e goal of communication is our purpose, and the following guide may serve as a quick reference for you when producing copy for a publication. Most entries are
either style that refers to educational institutions or common mistakes that are often made when writing for publications.

Although Southeast has adopted some of its own style, the majority comes from e Associated Press Stylebook. For a more comprehensive guide, please referto e
Associated Press Stylebook. Please note that exceptions are allowed, with permission of the Administrative Director of Public Information and Marketing.

Academic degrees
Capitalize abbreviations (A.A.S, B.A.,, M.S., M.B.A.,
Ph.D., etc.) and use periods. Capitalize complete
names of degrees but do not capitalize when degrees
are referred to informally.

e associate degree (singular, no ’s apostrophe)

« He holds a bachelor’s degree in English.

« He holds a Bachelor of Arts degree in English.

* He holds a master’s degree in psychology.

« He holds a Master of Science degree in

psychology.

When the complete name of the award is used:

» Associate of Applied Science degree

« Associate of Occupational Studies degree

« Associate of Arts degree

* Associate of Science degree

¢ Diploma

e Certi cate

When the complete name of the associate
degree is not used:

« He received his associate degree in
Nondestructive Testing Technology.

When diploma and certi cate are used:
¢ He received a Diploma in Nondestructive
Testing Technology.
« Hereceived a Certi cate in the Nondestructive
Testing Technology program.
« He received an Associate of Applied Science
degree in Criminal Justice.

Others:

To complete a diploma in the program, courses are
generally taken in the following order.

Adviser/Advisor

Although AP Style says use adviser, at SCC use
advisor, as that person serves in an advisory capacity.
“Advisor” is usually listed as an alternate spelling

of “adviser” and has gained common usage as a
TITLE (for someone in an ADVISORY position).
One source suggests that an “adviser” is someone
who gives advice, whereas an “advisor” is someone
speci cally tasked to provide such advice.

Capitalization
Capitalize the complete formal names of
departments, divisions, 0 ces, teams, programs of
study, academic terms, course titles and references to
the College, when it refers to SCC.

e Humanities Department

¢ Continuing Education Division

e President's O ce

e CEO’s Advisory Team

e Agriculture Business & Management

Technology program

e the College

e Academic terms: Winter Quarter 20xx.
Lowercase any fragmentary title (humanities), the
word “program” in general program names: e
Graphic Design|Media Arts program.



