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When an abbreviation is not quickly recognizable, spell out the entire 
QDPH� LQ� WKH� ¿UVW� UHIHUHQFH�� 7KH� DEEUHYLDWLRQ�� JHQHUDOO\� ZLWKRXW�
SHULRGV��FDQ�EH�XVHG�WKHUHDIWHU�

Southern Arkansas University, Magnolia, should be spelled out in 
WKH� ¿UVW� UHIHUHQFH�� 7KH� LGHQWLI\LQJ� DEEUHYLDWLRQ� PD\� EH� RPLWWHG�
IROORZLQJ� WKH� UHIHUHQFH� EHFDXVH� RI� LWV� FXVWRPDU\� XVDJH� DPRQJ�
VFKRROV���³6$8´�RU�³WKH�8QLYHUVLW\´�PD\�EH�XVHG�WKHUHDIWHU�
 
$OO�GRFXPHQWV�JRLQJ�WR�6WDWH�RI�$UNDQVDV�R൶FLDOV�RU�R൶FHV�PXVW�
use Southern Arkansas University, Magnolia and SAUM since this is 
WKH�R൶FLDO�VWDWH�GHVLJQDWLRQ��7KLV�ZLOO�SUHYHQW�FRQIXVLRQ�

7KH�DEEUHYLDWLRQV�³IRU�H[DPSOH´�DQG�³WKDW�LV´�VKRXOG�EH�SUHFHGHG�E\�
DQG�IROORZHG�E\�FRPPDV��DQG�SHULRGV�VKRXOG�EH�XVHG�

6SHOO�RXW�GD\V�RI�WKH�ZHHN�DQG�PRQWKV�RI�WKH�\HDU��:KHUH�VSDFH�LV�
OLPLWHG��XVH�WKH�IROORZLQJ�DEEUHYLDWLRQV�

 
8VH�WKHVH�DEEUHYLDWLRQV�IRU�WLPH�WHUPLQRORJ\�

7KH�DEEUHYLDWLRQ�(VT���IRU�(VTXLUH��DQG�RWKHU�WLWOHV�VXFK�DV�0U���0UV���
DQG�'U��VKRXOG�QRW�DSSHDU�ZLWK�DQ\�RWKHU�WLWOH�RU�ZLWK�DEEUHYLDWLRQV�
LQGLFDWLQJ�VFKRODVWLF�GHJUHHV�

 

Abbreviations
>

>

>

>
��L�H�����H�J��

6XQ���0RQ���7XHV���:HG���7KXUV���)UL���6DW�

D�P���S�P����/RZHUFDVH�ZLWK�SHULRGV�
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Incorrect:�3UHVLGHQW�'U��%LOO�,QJUDP
Correct:  
-RKQ�/��6PLWK��(VT�
-DPHV�$��-RQHV��-U���(VT�
Incorrect:  
0U��-RKQ�/��6PLWK��(VT�
-RKQ�/��6PLWK�(VT���$0

Correct:  
)RUG�0DGGX[��$%��3K�'�
Incorrect:  
0U��)RUG�0DGGX[��$%��3K�'�
Correct:  
George Gray, MD
Incorrect:
'U��*HRUJH�*UD\��0'�



Undergraduate
Degree Abbreviations
Associate of Arts AA

Bachelor
Bachelor of Arts BA, AB
Bachelor of Business Administration BBA
Bachelor of Education BEd 
Bachelor of Engineering BE
Bachelor of Fine Arts BFA 
Bachelor of Music in Education BME
Bachelor of Nursing BN 
Bachelor of Science BS
Bachelor of Science in Business Administration BSBA
Bachelor of Science in Chemical Engineering BSChE
Bachelor of Science in Education BSE
Bachelor of Science in Nursing BSN

Graduate
Master
Degrees conferred for coursework/research after having attained a bachelor's degree.

Degree Abbreviations
Master of Arts MA
Master of Arts in Liberal Studies MLA
Master of Business Administration MBA
Master of Education MEd
Master of Fine Arts MFA
Master of Science MS 
Master of Science in Nursing MSN
Master of Social Work MSW 

Doctorate
Generally awarded with a research project and thesis.

Degree Abbreviations
Doctor of Business Administration DBA
Doctor of Education EdD
Doctor of Jurisprudence (Juris Doctor) JD 
Doctor of Medicine MD 
Doctor of Nursing Practice DNP
Doctor of Philosophy PhD

Degree Abbreviations
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>



>
Address
5HWXUQ�DGGUHVVHV�RQ�HQYHORSHV�DQG�SXEOLFDWLRQV�VKRXOG�OLVW�
• QDPH�RI�WKH�XQLYHUVLW\�
• QDPH�RI�WKH�FROOHJH��VFKRRO�RU�GHSDUWPHQW
• street address and MSC # 
• FLW\��VWDWH��DQG�=,3��SOXV�IRXU��FRGH

([DPSOH���Southern Arkansas University
$GPLVVLRQV�2൶FH
����(��8QLYHUVLW\��06&�����
0DJQROLD��$5�����������

Alumni
,GHQWLI\� SDVW� DQG� FXUUHQW� VWXGHQWV� E\� WKHLU� FODVV� \HDUV� ZLWK� DQ�
DSRVWURSKH�EHIRUH�WKH�\HDU�

DOXPQD� �IHPLQLQH�

DOXPQDH� �IHPLQLQH�SOXUDO

alum, alumnus = masculine   

DOXPQL� �PDOH�SOXUDO�RU�PDOH�DQG�IHPDOH�SOXUDO

>

>
>
>
>
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'DYLG�%XWOHU�¶���LV�SUHVLGHQW�RI�WKH�$OXPQL�$VVRFLDWLRQ�



8VH� DQ� DSRVWURSKH� WR� LQGLFDWH� ZKHUH� OHWWHUV� DUH� RPLWWHG� LQ� D�
FRQWUDFWLRQ�

Do not use an apostrophe to indicate a plural; use the apostrophe 
RQO\�WR�LQGLFDWH�SRVVHVVLRQ�

Apostrophes
>

>
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Ampersands
8VH�DQ�DPSHUVDQG�RQO\�ZKHQ�LW�LV�SDUW�RI�DQ�RUJDQL]DWLRQ¶V�IRUPDO�
QDPH��$Q�DPSHUVDQG�VKRXOG�QHYHU�UHSODFH�WKH�ZRUG�³DQG´�RWKHUZLVH�

>

7KH�'HSDUWPHQW�RI�7KHDWUH�DQG�0DVV�&RPPXQLFDWLRQ

,W¶V�VR�HDV\�LI�\RX¶UH�IDPLOLDU�ZLWK�WKH�UXOHV�

Southern Arkansas University reached its highest 
HQUROOPHQW�ODVW�\HDU�������������

7KH�8QLYHUVLW\¶V�EDVHEDOO�WHDP�LV�RQH�RI�WKH�EHVW�LQ the 
QDWLRQ�

7KH�-RQHVHV�DQG�WKH�-RKQVRQV�ZHUH�DPRQJ�WKRVH�LQ 
DWWHQGDQFH�

7KH�����V�ZHUH�JRRG�IRU�WKH�8QLYHUVLW\�

,�GR�P\�EDQNLQJ�DW�)%	7�



Building Codes

Capitalization
'R�QRW�FDSLWDOL]H�ZRUGV� WR�PDNH�WKHP�VHHP�LPSRUWDQW�� ,PSRUWDQW�
ZRUGV�DQG�SKUDVHV�FDUU\�WKHLU�RZQ�ZHLJKW�

8VH� ORZHU� FDVH� IRU� FLYLO� DQG� SURIHVVLRQDO� WLWOHV� XQOHVV� WKH\�
LPPHGLDWHO\�SUHFHGH�WKH�QDPH��

>

>
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BUILDING CODE BUILDING CODE

AGRI SHOP AGS MAGNOLIA BUSINESS INDUSTRIAL TRAINING CENTER MTC
AGRICULTURE AGR NATURAL RESOURCE RESEARCH CENTER NRC
ARMORY (NATIONAL GUARD) ARM OLIVER BAND OLV

AUBURN P SMITH FIELD HOUSE ASF NELSON NEL
BASEBALL CLUBHOUSE BBC OVERSTREET OVR
BIOLOGICAL FIELD STATION BFS OZMER HOUSE OZM
BRINSON ART BUILDING BAB PEACE PCE
BRUCE CENTER BCT PHYSICAL PLANT PPB
BUSINESS/AG BUSINESS BUS RIBBLE STRENGTH TRAINING CENTER RTC
BUSSEY HALL BUH SCIENCE SCI
CHILDS CHL SOFTBALL COMPLEX SBC
COLUMBIA HALL CLH STEVE GOODHEART FIELD SGF
CROSS CRS STORY ARENA STA
DAWSON FIELD DSF TALBOT HALL TBH
DOLPH CAMP DCB TALLEY HALL TLH
DONALD W REYNOLDS DWR TENNIS COURTS TNC
ENGINEERING ENG TRACK TRK
FINCHER HALL FNH UNIVERSITY COURT APTS UCA
FACULTY/STAFF HOUSING FSH UNIVERSITY HALL UVH
FARM FRM UNIVERSITY VILLAGE PAVILLION UVP
GLOBAL CENTER GSC UNIVERSITY VILLAGE UVA
GREEK THEATER GRK WALKER STADIUM WRS
GREENE HALL GRH WALKING TRAIL WLK
HARROD HALL HAH WATER BELL TOWER WBT
HARTON THEATER HRT WATSON/BROWN WBF
HONORS HALL N/S HNH WELCOME CENTER WEL
MAGALE LIBRARY MAG WHARTON NURSING BUILDING WNB
MAGNOLIA HALL MGH WILKINS STADIUM (FOOTBALL) WKS
MULE BARN MBN WILSON WIL
MULERIDER STABLES STB WORKFORCE SERVICES WFS
MULERIDER ACTIVITY CENTER MAC

BUILDING AND CAMPUS CODES

6$8¶V�YLFH�SUHVLGHQW�IRU�VWXGHQW�D൵DLUV�LV�'U��'RQQD�
$OOHQ�

'U��7UH\�%HUU\��6RXWKHUQ�$UNDQVDV�8QLYHUVLW\�6\VWHP�
SUHVLGHQW��ZLOO�EH�LQ�DWWHQGDQFH� 

6RXWKHUQ�$UNDQVDV�8QLYHUVLW\�3UHVLGHQW�'U��7UH\�%HUU\�
ZLOO�EH�WKH�VSHDNHU�



&DSLWDOL]H�DFDGHPLF�GHJUHHV�LQ�WKH�IROORZLQJ�PDQQHU�

>

>

&DSLWDOL]H�DQ�DFDGHPLF�VXEMHFW�RQO\�ZKHQ�LW�LV�WKH�QDPH�RI�D� 
ODQJXDJH�RU�LV�IROORZHG�E\�D�FRXUVH�QXPEHU�

&DSLWDOL]H�WKH�ZRUG�³XQLYHUVLW\´�ZKHQ�UHIHUULQJ�VSHFL¿FDOO\�WR� 
6RXWKHUQ�$UNDQVDV�8QLYHUVLW\�

>

>
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Capitalization continued

+H�PDMRUHG�LQ�HQJLQHHULQJ�WHFKQRORJ\�ZLWK�D�PLQRU�LQ�
6SDQLVK�

'U��/LQGD�6HOPDQ�WHDFKHV�WHFKQLFDO�ZULWLQJ�

'U��/LQGD�6HOPDQ�WHDFKHV�7HFKQLFDO�:ULWLQJ������

'U��'RQQD�$OOHQ
9LFH�3UHVLGHQW�IRU�6WXGHQW�$൵DLUV

3K'��%61��061�
�7KH�8QLYHUVLW\�XVHV�QR�SHULRGV�DQG�H[FOXGHV�VSDFHV�
EHWZHHQ�OHWWHUV��

GRFWRUDO�GHJUHH��PDVWHU¶V�GHJUHH��EDFKHORU¶V�GHJUHH� 
DVVRFLDWH¶V�GHJUHH

6KH�HDUQHG�D�EDFKHORU�RI�DUWV�GHJUHH�LQ�MRXUQDOLVP���7KH�
ZRUG�³GHJUHH´�VKRXOG�QRW�IROORZ�D�GHJUHH�DEEUHYLDWLRQ��
H[DPSOH��+H�KDV�D�%$�LQ�KLVWRU\��

%61�DQG�061�DOZD\V�FRPH�EHIRUH�QXUVLQJ�
FUHGHQWLDOV�VXFK�DV�51��51&��1R�SHULRGV�XVHG�RQ�QXUVLQJ�
FUHGHQWLDOV�

+H�LV�D�JUDGXDWH�RI�WKH�8QLYHUVLW\�

&DSLWDOL]H� D� WLWOH�ZKHQ� LW� DSSHDUV� RQ� WKH� OLQH� IROORZLQJ� WKH� QDPH�
ZKHQ�XVLQJ�WDEEHG�OLVWLQJV�



&DSLWDOL]H� WKH� IRUPDO� QDPHV� RI� 6$8¶V� VFKRROV�� GHSDUWPHQWV��
GLYLVLRQV�� R൶FHV� DQG� RUJDQL]DWLRQV�� /RZHU� FDVH� DOO� VXEVHTXHQW�
UHIHUHQFHV�ZKHQ�WKH�IRUPDO�QDPH�LV�QRW�XVHG�LQ�LWV�HQWLUHW\�

Capitalization continued

>

,Q�WLWOHV�RI�ZRUNV��VXFK�DV�QRYHOV��HVVD\V��DQG�SURIHVVLRQDO�SDSHUV���
FDSLWDOL]H�WKH�¿UVW�ZRUGV��WKH�ODVW�ZRUGV�DQG�DOO�WKH�SULQFLSDO�ZRUGV��
LQFOXGLQJ� WKRVH� WKDW� IROORZ� K\SKHQV� LQ� FRPSRXQG� WHUPV�� � $V� D�
JHQHUDO�UXOH��FDSLWDOL]H�DOO�ZRUGV�RI�IRXU�RU�PRUH�OHWWHUV�WKDW�IDOO�LQ�WKH 
PLGGOH�RI�D�WLWOH�

>

/RZHU�FDVH�VHDVRQV�>

/RZHU�FDVH�ZKHQ�LQGLFDWLQJ�D�GLUHFWLRQ��FDSLWDOL]H�ZKHQ�UHIHUULQJ�WR�
D�UHJLRQ�RI�WKH�FRXQWU\�

>
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7KH�%ULQVRQ�)LQH�$UWV�%XLOGLQJ�KDV�EHDXWLIXO�
H[KLELWV�

7KH�VFKRRO�LV�JURZLQJ�DW�DQ�DODUPLQJ�UDWH�

6DUDK�-HQQLQJV�LV�WKH�GHDQ�RI�(QUROOPHQW�6HUYLFHV�

6DUDK�-HQQLQJV�ZRUNV�LQ�DGPLVVLRQV�

³)RFXVLQJ�RQ�,QWHUQDWLRQDO�(QWUHSUHQHXUVKLS��$�1HZ�
&RQWULEXWLRQ�RI�%XVLQHVV�(GXFDWLRQ�IRU�D�&KDQJLQJ�
(FRQRP\´

³7KH�7HDFKLQJ�RI�6SDQLVK�LQ�(QJOLVK�6SHDNLQJ�
&RXQWULHV´

0RUH�WKDQ�������VWXGHQWV�KDYH�UHJLVWHUHG�IRU�WKH�VSULQJ�
VHPHVWHU�

6RXWKHUQ�$UNDQVDV�8QLYHUVLW\�LV�ORFDWHG�LQ�WKH�VRXWKZHVW�
SDUW�RI�$UNDQVDV�

+H�LV�IURP�WKH�'HHS�6RXWK�
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Colons
8VH�D�FRORQ�DIWHU�DQ� LQGHSHQGHQW�FODXVH� WR� OLVW�� UHVWDWH��FODULI\��RU� 
LOOXVWUDWH��'R�QRW�XVH�D�FRORQ�ZKHUH�D�VHPLFRORQ�LV�DSSURSULDWH�

,Q� D� VHULHV�XVH�FRPPDV� WR� VHSDUDWH� LWHPV�EXW�QR�FRPPD�EHIRUH�D�
FRQMXQFWLRQ��([DPSOH��:H�ERXJKW�HJJV��PLON�DQG�FKHHVH�DW�WKH�VWRUH�

Commas

8VH� D� FRPPD� WR� VHSDUDWH� DGMHFWLYHV� HTXDO� LQ� UDQN� DQG� WKH� ZRUG�
³DQG´�FRXOG�EH�LQVHUWHG�ZLWKRXW�FKDQJLQJ�WKH�LQWHQW�RI�WKH�VWDWHPHQW�

,QWURGXFWRU\�SKUDVHV�VXFK�DV�³/DVW�\HDU´�DQG�³,Q�����´�GR�QRW�
UHTXLUH�FRPPDV���:KHQ�LQ�GRXEW��leave it out�

When a conjunction such as and, but or for� OLQNV�WZR�FODXVHV�WKDW�
FRXOG� VWDQG� DORQH� DV� VHSDUDWH� VHQWHQFHV�� XVH� D� FRPPD� EHIRUH� WKH�
FRQMXQFWLRQ�

>

>

>

>

>

,OOXVWUDWH�WKH�FRUUHFW�XVDJH�RI�WKH�IROORZLQJ�
SXQFWXDWLRQ�PDUNV���FRPPDV��VHPLFRORQV�DQG�FRORQV�

4XDOLW\�LV�D�FRQFHUQ��RXU�UHSXWDWLRQ�LV�EDVHG�RQ�LW�

7KH�ÀDJ�LV�UHG��ZKLWH�DQG�EOXH�

7KH�8QLYHUVLW\�R൵HUV�FODVVHV�LQ�QXUVLQJ��VRFLRORJ\��VRFLDO�
ZRUN��DQG�KLVWRU\�

+H�FRQVLGHUHG�WKH�VLWXDWLRQ�LQ�D�WKRXJKWIXO��SUHFLVH�
PDQQHU��

7KH�WLFNHWV�ZLOO�EH�VROG�RQ�D�¿UVW�FRPH��¿UVW�VHUYHG�EDVLV�

,Q������WKH�ERDUG�ZDV�HVWDEOLVKHG�

+H�WHDFKHV�(QJOLVK��DQG�VKH�WHDFKHV�KLVWRU\�



Dates
6SHOO�RXW�WKH�QDPHV�RI�PRQWKV�ZKHQ�VWDQGLQJ�DORQH�RU�ZLWK�D�\HDU�
DORQH�

:KHQ�D�PRQWK�LV�XVHG�ZLWK�D�VSHFL¿F�GDWH��DEEUHYLDWH�LW�LI�LW�FRQWDLQV�
VL[�RU�PRUH�OHWWHUV�

'R�QRW�XVH�D�FRPPD�EHWZHHQ�PRQWK�DQG�\HDU�RU�VHDVRQ�DQG�\HDU�

$�FRPPD�VKRXOG�IROORZ�WKH�\HDU�ZKHQ�XVHG�ZLWK�D�PRQWK�DQG�GD\�

8VH�FDUGLQDO�QXPEHUV�ZLWK�WKH�GD\�DIWHU�WKH�PRQWK�

$OZD\V�XVH�RUGLQDO�¿JXUHV���VW���QG����������ZKHQ�WKH�GD\�SUHFHGHV�
WKH�PRQWK�RU�VWDQGV�DORQH�

$OZD\V�VSHOO�RXW�WKH�GD\V�RI�WKH�ZHHN�

>

>

>

>

>

>
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1RYHPEHU�����

-DQ���)HE���$XJ���6HSW���2FW���1RY�

7KH�HYHQW�ZLOO�EH�RQ�$SULO����

7KH�QH[W�PHHWLQJ�ZLOO�EH�WKH���WK�RI�WKH�PRQWK�

7KH�JDPH�ZLOO�EHJLQ�DW���S�P��6DWXUGD\��6HSW�����

7KH�,PRQ�(��%UXFH�6WXGHQW�&HQWHU�ZDV�GHGLFDWHG�LQ� 
2FWREHU������

7KH�VWXGHQWV�JDWKHUHG�RQ�2FWREHU�����������IRU�D�ELUWKGD\� 
FHOHEUDWLRQ�



>

>

Emphasis
/LPLW� RYHU� HPSKDVLV� LQ� WH[W�� � 1HYHU� XVH� $OO� &DSV�� %ROG��
8QGHUOLQH��DQG�,WDOLFV�DW�WKH�VDPH�WLPH�

/LPLW�WKH�XVH�RI�$//�&$36��,W�LV�GL൶FXOW�WR�UHDG���,Q�H�PDLO��DOO�
FDSV�LV�DVVRFLDWHG�ZLWK�VKRXWLQJ�

Bold�LV�UHFRPPHQGHG�IRU�HPSKDVLV�>
/LPLW�WKH�QXPEHU�RI�IRQWV�XVHG�LQ�D�GRFXPHQW���>

> +\SKHQDWH�FRPSRXQG�ZRUGV�WKDW�DUH�XVHG�DV�DGMHFWLYHV�

Hyphens

> 'R�QRW�K\SKHQDWH�FRPSRXQG�ZRUGV�WKDW�KDYH�DQ�³�O\´�HQGLQJ�RU�
WKRVH�WKDW�DUH�XVHG�DV�QRXQV�

> :KHQHYHU� VHOI� LV� XVHG� DV� D� SUH¿[�� LW� PXVW� EH� IROORZHG� E\� D� 
K\SKHQ�

Page 10

NEVER DO THIS!

)RQWV�FRPPRQO\�XVHG�LQ�6$8�SXEOLFDWLRQV�LQFOXGH�
7LPHV�1HZ�5RPDQ
Helvetica Neue
Roboto Slab

IXOO�WLPH�MRE��RQ�FDPSXV�KRXVLQJ��WULSOH�RSWLRQ�
R൵HQVH��VR�FDOOHG�QHXURVLV�����\HDU�ROG�ER\

ZLGHO\�NQRZQ�VSHDNHU��VHQVLEO\�WDLORUHG�VXLW��¿UPO\�KHOG�
opinion, sharply reduced prices

VHOI�FRQ¿GHQFH��VHOI�HVWHHP��VHOI�GHQLDO��VHOI�WDXJKW



> ³6XVSHQVLRQ´�K\SKHQV�DUH�DOZD\V�XVHG�ZKHQ�SDUWV�RI�WKH�FRPSRXQG�
ZRUGV�DUH�VHSDUDWHG�IURP�HDFK�RWKHU���

> 'R�QRW�K\SKHQDWH�³YLFH�SUHVLGHQW�´

> +\SKHQDWH� SDUW�WLPH� DQG� IXOO�WLPH�ZKHQ� XVLQJ� LW� DV� D� FRPSRXQG�
PRGL¿HU��DGMHFWLYH��

Hyphens continued

'R�QRW�K\SKHQDWH�$IULFDQ�$PHULFDQ�>
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,Q�VHFRQG��DQG�WKLUG�GRZQ�VLWXDWLRQV��WKH�FRDFK� 
XVXDOO\�VHQGV�LQ�D�SDVV�RSWLRQ�SOD\�

6KH�ZRUNV�SDUW�WLPH�
+H�KDV�D�IXOO�WLPH�MRE�

5RJHU�*LOHV�LV�WKH�YLFH�SUHVLGHQW�IRU�DGPLQLVWUDWLRQ�DQG�
JHQHUDO�FRXQVHO�
9LFH�3UHVLGHQW�5RJHU�*LOHV�ZLOO�JLYH�WKH�UHSRUW�



Inclusive Language
'RQ¶W�VD\�³KH´�ZKHQ�UHIHUULQJ� WR�DQ�XQVSHFL¿HG�SHUVRQ�� � ,QVWHDG��
UHSKUDVH�WKH�VHQWHQFH�LQWR�WKH�SOXUDO��RU�DYRLG�WKH�XVH�RI�SURQRXQV�
DOWRJHWKHU�

>

$YRLG�JHQGHU�VSHFL¿F�WLWOHV�RU�WHUPV�

$YRLG� VWHUHRW\SHV�� �$JH�� JHQGHU�� QDWLRQDO� RU� HWKQLF� EDFNJURXQG��
disabilities need not be mentioned at all, unless they are relevant to 
WKH�VWRU\�

%H�VHQVLWLYH�

>

>
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5RJHU�*LOHV�LV�WKH�YLFH�SUHVLGHQW�IRU�DGPLQLVWUDWLRQ�DQG�
JHQHUDO�FRXQVHO�
9LFH�3UHVLGHQW�5RJHU�*LOHV�ZLOO�JLYH�WKH�UHSRUW�

�� SHRSOH�ZLWK�KHDULQJ�LPSDLUPHQWV��LQVWHDG�RI�WKH�� �
� GHDI� 

�� SHRSOH�ZLWK�GLVDELOLWLHV��LQVWHDG�RI�GLVDEOHG�RU�� �
� KDQGLFDSSHG�� 

�� SHUVRQ�ZLWK�$,'6��LQVWHDG�RI�YLFWLP�RI�$,'6�� 

�� JD\�SHUVRQ��LQVWHDG�RI�KRPRVH[XDO� 

�� ZKHHOFKDLU�XVHU��LQVWHDG�RI�ZKHHOFKDLU�ERXQG�

7KH�VWXGHQWV¶�SDSHUV�DUH�GXH�RQ�7XHVGD\�
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Logo Usage

Improper Use of Southern Arkansas University Logos

University Logo University Mascot University Seal

All logos shown below are for the exclusive use of Southern Arkansas University. Any person using University logos must follow the 
N\PKLSPULZ�V\[SPULK�ILSV �̂�7SLHZL�JVU[HJ[�[OL�<UP]LYZP[`�*VTT\UPJH[PVUZ�HUK�4HYRL[PUN�VɉJL�MVY�HKKP[PVUHS�PUMVYTH[PVU�VU�<UP]LYZP[`�
branding and logo usage.

Do not alter logo proportions.

Do not use out dated versions of University logos.*

Do not alter logo colors.

Do not place on shape that visually competes with the University logo.

*Some exceptions can be made by contacting University Marketing and Communications at (870) 235-4026. 



Mascot
> 7KH� 8QLYHUVLW\� PDVFRW�� WKH� 0XOHULGHU��

LV�WR�EH�XVHG�IRU�DWKOHWLFV�DQG�DV�GHHPHG�
appropriate by SAU Administration and 
6$8�&RPPXQLFDWLRQV�DQG�0DUNHWLQJ�

> As a general rule, spell out numbers one through nine; use 
¿JXUHV�VWDUWLQJ�ZLWK�����6SHOO�RXW�¿UVW�WKURXJK�QLQWK��XVH�¿JXUHV�
VWDUWLQJ�ZLWK���WK�

Numbers

> ([SUHVV�UHODWHG�QXPEHUV�LQ�D�VHULHV�LQ�WKH�VDPH�VW\OH�

> $OZD\V�VSHOO�RXW�QXPEHUV�DW�WKH�EHJLQQLQJ�RI�D�VHQWHQFH�

> When large numbers must be spelled out, use a hyphen to 
FRQQHFW�D�ZRUG�HQGLQJ�LQ�³\´�WR�DQRWKHU�ZRUG�
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7KH�0XOHULGHUV�PDGH�D�¿UVW�GRZQ�
6KH�ZDV���WK�LQ�KHU�JUDGXDWLQJ�FODVV�

)RXU�IUHVKPHQ��WZHQW\�VRSKRPRUHV�DQG�WKUHH�MXQLRUV�
DWWHQGHG�FODVV�

)LIWHHQ�VRSKRPRUHV�DWWHQGHG�WKH�PHHWLQJ�

7KLUW\�VHYHQ�VWXGHQWV�UHJLVWHUHG�IRU�WKH�FODVV�



> 8VH�D�FRPPD�LQ�QXPEHUV�RI�������DQG�DERYH��H[FHSW�IRU�WHPSHUDWXUHV�
DQG�GDWHV�

Quotation Marks

> $OZD\V�XVH�QXPHUDOV�ZLWK�DEEUHYLDWLRQV�RU�V\PEROV�DQG�LQ�DGGUHVVHV��
GDWHV��GHFLPDO�IUDFWLRQV��DQG�SDJH�UHIHUHQFHV��3OHDVH�QRWH��KRZHYHU��
WKDW�DEEUHYLDWLRQV�DQG�V\PEROV�DUH�SULPDULO\� UHVHUYHG� IRU� WDEXODU�
LQGH[LQJ�DQG�DUH�UDUHO\�XVHG�LQ�WH[W�PDWHULDO�

> 4XRWDWLRQ� PDUNV� DSSHDU� LQ� SDLUV� ZLWK� RQH� H[FHSWLRQ�� � ,I� DQ�
LQGLYLGXDO¶V�GLDORJXH�H[WHQGV�PRUH�WKDQ�D�SDUDJUDSK��SXW�TXRWDWLRQ�
PDUNV�DW�WKH�EHJLQQLQJ�RI�HDFK�SDUDJUDSK�EXW�DW�WKH�HQG�RI�RQO\�WKH�
¿QDO�SDUDJUDSK�

> ,Q�JHQHUDO��TXRWDWLRQV�ZLWKLQ�TXRWDWLRQV�UHTXLUH�VLQJOH�PDUNV�

> Commas and periods should be placed inside the closing quotation 
PDUNV�LQ�DOO�FLUFXPVWDQFHV�

> &RORQV� DQG� VHPLFRORQV� DSSHDULQJ� DW� WKH� HQG� RI� D� TXRWH� VKRXOG�
DOZD\V�EH�SODFHG�RXWVLGH�WKH�FORVLQJ�TXRWDWLRQ�PDUNV�

Page 15

6KH�DVNHG��³+DYH�\RX�UHDG�WKH�SRHP�µ7R�$XWXPQ¶�E\�
.HDWV"´

7KH�ELUG�VDLG��³1HYHUPRUH´��,�VDLG��³:K\�GR�\RX�DOZD\V�
WDNH�VXFK�D�QHJDWLYH�DWWLWXGH"´

³,¶OO�OHW�\RX�NQRZ�LQ�WKH�PRUQLQJ�´�KH�UHSOLHG�



Quotation Marks continued
> 4XHVWLRQ�PDUNV��H[FODPDWLRQ�SRLQWV��DQG�GDVKHV�JR�HLWKHU�LQVLGH�RU�

RXWVLGH�WKH�FORVLQJ�TXRWDWLRQ�PDUNV�GHSHQGLQJ�RQ�WKHLU�IXQFWLRQ���,I�
WKH\�DUH�SXQFWXDWLQJ�WKH�TXRWHG�PDWHULDO�LWVHOI��WKH\�JR�LQVLGH�

> Semicolons may be used to connect closely related independent 
FODXVHV�QRW�MRLQHG�E\�FRRUGLQDWLQJ�FRQMXQFWLRQV�

Semicolons

> 6HPLFRORQV�PD\�EH�XVHG�WR�VHSDUDWH�D�VHULHV�RI� LWHPV�WKDW�UHTXLUH�
LQWHUQDO�FRPPDV�
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,�KDYH�RUGHUHG�WKH�ERRN�\RX�UHTXHVWHG��ZH�QR�ORQJHU�
KDYH�LW�LQ�VWRFN�

+H�WUDYHOHG�WR�$XVWLQ��7H[DV��%DOWLPRUH��0G���
1RUPDQ��2NOD���3KRHQL[��$UL]���DQG�6RXWK�%HQG��,QG�

³,V�LW�KHDOWK\�WR�VLW�DURXQG�DOO�GD\�DQG�ZDWFK�
WHOHYLVLRQ"´�KH�DVNHG�

'R�\RX�WKLQN�WKH�ELUG�FRXOG�EH�WDXJKW�WR�VD\�³,¶OO�WKLQN�LW�
RYHU�DQG�JHW�EDFN�ZLWK�\RX�ODWHU´"



SAU Style
7KH� 8QLYHUVLW\� &RPPXQLFDWLRQV� DQG� 0DUNHWLQJ� VWD൵� RYHUVHHV�
SURGXFWLRQ�RI�UHFUXLWLQJ��PDUNHWLQJ��DQG�FRPPXQLFDWLRQ�PDWHULDOV�
IRU�WKH�8QLYHUVLW\��7KH�JRDO�LV�WR�HQVXUH�HYHU\WKLQJ�SURGXFHG�E\�WKH�
8QLYHUVLW\�VHQGV�WKH�VDPH�PHVVDJH�DQG�LV�EUDQGHG�ZLWK�8QLYHUVLW\�
FRORUV��IRQWV��GHVLJQ�DQG�ZULWLQJ�VW\OHV�

>

>

Approval of Materials
All materials must go through the University’s established 
approval process. 7KLV� LQFOXGHV�� EXW� LV� QRW� OLPLWHG� WR�� DOO�
DGYHUWLVHPHQWV�� SXEOLFDWLRQV�� EURFKXUHV�� YLGHRV�� À\HUV�� SRVWHUV��
OHWWHUV��EXON�H�PDLOV��PDLORXWV��HWF��

,I�D�GHSDUWPHQW�UHTXHVWV�D�GHVLJQ�WR�EH�VHQW�R൵�FDPSXV��SURSHU�WLPH�
PXVW� EH� DOORWWHG� IRU� WKH�ZKROH� SURFHVV��ZKLFK� LQFOXGHV� JDWKHULQJ�
FRQWHQW�� GHVLJQ�� GHSDUWPHQWDO� SURR¿QJ�� UHYLVLRQV�� GHSDUWPHQWDO�
DSSURYDO��SURR¿QJ�E\�WKH�2൶FH�RI�WKH�9LFH�3UHVLGHQW�IRU�6WXGHQW�
$൵DLUV��¿QDO�DSSURYDO�E\�WKH�3UHVLGHQW�DQG�WKH�UHTXHVWLQJ�GHSDUWPHQW��
SULQWLQJ�RU�ELGGLQJ�RXW��SURGXFWLRQ��DQG�GLVWULEXWLRQ���6HH�FKDUW�RQ�
RSSRVLWH�SDJH��� 
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Approval Process
LUX�SGZKXOGRY�ZU�HK�VXKYKTZKJ�ZU�Uߞ�IGSV[Y�IUTYZOZ[KTZY

Departmental Request
Colleges and departments at SAU are encouraged to think of ways to market themselves 
DV�D�SDUW�RI�WKH�8QLYHUVLW\¶V�RYHUDOO�PDUNHWLQJ�HႇRUWV��7KH�8QLYHUVLW\�&RPPXQLFDWLRQV�DQG�
0DUNHWLQJ�VWDႇ��DUH�KDSS\�WR�DVVLVW��.HHS�LQ�PLQG�WKDW�SURGXFWLRQ�FRVWV�LQFXUUHG�IRU�SULQW�

materials will be charged to the department making the request. 

Content Generation
Content generation is the responsibility of the department requesting the materials. Materials 
VKRXOG�EH�VXEPLWWHG�GLJLWDOO\�WKURXJK�WKH�'HVLJQ�5HTXHVW�)RUP�RQOLQH��&RPPXQLFDWLRQV¶�VWDႇ�

will assist with ideas, photography, videography, and text editing.

Design 
Once all the content is prepared and submitted through the Design Request Form, a design is 
created for review (submitted photos must be in .jpg format and be at full 300 dpi resolution), 
DOORZ�WKUHH�WR�¿YH�GD\V�IRU�SXEOLFDWLRQ�XSGDWHV�DQG�D�SURRI�RI�D�QHZ�SXEOLFDWLRQ�RU�GHVLJQ��

Departmental Proof 
7KH�GHSDUWPHQW�ZLOO�UHFHLYH�D�SURRI�YLD�H�PDLO�RI�WKH�UHTXHVWHG�GHVLJQ��

Departmental Revisions
Should the department have revisions, they will be incorporated.

Review by VPSA 
2QFH�WKH�GHSDUWPHQW�KDV�DSSURYHG�WKH�GHVLJQ��&RPPXQLFDWLRQV¶�VWDႇ�ZLOO�UHYLHZ�DQG�VHQG�to 

WKH�2ႈFH�RI�WKH�9LFH�3UHVLGHQW�IRU�6WXGHQW�$ႇDLUV�IRU�DSSURYDO�RI�FRQWHQW�DQG�GHVLJQ��

Final Revisions
$Q\�UHYLVLRQV�IURP�WKH�936$�RႈFH�DUH�LQFRUSRUDWHG��

Final Approval 
7KH�2ႈFH�RI�WKH�3UHVLGHQW�ZLOO�DSSURYH�RU�VXJJHVW�UHYLVLRQV�� 

The department will see any revisions made before the designed piece is reproduced.  

Production
%HFDXVH�SURGXFWLRQ�DW�WKH�&RS\�&HQWHU�LV�OLPLWHG��ELGGLQJ�WR�DQ�Rႇ�FDPSXV�SULQW�VKRS�LV�KLJKO\�
FRQVLGHUHG�IRU�RUGHUV�RI�����RU�PRUH�RI�DQ\�SLHFH��7KH�$VVRFLDWH�'LUHFWRU�RI�&RPPXQLFDWLRQV�
and Marketing will assist in bidding out such print jobs. Please allow 15 working days for the 

GHOLYHU\�RI�WKH�¿QDO�SURGXFWLRQ�PDWHULDO�
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TiTles (eThnic Groups) 

> 3UHIHUUHG�XVDJH�IRU�&DXFDVLDQV�LV�³ZKLWH�´�DOVR�QRW�FDSLWDOL]HG�

> 7KH�SUHIHUUHG�XVDJH�IRU�$IULFDQ�$PHULFDQV�LV�³EODFN�´��
7KH�WHUP�LV�QRW�FDSLWDOL]HG�

> 3UHIHUUHG� XVDJH� IRU�$VLDQ� SHRSOH� LV� ³$VLDQ�´� FDSLWDOL]HG�� 3OHDVH�
QRWH� WKDW� LQ�%ULWLVK� XVDJH� WKH� WHUP� DSSOLHV� RQO\� WR� SHRSOH� RI� WKH�
,QGLDQ�6XEFRQWLQHQW�

> ³$PHULFDQ�,QGLDQ�´�FDSLWDOL]HG�ZLWK�QR�K\SKHQ�� LV�SUHIHUUHG�RYHU�
³1DWLYH�$PHULFDQ�´

TiTles (seasons) 

> /RZHUFDVH�³VSULQJ�´�³VXPPHU�´�³IDOO´�DQG�³ZLQWHU´�DQG�GHULYDWLYHV�
VXFK�DV�³ZLQWHUWLPH´�XQOHVV�SDUW�RI�D�IRUPDO�QDPH��,�ORYH�3DULV�LQ�
WKH�VSULQJWLPH��WKH�:LQWHU�2O\PSLFV�

TiTles

> 8VH�IXOO�QDPHV�SUHFHGHG�E\�DQ�HDUQHG�WLWOH�VXFK�DV�'U���5HY���RU�/W��
&RO��LQ�¿UVW�UHIHUHQFHV�RQO\���'R�QRW�XVH�D�FRXUWHV\�WLWOH�VXFK�DV�0U���
0LVV��RU�0V���8VH�WKH�ODVW�QDPH�RQO\�LQ�VXEVHTXHQW�UHIHUHQFHV�XQOHVV�
D�WLWOH�LV�QHFHVVDU\�WR�LGHQWLI\�SHUVRQV�ZLWK�WKH�VDPH�ODVW�QDPH�

> ,Q� JHQHUDO�� XQGHUOLQH� RU� LWDOLFL]H� WKH� WLWOHV� RI� ZRUNV� SXEOLVKHG�
LQGHSHQGHQWO\� DQG� XVH� TXRWDWLRQ� PDUNV� IRU� WKH� WLWOHV� RI� ZRUNV�
SXEOLVKHG�ZLWKLQ�ODUJHU�ZRUNV�
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universiTy communicaTions
and markeTinG (ucm)

The University Communications and Marketing department 
SURYLGHV�VHUYLFHV�IRU�DOO�WKH�8QLYHUVLW\�GHSDUWPHQWV���7KH�&RS\�
&HQWHU�PDLQWDLQV�EODFN�DQG�ZKLWH�DQG�FRORU�FRSLHUV��DQG�VWD൵V�
VWXGHQW�ZRUNHUV�� �7KH�6$8�ZHEVLWH�LV�PDLQWDLQHG�E\�8&0��
LQFOXGLQJ�DOO�XSGDWHV��GDLO\�GXWLHV��DQG�GHYHORSPHQW���&DPSXV�
and recruitment publications are developed, produced, and bid 
RXW�RU� FUHDWHG� LQ�KRXVH�� DV� DUH� DOO� WHOHYLVLRQ�DGYHUWLVHPHQWV�
DQG� YLGHR� SLHFHV�� � 3XEOLF� UHODWLRQV�� LQFOXGLQJ�ZULWLQJ� SUHVV�
releases, photography and videography, is handled by the 
8&0�VWD൵���0DUNHWLQJ�IRU�WKH�8QLYHUVLW\�LV�DOVR�KDQGOHG�E\�
WKLV�GHSDUWPHQW�

Mantra
� 6XSSRUW�%UDQG�,QQRYDWH�

Mission
� 6XSSRUW�WKH�8QLYHUVLW\¶V�PLVVLRQ�LQWHUQDOO\�DQG�� �
� H[WHUQDOO\�WKURXJK�LQQRYDWLRQ��TXDOLW\�VHUYLFH�DQG�� �
� SDVVLRQDWH�VWRU\WHOOLQJ��

Values and Goals
• �,QVWLOO�8QLYHUVLW\�SULGH
• �/HDG�E\�SRVLWLYH�DFWLRQ�DQG�SURIHVVLRQDOLVP
• �6XSSRUW�RQH�DQRWKHU�LQ�SHUVRQDO�DQG�SURIHVVLRQDO�� �
� JURZWK
•  Strive to continually raise the standard 

>

>

>

>



States/Territory

> 7KH� WZR� VWDWHV� WKDW� DUH� QRW� SDUW� RI� WKH� FRQWLQHQWDO�8QLWHG� 6WDWHV��+DZDLL� DQG�
$ODVND�� DQG� WKH�FRQWLQHQWDO� VWDWHV� WKDW�KDYH�¿YH� OHWWHUV�RU� IHZHU�� ,GDKR�� ,RZD��
0DLQH��2KLR��7H[DV��DQG�8WDK��VKRXOG�QRW�EH�DEEUHYLDWHG���'R�QRW�XVH�WKH�SRVWDO�
DEEUHYLDWLRQV��

> $�FRPPD�VKRXOG�IROORZ�WKH�QDPH�RI�D�VWDWH�ZKHQ�SUHFHGHG�E\�D�FLW\�
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$OD��
$UL]�
$UN�
&DOLI�
&ROR�
&RQQ�
'HO�
'�&�� �
)OD����
*D��
,OO�
,QG�
.DQ�
.\�
/D�
0G�
0DVV�
0LFK�
0LQQ�
0LVV�
0R�
0RQW�
1HE��
1HY�
1�+�
1�-�
1�0�
1�<�
1�&��
1�'�
2NOD�
2UH�
3D�
5�,�
6�&�
6�'��
7HQQ�
9W�
9D�
:DVK�
:�9D�
:LV�
:\R�

$/�
AZ
AR
CA
CO
&7
'(
DC
)/��
GA 
,/
,1
KS
.<
/$
MD
MA
0,
01
MS
MO
07
1(�
19
1+
1-
10
1<
1&�
1'�
2.�
OR
PA
5,
SC
SD
71
97
VA
WA
:9�
:,
:<

Alabama 
Arizona
Arkansas
&DOLIRUQLD
Colorado
Connecticut
'HODZDUH
'LVWULFW�RI�&ROXPELD
)ORULGD���
Georgia 
,OOLQRLV
,QGLDQD
Kansas
Kentucky
/RXLVLDQD
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
1HEUDVND�
1HYDGD
1HZ�+DPSVKLUH
1HZ�-HUVH\
1HZ�0H[LFR
1HZ�<RUN
1RUWK�&DUROLQD�
1RUWK�'DNRWD
Oklahoma
Oregon
Pennsylvania
5KRGH�,VODQG
South Carolina
South Dakota
7HQQHVVHH
Vermont
Virginia
Washington
West Virginia
Wisconsin
Wyoming

1DPH Abbreviation Postal Code

7KH�0DJQROLD��$UN���FRQWLQJHQW�WUDYHOHG�WR�'DOODV�



SAU Style Design

Reproduction of any logos or wordmarks is prohibited without the approval of 
6RXWKHUQ�$UNDQVDV�8QLYHUVLW\�DQG�/HDU¿HOG�/LFHQVLQJ�3DUWQHUV��

)RU�OLFHQVLQJ�LQIRUPDWLRQ��SOHDVH�FRQWDFW�/HDU¿HOG�/LFHQVLQJ�3DUWQHUV�DW����������������

Page 1 OHDU¿HOG�WUDGHPDU[RQOLQH�FRPJune 2019

SOUTHERN ARKANSAS UNIVERSITY

The colors shown on this page have not been evaluated by Pantone, Inc. for accuracy and may not match the PANTONE 
Color Standards. Consult current PANTONE Publications for accurate color. PANTONE® and other Pantone, Inc. trademarks 
are the property of Pantone, Inc. Portions© Pantone, Inc.,COLOR INFORMATION 2019.

COLORS PANTONE® HTML PROCESS

Royal Blue PMS 287 003087 C:100%  M:75%  Y:2%  K:18%

Yellow Gold PMS 110 DAAA00 C:2%  M:22%  Y:100%  K:8%

Black Process Black

ATHLETIC MARKS

INSTITUTIONAL MARKS

SAU-00027ASAU-00025A

SAU-00015A SAU-00019A SAU-00021A

SAU-00013ASAU-00009ASAU-00007A

SAU-00003ASAU-00001A

SAU-00026A SAU-00028A

SAU-00022ASAU-00020ASAU-00016A

SAU-00008A SAU-00010A SAU-00014A

SAU-00004ASAU-00002A
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Trademarks
7KH� 8QLYHUVLW\� RZQV� UHJLVWHUHG� WUDGHPDUNV� UHODWLQJ� WR� ORJRV� DQG�
ZRUG�PDUNV��'XH�WR�IHGHUDO�UHVWULFWLRQV�RQ�WUDGHPDUNV��DQG�WR�SURWHFW�
WKH�8QLYHUVLW\¶V�LQWHUHVW�LQ�WKH�WUDGHPDUNV��WKH�IROORZLQJ�JXLGHOLQHV�
PXVW�DOZD\V�EH�IROORZHG�

Word Marks
08/(5,'(5�DQG�08/(5,'(56�PXVW�DOZD\V�EH�IROORZHG�E\�WKH�
��V\PERO�

Logos 
7KH� 8QLYHUVLW\¶V� ORJRV� DV� WKH\� DSSHDU� RQ� LQ� WKH� 6W\OH� *XLGH�
VHFWLRQV�³/RJR´�DQG�³0DVFRW´�PXVW�DOZD\V�EH�DFFRPSDQLHG�E\�WKH� 
WUDGHPDUN���V\PERO�

$OO� PHUFKDQGLVH� FDUU\LQJ� WKH� 8QLYHUVLW\¶V� WUDGHPDUNV� PXVW� EH� 
PDQXIDFWXUHG�E\�D�OLFHQVHG�YHQGRU��7KLV�DOVR�DSSOLHV�WR�PHUFKDQGLVH�
WKDW�LV�EHLQJ�VROG�RU�JLYHQ�DZD\�E\�RQ�FDPSXV�JURXSV�RU�RUJDQL]DWLRQV�

4XHVWLRQV�DERXW� WKH�8QLYHUVLW\¶V� WUDGHPDUN�DQG�OLFHQVLQJ�SURJUDP�
should be directed to Michael Westbrook, assistant to the president 
IRU�VSHFLDO�SURMHFWV�DW�H[W�������

>

>
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Understand Your Purpose and Audience
Guideline: ,GHQWLI\� DQG� FOHDUO\� DUWLFXODWH� WKH� SULPDU\� JRDOV� RI� WKH� 
ZHEVLWH�EHIRUH�EHJLQQLQJ�WKH�GHVLJQ�RU�FRQWHQW�FUHDWLRQ�SURFHVV��

(QVXUH�WKH�FRQWHQW�PHHWV�XVHU�H[SHFWDWLRQV�
 
'R�QRW�XVH�ZRUGV�WKDW�W\SLFDO�XVHUV�PD\�QRW�XQGHUVWDQG�

'R�QRW�XVH�XQIDPLOLDU�RU�XQGH¿QHG�DFURQ\PV�RU�DEEUHYLDWLRQV�

&RPSRVH�VHQWHQFHV�LQ�DFWLYH�UDWKHU�WKDQ�SDVVLYH�YRLFH�

Avoid Surprises
Guideline: 'R�QRW� KDYH� XQVROLFLWHG�ZLQGRZV�RU� JUDSKLFV� µSRS�XS¶� WR�
XVHUV��
 

Provide Text Equivalents for  
Non-Text Elements
Guideline: 3URYLGH� D� WH[W� HTXLYDOHQW� IRU� HYHU\� QRQ�WH[W� HOHPHQW� WKDW�
FRQYH\V� LQIRUPDWLRQ� 7KLV�PHDQV�GHVFULSWLYH� DOWHUQDWLYH� DQG� WLWOH� WH[W�
IRU�LPDJHV��YLGHRV��DQG�HYHQ�WH[W�OLQNV�

Avoid Cluttered Displays
Guideline: &UHDWH�SDJHV�WKDW�DUH�QRW�FRQVLGHUHG�FOXWWHUHG�E\�XVHUV�

>
>

>

/LQNV�VKRXOG�RSHQ�LQ�WKH�VDPH�ZLQGRZ��

/LQNV�WR�:RUG�GRFXPHQWV�>�GRF@��3')�¿OHV�>�SGI@��([FHO�VSUHDGVKHHWV�
>�[OV@��=LS�¿OHV�>�]LS@��HWF���VKRXOG�EH�FOHDUO\�ODEHOHG�DV�VXFK�WR�LQGLFDWH�
WR�WKH�XVHU�WKDW�D�GRZQORDG�RU�QRQ�KWPO�¿OH�ORDG�ZLOO�WDNH�SODFH�

>

>
>

>

>

8VH�EROG�WH[W�RQO\�ZKHQ�LW�LV�LPSRUWDQW�WR�GUDZ�WKH�XVHU¶V�DWWHQWLRQ�
WR�D�VSHFL¿F�SLHFH�RI� LQIRUPDWLRQ��'R�QRW�EROG�HQWLUH�VHQWHQFHV�RU�
SDUDJUDSKV�

,PDJHV� VKRXOG� EH� UHOHYDQW� WR� WKH� FRQWHQW� DQG� DGG� YDOXH� WR� WKH�
LQIRUPDWLRQ�SUHVHQWHG�

=KH�9VKIOߟI�9Z_RKY�



=KH�9VKIOߟI�9Z_RKY�IUTZOT[KJ
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Establish Level of Importance
Guideline:�(VWDEOLVK�D�KLJK�WR�ORZ�OHYHO�RI�LPSRUWDQFH�IRU�LQIRUPDWLRQ�
DQG�LQIXVH�WKLV�DSSURDFK�WKURXJKRXW�HDFK�SDJH�RQ�WKH�ZHEVLWH���5HVHDUFK�
VKRZV� XVHUV� VFDQ� �YV�� UHDG��:HE� FRQWHQW�� 0DNH� \RXU� FRQWHQW� HDVLO\�
VFDQQDEOH�

>

>

>

>
>

>

>
,QIRUPDWLRQ�VKRXOG�EH�ORJLFDOO\�RUJDQL]HG�ZLWK�GHVFULSWLYH�KHDGHUV�

8VH�QRUPDO�FDSLWDOL]DWLRQ�DQG�SXQFWXDWLRQ��:(�'21¶7�86(�$//�
&$36�21�7+(�:(%6,7(�

,QFOXGH� WKH�SULPDU\� WKHPH�DQG�VFRSH� LQ� WKH�¿UVW� VHQWHQFH�RI�HDFK�
SDUDJUDSK�

$UUDQJH�OLVWV�DQG�WDVNV�LQ�DQ�RUGHU�WKDW�EHVW�IDFLOLWDWHV�H൶FLHQW�DQG�
VXFFHVVIXO�XVHU�SHUIRUPDQFH��

3ODFH�D�OLVW¶V�PRVW�LPSRUWDQW�LWHPV�DW�WKH�WRS�

'LVSOD\� D� VHULHV� RI� UHODWHG� LWHPV� LQ� D� YHUWLFDO� OLVW� UDWKHU� WKDQ� DV�
FRQWLQXRXV�WH[W�

3URYLGH�DQ�LQWURGXFWRU\�KHDGLQJ�DW�WKH�WRS�RI�HDFK�OLVW�

Links:
8VH� OLQN� ODEHOV� DQG� FRQFHSWV� WKDW� DUH�PHDQLQJIXO�� XQGHUVWDQGDEOH��
DQG�HDVLO\�GL൵HUHQWLDWHG�E\�XVHUV�
� ³&KHPLVWU\�GHJUHH�SODQ´�YV�³FOLFN�KHUH�WR�OHDUQ�PRUH 
 about RXU�FKHPLVWU\�GHJUHH�UHTXLUHPHQWV´

3URYLGH�OLQNV�WR�RWKHU�SDJHV�LQ�WKH�ZHEVLWH�ZLWK�UHODWHG�FRQWHQW�

0DNH� WKH� OLQN� WH[W� FRQVLVWHQW� ZLWK� WKH� WLWOH� RU� KHDGLQJV� RQ� WKH�
GHVWLQDWLRQ��WDUJHW��SDJH�

,WHPV�WKDW�DUH�QRW�FOLFNDEOH�VKRXOG�QRW�DSSHDU�WR�EH��'R�QRW�XQGHUOLQH�
WH[W�IRU�HPSKDVLV�

8VH�WH[W�OLQNV�UDWKHU�WKDQ�LPDJH�OLQNV��³EXWWRQV´��

>

>
>
>
>
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Word Usage
a, an
Use the article a�EHIRUH�D�FRQVRQDQW�VRXQG��an�EHIRUH�D�YRZHO�
VRXQG�
([FHSWLRQV��8VH�a�EHIRUH�D�SURQRXQFHG�h, long u sound or eu, and 
o as pronounced in one��8VH�an�EHIRUH�D�YRZHO�VRXQG�VXFK�DV�DQ�es 
VRXQG�DV�SURQRXQFHG�LQ�6$8�DQG�³DQ�K´�ZKHQ�WKH�K�LV�VLOHQW�

 

:KHQ�DQ�DUWLFOH�SUHFHGHV�D�QXPEHU��WKH�FKRLFH�EHWZHHQ�D�DQG�DQ�LV�
WKH�VDPH�DV�LI�WKH�QXPEHU�ZHUH�VSHOOHG�RXW�
� D���SHUFHQW�UDWH
� DQ���SHUFHQW�LQFUHDVH

D൵HFW��H൵HFW
$൵HFW�LV�D�YHUE��H[FHSW�ZKHQ�XVHG�DV�D�WHUP�LQ�WKH�¿HOG�RI�SV\FKRO�
RJ\�WR�LQGLFDWH�HPRWLYH�UHVSRQVHV��,W�FDQ�DOVR�PHDQ�WR�LQÀXHQFH��
VLPXODWH��LPLWDWH�RU�SUHWHQG�

(൵HFW�LV�FRPPRQO\�XVHG�DV�D�QRXQ�PHDQLQJ�UHVXOW��,I�XVHG�DV�D�
verb, H൵HFW�PHDQV�WR�EULQJ�LQWR�H[LVWHQFH�RU�DFFRPSOLVK�

complement, compliment
Complement�LV�D�QRXQ�DQG�YHUE��$V�D�QRXQ��LW�PHDQV�VRPHWKLQJ�
WKDW�FRPSOHWHV�RU�PDNHV�SHUIHUFW��$V�D�YHUE��LW�PHDQV�WR�VXLW��PDNH�
FRPSOHWH�
� 7KH�GUHVVLQJ�FRPSOHPHQWV�WKH�VDODG���Y�
� 7KH�JUDY\�LV�D�QLFH�FRPSOHPHQW�WR�WKH�PHDW���Q�

Compliment LV�DOVR�D�QRXQ�DQG�YHUE��$V�D�QRXQ��LW�PHDQV�DQ�H[SUHV�
VLRQ�RI�DGPLUDWLRQ�RU�DFW�RI�SUDLVH�RU�ÀDWWHU\��$V�D�YHUE��LW�PHDQV�WR�
SUDLVH�RU�ÀDWWHU�
� 7KDQNV�IRU�WKH�FRPSOLPHQWV���Q�
� ,�PXVW�FRPSOLPHQW�\RX�DOO�IRU�\RXU�KDUG�ZRUN���Y��

>

>

>

an SAU student 
an hour

D�RQH�RQ�RQH�GLVFXVVLRQ
a history test
a eucalyptus plant
D�XQLWHG�ZD\�IXQGUDLVHU
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Word usaGe conTinued
emeritus, emerita, emeriti
� (PHULWXV���PDOH�UHWLUHG�IDFXOW\�PHPEHU
� (PHULWD���IHPDOH�UHWLUHG�IDFXOW\�PHPEHU
� (PHULWL���SOXUDO�IRUP�IRU�ERWK

entitled or titled
Entitled�PHDQV�RQH�KDV�WKH�ULJKW�WR�GR�VRPHWKLQJ�
 As he promotes, John is entitled�WR�PRUH�SD\�

Title�LV�WKH�QDPH�JLYHQ�WR�VRPHWKLQJ��VXFK�DV�D�ERRN��VRQJ��RU�
PRYLH��WR�LGHQWLI\�RU�GHVFULEH�LW�
� ,�KLJKO\�UHFRPPHQG�VHHLQJ�WKH�SOD\�titled�³+DPOHW�´�

federal, state
'R�QRW�FDSLWDOL]H�IHGHUDO��VWDWH��RU�FLW\�XQOHVV�SDUW�RI�WKH�DQ�R൶FLDO�
QDPH�
� VWDWH�RI�$UNDQVDV
� )HGHUDO�5HVHUYH�6\VWHP
� FLW\�RI�0DJQROLD

freshman, freshmen
Freshman�FDQ�EH�XVHG�DV�D�QRXQ�RU�DGMHFWLYH��Freshmen is only a 
QRXQ�
� )UHVKPDQ�VWXGHQWV�DUH�UHJLVWHULQJ�HDUO\�
� 7KH�IUHVKPHQ�DUH�H[FLWHG�DERXW�WKH�JDPH��

R൵�FDPSXV��RQ�FDPSXV
+\SKHQDWH�RQO\�ZKHQ�XVLQJ�DV�DQ�DGMHFWLYH��QRW�DV�DQ�DGYHUE�
 2൵�FDPSXV�VWXGHQWV�DUH�DOZD\V�RQ�WLPH�
� ,I�\RX�OLYH�on campus��\RX�PXVW�EH�RQ�WLPH�

>

>

>

>

>

>




