emeriti, directors or trustees. 

Capitalize all key words in the titles of books, plays, movies, TV shows, songs and lectures.  

2. Ampersands 
Do not use ampersands (&) in text (tuition and fees), titles (provost and vice president for academic 
affairs) or names (College of Arts and Sciences). 

3. ALL CAPS 
Do not use ALL CAPS, except for abbreviations and acronyms. 

4. Abbreviations 
Avoid abbreviations and acronyms to the greatest extent practical. Always identify programs, 
organizations and associations by their full names in the first reference, and on the Web, that means on 
every page. 

Use words (the committee, association, office, program) instead of the abbreviation. 

You may use widely recognized abbreviations, such as ACT for American College Test and NCAA for 
National Collegiate Athletic Association, even on first reference, when the initials are more widely known 
than the name and the initials are used in context. (What is the median ACT score for the class?)  

You may use abbreviations for laws (FERPA, HIPAA) and financial aid programs (FAFSA), but only 
after the full name has been introduced. 

Do not include the abbreviation in parentheses (DNIAP) after the full name. 

You may use WMU, but always use the full name, Western Michigan University, in the first or second 
reference, and on the Web, that means on every page. 

Do not use initials for WMU offices or departments, unless the initials are widely recognized by the 
general public. Do not use SHC for Sindecuse Health Center. Use Sindecuse, the health center, or the 
center. Do not use OVPR for research. Do not use SOM for School of Music or School of Medicine.  

Use periods with two-letter abbreviations (U.S.). Do not use periods with abbreviations of three or more 
letters (WMU, USA).  



5. Use email, not e-mail. 
Use email, not e-mail. Use website, not Web site. 

6. Times 
Do not use ciphers (double zeros) for times of day or whole dollar amounts. Use the program begins at 
7 p.m. and tickets are $5 (not 7:00 p.m. and $5.00). 

Use midnight and noon, not 12 a.m. and 12 p.m. 

7. Dates and days 
When used with a date (Nov. 6), abbreviate Jan., Feb., Aug., Sept., Oct., Nov., and Dec. Do not 
abbreviate March, April, May, June or July. 

Do not abbreviate days of the week (Tuesday, not Tues.) 

8. Addresses and locations 
Use standard U.S. Postal Service abbreviations, no punctuation, the nine-digit ZIP code, and for WMU 
addresses, always include USA. 

This is an address: 

Office of the President 
Western Michigan University 
1903 W Michigan Ave 
Kalamazoo MI 49008-5202 USA 

This is a location: 
3010 Seibert Administration Building, Mail Stop 5202 

9. Phone and fax numbers 
The format for phone and fax numbers is (269) 387-8400. Use parentheses around the area code and 
always include the area code. Use a hyphen between the exchange and number. The format for toll-free 
numbers is the same. Use: (800) 555-1212. Do not use 1-800-555-1212. 

10. Named buildings and programs 
Do not use the full, formal names of buildings or other entities that are named for people. Use only the 
last name. Use Miller Auditorium, not James W. Miller Auditorium. Use Waldo Library, Sangren Hall, 
Bernhard Center, Haenicke Institute, Brown Auditorium, Lee Honors College, Meader Rare Book Room, 
Walker Institute. 

On the Web home page for a named center, institute, facility or program, it is appropriate to use the full 
name on first reference in the body text. On the home page of the Lee Honors College, use Carl E and 
Winifred Lee Honors College on first reference only.   


