
	  

 

 

 

 

 

Communication Guide  

for Professional Correspondence  
Guide to proper verbiage required in communication with Senior 

Fellows, Alumni Leaders, faculty, mentors, and employers 
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

**A** 



 
academic courses   
Capitalize (but do not enclose in quotation marks) simple names of academic courses: History 6. Spell out 
the topic – Urban Planning, not UP. Enclose more descriptive names of courses in quotes and use standard 
rules of capitalization: “Before the Law: Biblical Parable in Kielslowski, Kafka and Kierkegaard.” 
 
academic degrees   
Avoid degree labels unless it is absolutely necessary. When an academic degree is essential to the story, 
separate it from the name with a comma: Joe Bruin, Ph.D., addressed the doctoral candidates. 
Please note: An academic degree following a name without a graduation year is separated by commas: 
Josephine Bruin, Ph.D., addressed the doctoral candidates. Otherwise, no comma between the name, degree, 
year and following copy: Joe Bruin Ph.D. ’85 addressed the doctoral candidates. 
Use an apostrophe: bachelor’s degree, a master’s (but a master of arts, not a master’s of arts). Be cautious – 
“graduate” degrees can include both master’s degrees and Ph.D.s,  
Use periods when abbreviating: B.A., M.A., M.B.A., Ph.D. Follow this convention only in inline copy: After 
earning his M.P.P., he climbed Mt. Everest but Joe Bruin MPP ’11 climbed Mt. Everest. For alumni information, see 
alumni information. 
The plural form of abbreviated degrees: B.A.s, M.A.s, M.B.A.s, Ph.D.s. 

• Abbreviations for UCLA Luskin degree programs: 
o MPP Master of Public Policy 
o MA UP Master of Arts in Urban Planning (phased out in Fall 2010) 
o MURP Master of Urban and Regional Planning 
o MSW Master of Social Welfare  

 (Note: The overwhelming majority of SW degrees are MSW, however 
 other MA SW and MPA SW degrees have also been awarded. For older 
 alumni, double-check.) 

o Ph.D. Awarded in Social Welfare and Urban Planning (note use of periods) 
 
 
academic departments   
The Department of Public Policy, Department of Urban Planning and Department of Social Welfare are 
components of the UCLA Luskin School of Public Affairs, and our copy should strive to make that fact 
clear: UCLA Luskin’s Department of Public Policy, the Department of Social Welfare at the UCLA Luskin School. 
Avoid UCLA Luskin Department of Urban Planning, as this implies the Luskin name is attached to the 
department instead of the school. (While this may seem a fine distinction, consider the possibility that the 
department could receive its own naming gift at some point in the future and become, for example, the 
UCLA Johnson Department of Urban Planning at the Luskin School. Our writing should not preclude that 
possibility.)  
When referring to the name of a UCLA Luskin department, capitalize the name: Urban Planning professor 
Joe Bruin, Public Policy student Josephine Bruin, Jim Bruin, a scholar in the Department of Urban Planning, Joe Bruin, 
a doctoral candidate in Social Welfare, was hired to lead the Public Policy department at UCLA Luskin.  
Do NOT capitalize when referring to a field in general: Urban Planning professor Joe Bruin has long been 
interested in issues related to public policy, so he met with Public Policy chair Josephine Bruin.  
Lowercase the name of other UCLA departments except for words that are proper nouns or adjectives: the 
department of geography, the Italian department. The exception to the rule occurs when the name of the 
college or university is attached: UCLA Department of Geography, UCLA Department of Chicana and Chicano 
Studies.  
 
 
 



academic titles   
Capitalize and spell out formal titles such as “chancellor” or “chairman” when they precede a name. 
Lowercase elsewhere. Lowercase modifiers such as “department”: department Chairman Jerome Wiesner. 
“Professor” is not capitalized before a name: chemistry professor Omar Yaghi, assistant professor of English 
Virginia Woolf. Never abbreviate “professor.” 
 
acronyms   
should be avoided, or, as the AP Stylebook decrees, “Avoid alphabet soup”: Institute of the Environment 
(not IoE). See the AP Stylebook for acceptable acronyms. No periods with acronyms: UNICEF. 
 
ages   
Do not use apostrophes: A UCLA expert on aging will discuss the importance of physical activities in achieving 
good health and vitality as people age into their 70s and 80s. 
 
alumni information   
Alumni information should immediately follow the individual’s name with no comma, and include the 
abbreviated degree and graduation date of all UCLA Luskin degrees in the order in which they were 
received: Joe Bruin MAUP ’04 Ph.D. ’10 spoke at the conference Monday. Jane Bruin MSW Ph.D. ’11, a professor of 
economics, joined the discussion.  
Some notes: 

• Do NOT use alumni information style for degrees that have not yet been awarded. See current 
students for more. 

• Do NOT include alumni information for other UCLA programs (Law, Management, etc.) unless 
the other degree is pertinent to the story.  

• If including alumni information after a name, do NOT restate the fact that the individual is an 
alumnus/a elsewhere in copy. Joe Bruin MAUP ’04 Ph.D. ’10 spoke…, not Urban Planning alumnus Joe 
Bruin MAUP ’04 Ph.D. ’10 spoke… 

 
alumnus, alumni, alumna, alumnae   
Use “alumnus” (“alumni” in the plural) when referring to a man who has attended a school. Use “alumna” 
(“alumnae” in the plural) for similar references to a woman. Use “alumni” when referring to a group of 
men and women. Use the abbreviated “alum” sparingly, and only when an informal tone is appropriate. 
 
apostrophes  When omitting letters or figures, use apostrophes: rock ’n’ roll, ’tis the season to be jolly, the 
’20s. Be sure to watch that the curve on a styled apostrophe: ’ does not turn into a single quote: ‘ When 
omitting figures in a series of years, do not use the apostrophe: 2006–07. 
 
 
**B** 
 
B.A.   
See academic degrees. 
 
Biographical Statement 
This is not a lengthy CV (Curriculum Vitae) or a resume, but a brief introduction of your professional 
background.  This is something that you can include on your LinkedIn profile under “Summary.” 
 



You will use a bio statement most often when you are being introduced to speak, participate on a panel 
discussion, or are part of a program.  A bio statement is also useful in brief professional introductions.  As 
with a resume, you may have several different versions our bio depending on the audience.  See examples 
below.   

Things you may want to include: recent work experience, concentration, undergrad degree, honors, 
awards and fellowships, internships, leadership activities, community service, publications, volunteer 
work, accomplishments, career goals, and personal interests. 

Larry Tamayo 
San Diego Operating Officer 
Larry Tamayo oversees the business operations for San Diego charger school clients, which includes 
supervising finances, payroll, human resources, compliance and general operations.  Prior to leading 
ExEd’s San Diego office, Mr. Tamayo was the School Development Coordinator and a Compliance 
Analyst in ExEd’s Los Angeles office.  He previously worked as a program coordinator at the Atlantic 
Community Economic Development Corporation.  Mr. Tamayo earned an M.A. in public policy at the 
University of California, Los Angeles and a B.A. in criminology, law and society at the University of 
California, Irvine. 

 

Jessica Norman 
Assistant VP, School of Finance 
Jessica Norman oversees the business operations for select charter school clients, which includes 
budgeting, accounting, compliance and payroll.  She also assists school developers in drafting charter 
petitions and coordinating the approval process, and preparing budgets and financial feasibility studies for 
start-up charter schools.  Prior to joining ExED, Jessica worked for the Urban Education Partnership as 
Associate Director of Research and Evaluation.  She has also worked at LAUSD in the Program 
Evaluation and Research Branch, analyzing data on charter schools, and at Mathematica Policy Research 
in Washington DC as a research assistant.  Jessics holds a Master in Public Policy from UCLA and a B.A. 
in psychology from the University of Pennsylvania.



 
board of directors   
Lowercase unless part of a proper name: She is on the board of directors. He is on the UCLA Alumni 
Association Board of Directors. 
 
book titles   
Capitalize principal words (and all words of four or more letters): “Ant and Bee Are Friends,” 
“Tender Is the Night,” “A Concise History of Practically Everything.” Put quotation marks around the 
names of books except the Bible, the U.S. Constitution, the Declaration of Independence and 
books that are primarily catalogs of reference material, such as almanacs, directories, 
dictionaries, encyclopedias and handbooks: the Bible, The Oxford Thesaurus, Encyclopaedia Britannica. 
 
 
**C** 
 
capital   
refers to the city where a seat of government is located; do not capitalize “capital.” 
 
capitalization   
In general, note that we use the “down-style,” per the AP Stylebook, which means we avoid 
unnecessary capitalization. This applies to things such as boards of directors: Ned Nought is on the 
board of directors at Nadir Corp.; department names: history department, art department (except see 
note in academic departments); and titles when they follow names: The signature of Charles Young, 
chancellor of UCLA from 1968 to 1997, appeared on the diplomas of approximately 275,000 UCLA 
graduates. 
 
Capitol   
Capitalize “Capitol” when referring to the building in Washington, D.C., or the actual building in 
which a state legislative body meets: The west wing of the Capitol looks familiar. 
 
Centers   
UCLA Luskin has three primary research centers: The Center for Civil Society, the Ralph and 
Goldy Lewis Center for Regional Policy Studies, and the Luskin Center for Innovation. See the 
individual entries for more information. Capitalize Center when referring to one of UCLA 
Luskin’s named centers: The Luskin Center for Innovation unveiled new offices Tuesday. … The Center 
is located on the third floor.. 
 

commas   
Use commas in a simple series of nouns or phrases. Use commas in a simple series of elements that 
includes a conjunction. Use semicolons to separate the phrases in a series that includes a comma. 

• The course covers racism, sexism and age discrimination (with a simple series of nouns, no 
comma before “and”). 

• The course aims at opening students’ eyes, expanding their horizons and persuading them to act 
(with a simple series of phrases, no comma before “and”). 

• He gulped some hot coffee, grits, and ham and eggs for breakfast (with a series including another 
conjunction, insert a comma before “and”). 



• The finale includes a burst of red, white and blue fireworks; a tap-dance routine; and a patriotic 
dachshund dressed like Uncle Sam (with a series of phrases that include commas, use semicolons. 
Insert a semicolon before “and”). 

 
committee   
Capitalize only when part of a name: the Scholarship Steering Committee. 
 
composition titles   
Enclose in quotation marks the titles of books, computer games, movies, operas, plays, poems, 
long musical compositions, songs, and television programs and episodes: “Chicano Visions”; “The 
Marriage of Figaro”; “Paradise Lost”; “Some Enchanted Evening”; “Chuckles Bites the Dust,” an episode of 
“The Mary Tyler Moore Show.” 
Exceptions: no quotation marks used for the Bible, journals and magazines, newspapers, and 
books that are primarily catalogs of reference material: Time magazine, The New York Times, the Los 
Angeles Times and The Chicago Manual of Style. See the AP Stylebook for more examples. 
 
conferences and events   
Enclose in quotes: “Digital Mania,” “UCLA Women 4 Change 2006.” 
 
current students   
Do NOT include graduation information after a current student’s name. The degree has not been 
earned at the time of reporting, so we should not print a publication implying that a degree has 
been or will be awarded. Describe the individual as a current student instead, including their 
stage of study if possible: Joe Bruin, a student in the department of Urban Planning, had lunch. Second-
year Urban Planning student Josephine Bruin walked down the street. If a student has previously earned 
a degree from UCLA Luskin, include that information: Joe Bruin MA UP ’07, a doctoral candidate in 
Social Welfare, drove slowly on the highway. 
 
 
**D** 
 
date   
Move from the particular to the general—time, day, date: 2 p.m., Tuesday, April 25. In body text, a 
date is set off by a pair of commas: Al Green will perform on Tuesday, April 25, at Royce Hall. In news 
releases, it now (11/05) is acceptable to use “today”: The California Department of Transportation 
announced today it will close Sunset Boulevard between 7 a.m. and 7 p.m 
 
director   
Do not capitalize when referring to an occupation: Richard M. Leventhal, director of the institute; 
UCLA Institute of Archaeology director Richard Leventhal. 
 
**E** 
 
email   
Do not hyphenate, lowercase unless standard rules of capitalization apply (e.g., first word in a 
sentence): Is email more convenient? Email is more convenient. See email address. 
 



 
 
email address   
Do not underscore email addresses. Insert the word “at” (not “@”) before the address: To apply for 
admission, email Josephine Bruin at josiebruin@ucla.edu. See email. 
 
**F** 
 
fees, money   
Do not use “.00”: $3 (not $3.00). 
 
font   
is Times New Roman. 
 
foreign words and phrases   
This is the exception to the “no italics” rule. Foreign words and phrases that have been adopted 
into the English language are not italicized and are not enclosed by quotation marks: fait accompli, 
karaoke. But words that have not been adopted are italicized: Caribbean and pop rhythms called 
mbalax … Use the dictionary to determine whether or not a word has been adopted. 
 
 
**H** 
 
health care   
two words unless it is part of a proper name. Do not hyphenate when used as a modifier: health 
care program. 
 
historical periods   
Capitalize famous epochs: the Middle Ages. Lowercase century: the 12th century. Use numerals to 
designate a century unless it is the first word in a sentence: People sometimes wore odd shoes in the 
12th century but Twelfth-century shoes could be odd. Note the hyphen when using a compound 
adjective: The 12th-century Crusaders may have introduced pointy-toed shoes to Europe. Also see 
decades. 
 
home page   
is two words. 
 
hours   
Do not use “:00,” insert a space between the numeral and a.m. or p.m., lowercase a.m. and p.m., 
and use periods in a.m. and p.m.: 6 p.m. (not 6:00PM). 
 
hyperlink   
all URLs. Do not include http:// in hyperlinks For more information, visit 
www.mla.org/style/style_top_index.htm. EXCEPTION: When listing the UCLA Luskin School’s 
website, do not include http:// or www. List it as http://luskin.ucla.edu/ 
 
hyphens   



Do not insert spaces before and after hyphens: 11 a.m.-2 p.m. Do not use hyphens when ethnic 
terms are used, either as nouns or adjectivally: More African Americans majored in philosophy this 
year. More than 100 African American philosophers met at UCLA. Also see em dash and en dash 
**I** 
 

ID   
is the abbreviated form preferred for “identification.” Not “i.d.” 
 

Internet   
Capitalize. 
 
**J** 
 
journal titles   
Capitalize principal words (and all words of four or more letters). Journal titles are not italicized 
or enclosed in quotation marks. 
 
**L** 
 
lectures, symposia   
Use quotation marks around lecture and symposium titles: “The rise of Silicon Beach.” Capitalize 
“Program” when it is part of a name, but do not use quotation marks for program titles: Women’s 
Studies Program 25th anniversary celebration, not “Women’s Studies Program 25th anniversary 
celebration.” 
 
Legislature   
Capitalize when preceded by the name of a state: the Arkansas Legislature. Capitalize in 
subsequent specific references and in such constructions as: the 100th Legislature, the state 
Legislature. 
 
LeRoy Neiman Center for the Study of American Society and Culture   
is the UCLA LeRoy Neiman Center for the Study of American Society and Culture; “the Neiman 
center” is acceptable on second reference. 
 
Lewis Center   
The full name is the Ralph & Goldy Lewis Center for Regional Policy Studies. Lewis Center for 
Regional Policy Studies or Lewis Center are acceptable on first reference.  
 
log on to   
not log onto: For more information, log on to www.fmch.ucla.edu. Please note that we often substitute 
the shorter “visit” in this construction: For more information, visit www.fmch.ucla.edu. 
 
Los Angeles   
not L.A. except in quoted material. 
 



 
 
Luskin Center   
The full name is the Luskin Center for Innovation. Using Luskin Center on subsequent reference 
or with a familiar audience is acceptable. 
 
Luskin School   
The full name of the school is the UCLA Meyer and Renee Luskin School of Public Affairs. 
(Note: Renee is pronounced “REE-nee”, based on her full name of Doreen.) In all cases except 
the most formal applications, the UCLA Luskin School of Public Affairs is acceptable on first 
reference, and UCLA Luskin or the UCLA Luskin School should be used on subsequent references. For 
articles posted on the School’s website or other places where the full UCLA Luskin name will 
already be apparent, UCLA Luskin or UCLA Luskin School is acceptable on first reference. Further 
references can drop the UCLA Luskin name, but School should remain capitalized: UCLA Luskin 
professor Joe Bruin earned a Nobel Prize Monday. … The School counts 12 Nobel laureates among its 
faculty. 
When using a version of the name that includes the word “School,” use the definite article “the” 
before the name.  
Strive to always include UCLA when referring to the school – UCLA is an inseparable part of 
the UCLA Luskin School’s name. Do not use the constructions Luskin School of Public Affairs at 
UCLA or UCLA’s Luskin School of Public Affairs. 
Be cautious of potential confusion between the UCLA Luskin Center for Innovation and the 
UCLA Luskin School: UCLA Luskin faculty is probably clear, whereas A UCLA Luskin study may 
cause confusion. Consider the audience of the piece and use judgment.  
 
**M** 
 
M.A.   
See academic degrees. 
 
magazine titles   
Capitalize principal words (and all words of four or more letters). The word “magazine” is 
lowercased unless it is part of the title: The New York Times Magazine, Newsweek magazine. Check 
the masthead if in doubt. Magazine titles are not italicized or enclosed in quotation marks. 
 
Master of Arts   
degree, not	  Master’s of Arts.	  See academic degrees.	  
 
M.B.A.   
See academic degrees. 
 
M.D.   
See academic degrees. 
 
Meyer and Renee Luskin   
Benefactors of the UCLA Luskin School, they donated $100 million to UCLA in 2011, with half 
dedicated toward the School of Public Affairs and the other half designated for a conference 



center and other campus uses. Note the correct pronunciation of “REE-nee”, for her full name of 
Doreen. 
 
months   
Capitalize the names of all months in all uses. When a month is used with a specific date, 
abbreviate only Jan., Feb., Aug., Sept., Oct., Nov. and Dec. Spell out when using alone, or with a 
year alone. When a phrase lists only a month and a year, do not separate the year with commas: 
January 2006. When a phrase refers to a month, day and year, set off the year with commas: Feb. 
14, 2007, is the target date. 
 
 
**N** 
 
nongovernmental   
one word. 
 
nonprofit   
one word. 
 
numerals   
Spell out whole numbers below 10, use figures for 10 and above: eight, nine, 10. Further guidance 
is available in the AP Stylebook (UCLA Luskin Communications in 3250 has a copy.) 
 
 
**O** 
 
online   
one word. 
 
onscreen   
not “on screen”: The onscreen text is easy to read. 
 
 
**P** 
 
party affiliation   
Separate with commas, not parentheses: Rep. David Wu, D-Ore., was the first Chinese American to 
serve in the U.S. House of Representatives. 
 
percent   
Use figures and do not use the % symbol: 1 percent, not 1% or one %. 
 
Ph.D.   
Watch periods. Ph.D.s is the plural. See academic degrees. 
 
phone numbers   



Enclose the area code in parentheses; use a hyphen to separate the prefix from the last four 
digits: (310) 825-2585. 
 
policymaker, policymaking 
 
professor  
is not capitalized before a name: chemistry professor Omar Yaghi, assistant professor of English Virginia 
Woolf. See academic titles. 
 
program names   
Capitalize “program” when it is part of a name, but do not use quotation marks for program 
titles: Student Research Program, K-14 Outreach Program, Business Law Program, Latin American Studies 
Program.  
 
Public Policy   
Capitalize when referring to something related to the UCLA Luskin department: Public Policy 
professor Joe Bruin; Josephine Bruin, a student of Public Policy; the mixer is open to all students in Public 
Policy and Social Welfare. Do NOT capitalize when referring to the field in general. 
 
**Q** 
 
quarter   
Lowercase academic quarters or terms: spring quarter, winter term. 
 
**R** 
 
Rand Corp.   
Not “RAND” in all caps. “Rand” is acceptable on second reference. 
 
RSVP   
no periods. 
 
 
**S** 
 
School   
When referring to the UCLA Luskin School, capitalize School: The School counts 12 Nobel 
laureates among its faculty.  
 
senior   
Abbreviate as “Sr.” only with full names of persons. Do not precede “Sr.” by a comma: Thurston 
Howell Sr. 
 
Social Welfare   
Capitalize when referring to something related to the UCLA Luskin department: Social Welfare 
professor Joe Bruin; Josephine Bruin, a student of Social Welfare; the mixer is open to all students in Social 
Welfare and Public Policy. Do NOT capitalize when referring to the field in general. 



 
start-up   
Hyphenate both adjective and noun. 
 
 
states   
For a list of state and ZIP code abbreviations, see the AP Stylebook. If the name of a state stands 
alone, spell it out: Although Ralph Bunche was not born in California, he grew up in Los Angeles. When 
combining the name of a state with another place-name, use the state abbreviation: Did Bunche 
work in Sacramento, Calif.? For a complete address, use the ZIP code abbreviation: Today, the African 
Studies Center is located in Bunche Hall at UCLA, Box 951361, Los Angeles, CA  90095-1361. 
 
 
**U** 
 
UCLA   
not University of California, Los Angeles. 
 
UCLA School of Law   
not UCLA law school. 
 
United Nations   
Abbreviate only when used as an adjective. Note periods: U.N. Security Council. 
 
United States   
Abbreviate only when used as an adjective. Note periods: U.S. citizen. 
 
University of California, (Campus)   
with comma(s): The University of California, Santa Cruz, now offers optional letter grades. Short forms 
are acceptable on second reference: UC Berkeley, UC Davis. 
 
University of California, Los Angeles   
Use UCLA. No periods. 
 
universitywide 
 
Urban Planning  
Capitalize when referring to something related to the UCLA Luskin department: Urban Planning 
professor Joe Bruin; Josephine Bruin, a student of Urban Planning; the mixer is open to all students in 
Urban Planning and Public Policy. Do NOT capitalize when referring to the field in general. 
 
**V** 
 
Veterans Affairs   
“VA” (no periods) is acceptable on second reference. Although you still hear it in the ether, 
please note that “Veterans Administration” was discarded in 1989. 
 



 
**W** 
 
Washington/Wash.  Abbreviate the state but never the capital. When referring to the capital: 
Washington, D.C., is built on a swamp (note periods and commas). See states. 
	  


