DGME211/Media Writing

Basics

Internet - always capitalized

Ages: (use numerals & hyphens)
Correct: An accident injured a 7-year-old child yesterday.
Incorrect: An accident injured a seven-year-old child yesterday.

(type the numerals for other uses of age)
Correct: first climbed Mt. Washington when she was 17.
Incorrect: first climbed Mt. Washington when she was seventeen.


Numbers: (when starting a sentence with a number, always spell it out)
Correct: Fourteen people will get tax refunds because of the new law.
Incorrect: 14 people will get tax refunds because of the new law.

(spell out the word for any number up to and including ten; above that,
use digits)
Correct: Police towed eight cars during the snowstorm.
Incorrect: Police towed 8 cars during the snowstorm.


Correct: Police towed 28 cars during the snowstorm.
Incorrect: Police towed twenty-eight cars during the snowstorm.


Crutch words:
Witnesses have also confirmed that the boy was walking in the street.
I am currently still attending school.
He was always being encouraged to challenge himself.

Quotations: (the quoted material & punctuation both go inside quote marks)

Correct: Taxes will rise “if the Legislature doesn’t pass this budget,” said the Mayor.

Incorrect: Taxes will rise, “if the Legislature doesn’t pass this budget”, said the Mayor.

Diseases: only capitalize when it is named after a person (Bright’s Disease, Parkinson’s Disease); don’t capitalize cancer, arthritis, pneumonia, diabetes, leukemia, etc.

· Effect vs. Affect: (either can be a noun or verb depending on usage)
· Effect – something brought about by a cause; a result (advice has no effect on him)

· Affect – to have an influence on, or to bring about a change in; to influence emotions (she was not affected by his death)

Than vs. Then:

· Than – a conjunction or preposition used to introduce the second element of a comparison (pound cake is richer than angel food cake)

· Then – an adverb (we were younger then)

Pursue vs. Peruse:

· Pursue – a verb meaning to overtake or capture; to strive to accomplish; to proceed

· Peruse – a verb meaning to read or examine

· Except vs. Accept:

· Except – a preposition meaning to exclude; with the exception of (all of the eggs except one were broken)

· Accept – a verb meaning to receive (if nominated I will accept)

Holidays: always capitalize (Christmas, New Year’s Eve, Labor Day, Memorial Day, Easter, Veterans Day)

1. States:

2. may be spelled out in full when they stand alone (taxes in California will rise next year)

3. never abbreviate Alaska, Hawaii, Idaho, Iowa, Maine, Ohio, Texas and Utah (the non-contiguous states & those with five letters or fewer)
4. use the two-letter abbreviation when used with a specific town or city (Manchester, NH, St. Louis, MO); be sure to separate by a comma

· Academic degrees:

· use lower case and an apostrophe to describe a non-specific degree (she earned a bachelor’s degree last year)

· use upper case to identify the specific degree (he has an associate’s degree in Graphic Arts)

· use the abbreviation after a person’s name (Dr. Bill Jones, B.A. or Ralph Wibley, Ph.D.)

Graduate: never omit the word “from”

Correct: She graduated from Concord High School.
               They are graduating from Hesser College.
Incorrect: She graduated Concord High School.
                They are graduating Hesser College.

