
Graceland University – Communicating Our Identity 

(Revised March 2022) 

Introduction and Statement of Purpose 

This guide has been developed to provide assistance to campus communicators. Graceland University is an 
institution with a long reputation of excellence. The consistent use of language and clear projection of our 
institutional identity reinforce that reputation. This resource should be used as a reference for internal and external 
communications. 

Graceland follows the Associated Press (AP) Stylebook and references not included in this guide should be defaulted 
to AP style. 

If you are preparing documents, brochures, posters, guides or other materials that portray Graceland’s identity — for 
your team, school, division or department — you should consult this guide and/or request that the communications 
office review your publication to ensure consistency and accuracy. 

For questions, additions or suggestions about this guide, please contact the communications office at 
communications@graceland.edu. 

  



Matters of Style 

 

a, an 

A is used before words that begin with consonants; an before words that begin with vowels; but use the form that 
follows pronunciation. 

This is a historic moment. (the h sound) 
Marietta received an honor. (the h is silent when spoken) 
They made a unified effort. 
Frederick toured an 1820 building. 

Pronunciation should determine the choice of a or an with abbreviations and acronyms:  

an MBA program 
a BS degree 
an FBI agent 
an IRS office 
a U.S. citizen 

 

abbreviations and acronyms 

In general, use abbreviations and acronyms sparingly. If an abbreviation is determined to be necessary and is not well-
known, spell out the name on the first reference, then use the abbreviation or acronym on subsequent references. 
Some are so common, however, such as Dr., Mr., FBI and IRS, that it is unnecessary to spell out the full names. 

Graceland Student Government (GSG); and then just GSG 

Do not assume that common Graceland names or terms which have been written primarily as abbreviations or acronyms 
will be generally understood, even by employees or alumni. 

Campus Organization for Social Activities (COSA); and then just COSA 
the Fitzgerald Fitness Center (the Fitz); and then just the Fitz 

To form plural of abbreviations or acronyms, add s alone; to form possessive, add ‘s. 

Each house at Graceland elects a house president (HP). Together, all HPs form the Council of House Presidents. It 
is the HP’s responsibility to lead their house in activities. 

 

Acacia 

The name of Graceland’s student yearbook is capitalized and enclosed in quotes OR italicized when written in text 

Students spent the afternoon signing each other’s “Acacia” before they departed after graduation. 
Students spent the afternoon signing each other’s Acacia before they departed after graduation 

 



academic degrees 

Use bachelor’s degree – not baccalaureate degree. Master or bachelor take ’s only when used in place of Master of or 
Bachelor of. They also then become lower case. 

Frederick earned a Master of Science. 
Marietta earned a Bachelor of Arts. 
Frederick has a master’s degree. 
Marietta is working toward a bachelor’s degree. 

Some common academic degrees and their abbreviations (no periods): 

associate degrees (no ’s): 
Associate of Arts    AA 
Associate of Science    AS 

bachelor’s degrees (not baccalaureate): 
Bachelor of Arts     BA 
Bachelor of Science    BS 
                in Nursing    BSN 

master’s degrees: 
Master of Arts     MA 
Master of Business Administration  MBA 
Master of Fine Arts    MFA 
Master of Science    MS 
             in Nursing    MSN 

doctoral degrees (or doctorate): 
Doctor of Education    EdD 
Doctor of Nursing Practice   DNP 
Doctor of Ministry    DMin 
Doctor of Philosophy    PhD 

professional degrees: 
Doctor of Chiropractic    DC 
Doctor of Dental Surgery   DDS 
Doctor of Pharmacy    PharmD 
Juris Doctor     JD 
Medical Doctor     MD 

Names of academic disciplines or major or minor areas should not be capitalized, except when taken from a proper 
noun or when connected to the formal degree. 

Frederick studied English and history at Graceland University. 
Students who plan to pursue degrees in economics must take this course. 
Marietta wants to major in studio art and minor in Hispanic studies. 
Frederick earned a bachelor’s degree in nursing. 
Marietta earned a Master of Science in Nursing. 

 

air band 

Two words. Do not capitalize. 

 



accreditation 

Graceland University is accredited by organizations that give clear and detailed guidelines for the publishing of that 
credentialing information. All documents that make statements about Graceland University accreditation must be 
approved by the communication office. Please find Graceland’s accreditation information here. 

Please note that all statements of accreditation must be written exactly as listed, including the contact information of 
the credentialing body. 

 

contact information 

addresses 

Graceland University mailing addresses: 

for Lamoni:      for Independence: 
Person or Office     Person or Office 
Graceland University     Graceland University 
Building Name      1401 W. Truman Road 
1 University Place     Independence, MO 64050 
Lamoni, IA 50140 

Use U.S. Postal Service state abbreviations for mailing. Abbreviate compass designations in addresses, but spell out 
others, such as Street, Avenue and Road. Put a comma between city and state but not between state and zip code. 

Mail the check to: 
Joe Doe 
123 W. Main Street 
Anytown, IA 50000 

For addresses listed in paragraph form, use commas to separate elements. 

For further information, write to: Communications Office, Graceland University, Higdon Administration Building, 
1 University Place, Lamoni, IA 50140. 

phone numbers 

Use periods in telephone numbers. Do not use a 1 at the beginning, even in 800 numbers. Include the entire phone 
number, even when sending internal communications, as not all recipients of your communication may have a 
Graceland phone that will accept just the extension number. 

641.784.5000 
800.833.0524 

When listing separate numbers, indicate as follows:  

641.555.1111 office 
641.555.2222 home 
641.555.3333 mobile 
641.555.4444 fax 

internet addresses 

Include the entire address, email or website, but do not include http/https unless it is necessary. Including the www is 
optional. 



www.graceland.edu 
admissions@graceland.edu 

 

advisor not adviser 

 

afterward not afterwards 

 

all right not alright 

 

alumna, alumnus, alumnae, alumni 

Alumna is the singular form for one woman; alumnae is the feminine plural; alumnus is the singular for one man; alumni 
is the plural form that can be used to describe more than one man or a group including both men and women. 

Marietta is an alumna of Graceland University. 
All the alumnae attended the women’s tea. 
Frederick is an alumnus of Graceland University. 
All Graceland alumni are invited to homecoming. 

Graceland strives to be inclusive and, therefore, wants to also offer alternatives that are not gender specific. “Alumni” 
can be used for inclusive groups but should not be used singularly. For singular inclusive instances, use graduate when 
appropriate, however, if an individual attended Graceland but did not graduate, use “former student.” Do not use alum. 
Contact the communications office or consult the AP Stylebook for latest guidance. 

Graceland graduate Jordan Zimmermann was given the award. 
Former student Taylor Briggs has been hired. 

 

ampersand (&) 

Use only when it is a part of a formal or official name. Avoid other uses in copy; instead, spell out “and.” Special 
permission to use may be granted by the communications office for design or other purposes. 

 

annual 

Every year. Use only when an event has occurred at least two consecutive years. There cannot be a first annual 
conference, but there can be a second, third or 99th annual conference. 

 

board of trustees 

The full name of the board is the Graceland University Board of Trustees. Short forms of the name are not capitalized. 
Avoid the use of simply “the board.” 

The Graceland University Board of Trustees met Saturday. 
The board of trustees will consider the item at the next meeting. 
Graceland’s board of trustees is made up of 18 members. 



 

building and campus geographic area names 

The following list contains the names of buildings and geographic areas on the Graceland campus in Lamoni. 

• Baughman Athletic Center 
• Big G Lake 
• Briggs Hall 
• Carmichael House 

the president’s residence and should be referred to by its official name in all cases 
• Chase Stadium 

the baseball field at North Park in Lamoni 
• Dr. Charles F. Grabske Library 

the Independence campus library 
• Evan H. Walden Physical Plant 
• Fitzgerald Fitness Center 

formal communications should use The Fitz Center; can be informally called the Fitz 
• Floyd M. McDowell Commons 

may also be referred to as the Commons 
o the Gold Room 

the small banquet room on the lower level 
• Founders Lake 
• Frederick Madison Smith Library 

may use FMS Library, the library, or Smith Library in informal or internal communications 
• Graybill Hall 
• Gunsolley Hall 
• Hampton Center 

o Blue and Gold Room 
• The Helene Center for the Visual Arts (capitalize The in this name) 

may use The Helene Center for internal communications or on second reference 
• Higdon Administration Building 

may use administration building for internal communications or on second reference 
o Harpham Heritage Chapel 

may use Heritage Chapel for internal communications or on second reference 
• “the Hill” 

the term referring generally to the Lamoni campus; should always appear in quotes 
• HMP Stadium 

the softball field at North Park in Lamoni 
• Jenner Sports Complex: 

o Ackerley Building  
o Huntsman Football Field 

may use Huntsman Field 
o John Rasmussen Soccer Complex 

the Razz for informal uses 
o Leland Drennen Ackerley Outdoor Track and Field Facility 

use Ackerley Track unless the full name is required for official purposes 
• Kelley Hall 

the football workout and locker room facility 
• Morden Center 

o Richard J. Resch Court (center court) 
o Rod Schaal Court (court 1) 
o Stewart McDole Court (court 2) 



o Betty Welch Court (court 4) 
• Newcom Student Union 

Do not use “the” before the name. Use the full name on first reference in public communications; the student 
union may be used in internal communications or on second reference. May be shortened to simply Newcom in 
casual references. Do not use NSU. 

o Center for Excellence in Teaching and Learning (CETL) 
o Newcom Great Room 
o North Americas Room 
o Swarm Inn 

may use “the Swarm” for internal communications or on second reference 
• Patroness Hall 
• the quad 

the area in central campus often used for gatherings and events 
• Resch Science and Technology Hall 

may use Resch Hall for internal communications or on second reference 
• Roy A. Cheville Chapel 

may be shortened to Cheville Chapel 
• Shaw Center 

Do not use “the” before the name. 
o Shaw Family Auditorium 
o Carol Hall 
o JR Theatre 
o Shaw Amphitheatre 
o Shaw Lobby 

• Small and Thomas Apartments 
o Small Apartments sit along Cedar Street 
o Thomas Apartments sit along College Avenue 

• Tess Morgan Hall 
• Tower Apartments 
• Walker Hall 
• Zimmermann Hall 

The Independence campus building is referred to as the Graceland Independence campus or the Independence campus. 

 

campuses, divisions, colleges and schools at Graceland 

Graceland University has two campuses: Lamoni, Iowa, and Independence, Missouri 

Academic schools or colleges at Graceland: 

• C.H. Sandage School of Business 
do not capitalize if only referencing the school of business 

• Edmund J. Gleazer School of Education 
may shorten to the Gleazer School of Education if needed for space requirements 
do not capitalize if only referencing the school of education 

• Graceland University School of Nursing 
do not capitalize if only referencing the school of nursing 

• College of Liberal Arts and Sciences (CLAS) 
includes the following divisions: 

o Division of Health and Movement Science 
o Division of Humanities 
o Division of Science and Mathematics 



o Division of Social Science 
o Division of Visual and Performing Arts 

• The Community of Christ Seminary at Graceland University 

These are Graceland centers: 

• Sandage Center for the Study of Free Enterprise and Entrepreneurship 
Enactus is the working arm of the center 

• Center for Professional Development and Lifelong Learning (SkillPath) 

 

campuswide 

One word in all instances. 

 

capitalization 

Additional capitalization does not on its own carry additional importance. The use of too many capitalized words results 
in complicated text and adversely affects readership. Only use capitalization when it can be justified by AP or by this 
guide. Capitalization is addressed in more detail in other specific sections of this guide. 

Generally, capitalize proper nouns, names derived from proper nouns, brand names, official names (such as companies), 
the first word of a sentence, and when the typographical style of capitalizing titles is mandated. 

The Graceland University Division of Humanities is housed in Briggs Hall. 
The division office is in Briggs Hall. 

The word University is capitalized on its own when used to reference Graceland. 

We believe in the mission of Graceland University. 
We believe in the mission of the University. 

 

class 

Capitalize formal references to specific class years. 

They are members of the Class of 2013. 

 

coed 

One word, not hyphenated in all references. 

 

comma 

Previous versions of this document have indicated that Graceland omit serial commas, also known as the Oxford 
comma. After consideration, the communications department believes that in most cases, the serial comma offers 
clarity to a sentence and should be included. 

Students hail from Iowa, Missouri, Illinois, and Nebraska. 



 

commencement 

The word itself is reference to the ceremony at which diplomas are conferred, therefore, do not add the word 
ceremony. It is written in lower case unless part of a title or when referring to a specific commencement. 

The senator has delivered commencement addresses to three universities this summer. 
The speaker for the 145th Graceland University Commencement has been announced. 
Students are feeling excited for commencement. 

 

Community of Christ 

Community of Christ is Graceland’s sponsoring church. Do not precede the name with “the” or succeed with “church” 
unless referring to a physical worship location. Refer to the Community of Christ website at www.CofChrist.org/graphics 
for further guidance. 

 

coursework 

One word in all instances. 

 

dates/times 

days/dates 

Always spell out days of the week. Spell out months when they stand alone in copy or when referencing just a month 
and year; do not use a comma in this instance. 

All homecoming events are scheduled for Friday and Saturday. 
There’s usually snow in January. 
Alumni remember October 2003 because of the record heat. 

Except for May, June, and July, abbreviate months when part of a complete date. 

Jan.   May   Sept. 
Feb.   June   Oct. 
March   July   Nov. 
April   Aug.   Dec. 

When it’s needed, the day of the week should appear before the date and year, however, the year usually is not needed 
in text unless referencing past occurrences. The date and year are set off with commas. Even though rd, nd, st, th are 
pronounced in spoken language, do not use them when writing a date. Avoid unnecessary words, such as “on,” when 
possible. 

The first day of classes for Graceland was Tuesday, Sept. 17, 1895, and 18 students were in attendance. 
Marietta Walker’s birthday is April 10. 
The meeting will be held at 7:30 p.m. Wednesday, Oct. 14. 

time 



Use figures, except for noon and midnight (not capitalized). A colon is used to separate hours from minutes, but avoid 
the use of :00 in even hours. Include a space between the time and a.m./p.m.; do not capitalize a.m. and p.m., but do 
use periods after each letter. Place the time of day, if it is necessary, before the day and date. 

Tickets go on sale at noon. 
We’ll meet at 4:30 p.m. today but at 7 p.m. tomorrow. 
The meeting will start at 7 p.m. Thursday, May 5. 

decades/centuries – see numbers 

 

departments/offices at Graceland 

Following is a list of departments, but the word “department” is not part of the formal name. Department names are 
only capitalized when used in formal reference with Graceland University or Graceland and for signage. It is acceptable 
to spell without capitals on second reference. 

Graceland University Admissions will attend 45 recruiting events this year. 
Students may contact admissions for more information on scholarships. 

Academic Affairs 
Accelerated College Education (ACE) Program 
Accounting Services 
Admissions 
Alumni Programs 
AmeriCorps≠ 
Athletics 
Business Services 
Campus Ministries* 
Center for Graduate and Continuing Studies 
Communications 
Conference and Events 
Development 
Facility Services 
Follett Bookstore* 
Human Resources 
Information Technology Services 
Institutional Advancement 
Institutional Effectiveness 
Institutional Research 
Instructional Technology 
Intercultural Office 
Libraries 
Mailroom 
Office of the President 
Registrar 
Residence Life 
RSVP≠ 
Sodexo Food Services* 
Student Activities 



Student Disabilities Services 
Student Financial Services 
Student Life 
STA+ 
TRIO Educational Talent Search≠ 
TRIO Student Support Services≠ 
Writing Center 

≠These departments are grant funded. 
*These departments do not directly report to Graceland University. 

 

directions, regions 

Do not capitalize compass directions — north, south, west, eastern, southeast, etc. Capitalized well-known, formal 
regions but not regional descriptions. Capitalize Southern Iowa but not Kansas City metro. 

Lamoni is an hour south of Des Moines and two hours north of Kansas City. 
Graceland University is located in the heart of the Midwest. 
Graceland has campuses in Southern Iowa and the Kansas City metropolitan area. 

 

emeritus 

The word always follows the noun and is used when someone has retired from the position named in the title. When 
referencing multiple individuals with emeritus status, make the noun plural. Capitalize if conferred as a formal title. Use 
emerita only if requested by a female to receive the formal title. 

He is president emeritus. 
Professor Emeritus Marietta Walker will speak at today’s event. 
Two professors emeritus will present lectures this afternoon. 

 

endowed chairs 

These are the active endowed chairs at Graceland:  

the C.H. Sandage Chair in Business 
the C.H. Sandage Chair of Economics 
the Dwight and Ruth Vredenburg Endowed Chair in Music 
the Daniel E. and Alice D. Waite Endowed Chair in Science 
the David and Betty Nipper Endowed Dean’s Chair of Community of Christ Seminary 
the Louise MacDonald Morden Endowed Seminary Chair of Religion 
the Paul E. Morden Endowed Seminary Chair of Religion 

 

full time; full-time 

Hyphenate only when used as a modifier. 

He works full time. 
He is a full-time employee. 



 

fundraising 

One word in all references. 

 

Graceland Experience 

Capitalize Experience when referencing the phrase “Graceland Experience” describing the unique student experience 
that students receive at Graceland. Do not capitalize if the words happen to land next to each other in a sentence. 

Marietta tried to explain the Graceland Experience to her parents. 

Students at Graceland experience all four seasons of weather. 

 

grades and grade point average 

Capitalize A, B, C, D, F when referencing grades. To make plural of grades, add ’s. 

He earned two A’s, two B’s and one C this semester. 

When referring to grade point average, it is acceptable to use the abbreviation (GPA) when used with figures, but it is 
best to spell it out on first reference and when used in general copy, rather than to describe a specific grade point. 

Marietta’s GPA is 2.4. 
Frederick knows he must improve his grade point average. 

(Please also note FERPA regulations when referencing students’ or graduates’ GPAs.) 

 

headlines 

Headline: title case 

Graceland Announces New Partnership With Local Community 

Header: title case 

Graceland Announces New Partnership With Local Community 

Subhead: sentence case 

Graceland announces new partnership with local community 

 

homecoming 

Do not capitalize this word unless it is followed by a specific year or is part of a title. 

We hope all alumni will come to homecoming this fall. 
All members of the class plan to attend Homecoming 2021. 

 



Horizons 

The name of the Graceland University alumni magazine is capitalized and enclosed in quotes or italicized when written 
in text. 

The next issue of “Horizons” will come out in June. 

The next issue of Horizons will come out in June. 

 

house 

The house system is the basic unit of Graceland University residence life and student government. It is the house system 
– not the housing system. 

men’s houses: 
Agape, Cheville, Closson, Faunce, Orion, Powell, Stewart Manor, Tiona 

women’s houses: 
Amici, Aponivi, Hanthorne, Khiyah, Paloma, Sariah, Shalom, Solah 

Independence campus (nursing): 
McKevit Manor 

Capitalize when formally associated with an official house name; lowercase in generic references. 

Graceland’s house system began in 1962. 
Solah House was one of the original houses from 1962. 
Agape and Aponivi houses are competing together for homecoming this year. 

Graceland houses: 

• Agape – men’s house – established 1962 
o one of several Greek words for “love,” represents brotherhood to house members 

• Amici – women’s house – established 1895 
o inspired by the Latin and Italian words for “friends” 

• Aponivi – women’s house – established 1979 
o Native American Hopi for “Where the wind blows down the gap,” chosen because of the Community of 

Christ Lamanite heritage 
• Cheville – men’s house – established 1965 

o named for Roy A. Cheville, Graceland graduate and history, religion and social science professor from 
1923-60 

• Closson – men’s house – established 1962 
o named for Eugene E. Closson, Graceland graduate and history, psychology and social science professor 

from 1931-59 
• Faunce – men’s house – established 1962 

o named for Roscoe O. Faunce, Graceland graduate and drama and speech professor from 1934-60 
• Hanthorne – women’s house – established 1994 

o named for Cleo Hanthorne Moon, Graceland librarian and professor between 1935 and 1969 
• Khiyah – women’s house – established 1994 

o inspired by the Hebrew name for “Mother Earth” 
• McKevit Manor – nursing house – established 1970 

o named for Margaret L. McKevit, Graceland graduate and nursing professor in the 1960s, helped develop 
Graceland’s nursing program 

• Orion – men’s house – established 1985 



o named for the constellation known as “the Hunter” 
• Paloma – women’s house – established 1966 

o Spanish for “dove” 
• Powell – men’s house – established 2013 

o named for Thomas L. Powell, Graceland vice president for student life and dean of students from 1984-
2010 

• Sariah – women’s house – established 1962 
o named for wife of Lehi and mother of Nephi in the Book of Mormon 

• Shalom – women’s house – established 1962 
o Hebrew for “peace” 

• Solah – women’s house – established 1962 
o acronym for sisterhood of love and honor 

• Stewart Manor – men’s house – established 1962 
o named for Rolland M. Stewart, Graceland’s first vice president and third president from 1904-08, known 

for his support of the development of Graceland’s campus life 
• Tiona – men’s house – established 2013 

o Tahitian for “Zion,” which was used for a 19th century Tahitian RLDS Church branch and reunion grounds 
in Australia 

 

intramural sports 

Write out “intramural sports” on first reference and in external communications rather than shortening to 
“intramurals.” 

 

internet 

The AP Stylebook contains a concise list of internet words. Here are some that are used frequently and how they should 
appear: 

download – one word 
email – not hyphenated 
homepage – one word 
hyperlink – one word 
internet – lower case 
livestream – one word 
login, logon, logoff – all forms are one word; but use two words in verb form 
     “I use my login information to log in to my computer every day.” 
online – one word  
web – short form of World Wide Web; not interchangeable with internet 
     webcam – one word 
     webpage – one word 
     website – one word 

 

money 

Use figures and the dollar sign. Omit .00 from round figures. 

We paid $15.25 for tickets. 
The tickets cost $10 each. 



 

My Graceland 

Two words, both capitalized. 

 

names – referencing individuals 

Due to the complexity of this section, contact the communications office for additional guidance if necessary. 

first/last name use 

Use first and last name of individuals on first reference; place nicknames in quotes. Then use first name alone on second 
reference for current students and individuals under age 18, and use last name alone on second reference for everyone 
else. 

Graceland sophomore Frederick “Fred” Smith has earned a place on the president’s list. Fred has worked hard 
this year to earn his spot. 
Graceland head coach Marietta Walker has been recognized as coach of the year. Walker has been at Graceland 
for three seasons. 

referencing academic degrees 

Some faculty and other professionals prefer the use of courtesy titles before their name, such as Dr. Walker, and we 
shall respect this when referencing them in person. However, in writing, refer to faculty and other professionals on first 
reference with their highest degree listed after their name and set off by commas, referencing only a master’s degree 
and up. (Exceptions to this should be approved by the communications office.) On second reference, faculty and other 
professionals should still be referenced by their last name only. 

Patricia H. Draves, PhD, is president of Graceland University. Draves joined Graceland in 2017. 

referencing alumni 

Refer to alumni on first reference by first and last name with abbreviated Graceland graduation year following the last 
name. The academic degree, if applicable, should follow the graduation year if the degree was obtained from another 
institution; the graduation year should follow the degree if the degree was obtained from Graceland. If both the 
undergraduate and advanced degree were obtained from Graceland, both graduation years may be used; use placement 
guidance above. Place maiden name in parentheses between first and married last name. 

Sue Bevington ‘89 
Harry J. Ashenhurst ’70, PhD 
Diane Weinreich, MSN, ‘08 
Zac Harmon-McLaughlin ’08, MA ‘10 
Michelle (Hampton) Waite ‘83 
Nancy (Tanner) Edwards ‘65, PhD 

While the above style is often required in list format, due to the complexity of this style, rewording in text is often 
preferred. 

Zac Harmon-McLaughlin graduated with a Bachelor of Arts from Graceland in 2008 and then with a Master of 
Arts in 2010. 



Michelle (Hampton) Waite, Graceland Class of 1983, is looking forward to returning to campus for homecoming. 
Harry J. Ashenhurst, PhD, earned his undergraduate degree from Graceland in 1970. 

When listing married couples in lists or text (annual report or others), list the male first then female. If same gender or 
unsure, list earliest class year first. If same class year, list alphabetically. 

 

nonprofit 

One word in all instances. 

 

numbers 

numerals 

Spell out numbers from zero through nine in text; use figures for 10 and above and when preceding a unit of measure or 
ages. Spell out a number that begins a sentence, but it’s sometimes better to rewrite. Use a comma in numbers 1,000+, 
2,000,000+, etc. Use figure-word combination for millions, billions, etc. 

Frederick still has five days of vacation and 11 days of necessary leave to use this year. 
Seventeen of the 2,014 graduates received top honors. 

ages 

Use numerals/figures for all ages. Hyphenate when used as a modifier. 

John is 6; his sister is 11. 
The 6-year-old boy was injured in the accident. 

centuries 

Spell out for numbers one through nine; use figures for numbers 10 or higher. Do not capitalize century. 

The students did research back to the fifth century. 
The technology was created in the 21st century. 

decades 

Do not use an apostrophe when describing a decade. Use an apostrophe in place of the century, when applicable. 

Frederick is in his 50s. 
Marietta remembers the 1970s well. 
Frederick graduated in ’67. 

years 

When referencing spans of years, keep the century if the range spans from one century to another, but eliminate the 
century in the second reference if the range is within a single century. 

1996-2003 
2013-21 

fractions 



In body text, hyphenate and spell out amounts less than one. (It is acceptable to use numeral forms in most technical 
writing and in columns and graphs, although the use of decimal points might also be used to show fractions in these 
cases.) 

She has committed one-third of her salary to housing costs. 

 

off campus/off-campus; on campus/on-campus 

Do not hyphenate when used as nouns; hyphenate when used as modifiers. 

Off-campus housing is available. 
They prefer to live off campus. 
The university offers on-campus dining. 
Students who live on campus usually eat in the Commons. 

 

percent 

Use figures for all percentages unless at the beginning of a sentence – but try to avoid this by rewording. Use the % 
symbol without a space between the number and the symbol. For amounts less than 0%, precede the decimal with a 
zero. Spell out “percentage” when referencing points, but still use figures as a unit of measure. 

The study shows that just 2% of the student body dislikes broccoli. 
The student body voted to increase house events by 50%. 
The cost of tuition rose 0.6% this year. 
The cost of on-campus living went up 2 percentage points last year. 

 

position titles 

Position titles are only capitalized when used in formal reference with Graceland University or Graceland, or when 
formally referencing the individual who holds the title. It is acceptable to spell without capitals on second reference. 

Graceland University President Patricia H. Draves has been with the university since 2017. 
Pat Draves serves as president of Graceland University. 

 

residence hall 

Do not use dorm/dormitory when referring to the buildings or rooms on Graceland’s Lamoni campus. 

Tess Morgan Hall is a residence hall at Graceland University. 
Students were asked to return to their rooms in the residence halls to check out for the semester. 

 

seasons 

Do not capitalize unless used as a proper noun or when referencing a specific semester/term. 

Yesterday was the first day of spring. 
Students are excited to return for Fall 2021. 
He will compete in the Winter Olympics. 



 

SkillPath 

Graceland partner and premiere provider of business training. Spelled as one word with capital P. 

 

sports 

Capitalize names of sports only when in formal reference and accompanied by Graceland University. 

Graceland University Men’s Basketball won the national title in 2018. 
The men’s basketball team is doing well this season. 

 

states 

Use USPS abbreviations when mailing and in list format; spell out full name of state for other purposes. Spell out all state 
names when they stand alone in copy. Set them off with a comma when used with the name of a city. 

 

This address was on the envelope: 123 W. Main Street, Anytown, MO 10101 

John Doe Lamoni, IA 
Jane Smith Independence, MO 
Bob Jones Austin, TX 

He drove from Independence, Missouri, to Minneapolis, Minnesota, in one day. 
She is from Missouri but plans to move to Colorado. 

 

tagline: The Power of Together 

When referencing the tagline, use title case and italicize (enclose in quotes rather than using italics if on a platform that 
does not recognize text styles). 

The Graceland tagline is “The Power of Together.” 

When referencing the concept in a sentence, lowercase and italicize (enclose in quotes rather than using italics if on a 
platform that does not recognize text styles). 

At Graceland, we believe in “the power of together.” 

When using the hashtag and on social media, include the word “the” and capitalize the first letter of each word. 

Let’s go Yellowjackets! #ThePowerOfTogether 

 

that and which 

That is used as introduction to a restrictive clause; which is used as introduction to a nonrestrictive clause. If uncertain, 
decide whether or not the sentence can stand without the clause. If it cannot, use that; if it can, use which. A comma 
should precede “which” in a sentence. 



The house that gets the most points will win a pizza party. 
Solah House, which earned the most points, celebrated their win with a pizza party. 

 

that and who 

That is for objects; who for people. 

Here is the car that needs new tires. 
Here is the boy who needs a bath. 

 

theatre, theater 

In the U.S., theatre is the proper form to describe a production, and theater is to describe a facility. However, Graceland 
has adopted the “theatre” form for its facilities at the request of Canadian donor JR Shaw. See buildings and 
departments for official Graceland names regarding this. 

This year’s theatre production is “Hamlet.” 
Let’s go to the theater to see the “Hamlet.” 
The homecoming play will be in JR Theatre in Shaw Center. 
Graceland’s theatre department will put on a musical this year. 
Our professor held class outside in the amphitheatre today. 

 

they/their/theirs 

Do not use hyphenated he/she, his/hers. In instances when gender is not known or specified, use they/their/theirs – 
even when referencing a single individual. 

The GSG president must be thoughtful of entire the student body in everything they do as president. 
If a student wishes to audit a class, they must get permission from the professor. 

 

titles of works/compositions 

Enclose in quotes – see Associated Press Stylebook for additional guidance. 

 

toward not towards 

 

The Tower 

The name of the Graceland University student newspaper is capitalized and enclosed in quotes when written in text. 

The next issue of “The Tower” will come out in June. 

 


