
 

Editorial Style Guide 
 
 
Alpha Phi-Specific Terms 
The Founders / The Original Ten (always capitalize) 
Alpha Phi Quarterly (Quarterly should be italicized) 
Founders’ Day (apostrophe after the ‘s’) 
Fraternity (always capitalize when referring to Alpha Phi International Fraternity; no capital when  

referencing other fraternities, unless part of official name) 
Alpha Phi International alumnae dues 
annual International dues (capitalize International when referring to Alpha Phi International) 
Regional Conferences (capitalize) 
Convention (capitalize) 
Executive Office (EO is acceptable in subsequent references) 
forget-me-nots (hyphenate) 
lily of the valley (no hyphens) 
 
Foundation-Specific Terms 
Foundation (always capitalize when referring to the Alpha Phi Foundation; do not capitalize when  

referencing other foundations, unless part of official name) 
Forget-Me-Not Fund 
Alpha Phi Foundation’s Community Contributions Policy 
Emergency Aid program / Emergency Aid grant 
Limoges box (Limoges is capitalized) 
Cardiac Care Award (capitalize) 
 
[Affiliations] 
Jane Maiden Doe (N-Nebraska) – bold name only, not affiliation; use maiden in first reference only. List 
first name only in subsequent references. 
 
[Chapter / School References] 
DuPage Valley alumnae chapter – bold alumnae chapter name only; “alumnae” / “alumnae chapter” should  

not be bold or capitalized if used 
Nebraska (N) collegians – bold school and Greek letter(s) when referencing collegiate chapters; “collegians” /  

“collegiate chapter” should not be capitalized or bold if used 
  
[Titles] 
Follow Associated Press (AP) Style: capitalize titles before, but not after a name. A few examples are: 

Chapter Adviser Jane Doe (N-Nebraska)… Jane is chapter adviser. 
Chapter President Jane Doe (N-Nebraska)… Jane is chapter president. 
Regional Manager Jane Doe (N-Nebraska)… Jane is regional manager. 
Foundation Board Director Jane Doe (N-Nebraska)… Jane is a Foundation Board director. 
Educational Leadership Consultant Jane Doe (N-Nebraska)…  Jane is an educational leadership consultant. 
Committee on Leadership Member Jane Doe (N-Nebraska)…  Jane serves on the committee on leadership.  
Executive Director Jane Doe (N-Nebraska)… Jane serves as executive director. 

 
[Collegiate Chapter Officer Titles] 
president 
vice president 
vice president-program development 
vice president-chapter operations 
vice president-marketing 



director of finance 
director of philanthropy (not philanthropy chair) 
director of alumnae relations 
director of campus activities 
recruitment department: use director of formal recruitment or vice president-member recruitment instead of  

rush chair; director of continuous open bidding, director of MAP, Panhellenic delegate 
 
[VIP Directory Titles] 
Boards: Always capitalize "Board" when referring to both Foundation and Fraternity Boards. 
International Executive Board (IEB) on first reference, IEB or Board on subsequent references. 

Don't list "(IEB)" if no second reference.  
She is an International Executive Board director (not member; director is lower case) 

Foundation Board of Directors on first reference (all capitals), Foundation Board or Board on subsequent  
references.  
She is a Foundation Board director (not member; director is lower case) 
She serves on the Foundation Board of Directors (capitalize official title) 

 
Regional Teams: regional manager, alumnae membership coordinator, Canadian resource coordinator, 
collegiate membership coordinator, Foundation liaison, human resources coordinator, operations & 
programming coordinator. 
 
Committees: finance standing committee (FSC), committee on leadership (COL) 
 
Recruitment Terms 
new member (not pledge) 
pledge should be used as a verb only (e.g., She pledged Alpha Phi in 1998.) 
polish week (not work week) 
potential new members (not rushees) 
quota  
recruitment (not rush) 
recruitment counselor (not rho chi) 
rushing strength 
membership recruitment acceptances (not bid cards) 
intentional single preference (not suicide) 
Bid Day (capitalize) 
bid matching 
 
Misc. References 
adviser (all references to Alpha Phi advisers spelled with -er; Greek advisor uses -or)  
alumna initiate (sing.); alumnae initiates (plural) 
alumnae (not alums; not alumni unless referring to men as well) 
collegians (collegians is the noun - not collegiates; as an adjective, collegiate members / women is fine) 
fundraiser / fundraising (one word; do not hyphenate) 
holiday (not Christmas) 
women (not girls when referring to college women); girls or young women is okay if high school or younger 
NPC - National Panhellenic Conference (governing organization); College Panhellenics (CPH) exist on  

individual college campuses and Alumnae Panhellenics (APH) in communities. 
NPC Office (not Headquarters or Central) 
AFA - Association of Fraternity Advisors 
NALFO - National Association of Latino Fraternal Organizations 
NIC - North American Interfraternity Conference (governing organization); Interfraternity Councils (IFC)  

exist on individual college campuses. 
NPHC - National Pan-Hellenic Council (traditionally African-American groups) 
Phone numbers (use periods): 847.475.0663  
 







Associated Press Style 
[Internet-related] 
World Wide Web (all capitals) 
Web site / Web page (capitalize Web) 
e-mail (hyphenate) 
online (no hyphen) 
Internet (capitalize) 
 
[Months / Datelines] 
Abbreviate Jan., Feb., Aug., Sept., Oct., Nov. and Dec. when listed as date (Do not use st, nd, rd or th). 

Sept. 20, 2000, (comma after year unless at end of sentence) 
In September 
Sept. 20 
September 2000 (no comma) 
21st century (do not capitalize century) 
1980s, the '80s (use apostrophe only when century is removed; not 80's) 

 
[Numbers / Percentages] 
As a general rule, spell out numbers one through nine, and use the numeric figure when referencing 10 and above.  
Exceptions are: Spell out numbers 10 and above when beginning a sentence (unless the number is a year); 
always use the numeric figure when referencing a percentage or an age (see below). 

Twenty-five people participated in the event.  
1970 was a good year. 
7 percent (do not use the % symbol) 
eight women 
first place 
10th annual 
second annual (An event cannot be described as annual until it has been held at least two successive  

years; do not use the term first annual. Instead, note plans to hold an event annually.) 
 
[Ages / Years] 
Always use figures. Ages expressed as adjectives before a noun or as substitutes for a noun use hypens. 

She is 20 years old. 
He is 7. 
The 5-year-old child  

The man is in his 30s (no apostrophe) 
5th anniversary  
75th birthday

 
[Regions / Directions] 
West Coast, Midwest Region (capitalize when referring to region) 
She has a Southern accent. 
She was driving east. (no capital when indicates direction) 
 
[Seasons] 
No capital unless part of a formal name. 

in the fall or fall 1999  
vs. 
Summer 2000 Quarterly 

 
[States] 
Spell out state names when stand alone. 
Use abbreviations in conjunction with name of city or town (except for large cities). 

Ala., Ariz., Ark., Calif., Colo., Conn., Del., Md., Mass., Mich., Minn., Miss., Mo., Mont., N.D., Okla., 
Ore., Pa., R.I., S.C., S.D., Fla., Ga., Ill., Ind., Kan., Ky., La., Neb., Nev., N.H., N.J., N.M., N.Y., N.C., 
Tenn., Vt., Va., Wash., W.Va., Wis., and Wyo.  
Alaska, Hawaii, Idaho, Iowa, Maine, Ohio, Texas and Utah are not abbreviated. 
Oak Park, Ill., / Abilene, Texas, (comma after both city and state unless at end of sentence) 

Use the two-letter Postal Service abbreviations only with full addresses that include ZIP code.  



[Photo Captions] 
Photo captions must be in present tense (at least the first sentence). 
Maiden name and affiliation are not necessary in photo caption if listed in the article. 
 
[Punctuation] 
Only one (1) space is required following punctuation at the end of a sentence. 
The period and comma always go inside quotation marks. The dash, semicolon, question mark and  

exclamation point go inside quotations marks when they apply to the quoted material only; they go 
outside when they apply to the entire sentence. 

 When listing items, no comma is necessary before "and" (e.g. Parents, alumnae and collegians are invited.) 
 
 
 


