
  

Last Updated: 
6/12/24 



UNE Writing Style Guide   2 

Introduction 
 

In most cases, UNE follows AP style. While press releases rarely deviate from AP style, text for 

other UNE platforms sometimes does. When a stylistic element is treated differently depending 

on which platform it is used for, those different treatments will be noted in the Style Guide. 

 

Platforms commonly referred to throughout this guide include: 

 

 Press Releases – Externally issued press releases. 

 Web News Stories – News stories published on the UNE website News page. 

 Magazines – The UNE Magazine or other UNE-produced magazines; some print 

materials, such as ceremonial programs and others with dense text as found in 

biographical passages; and special web news projects. 

 Marketing Materials 

o Print materials (brochures, flyers, posters, etc.) other than magazines (excludes 

dense text, as found in some academic print materials, such as Commencement 

programs and other programs featuring biographic passages). 

o Web pages (other than news pages). 

o Social media posts. 

o Video captioning and lower-third supers. 
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Academic Majors/Minors, Programs, and Departments 

Majors/Minors 

When referring to a major or minor in general or a major/minor at another institution, the 

major/minor is never capitalized. 

  

Examples:  
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Examples:  

(Press Release, Web News Story) 

Several women’s and gender studies students collected data. 

Students in the Women’s and Gender Studies program collected data. 

  

(Webpage or Marketing Materials) 

The courses in Women’s and Gender Studies require a lot of reading. 

  





UNE Writing Style Guide   6



UNE Writing Style Guide   7 

Professional Certifications 
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Examples:        

John Smith, B.S. ’14, visited the Biddeford Campus 

John Smith, B.S. ’14 (History), visited the Biddeford Campus. 

Alumni — Graduate/Multiple Degrees 

If the alum has more than one degree, the year should follow the degree that was earned at 

UNE. If multiple degrees were earned at UNE, use all appropriate class years. 

  

Examples:  

John Smith, M.S., Pharm.D. ’15, visited the Portland Campus. 

Mary Jones, B.A. ’62, Ph.D., visited the Portland Campus.  

Jill Jenkins, B.S. ’09, D.O. ’13, visited the Portland Campus. 

  

If one wishes to denote a UNE graduate program that is not specified by the degree, one may 

do so parenthetically after the degree abbreviation and year. 

  

Examples: 

James Peterson, B.S. ’10 (Chemistry), Pharm.D. ’15, visited the Portland Campus. 

Jill Jenkins, B.S., D.O. ’11, visited the Portland Campus. 

Susan Williams, B.A., M.S. ’14 (Biological Sciences), visited the Portland Campus. 

  

One would not write, “Mary Smith, B.S., Pharm.D. ’11 (Pharmacy)” because the Pharm.D. 

degree already indicates that the field of study was pharmacy. 
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Position Titles and Academic Professional Titles 

Position Titles 

Position titles that follow a name should be lowercased, whereas titles that precede a name 

should be capitalized. When referring to a position title generally, without including a person’s 

name, do not capitalize the title. 

  

Examples:  

Jane A. Doe, director of communications at Bowdoin College, will be available to answer 

questions. 

Director of Communications Jane Doe attended the event. 

The position includes other duties as assigned by the vice president. 

  

Note: A position title is different from the general name of an occupation. One would not write, 

“Give it to the Teacher Kevin Jones,” because “teacher” is not a title; it is an occupation. 

  

Note: A position title, even when it comes after a name may contain the name of a UNE entity or 

office that is capitalized. 

  

Examples:  

Peter Hall, vice president of Student Affairs, read the memo. 

Sue Smithers, director of Undergraduate Admissions, gave a talk.  

Academic Professional Titles 

Academic professional titles follow the same rules outlined in the Position Titles section. When 

referencing a person’s academic degree along with the title, indicate the degree immediately 

following the person’s name. It should be set off by commas. 

  

Examples:  

Jane A. Doe, Ph.D., professor of history, accompanied students on the trip.  

Assistant Professor of Political Science John Doe, Ph.D., led the seminar. 

  

Note: For UNE board members, the title “Trustee” is used as if it were an academic professional 

title. 

  

Examples:  

UNE Trustee Cynthia Taylor spoke at the event. 

Cynthia Taylor, a UNE trustee, spoke at the event. 

Cynthia Taylor, a member of the UNE Board of Trustees, spoke at the event. (official name of a 

board is capitalized) 
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Emeritus and General Fellowships 

References to emeritus status and general fellowship titles follow the rules in the Academic 

Professional Titles section. 

  

Examples:  

Professor Emeritus John Smith, M.A., Ph.D., will speak at the ceremony. 

John Smith, professor emeritus, will speak at the ceremony.  
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Common UNE Acronyms and Nicknames  

Campuses 

Biddeford Campus1  

Portland Campus for the Health Sciences2 

Tangier Campus or Morocco Campus3  

  

Note: While the official name of a campus is capitalized, when using “campuses” to refer to 

multiple campuses, the word “campuses” is not capitalized. (Biddeford Campus. Biddeford and 

Portland campuses). 
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Numbers, Time, Dates, Phone Numbers, and Addresses 

Numbers 

Spell out whole numbers one through nine and use figures for 10 and above. Spell out all 

numbers when they are used at the beginning of a sentence, except for a calendar year. Try to 

avoid writing sentences that begin with a calendar year. 





https://www-apstylebook-com.une.idm.oclc.org/une_edu/ap_stylebook/state-names
https://www-apstylebook-com.une.idm.oclc.org/une_edu/ap_stylebook/state-names
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Lower-Third Supers for Video 
  
This section specifically pertains to supers for the lower-third in videos that identify a subject. 

The guidelines apply across media platforms and should be followed for all video projects, 

including those for web and social media. However, creative license is allowed in terms of how 

text is visually represented. For example, there may be occasions when text appears in all caps. 

  

Note that all supers are written in title case, unless, for stylistic reasons, they appear in all caps. 

Faculty and Administrators 

When identifying a faculty member in a video super, the first line should contain the person’s full 

name (as used professionally), followed by the academic degrees and/or professional 

certifications, according to the rules set forth in the Academic Degrees/Distinctions and 

Professional Certifications section. 

  

There are options for the second line of the super. They are as follows: 

 
 Faculty member’s academic department, followed by a comma, a space, and then 

“UNE” (See first example) 

 “UNE” followed by the name of the program(s) to which the faculty member belongs, 

then the word “Program” or “Programs” (See second example) 

 Faculty member/administrator’s title, followed by a comma; a space; the academic 

department name, college name, or UNE entity; a comma; a space; then “UNE” (See 

third example.) 

 Faculty member’s title, followed by a comma; a space; then “UNE” followed by name of 

program(s) to which the faculty member belongs, then the word “Program” or 

 “Programs” (fourth example) 

 Faculty member’s academic title and field of study, followed be a comma, a space, and 

then “UNE” (This method is particularly useful when the academic department or 

program does not adequately connote the faculty member’s field of study or credentials.) 

(See fifth example) 

 

 

Examples:  

Mary Jones, D.O. 

Department of Osteopathic Manipulative Medicine, UNE 

  

Sarah Black, Ph.D. 

UNE Political Science Programs 

  

Larry Sherman, Ph.D., Pharm.D.  

Dean, College of Pharmacy, UNE 
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Amy Deveau, Ph.D. 

Chair, UNE Chemistry and Physics Programs 

  

James Vesenka, Ph.D.  

Professor of Physics, UNE 

Professional Staff Member 

When identifying a member of UNE’s professional staff in a video super, the first line should 

contain the person’s full name (as used professionally), followed by the academic degrees 

and/or professional certifications (when appropriate), according to the rules set forth in the 

Academic Degrees/Distinctions and Professional Certifications section. The second line should 

state the person’s title. If the title does not make the office/department/UNE entity clear, the tile 

should be followed by a comma, a space, and then the name of the UNE entity. In all cases, a 

comma, space and then “UNE” should conclude the line. 

  

Examples:  

Peter Smith 

Staff Assistant, College of Dental Medicine, UNE 

  

Stacey Johnson, M.A. 

Director of Communications, UNE 

  

Leslie Warren, B.S., MBA 

Vice President of Institutional Affairs, UNE 

Undergraduate Student 

When identifying an undergraduate student in a video super, the first line should contain the 

student’s full name followed by a space, then a set of parentheses containing the words “Class 

of” followed by a curvy apostrophe and the last two digits of the student’s class year. The second 

line states the major(s) and any minor(s), using a backslash to separate a major and a minor 

(see example). If a student has a double major and a minor, use the backslash to separate the 

two majors and a semi-colon to separate the majors from the minor(s) (see example). Following 

the major/minor information, there should be a comma, a space, and then “UNE.” 

 

Examples:  

Kathy Clarke (Class of ’22) 

Biological Sciences Major, UNE 

  

Sarah Perkins (Class of ’21) 

Art Education Major/Women’s and Gender Studies Minor, UNE 
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Jason Feldman (Class of ’22) 

Applied Mathematics/Data Science Double Major; History Minor, UNE 

Graduate Student 

When identifying a graduate student in a video super, the first line should contain the student’s 

full name, followed by any academic degrees that the student has obtained, according to the 

rules set forth in the Internal UNE Student References/Current Graduate Student section of this 

guide. The second line states the name of the student’s graduate program, followed by the word 

“Student.” The class year is optional. If it is being used, put a space after “Student” and follow 

the space with a set of parentheses containing the words “Class of” followed by a curvy 

apostrophe and the last two digits of the student’s class year. A comma should be placed after 

the closing parenthesis (or after the word “Student” if the class year is not being used) followed 

by a space, and “UNE.” 

  

Examples:  

James Johnson 

Doctor of Pharmacy Student, UNE 

  

Jason Peterson, B.S. 

Master of Occupational Therapy Student (Class of ’23), UNE 

  

Mary Peterson, B.S. ’18 

Master of Nurse Anesthesia Student (Class of ’23), UNE 

Alumni 

There are several different ways to identify an alum of UNE or one of its precursor institutions in 

a super. At a minimum, the alum’s name and class year should be represented. Whether or not 

the alum’s major, UNE (or precursor) degree(s), degree(s) from other institutions, and current 

job title are relevant should be considered in the context of the video, its audience, and its 

objectives, and any number of these pieces of information should be incorporated into the super 

when it is determined that doing so brings value to the video. In all cases, the super should be 

kept to two lines and will, therefore, truncate information to an extent that is relational to how 

much information it provides. 

 

The following examples of alumni supers provide a wide array of options, depending on which 

pieces of information are considered relevant. 

  

Examples:  

Ann Baker, B.S. (English) 

UNE, Class of ’14 

[Incorporates the undergrad degree and field of study] 
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Darren Parker, B.S. (Biological Sciences), Ph.D. 
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Race and Ethnicity 
Racial and ethnic groups are considered proper nouns and, thus, should be capitalized. 

  

UNE defers to the National Association of Black Journalists (NABJ) on the matter of capitalizing 

race. NABJ recommends that whenever a color is used to appropriately describe race, then it 

should be capitalized. Thus, when referring to race, the words “Black,” “White,” and “Brown” are 

capitalized. The phrase “people of color” is not capitalized. 

  

Examples:  

Black, White, Native American, Hispanic, Indigenous, Aboriginal 

  

Do not use the term “Caucasian” to refer to White people. 

  

Capitalize the word “people(s)” when referring to (a) specific group(s) of Indigenous People but 

lowercase when describing people who are Indigenous or Aboriginal. 

  

Examples:  

The authors were all Indigenous people but belonged to different nations. 

There are multiple language spoken among the Indigenous Peoples of Canada. 

  

Do not use a hyphen when expressing dual heritage. 

  

Examples:  

Asian American, African American, Irish American, Indian American, Korean American, Italian 

American 
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Grammar 

Possessives 

UNE follows AP guidelines for creation of possessives: 

  

 Singular words not ending in s: add apostrophe s (boy’s toy) 

 Singular words ending in s (common nouns): Add apostrophe s (hostess’s table) unless 

the following word begins with an s, in which case you just add the apostrophe (hostess’ 

silverware) 

 Singular words ending in s (proper nouns): Add apostrophe (Kansas’ doctors, Achilles’ 

heel) 

 Plural words that don’t end in s: Add apostrophe s (women’s rights) 

 Plural words that end in s: Add apostrophe (flowers’ stems) 

 Plural in form but singular in meaning: Add apostrophe (mathematics’ rules) 

Punctuation and Capitalization 

Ampersand (&) 

Only use an ampersand when it is part of a company, department, or publication’s formal name; 

otherwise, use “and.” No UNE entity officially uses an ampersand. 

  

Apostrophes (’) 

Use the curvy apostrophe rather than the straight one. Example: ’15 

 

Bulleted Lists 

Each bulleted entry should begin with a capital letter. (A list of brief entries may be written in title 

case.) For lengthy bulleted phrases that are complete sentences, one may place a period after 

each entry, but it is not necessary. 

Capitalization of Titles 

In recognition of the fact that different academic disciplines often favor either title case or 

sentence case when titling papers/articles/research/studies, either type of case is acceptable. 

UNE acknowledges that even within title case, there are different stylistic approaches. However, 

when more than one title appears on a web page, or a print product, the Office of 

Communications may edit the titles for capitalization in order to achieve consistency. The 

default title case will be consistent with AP title case guidelines. 

  

The titles of press releases and web stories are always written in sentence case, consistent with 

AP guidelines. Special news web projects, which include elements from marketing and social 

media may use Magazine title rules (IE: Top 10 news stories) 
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Examples: 

(Marketing Materials and Magazine) 

The period of 2010–2014 was a good one in UNE’s history.  

Read pages 265–279.  

Ellipsis 

The ellipsis is used to indicate the deletion of one or more words when condensing quotes or 

text. It is formed with a space, three periods, and a space. An ellipsis may also be used to 

indicate a pause or hesitation in speech or a thought that is not completed. 

  

Example:  

The weather forecasters predicted rain tomorrow … and a warm and sunny weekend. 

  

When an ellipsis ends a sentence, the text should be followed by a space and then four periods, 

(with the space after the third period eliminated). 

  

Example:  

Notice there is no space between the third and fourth periods …. 

Hyphen 
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Art exhibits quotes italics 

Blogs quotes quotes 

Boats naked; Do not punctuate 

USS 

italics, but do not italicize or 

punctuate USS 

Books quotes italics 

Book chapters quotes quotes 

Lectures/Presentations quotes quotes 

Movies quotes italics 

Newspapers naked italics 

Periodical/Journal/Magazin

e 

naked italics 

Plays quotes italics 

Podcasts quotes quotes 

Poems 
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UNE Style for Common Words and Terms 
  
Email — No hyphen, lowercase: email 

Email address — All lowercase: jsmith@une.edu  

Health care — Two separate words  

Interprofessional  — One word  

Online  — One word  

Website — One word  

Semester name  — Do not capitalize: fall 2014 semester  

U-Online  — Use hyphen and capitalize both the “U” and the “O”  

Downeast  — Uppercase, one word southern/northern Maine lowercase the area indicator  

Test-optional — hyphenate 

Test-blind — hyphenate  

University — capitalized when referring to UNE in all platforms 

OB-GYN — All caps with hyphen  

Coworking — One word 

Nor’easters  — A lowercase “e” and plural in all instances unless addressing an individual 

student. 

Photo Captions 

For a single photo, a caption that is a complete sentence should have a period at the end (and, 

of course, should start with a capital letter). 

  

Captions that are only identifying names or are sentence fragments do not get a period, but the 

first word is capitalized. Items in a series are separated by semicolons. A period follows the final 

item, regardless of whether or not the final item is a complete sentence EXCEPT when all items 

consist only of people’s names. 

  

The first letter of the first word of each item in a series is capitalized, regardless of whether the 

item is a complete sentence. 

  

Examples:  

Mary Smith 

Mary Smith looks on as Sarah Jones scores a goal. 

Mary Smith looks on as Sarah Jones scores a goal; Students gather in celebration; Sarah Jones 

on the podium.  

Photo Placement Descriptions 

Photo placement descriptions indicate where on a page or spread specific photos are located. 

They are italicized, and they begin with a capital letter. When a photo placement description 

includes both a location (opposite page) and a direction (clockwise from left), separate the two 

sets of information with a comma. 
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Examples:  

Clockwise from left: 

Above, top to bottom: 

Page 36: 

Left page: 

Below: 

Opposite page, clockwise from left: 

From left: 

Left to Right 

“Left to right” identifies people within a particular photograph by indicating their positions. The 

words “left” and “right” are spelled out and appear parenthetically when following a name. 

  

Example:  

Mary Smith (left) and Susan Clark cheer as Sarah Jones (right) takes the stage. 
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