Bold Brent

Daring Diana

Krazy Keeley

Simple Sarah

Able Amanda

Ambitious Andrea

Abbreviate and capitalize titles before a full name.  There are exceptions.  See courtesy titles, legislative titles, military titles and religious titles.

When a month is used with a specific day, abbreviate Jan., Feb., Aug., Sept., Oct., Nov. and Dec.  Spell out when using alone.

Use a.m., p.m., No., A.D. and B.C.

With a numbered address, abbreviate street, boulevard and avenue only.  Other endings are always spelled out.

Spell out First – Ninth when they indicate sequence in time or location.   Use figures and letters for 10th and above.  Use 1st, 2nd, 3rd etc. when the sequence has been assigned in forming names.  In court names, use figures and letters.

Use periods in P.O. for P.O. Box numbers.

Spell out the 50 states when they stand alone in the text.

States never abbreviated:  Alaska, Hawaii, Idaho, Iowa, Maine, Ohio, Texas and Utah.  

With names of cities, all other states are abbreviated.

Do not follow an organization’s full name with an abbreviation or acronym in parentheses or set off by dashes.  If the abbreviate or acronym would not be clear on second reference, do not use it.

Omit periods in acronyms unless the result would spell an unrelated word.

Use periods for two-letter abbreviations.  The exceptions are AP, GI and EU

