Editorial Guidelines

        In order to complete a final document that is well written,

accurate, informative, and consistent,  members of the Editorial Committee

have prepared the following style tips.  Members of the committee will be

available to answer specific questions throughout the SACS evaluation

process.

General Notes:

        *Use simple, straightforward language.

        *Maintain a positive, constructive tone.

        *Be objective (third person), concise.

        *Use active voice whenever possible.

        *Use inclusive or gender neutral language.

        *Refer to a standard American dictionary (such as Webster's New

Collegiate Dictionary or a standard handbook/manual (e.g.,The Little,Brown

Handbook) for questions about spelling, abbreviations, capitalization,

punctuation, hyphenation, numbers, and other matters of style not noted

below.

Inclusive Usage

        *In general statements, use plural forms to avoid gender-specific

pronouns

        *Use "chair" instead of "chairman" or "chairperson"

Dates

        *Express dates with the month spelled out, followed by the day and

year in numbers:  Example:  September 14, 2000.

        *Use 1998-99 instead of 1998-1996.

Degrees

        *Refer to degrees in general as bachelor's, master's, and doctoral

degrees.

Names of Courses

        *For the names of courses, use the full course name as listed in

The University of Tennessee at Martin 2000-01 Undergraduate and Graduate

Catalog.

Capitalization

        *The University of Tennessee at Martin or UT Martin

        *College of Agriculture and Applied Sciences

                - Department of Agriculture and Natural Resources

                - Department of Family and Consumer Sciences

                - Department of Military Science

                - Department of Nursing

        *College of Business and Public Affairs

                - Department of Accounting, Finance, and Economics

                - Department of Computer Science and Information Systems

                - Department of Management, Marketing, and Political Science

        *College of Education and Behavioral Sciences

                - Department of Educational Studies

                - Department of Health and Human Performance

                - Department of Psychology

                 -Department of Sociology, Anthropology, Social Work, and

Criminal Justice

        *College of Engineering and Natural Sciences

                - Department of Biological Sciences

                - Department of Chemistry

                - Department of Engineering

                - Department of Geology, Geography, and Physics

                - Department of Mathematics

        *College of Humanities and Fine Arts

                - Department of Art, Dance, and Theatre

                - Department of Communications

                - Department of English

                - Department of History and Philosophy

                - Department of Modern Foreign Languages

                - Department of Music

        *Capitalization with names

                *Whenever possible, avoid titles in front of names.  Do not

capitalize when the title follows the individual's name.  Examples:  Philip

Conn, chancellor of UT Martin; Catherine Carls, chair of the Department of

History and Philosophy

        *Capitalize named, distinguished, and endowed professorships.

        *Capitalize the names of all races and nationalities. Do not

hyphenate ethnic qualifiers used with American.  Examples:  African

American, Native American, Asian American, Hispanic American, etc.

Do not capitalize:

        *Names of fields of study, options, curricula, major areas, major

subjects, or            programs-except names of  languages.

                Examples:

                        - He is studying literature and English.

                        - She is taking English 251 (British Literary

Tradition).

                        - The College of Engineering and Natural Sciences

offers a degree in                                      mathematics.

                        - a.m. or p.m.

                        - bachelor's degree

                        - honors

                        - master's degree

Abbreviations and Spelling

        *Avoid using contractions.

        *Abbreviate titles when they precede a name:  Dr., Mr., Ms., the

Rev., and all military titles.

        *Abbreviate other titles, such as professor, only when they precede

the first name or initials;  spell out titles when they are used before the

surname only.  Examples:  Prof. H. Elliott; Professor Elliott; Professors

Smith and Jones

        *Abbreviate the degrees Bachelor of Science or Arts, Master of

Science or Arts, Doctor of Philosophy, and Educational Specialist to B.S.

or B.A., M.S. or M.A., Ph.D., and Ed.S.

        *Abbreviate academic year as AY; fiscal year as FY and identify the

calendar year of interest (e.g., AY 1998-99 and FY 1999-00).

        *the correct (or preferred) spelling for some common words and phrases:

                canceled

                co-sponsored

                decision-making (as an adjective)

                fiscal year 1995-96

                frontline

                full-fime

                fund raising

                grade-point average

                interdepartmental

                inter-disciplinary

                intramural

                judgment

                long-term (as an adjective)

                multicultural

                noncredit

                nondegree

                nonprofit

                nontraditional

                ongoing

                postdoctoral

                premedicine

                preenroll

                statewide

                twofold

                women's issues

                year-end

Titles of Works

        *Italicize the titles of books, magazines, newspapers, motion

pictures, plays, paintings and statues, operas and other long musical

compositions, collections of poetry and long poems.  Put titles of shorter

works (a chapter title in a book, for example)  in quotation marks.

        *Capitalize published titles according to the Publication Manual of

the American Psychological Association guidelines.  For addition questions

on usage and style, consult a standard grammar handbook such as The Little,

Brown Handbook or The Harbrace Handbook.

        *Capitalize all words in the title except prepositions and

articles.  For example:  Undergraduate Policies and Procedures Manual.

Quotations

        Quotations of three lines or less can be placed within a paragraph

with quotation marks before and after.  Longer quotations should be block

indented one tab.  Place citation at the end of the quotations and in

parentheses.

Numbers and Figures

        *Write out numbers that begin sentences.

        *Spell out round-number approximations, regardless of the size of

the figures involved:  about one hundred thousand, some thirty million, for

more than one hundred years.

        *Use Arabic numerals in a sentence containing a series of numbers:

The totals were 9, 29, 116, 99, and 307.

        *Use figures for fractions, decimals, symbols, percentages,

scientific usage, and abbreviations:  8.5"; 23%; 3.6 GPA.

Common Punctuation

        *Use a comma before the words "and" and "or" in a series of three

or more items.

        *When abbreviating, punctuate college class years with an

apostrophe:  Class of '98 and Betty Smith, '98.

        *Spell out reference to particular centuries or decades.  If

decades are identified by their century, use figures.

                -The twentieth century; during the sixties and seventies

                -The 1980s and 1990s

        *Bachelor's, master's, and doctor's degrees should always be

written with an "'s."

        *Use a hyphen when the following combination (or others like them)

are used as modifiers:  part-time; full-time; on-campus; off-campus.

        *Group numbers into thousands with commas: 5,500.

        *Use a colon before a final phrase or clause that amplifies or

summarizes preceding material.  (They have agreed on the outcome: Informed

subjects perform better than do uninformed subjects.)

        *Distinguish the hyphen (-) from the dash (-), both of which are

written without spaces before or after.

Tables and Figures

        *Tables and figures should follow the material they illustrate.

Tables and figures should each be numbered consecutively throughout the

report.

        *Label figures at the bottom with a number, title, legend, and any

necessary documentation.

        *Label tables at the top with a number, title, and any necessary

documentation.

Documentation

        *Any documentation should be given in the text rather than in

footnotes or endnotes.  Initial source documentation can be accomplished by

the use of parentheses, as follows:  "On page 15 of The University of

Tennessee at Martin 2000-01 Undergraduate and Graduate Catalog, (hereafter

referred to as Catalog 2000-01), content notes can be. . ."

Pagination

        *Page numbers should appear centered at the bottom for the entire

report. Use Times font, 12 point.

Proofreading

        *Reports should be proofread carefully against the original copy

before being submitted for review by the Editorial Committee.  Proofread

carefully.  All data reported in table and figures must likewise be check

against copy for accuracy.

Formatting and Word Processing Instructions

        *Committee reports should have 11/2-inch left margins and 1-inch

for all other margins. The reports should be double spaced.  Use left

justify.

        *Use Microsoft Word 97, 98, or 2000 and submit both a printed copy

and a copy on disk.

        *Save the text in one file rather than creating separate files for

small amounts of copy.

        *Type all copy in upper and lower case letters as appropriate.

        *Do not double space between paragraphs.

        *Use bold typeface for every must and should when referring to the

must and should  statements.

