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WRITING GOALS/PRINCIPLES
With every marketing piece we publish, we aim to:

Speak Truth

Marketing is advertising, but it doesn’t have to sound that way. Avoid 
dramatics and/or claims that cannot be verified. Focus on Jessup’s 
authentic and definitive strengths.

Educate

What is the purpose of your writing? Give the reader the exact information 
they need and the opportunity to learn more. You are the expert and 
readers don’t have access to everything you know. Encourage them to seek 
more information in order to make an informed and educated decision.

Respect the Reader

Remember the reader is busy. Communicate simply and clearly in a 
helpful and friendly way. If you think your sentence is too complicated or 
long, create two sentences. Be considerate and inclusive. Try not to use 
industry jargon or internal terminology. 
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UNIVERSITY VOICE
Jessup’s voice should stay clear, consistent, professional, experienced, and personal throughout communications. In 
marketing materials, we use a conversational voice that educates without patronizing or confusing the audience. Writing is:

Mission-focused

Highlights Jessup’s mission of 
educating transformational leaders 
for the glory of God.

Empathetic

Shows compassion for the audience 
and clearly explains what their 
partnership means to the Jessup 
community. 

Genuine

Speaks honestly about Jessup’s 
success without making inaccurate 
or misleading claims.

Active vs. Passive Voice

Use active voice. Avoid passive voice. 

Active voice - Subject of the sentence does the action. 

Example: The teacher always answers the students’ questions.

Passive voice - Subject of the sentence has the action done to it.  

Example: The students’ questions are always answered by the teacher.

Hint - The following words may indicate a passive voice: are, be, 

being, by, has been, have been, is, was, were, will be.  
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COMMON GRAMMAR RULES

ABBREVIATIONS AND ACRONYMS
Spell out an abbreviation or acronym the first time you 
mention it and put the abbreviation in parentheses. 
Use the short version for all future references. If the 
abbreviation is well known, don’t spell it out. 

First reference: National Aeronautics and Space  

Administration (NASA)

Future references: NASA

STATES
Use the two-letter postal service abbreviations with a 
full address.

Example: California = CA

In running text, use California or CA. Never abbreviate 
the following states in running text: Alaska, Hawaii, Idaho, 
Iowa, Maine, Ohio, Texas, and Utah.

AMPERSAND
Don’t use the “&” sign in text unless it’s part of a brand 

Example: Barnes & Noble, U.S. News & World Report

Using “&” is okay in tables.

TITLES
Italicize books, plays, journals, magazines, newspapers, 
movies, etc., except the Bible.

SPACING AFTER SENTENCE
Use one space after a sentence, not two spaces.

EMPHASIZING WORDS
It’s ok to emphasize words in a document, but do so 
sparingly. Emphasize a word using bold and/or italics, 
not underline.
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DATES
Use numerals for dates without th, nd, rd, or st.

Correct: April 18 Incorrect: April 18th

TIME
Use lowercase a.m. and p.m. with periods. 
Add space between time and the a.m or p.m.

Correct: 4:30 p.m.

If it’s an exact hour, don’t include “:00.”

Correct: 2 p.m.

Use only one a.m. or p.m. if the time range is 
entirely in the morning or evening.

Correct: 8:30–10 a.m. Incorrect: 8:30 a.m.–10 a.m.

If the event goes from morning into the evening, 
use both a.m. and p.m.

Correct: 11 a.m.–2 p.m.

UNIVERSITY RELATED RULES

WILLIAM JESSUP UNIVERSITY
When referring to William Jessup University, use 
“William Jessup University” on the first reference, then 
“Jessup” on subsequent references. Use WJU sparingly 
and avoid using it in formal writing.

ALUMNI
Alumni: male, plural or mixed male and female, plural 
Alumnus: male, singular 
Alumna: female, singular 
Alumnae: female, plural

Never say “an alumni” 
Incorrect: John is an alumni of William Jessup University. 

Alum: This term is considered casual or slang for alumni. 
It is becoming more widely accepted, especially when 
referring to people who don’t identify as male or female.
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UNIVERSITY SPECIFIC CAPITALIZATION

UNIVERSITY

Capitalize the noun “University” when it refers directly 

to Jessup or replaces the formal name William Jessup 

University in text. 

Correct: The student wanted to attend William Jessup University. 

Correct: The University has an excellent teaching program. 

COURSE NAMES

Official names of courses should be capitalized. 

Examples: New Testament Theology, Liberal Studies, American History, 

History of Mathematics and Number Theory

JESSUP BUILDINGS

Official names of Jessup Buildings should be capitalized. 

Examples: Student Union, The Commons, Academic Warehouse, Sunset 

Residence Halls, Paul Nystrom Library

CLASS
Class should be capitalized when referring to a specific year. 

Correct: Class of 2020 

Don’t abbreviate year unless you’re referring to a 
graduate in the body of a text. 

Correct: John Doe (BA ’20)

CLASS DESIGNATIONS
Never capitalize freshman, sophomore, junior or senior, 
unless used in a title.

SEASONS
In general, seasons are not capitalized.

Correct: Classes start in the fall.  

Incorrect: He will graduate in the Spring. 

Official name or title is capitalized (proper noun).

Correct: She will graduate in Spring 2020.

W
IL

L
IA

M
 J

E
S

S
U

P
 U

N
IV

E
R

S
IT

Y

 6



HONORS

Italicize cum laude, magna cum laude, summa cum 

laude, but do not capitalize unless it’s a title.

DEPARTMENTS

Capitalize the official name of a department, but 

lowercase a general reference to the department. 

Correct: The Biblical Studies department just hired a new professor. 

Incorrect: Are you a Biblical Studies major?

Do not capitalize the words department, committee, 

program or office when not part of the official name.

Correct: the Liberal Studies Department 

Correct: Her advisor worked in the economics department. 

Correct: The Doctorate of Physical Therapy Program… 

Incorrect: If you are interested in the Program, …

ACADEMIC DEGREES AND LICENSES
All references to academic degrees should be 
lowercase (e.g., bachelor of arts, bachelor’s degree, 
master’s degree, doctorate, doctoral) unless an 
abbreviation is used (B.A., M.A., etc.) or it’s used in a 
title before a name.

Abbreviations for degrees should be written with 
periods and no spaces.

Correct: B.A. and Ph.D. 

Incorrect: BA and PhD

Abbreviations for Licenses should be written with 
no periods.

Correct: (CPA, LCSW, etc.)
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GENERAL CAPITALIZATION

TITLES 
Capitalize president as a title before an individual’s name 
or when directly addressing a person in that role.

Correct: President George Washington

Use lowercase when following a name.

Correct: George Washington, president of the United States,

“Presidential” should not be capitalized unless it’s part of 
a proper name. 

Correct: Presidential Medal of Honor

Use two commas if the title is after the name and no 
commas if the title is before the name.

Correct: To learn more contact John Smith, director of marketing,... 

Correct: President John Smith gave the commencement speech on Saturday. 

Incorrect: President, John Smith is out of the country. 

Use “chair”, not chairman, chairwoman, or chairperson.

Example: The former chair of the Department of Psychology

QUOTATIONS
Capitalize the quotation if it’s a complete 
sentence. Don’t capitalize if you’re quoting a 
fragment. Use quotation marks with direct quotes

Example: John asked, “Do you need that book?”

DIRECTIONS
Capitalize when referring to a place.

Example: the West Coast, down South

Lowercase when referring to direction. 

Example: Go west on 80 and then north on 99.

Don’t capitalize or hyphenate these words: 
coworker, homepage, internet, nonprofit,  
online, website, email.
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CHURCH-RELATED CAPITALIZATION

CAPITALIZE LOWER CASE

Gospel - when referring to a book of the 
Bible, such as the Gospel of John

gospel - when referring to the gospel of 
Jesus Christ or the message of the gospel

Bible (except when used as a nonreligious 
term. E.g. The textbook is the bible of 
marketing.)

biblical

Scripture scriptural

Word - when referring to Jesus or the Bible word - when referring to the word of God

Holy Spirit spiritual, spirits

Church - when referring to the universal 
church, your church’s name, or your 
denomination

church - general reference like “going to 
church”

God - when referring to “God the Father” god - when referring to all other gods

 
Other church-related capitalized words: the Creator, God the Father, 
Spirit of God, the Truth, the Way, the Word, Old Testament, New Testament, 
Sabbath, body of Christ, and He, Him, His (when referring to Christ).

FURTHER RESOURCES
While the University Writing Style 
Guide should be your first point 
of reference, the following links 
provide general style and grammar 
information. If you find discrepancies 
between the University Writing Style 
Guide and any of the linked content, 
the guide should take precedence.

coschedule.com/blog/ap-style-cheat-sheet

bu.edu/com/files/2019/04/WC_apstyle.pdf

quickanddirtytips.com/grammar-girl

UNIVERSITY GUIDES
Additional style guides and 
resources are available at 
jessup.edu/brand.

W R I T I N G  S T Y L E  G U I D E   9



jessup.edu/brand2121 UNIVERSITY AVENUE  |  ROCKLIN, CA 95765


