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STYLE GUIDE
Self-Study 2002

Clemson University

ITEM
STYLE
EXAMPLE

Academic Year
Use four digits, followed by a hyphen, followed by two digits
1996-97

1999-00

2000-01

Announcements Year
All announcements references should be to 2001-2002 Announcements
If the reference is to an older edition of Announcements, look up page numbers in new Announcements if necessary
Undergraduate Announcements 2001-02 or Graduate Announcements 2001-02
If referring to both:


Undergraduate and Graduate 



Announcements 2001-02

Board of Trustees
When using Board of Trustees spell it out
Board of Trustees

Bullets
Use bullets before indented, unnumbered short lists inserted in the text. Use parallel construction. 

No terminal punctuation is used unless each  item is a sentence (or more than one sentence) or completes a sentence whose beginning is the heading of the list.
 Item

 Item

 Item

 Item

Campus-wide
Should be two words divided by a hyphen, not “Campuswide”
Campus-wide

campus-wide

Capitalization
Capitalize “University” when it refers to Clemson University

Other units, like college and department, are

lower case. When using the full unit name, use upper case for first letters of major words. 

Capitalize language name

Capitalize “President” when it refers

to Clemson’s President.

Capitalize academic titles when the full title is used. Other uses of titles should be lower case.
University

College of Business and Public Arrairs

Department of Civil Engineering

the biology, psychology, and chemistry departments

in the biology, chemistry, and English departments

President

Vice President for Student Affairs

Dean of the Graduate School

Dean Trapnell will…

The vice president and the dean will go.

Catalog
Do not use. Refer to Announcements.
Undergraduate Announcements 2000-01

Chair
Capitalize when the full title is used. Other uses should be lower case.
Dr. Smith, Chair of Biological Sciences

The department chair recommends…

The chair recommends…

Comma in a Series 
Insert the comma before “and” in a series
“The dean, the student, and the instructor.”

Compliance
For the compliance status, use “Compliance” and “Non-Compliance.” Do not use “Partial Compliance.”

In the Must Statement Compliance Tables, the word “Compliance” is centered. The word “In” should not precede the word “Compliance” in the tables
Compliance

Compliance

Computer and
Internet
Terminology
No uses other than those listed are acceptable.
database

e-mail

home page

Internet

on-line

Web page

Conclusion
“Conclusion” as a heading is singular

throughout the report.

 “Conclusion” should be singular and be listed at the end of the section before recommendations and Suggestions

After the text of Conclusion, if we are in compliance, on a separate line say: 

For -partial compliance, say:

For non-compliance, say:
Conclusion

The University is in compliance

with these SACS Criteria.

The University is not in compliance

with [#] of these SACS Criteria.

The University is not in compliance

with these SACS Criteria.

Coursework
Use “coursework” as one word—no spaces between “course” and “work”
coursework

Data
“Data” should be plural
“The data are not consistent.”

Database
Use “database,” one word—no space between “data” and “base”
database

Dean
Capitalize this word when citing a full title or a specific dean. Other uses should be lower case.
Dean of Engineering and Sciences

Dean Keinath…

The dean and chairs will meet…

Departments
When using the full name, use upper case for the first letters of major words.

Use lower case for other uses except for language names
The Department of Psychology…

The department has 17 faculty members…

Division
When referring to a specific division, the word “Division” should be capitalized

When referring to them generally, it should be lower case
The Division of Student Affairs

Throughout the different divisions of

the University

Degree Abbreviations
Use the examples in the column to the right to refer to various degree programs.
B.A., B.S., M.S., Ph.D., M.Ed., Ed.D., etc. (see Graduate Announcements for other degree abbreviations)

Document Titles,
Punctuation
Put the document name only, no quotation

marks, italics, or underline
Annual Report of the Division of

Continuing Education 1999-2000

Documentation
Put sources at end of sentence within parentheses. Separate sources with a semicolon. Put the period outside close parenthesis.

Do not use “See” or “Exhibit,” as in (See

Undergraduate Announcements 2000-01 )
Any undergraduate student…may transfer from one major to another at will (Undergraduate Announcements 2000-01).

E&G
For first reference in a section, use full name:

For further references, use abbreviated

version:

Do not use E&G with spaces:
Education and General funds

E&G

E&G

e-mail
Use lower-case “e,” followed by a single hyphen, followed by the word “mail” in  lower-case letters.
e-mail

Exhibit
The word “Exhibit” should not be used when referencing material

Home Page
Use “home page”—two words
home page

Hyphenation used
in citing certain
documents
When referring to the following documents, a em dash should be inserted (in Word, type two hyphens followed by any character and a space—the two dashes will be converted):


Institutional Effectiveness—SACS

Interview Results: Educational

Programs Book A
Institutional Effectiveness—SACS

Interview Results: Educational

Programs Book B

Hyphenation,
Automatic
Do not use it.

Individual Student 

Program of Study 
When this appears in a compliance table, it

should be singular:
Individual Student Program of Study

Internet
Capitalize the word Internet
Internet

In-state and Out-of state
Capitalize only at beginning of sentence
Out-of-state students are…

Students from in-state find that…

Italics
Use for emphasis rather than underlining (do not use underlining for anything)…

Use for titles of books or journals in text citations or literature cited sections.
We need increased funding…

NOT We need increased funding…

APA. Publication Manual of the American Psychological Association

Undergraduate Announcements 2001-02

Library
Capitalize Library or Libraries when referring to the our collections. Just say Library or Libraries, not R. M. Cooper Library or Clemson’s Libraries.
Access to the Libraries’ collections…

The Libraries have provided…

Lower-division,

Lower-level
Hyphenate lower-division, upper-division, lower-level, upper-level when used as adjectives, but not in “The students were in the lower division.”
Lower-division students

Mathematics
Use the full word, not math
mathematics

Must
Whenever the word must is used to refer to an imperative statement in the Criteria booklet, use must, bold, no quotation marks
The University is in compliance with

this must statement.

Names (Offices)
When referring to offices, centers, and other units of the University, follow names used in the Announcements and Telephone Directory
Office of Undergraduate Admissions

Career Center

Cooperative Extension Services 

Non-Compliance
Use Non-Compliance with a hyphen between both capitalized words. If a must statement is in partial compliance, it is listed as “Non-Compliance.” 

In the Must Statement Compliance Tables, the word “Non-Compliance” is centered. The word “In” should not precede the word “Non-Compliance” in the tables
Non-Compliance

Non-Compliance

Numbered Lists, Punctuation
Put period at end of each item if it is a sentence (or more than one sentence). Use a semicolon at end of all items, except the last item. Use a period after the last item in the list. Use parallel construction.
1. Hire more support people;

2. Upgrade the facilities; and

3. Increase support-staff salaries.

Numbers in Text
The general rule governing APA style on the use of numbers is to use figures to express  numbers 10 and above and words to express numbers below.

Numbers Expressed in Figures

Use figures to express— 

a) all numbers 10 and above

b) all numbers below 10 that are grouped for comparison with numbers 10 and above


Exceptions:

If the traits and checklists are not being compared; they are different categories of items, use the 10 and above rule

c) When numbers immediately precede a unit of measure, use figures

d) numbers that represent statistical or mathematical functions, fractional or decimal quantities, percentages, ratios, and percentiles and quartiles

e) numbers that represent time; dates; ages; sample, subsample, or population size, specific numbers of subjects in an experiment; scores and points an a scale; exact sums of money; and numerals as numerals

f) numbers that denote a specific place in numbered series, parts of books and tables, and each number in a list of four or more numbers
25 years old

approximately five weeks ago

13 lists

3 or 21 analyses

15 traits of each of four checklists

a 5 mg dose

more than 5% of the sample

the ratio of 16:1

2 weeks ago

September 17, 1998

18 year olds

Chapter 5

1, 3, 4, and 7 words, respectively

Numbers in Text Expressed in Words
Use words to express:
a) numbers below 10 that do not represent precise measurements and that are grouped for comparison with numbers below

b) the numbers zero and one when the words would be easier to comprehend than the figures or when the words do not appear in context with numbers 10 and above

c) any number that begins a sentence, title, or heading (whenever possible, reword the sentence to avoid beginning with a number)

d) common fractions
two‑thirds majority

e) universally accepted language
The Fourth of July
repeated the task three times

zero-based budgeting

Forty-eight percent of the sample showed an increase; 2% showed no change.

two-thirds majority

The Fourth of July

Numbers Expressed by Combining Figures and Numbers


Use a combination of figures and words to express:
a) rounded large numbers (starting with millions)

b) back-to-back modifiers
a budget of $2.5 million

two 2-way interactions

Numbers, Large
For large four-digit dollar and non-dollar amounts, do not put in commas. In numbers with five or more digits, do put commas
$2000

$253,345

3456 FTE

Office of Records
and Registration
Should always be referred to as “Office of Records and Registration” throughout this

report. Others offices’names should be used on a case-by-case basis as they are referred to in the Announcements and Telephone Directory

On-line
Use the word “on”followed by a single dash

followed by the word “line”in lower-case

letters
on-line

Page Number
(abbreviations)
Use “p.” for one page

Use “pp.” for more than one page
p. 3

pp. 22-25

Paragraph Spacing
Use one blank line between paragraphs (press Enter key twice at end of each paragraph)


Partial
Compliance
Do not use “partial compliance.” The extent of Non-Compliance can be explained in the text.

Partial Compliance is listed as “Non-

Compliance” in the tables.
The University is not in compliance
with [#] of these SACS Criteria. 

Non-Compliance

Percent
Use the word as one word—no space between

“per” and “cent”
percent

President
Capitalize this word when referring specifically to the President of  Clemson University
President

Provost
See Vice President for Academic Affairs and Provost

Recommendations
If there are no recommendations, say “None.”

If there is more than one recommendation for a single must statement, number them. See Numbered Lists.
Recommendations

None.

Recommendations

1. Add more staff.

2. Raise all salaries.

Re-entry
There is a single hyphen between “re” and

“entry”
re-entry

SACS
When used for the first time in a section of the Self-Study, use:

Thereafter, use the abbreviated version.
Commission on Colleges of the Southern Association of Colleges and Schools

SACS

SACS Library vs. 
SACS Resource
Room
The term “SACS Library” should be used in this report

Seasons
Capitalize the seasons when they refer to or

seem to refer to a specific semester
“In Fall 1997, things were different

from the Summer of 1996.”

Sociology 201 is offered only in fall semesters.

Section Labeling

The roman-numeral section headings should be bold, all caps, centered, 12-point type, with

colon after section number, followed by one

space before section title. Use the word Section plus the number, not just the number.

The two-digit headings should be bold all-caps, flush left, 12-point type, no colon after section number. Don’t use the word Section.

For every two-digit section, like Section 4.2, 

repeat the section number and provide the headings in bold that address the must statements.

For every three- and four-digit section, like

Section 4.2.1, use the same bold headings:

After the the heading Conclusion, if we are in

compliance, on a separate line say:

For partial compliance, say:

For non-compliance, say:

If there are no recommendations (because we

are in compliance), say “None.”

If there is more than one recommendation for a single must statement, number them

If there are no suggestions, say “None.”

If there is more than one suggestion for a single must statement, number them
[All on one line, if possible]

SECTION II:

INSTITUTIONAL PURPOSE
[All on one line if possible]

4.2 UNDERGRADUATE PROGRAM
4.2 Introduction

4.2 Findings (address must statements)
4.2 Conclusion

4.2 Recommendations

4.2 Suggestions

4.2.1 Undergraduate Admissions 
4.2.1 Introduction

4.2.1 Findings (address must statements)
4.2.1 Conclusion
The University.is in compliance with these SACS Criteria.

The University is not in compliance with [#] of these SACS Criteria.

The University is not in compliance with these SACS Criteria.

4.2.1 Recomendations

None.

4.2.1 Recommendations
1. Raise salaries.

2. Reduce work load.

4.2.1 Suggestions

None.

4.2.1 Suggestions

1. Raise salaries. 

2. Reduce work load.

See
The word “See” should not be used when referencing material in this report

Self-Study
Capitalize the word “Self” followed by a single hyphen, followed by a capitalized “Study” when referring to this study that we are now in the process of completing
Self-Study

Sentence Spacing and Punctuation
Use only one space (not two) at the end of a

sentence before typing the next one. Use one space following a colon. 
The University has unique features. It is a Land-Grant University. The State Botannical Garden is located here.

State of South Carolina
Capitalize “State” when referring to the State

of South Carolina
“The first State budgeting effort…”

Statutes of South Carolina  
For the first reference in a major section, do

not abbreviate:

For further references within a section,

abbreviate:
South Carolina Statute 243.765

SCS 243.765

State-wide
Should be two words divided by a hyphen, not

“Statewide”
State-wide

Suggestions
If there are no suggestions, say “None.”

If there is more than one suggestion for a single must statement, number them
Suggestions

None.

Suggestions

1. Raise staff salaries.

2. Lower staff workload.

Table/Figure
Numbering
Tables and figure headings should be centered and numbered according to Criterion number, followed by hyphen, numerically as they appear:

Do not wrap text around tables or figures.
Any tables under the discussion of

Criterion 3.2.3 would be numbered as:

Table 3.2.3-1

Table 3.2.3-2

Do figures the same way:

Figure 3.2.3-1

Figure 3.2.3-2

University 
Spell out the name of the University the first

time in a major (two-digit) section

Thereafter say “Clemson” or “The University” and capitalize “University” when referring to Clemson University.
Clemson University is…

Clemson is…

The University oversees…

University Publications
When referring to the following three publications, do not use:

Clemson University Undergraduate Announcements 2001-02

Clemson Graduate Announcements 2001-02

Clemson Faculty Handbook
The following should be used:

Undergraduate Announcements 2001-
02

Graduate Announcements 2001-02

Faculty Handbook

University Mission, Vision, and Implementing Concepts

The University has separate statements of

Mission, Vision, and Implementin Concepts. When referring to more than one statement, use plural; when only one, use singular.
According to the University Mission,

Vision, and Implementing Concepts Statements,…

According to the University Mission

Statement,… 

University-wide
Should be two words divided by a hyphen, not

“Universitywide”
University-wide

Upper-division,
Upper-level
Hyphenate lower-division, upper-division,

lower-level, upper-level when used as adjectives, but not in “The students were in  the upper division.”
Upper-division students must take

calculus before entering the upper level.

Vice President for

Academic Affairs and Provost
“Vice President for Academic Affairs and Provost” will be used for this report when stated for the first time in a section. It may be shortened to Provost througout the section.

This should be capitalized every time it is used.
Vice President for Academic

Affairs and Provost

Provost

the Provost

Vice President for (Division) vs. Vice President of (Division)
Vice President for will be used in this report
Vice President for Student Affairs

-wide
Do not use:


Statewide


campuswide


Universitywide
Do use:

State-wide or state-wide

campus-wide

University-wide

Format GUIDE
Self-Study 2000

Clemson University

Use Microsoft Word (95, 97, 98, or 2000) to enter text. If preparing documents on a Macintosh (Word 98), be sure to save on a disk (3.5” or ZIP) formatted for Windows.

The upper part of the opening screen for Word should resemble the following (depending on the program version used and your monitor’s setting):
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1.
Setup page format…
Click on File in the Menu bar.

Select Page Setup… from the drop-down menu. Click on Margins tab if it is not displayed.
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Click on Mirror margins. Set Top, Bottom, and Outside margins to 1” and Inside margins to 1.5”. Set the Header and Footer to 0.5”. Click OK. Check Paper Size—select Letter size and Portrait orientation if not already selected.

2.
Select font and font attributes…


Be sure the font is Times New Roman, 12 point (check the Formatting Toolbar). Set the page for left alignment of the text with a ragged right margin (use the icon in the formatting toolbar indicated above); text should not be justified. Do not enable automatic hyphenation. Tabs should be set to 0.5” (or the insertion point tabbed to 0.5” when typing if set for a smaller interval). Select Format, Tabs…, and change the Default tab stop if necessary. Do not indent anything anyplace ever using the spacebar.
3.
Set Headers (these will appear on each page)… 


Click on View in the Menu bar and select Header and Footer. The upper part of the resulting screen should look like the following illustration:
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Within the First Page Header box, select Align Right  on the Formatting Toolbar and type Section XX (use a Roman Numeral), then press Enter. Now click on the first icon on the Header and Footer dialog box to select Insert Page Number (this will automatically increment numbers on each page). Click on Close to return to the body of the document. (Be sure the Header font remains 12 point Times New Roman type—the default can be set to this style by selecting Format, Font… and selecting Times New Roman, 12 point type, and clicking Default.) The Header is to appear on every page (it will be on the right on odd pages and on the left on even pages)—check to see that Mirror margins is checked on the Page Setup dialog box visited earlier if this is not working correctly (if correct margin and header alignments are not found). Do not use a footer (text or numbers at the bottom of the page).

4.
Insert symbols…


Symbols such as (,(, (, (, (, etc. are located in the Symbol font. Select Insert, Symbol, and select the Symbol font if it is not displayed. Select the symbol desired and press Insert. (See dialog box below.) It is also possible to use existing shortcuts (indicated after Shortcut key:) or you can assign a new key combination as a shortcut by pressing the Shortcut Key… button and selecting novel key combinations. Keyboard shortcuts employ combinations of Control, Alternate, and Shift plus various other keys. For shortcuts with numbers such as Alt + 0174, be sure to use the numeric key pad to enter the numbers.

[image: image4.png]|

Cancel

Insert

EEEEIFREEEE]
S elal <[s[e[~
o[+[o]al (6]~
w[r[[a[+[e[o]
~[a[ ool ==
o[> [a[~[=| 1=
w[6[ ol 8[w[=]—
< [E[=[a[~ =[]~
“o[=[a[w[[1]—
NECEENRE
=S la <= &
BEEEEELE
~[=[ola[a =] £
s ela[a] v[=]—] o
IRBEIEREE
B BB EREE
e Holal «Jol—| &
BECREDOE
el s[5 [F | &
s M e =1 I T
NEEEEDR= |
w[m[ o[ olx v
#[ <[~ 3] o[+ U]
o EE
H eecEEnm=
Col e I 1 ) I I
N EnEEEEnEN
I ENORENRH





5. 
Special characters (such as Å, ü, ñ, é, ±, £, ©, etc.)… 


Special characters can be added to the text by selecting Insert (Menu Bar), Symbol (as above), and scrolling the various font choices to (Normal Text). Select the special character, and click Insert. Frequently used special characters may be inserted using Keyboard Shortcuts (suggested by or added using the Symbol dialog box as described above for symbols). These shortcuts employ combinations which use Control, Alternate, and Shift plus various other keys. For shortcuts with numbers such as Alt + 0176, be sure to use the numeric key pad to enter the numbers.

6. 
Superscripts and subscripts…


Superscripts may be constructed by typing the desired text (such as X2), selecting the character to be elevated (drag the cursor over it with the left mouse button depressed), and pressing Ctrl, Shift, and + together. This yields X2. Alternatively, type X, then press Ctrl, Shift, and + at the same time, and then type the superscript character. Press Ctrl and the spacebar together to return to the normal text line and size. 



To enter a subscript, type the text (H2O), select the character to be lowered, and press Ctrl and = at the same time to give H2O. As with superscripts, it is possible to type the first character (H), press Ctrl and = together, then type 2, press Ctrl and the space key together to return the the normal text line, and then type the final O (H2O). 

7.
Endnotes…


Use endnotes (what would normally be a “footnote” placed at the end of the section rather than the bottom of the page). Do NOT use footnotes. Select Insert from the Menu bar, click on Footnote, select Endnote in the Footnote and Endnote dialog box shown below. Be sure that AutoNumber is selected and that the notes will be numbered 1, 2, 3… 
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If this is not the case, click Options, click on the down arrow beside the Number format: choice in the Note Options dialog box, click on 1, 2, 3, … and click OK.
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You will be then taken to the end of the document you are typing where you can add the required endnote. Endnotes will be automatically renumbered if moved, deleted, or added. (Endnotes will appear in 10 point type unless the default is changed specifically for footnotes/endnotes—see Help in Word for directions or simply select the text of all endnotes and change the font to 12 point using the formatting toolbar after you are finished typing.)

8.
Text…

When typing the body text, indent the first line of each paragraph 0.5” (using the Tab key). Do NOT use the spacebar to indent text (or insert space), ever! (set and use tabs or reset the margins). 



Use one blank line between each paragraph (press the Enter key twice at the end of each paragraph). Use one blank line between text and the title for tables and figures (which should be bold). Do not add a line between the title and table or figure.



Center tables and figures and their titles. Do not use a blank line between the title and table or figure. Do not place borders around figures. Keep the default borders around the cells tables. Do not wrap text around tables or figures. 



See the Style Guide for suggestions on numbered and bulleted lists. If using automatic functions (Format, Bullets and Numbers, also available using the appropriate icon on the format toolbar), indent both types of lists 0.5” from the text by clicking on the Increase Indent button in the format toolbar. You can terminate either type of automatic list entry by pressing Enter twice (this will also return you to your original margins). (If you format a list manually, be sure to use a tab between the number or symbol and text rather than the spacebar.)



Use ONE space between sentences and after a colon or other punctuation mark. 



Use italics rather than underline. 



Use bold text only for titles of tables and figures, headings (see Style Guide), and the word must when referring to must statements. 



Do not use Small Caps or other special font attributes. 



A useful shortcut for changing caps involves selecting one or more words by dragging the cursor across the words with the left mouse button depressed. Then, press Shift and F3 together, one or more times, after the word(s) is(are) selected. Capitalization of the selected word(s) will be changed as follows: section heading to Section Heading to SECTION HEADING, cycling through the three formats each time you press Shift and F3 together as long as the word(s) remain selected.

9. 
Problems?


When in doubt, concentrate on the text rather than its formatting…that will be checked as the final document is edited and assembled.
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