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A reliable and coherent written style is an important part of the

University’s image. Your writing is your own, even when edited

according to the principles outlined in this guide. Think of this

style guide as packaging: it doesn’t affect what you put in the

box, but it does help ensure that your message - and Howard

University’s image - will arrive in one piece.
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Writing Style Manual

On-campus writers and editors, especially those who

work in media relations, should use The Associated

Press Stylebook and Libel Manual (AP) as their pri-

mary style guide, with the Howard University Editorial

Style Manual as a secondary reference. 

The Associated Press Stylebook is a good source for

spellings of proper names and technical or media-

related terminology, as is our preferred dictionary,

Merriam Webster's Collegiate Dictionary. We will

update this guide and other reference materials as

new editions are published. We also welcome 

comments and suggestions to help us keep it 

current, relevant, and useful.

Academic degrees

With exception of the alumni sections of Howard

Magazine, it is preferable to avoid abbreviations and

instead spell out names of degrees. 

Use an apostrophe in “bachelor’s degree,” “mas-

ter’s,” etc. Use abbreviations such as “B.A.” and

“M.A.” only when spelling out the names of the

degrees would be cumbersome. When used after a

name, set off abbreviated degrees with commas:

Jane Smith, M.D., Ph.D., works…

For more direction in guidelines, check the “aca-

demic degrees” entry in the AP style guide.

Academic majors

Lowercase all majors except those incorporating

proper nouns:

James Hill is a women’s studies major and 

Karen Jackson is majoring in French.

Addresses

When writing an address, spell out the entire proper

address. Do not use periods between city quadrants,

and set off each section of the address with commas.

2225 Georgia Avenue, NW, 6th floor, 

Washington, DC 20059

African American

Hyphenate only when used as a modifier:

He is African American. NABJ is an organization 

for African-American journalists.

Alumni

Use alumnus when referring to an individual male,

alumna for an individual female, alumni for a group

of males, alumnae for a group of females, and 

alumni for a group consisting of males and females. 

According to Howard University Alumni

Relations, a person must have completed at 

least one (1) year of study at Howard University 

and graduated or withdrawn in good standing to 

qualify as an alumnus or alumnae.

Black

Capitalize when used in reference to those of the

African Diaspora.

Books and periodicals

Local, national, and campus periodicals, published

books, pamphlets, newspapers, newsletters should

be italicized:

The Hilltop newspaper

The Bison yearbook

EBONY magazine

The Washington Post
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Building names

Capitalize the proper names of buildings, including

the word “building” if it is part of the proper name.

On first reference to campus building, use its proper

name. Use informal or casual building names on

second reference and beyond. Never use the abbre-

viation for building: “bldg.”

It is acceptable to use commonly abridged names for

campus buildings and landmarks on first reference,

but preference is to use a building’s proper name on

first reference when a name may be unfamiliar to

external audiences being addressed.

Abridged names are not appropriate for printed

materials associated with building dedications, com-

mencements and other formal ceremonial events.

Academic Support Building “A”

Academic Support Building “B”

Numa P.G. Adams Medical School Building

Ira Aldridge Theatre

Annex 2

Maria L. Baldwin Hall 

Mary McLeod Bethune Hall Annex

Armour J. Blackburn University Center

Ralph J. Bunche International Affairs Center

John Burr Building for Physical Education

(Gymnasium)

School of Business

Tower Building (Cancer Research Center)

Andrew Carnegie Building

George Washington Carver Hall

Center for Sickle Cell Disease 

Chemical Engineering Building

Chemistry Building

Chemistry Laser Research Laboratory

Lulu V. Childers Hall 

Charles H. Houston Hall

College of Nursing and Allied Health Sciences Annex 1

George William Cook Hall

Chauncy I. Cooper Building

Cramton Auditorium

Prudence Crandall Hall 

Russell A. Dixon Building

Louis K. Downing Hall 

Dunbarton Chapel (Law School campus)

Julia Caldwell Frazier Hall (Tubman Quadrangle)

Fredrick Douglass Memorial Hall

Charles R. Drew Hall

Effingham Apartments

Founders Library

Frazier Hall (Tubman Quadrangle)

Graduate School of Arts and Sciences Building

William H. Greene Stadium

Holy Cross Hall

Howard University Center

Howard University Hospital

Howard University Hospital Cancer Center

Howard University Hospital Tower I

Howard University Research Building I

Howard Hall

Howard Manor

Howard Plaza Towers (East and West)

Howard University Hospital Health Service Annex

Howard University Hospital Medical Arts Building

Howard University Service Center

Human Ecology building

iLab/ISAS building

Mordecai W. Johnson Administration Building 

Ernest E. Just Hall 

School of Law Library

Inabel Burns Lindsey Hall (School of Social Work)
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Alain Leroy Locke Hall (College of Arts and Science)

Howard H. Mackey Building (School of Architecture)

Benjamin E. Mays Hall

Meridian Hill Hall

Miner Building

Moorland-Spingarn Research Center 

Seeley G. Mudd Building 

Notre Dame Hall

C.B. Powell building 

Andrew Rankin Memorial Chapel

Lucy Diggs Slowe Hall

Louis Stokes Health Sciences Library

Thirkield Science Hall

Isabella Sojourner Truth Hall (Tubman Quadrangle)

Harriett Tubman Quadrangle

Undergraduate Library

Phyllis Wheatley Hall (Tubman Quadrangle)

WHUT-TV Station

Wonder Plaza

Composition title

Capitalize first and last words and all nouns, pro-

nouns, adjectives, verbs, and adverbs. Lowercase

articles (a, an, the), conjunctions (and, or, for, nor,

but) and prepositions (of, to) unless they form the

first or last word of the title.

Conference titles

The full, official name of conferences should be capi-

talized and spelled out on first reference.

Course titles

Capitalize with quotation marks is preferable.

Dates

Follow the AP guide entry for “dates,” “months” and

“days of the week.” When writing the name of the

day with the date, set the date in commas:

Monday, Jan. 28, is the day of…

Never use ordinal numbers; use only cardinals:

Nov. 6, not Nov. 6th

Doctor, Dr.

On first reference, use the formal title “Dr.” only

before the names of individuals who hold a degree in

medicine, veterinary medicine, or dentistry.

Persons who have earned doctoral degrees should

be named with their degree set off by a comma.

James Joseph, Ph.D.

Mary Harrison, Ed.D.

e-mail

The “e” is lowercase with a hyphen

Fellow, fellowship

When used alone, lowercase it. Capitalize when used in

combination with the name of the granting organization:

He is a fellow in the department. James was 

chosen to be a Pickering Fellow.

Homecoming

Capitalize in reference to the annually celebrated

event, but lowercase in general use.

Internet

Always capitalize.
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Lecture titles

Set the exact title in quotation marks.

Lecturers, lectureships

The title “lecturer” or “adjunct lecturer” should be

considered an occupational title rather than a formal

title and as such be lowercased even before an indi-

vidual’s name:

Feature writing lecturer Joy Jackson

Listserve

Is a trademarked proper noun, thus is always 

capitalized.

Magazine names

Names of magazines should be italicized. According

to AP, lowercase the word “magazine” if it is not part

of the proper title:

Newsweek magazine

Howard Magazine

Names

Departments and units

Capitalize formal names and lowercase informal ref-

erence:

The Department of Physics, but physics department

Generic reference for departments and units should

only be used on second and subsequent references

and in lowercase form:

1). Department of English; 

2). The English department; 

3). The department, etc.

Obituaries

Use the following courtesy titles: Mr. Ms., Mrs., Dr.,

and Professor.

Online

It is one word, not hyphenated when used in refer-

ence to computer communication. Otherwise, when

used as an adjective, it is hyphenated and two words.

Seasons

Use lowercase, even when in reference to an issue of

a publication:

It was featured in the fall 2004 issue of Howard 

Magazine.

Theater

The University preferred spelling for all generic refer-

ences to auditoriums. Use “re” ending only if part of

the proper name:

They are going to the theater.

He is a theatre arts major.

Titles

Capitalize formal or courtesy titles (president, profes-

sor, senator, etc.) before the names of individuals,

and lowercase formal titles following names of indi-

viduals. Lowercase descriptive or occupational titles

(teacher, attorney, department chair) in all cases.

Latin words in professional and occupational titles

should be italicized.

President H. Patrick Swygert

Linda Higgins, psychology professor

James Jones, professor emeritus of English

Dean Jane Jones

Coach Mike Smith
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Trustee

Capitalize when used before the name of an individual,

lowercase in all other cases:

Trustee Earl Graves; but Earl Graves is a trustee of

the University.

University

Capitalize when used in reference to or in place of

the formal name “Howard University”; lowercase in

all other cases:

The University is located in Washington, DC.

He wants to attend a university in Ohio.

University Schools, Colleges, and Departments

Official Names

Graduate School

School of Business

John H. Johnson School of Communications

School of Dentistry

School of Divinity

School of Education

School of Law

School of Social Work

College of Arts and Sciences

College of Engineering, Architecture and 

Computer Science

College of Medicine

College of Pharmacy, Nursing and

Allied Health Sciences

Department of Intercollegiate Athletics

Web addresses

If a URL is at the end of a sentence, follow with a

period. If it must be split on two lines, break before a

“slash” or “dot” and make sure a hyphen is not

added:

It can be found on www.thurgood.howard.edu.

Web site

It is two words.

-wide

Requires no hyphen:

campuswide; universitywide

World Wide Web

No hyphens and capitalize.




