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Foreword



The first Associated Press Stylebook was 60 pages, bound together with staples, a basic guide for newswriting. It has evolved into a comprehensive reference manual that fills more than 500 pages and is published in Spanish as well as English across an array of digital platforms, encompassing the collective wisdom of the AP staff and Stylebook readers. Despite drastic changes in the media landscape, one constant remains: The AP Stylebook is a definitive resource for writers.

Today’s Stylebook still outlines basic rules on grammar, punctuation, usage and journalistic style, but it also reflects changes in common language, offers guidance on media law, explains AP’s news values and principles, and helps to navigate the ever-changing world of social media.

A team of top AP editors meets throughout the year to make updates and improvements. Contributions come from the AP staff, AP’s member news organizations and subscribers, journalism teachers and students, specialists in a host of fields and everyday readers. Indeed, some of the most talked-about changes have come at the suggestion of @APStylebook’s Twitter followers.

A work constantly in progress, the Stylebook is updated every year but always with respect for language and commitment to the original goal: to be clear, fair and concise around the globe, no matter what the news is or where it happens.

However you choose to access it  — in print, online or via an app on your smartphone  — The Associated Press Stylebook remains an essential tool in newsrooms, classrooms and boardrooms alike, the bible for journalists and anyone who cares about good writing.
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Gary Pruitt

President and Chief Executive Officer





What’s new



In This Edition of The AP Stylebook

This edition of the Stylebook contains over 240 new and modified entries.

One of the main changes is internet. We now spell it lowercase, reflecting a growing trend and a change by our official dictionary, Webster’s New World College. We have also made web lowercase in all instances, and webpage and webfeed one word.

We have added an entry for mistress, narrowing our definition of the word. There is a new entry for prostitute, advising against terms such as child, underage or teenage prostitute in most situations.

The new edition adds an entry titled accident/crash. It states that when negligence is claimed or proven in a collision or wreck, it’s best to avoid accident and use such alternatives as crash or collision. We have made voicemail one word.

Among the many other new or modified entries, we have updated the global warming section. Also in the science area, there is a new entry defining exponential growth. We have added a new entry on the science and practice of data journalism.

In fashion, several terms including Gibson Girl and zoot suit will henceforth appear only in the online edition of the Stylebook. They have given up their space in the paper Stylebook to such additions as Tommy Hilfiger, Betsey Johnson, Uniqlo and normcore.

Dozens of new entries in the food section include medjool dates, kombucha, shawarma, mezcal, microgreens and horchata. We now prefer chickpea to Garbanzo bean, and have added Japanese whisky to those spelled whisky rather than whiskey.

We have addressed several questions of usage with new guidance on claim and the use of media as a singular noun. We have stated that cross-dresser should be used in place of transvestite.

We say spree should be used only for splurges on shopping and entertainment, rather than for such tragedies as mass shootings. We now allow spokesperson when the person involved prefers that term. Other new entries point out the difference between jerry-built and jury-rigged and note the need to take care with notorious and notoriety.

We no longer use a hyphen when referring to the strength of earthquakes (a 3.5 magnitude quake). We clarified the forms for such terms as happy holidays, merry Christmas and season’s greetings. We formalized L as the spelling for Chicago’s mass transit system.

Changes in the religion section include a revised entry on the Seventh-day Adventist Church and new entries on canonization and encyclical.

Sports changes include a caution against the use of untracked (we prefer terms like back on track); approval for using IAAF on first reference; the addition of nickel back to football terms; the hyphenation of short-course swimming; and terminology for early-round basketball games in the NCAA Tournament.




Key to Stylebook entries



This updated and revised version of The Associated Press Stylebook has been organized like a dictionary. 

Need the acronym for a government agency? Look under the agency’s name. 

Should you capitalize a word? Check the word itself or the capitalization entry. 

What’s the format for baseball boxes? See Baseball. 

Following is a key to the entries. Double tap to enlarge this and all other images within this e-book. 


[image: image of entry key diagram]





a




a- The rules of prefixes apply, but in general no hyphen. Some examples:

achromatic

atonal

AAA Formerly the American Automobile Association.

Headquarters is in Heathrow, Florida.

a, an Use the article a before consonant sounds: a historic event, a one-year term (sounds as if it begins with a w), a united stand (sounds like you).

Use the article an before vowel sounds: an energy crisis, an honorable man (the h is silent), an homage (the h is silent), an NBA record (sounds like it begins with the letter e), an 1890s celebration.

A&P Acceptable in all references for Great Atlantic & Pacific Tea Co. Inc. Headquarters is in Montvale, New Jersey.

AARP Use only the initials for the organization formerly known as the American Association of Retired Persons.

abaya Robe-like outer garment worn by Muslim women.

abbreviations and acronyms A few universally recognized abbreviations are required in some circumstances. Some others are acceptable depending on the context. But in general, avoid alphabet soup. Do not use abbreviations or acronyms that the reader would not quickly recognize.

Abbreviations and most acronyms should be avoided in headlines.

Guidance on how to use a particular abbreviation or acronym is provided in entries alphabetized according to the sequence of letters in the word or phrase.

An acronym is a word formed from the first letter or letters of a series of words: laser (light amplification by stimulated emission of radiation). An abbreviation is not an acronym.

Some general principles:

BEFORE A NAME: Abbreviate titles when used before a full name: Dr., Gov., Lt. Gov., Mr., Mrs., Rep., the Rev., Sen. and certain military designations listed in the military titles entry.

For guidelines on how to use titles, see courtesy titles; legislative titles; military titles; religious titles; and the entries for the most commonly used titles.

AFTER A NAME: Abbreviate junior or senior after an individual’s name. Abbreviate company, corporation, incorporated and limited when used after the name of a corporate entity. See entries under these words and company names.

In some cases, an academic degree may be abbreviated after an individual’s name. See academic degrees.

WITH DATES OR NUMERALS: Use the abbreviations A.D., B.C., a.m., p.m., No., and abbreviate certain months when used with the day of the month.

Right: In 450 B.C.; at 9:30 a.m.; in room No. 6; on Sept. 16.

Wrong: Early this a.m. he asked for the No. of your room. The abbreviations are correct only with figures.

Right: Early this morning he asked for the number of your room.

See months and individual entries for these other terms:

IN NUMBERED ADDRESSES: Abbreviate avenue, boulevard and street in numbered addresses: He lives on Pennsylvania Avenue. He lives at 1600 Pennsylvania Ave.

See addresses.

STATES: The names of certain states and the United States are abbreviated with periods in some circumstances.

See state names; datelines; and individual entries.

ACCEPTABLE BUT NOT REQUIRED: Some organizations and government agencies are widely recognized by their initials: CIA, FBI, GOP.

If the entry for such an organization notes that an abbreviation is acceptable in all references or on second reference, that does not mean that its use should be automatic. Let the context determine, for example, whether to use Federal Bureau of Investigation or FBI.

See second reference.

AVOID AWKWARD CONSTRUCTIONS: Do not follow an organization’s full name with an abbreviation or acronym in parentheses or set off by dashes. If an abbreviation or acronym would not be clear on second reference without this arrangement, do not use it.

Names not commonly before the public should not be reduced to acronyms solely to save a few words.

SPECIAL CASES: Many abbreviations are desirable in tabulations and certain types of technical writing. See individual entries.

CAPS, PERIODS: Use capital letters and periods according to the listings in this book. For words not in this book, use the first-listed abbreviation in Webster’s New World College Dictionary. Generally, omit periods in acronyms unless the result would spell an unrelated word. But use periods in most two-letter abbreviations: U.S., U.N., U.K., B.A., B.C. (AP, a trademark, is an exception. Also, no periods in GI, ID and EU.) In headlines, do not use periods in abbreviations, unless required for clarity.

Use all caps, but no periods, in longer abbreviations when the individual letters are pronounced: ABC, CIA, FBI.

Use only an initial cap and then lowercase for abbreviations and acronyms of more than five letters, unless listed otherwise in this Stylebook or Webster’s New World College Dictionary.

ABC Acceptable in all references for American Broadcasting Cos. (the plural is part of the corporate name). Owned by The Walt Disney Co.

ABCs 

able-bodied 

ABM, ABMs Acceptable in all references for anti-ballistic missile(s), but the term should be defined in the story. (The hyphen is an exception to Webster’s New World College Dictionary.)

Avoid the redundant phrase ABM missiles.

Aborigine Capitalize when referring to Australian indigenous people. The adjective is aboriginal. The aboriginal people.

abortion Use anti-abortion instead of pro-life and pro-abortion rights instead of pro-abortion or pro-choice. Avoid abortionist, which connotes a person who performs clandestine abortions.

aboveboard 

absent-minded 

Abu Sayyaf Muslim separatist group based in the southern islands of the Philippines. The name is Arabic for father of the bearer of the sword.

academic degrees If mention of degrees is necessary to establish someone’s credentials, the preferred form is to avoid an abbreviation and use instead a phrase such as: John Jones, who has a doctorate in psychology.

Use an apostrophe in bachelor’s degree, a master’s, etc., but there is no possessive in Bachelor of Arts or Master of Science.

Also: an associate degree (no possessive).

Use such abbreviations as B.A., M.A., LL.D. and Ph.D. only when the need to identify many individuals by degree on first reference would make the preferred form cumbersome. Use these abbreviations only after a full name  — never after just a last name.

When used after a name, an academic abbreviation is set off by commas: John Snow, Ph.D., spoke.

Do not precede a name with a courtesy title for an academic degree and follow it with the abbreviation for the degree in the same reference.

See doctor, Master of Arts, Master of Science, Master of Business Administration.

academic departments Use lowercase except for words that are proper nouns or adjectives: the department of history, the history department, the department of English, the English department, or when department is part of the official and formal name: University of Connecticut Department of Economics.

academic titles Capitalize and spell out formal titles such as chancellor, chairman, etc., when they precede a name. Lowercase elsewhere.

Lowercase modifiers such as department in department Chairman Jerome Wiesner.

See doctor and  titles.

academy See military academies.

Academy Awards Presented annually by the Academy of Motion Picture Arts and Sciences. Also known as the Oscars. (Both Academy Awards and Oscars are trademarks.)

Lowercase the academy and the awards whenever they stand alone.

accent marks Do not use any diacritical or accent marks because they cause garble for some users.

accept, except Accept means to receive.

Except means to exclude.

accident, crash Generally acceptable for automobile and other collisions and wrecks. However, when negligence is claimed or proven, avoid accident, which can be read by some as a term exonerating the person responsible. In such cases, use crash, collision or other terms. See collide, collision.

accommodate 

accounts payable Current liabilities or debts of a business which must be paid within one year.

accounts receivable Amounts due to a company for merchandise or services sold on credit. These are short-term assets.

accused A person is accused of, not with, a crime.

To avoid any suggestion that an individual is being judged before a trial, do not use a phrase such as accused slayer John Jones; use John Jones, accused of the slaying.

For guidelines on related words, see allege; arrest; and indict.

Ace A trademark for a brand of elastic bandage. Elastic bandage is preferred in all references.

Achilles tendon No apostrophe for the tendon connecting the back of the heel to the calf muscles. But it’s Achilles’ heel, with an apostrophe, for a vulnerable spot.

acknowledgment 

acquisition The process of buying or acquiring some asset. The term can refer to the purchase of a block of stock or, more often, to the acquisition of an entire company.

acre Equal to 43,560 square feet or 4,840 square yards. The metric equivalent is 0.4 (two-fifths) of a hectare or 4,047 square meters.

One square mile is 640 acres.

To convert to hectares, multiply by 0.4 (5 acres x 0.4 equals 2 hectares).

Use square miles to describe the size of wildfires.

See wildfires and hectare.

acronyms See abbreviations and acronyms.

act Capitalize when part of the name for pending or implemented legislation: the Taft-Hartley Act.

ACT Use only the initials in referring to the previously designated American College Testing.

acting Always lowercase, but capitalize any formal title that may follow before a name: acting Mayor Peter Barry.

See titles.

act numbers Use Arabic figures and capitalize act: Act 1; Act 2, Scene 2. But: the first act, the second act. See numerals.

actor (man) actress (woman) It is acceptable to use actor for a woman if she prefers it.

A.D. Acceptable in all references for anno Domini: in the year of the Lord.

Because the full phrase would read in the year of the Lord 96, the abbreviation A.D. goes before the figure for the year: A.D. 96.

Do not write: The fourth century A.D. The fourth century is sufficient. If A.D. is not specified with a year, the year is presumed to be A.D.

See B.C.

addresses Use the abbreviations Ave., Blvd. and St. only with a numbered address: 1600 Pennsylvania Ave. Spell them out and capitalize when part of a formal street name without a number: Pennsylvania Avenue. Lowercase and spell out when used alone or with more than one street name: Massachusetts and Pennsylvania avenues.

All similar words (alley, drive, road, terrace, etc.) always are spelled out. Capitalize them when part of a formal name without a number; lowercase when used alone or with two or more names.

Always use figures for an address number: 9 Morningside Circle.

Spell out and capitalize First through Ninth when used as street names; use figures for 10th and above: 7 Fifth Ave., 100 21st St.

Abbreviate compass points used to indicate directional ends of a street or quadrants of a city in a numbered address: 222 E. 42nd St., 562 W. 43rd St., 600 K St. NW. Do not abbreviate if the number is omitted: East 42nd Street, West 43rd Street, K Street Northwest. No periods in quadrant abbreviations  — NW, SE  — unless customary locally. 

See highway designations.

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

See numerals.

adjectives The abbreviation adj. is used in this book to identify the spelling of the adjectival forms of words that frequently are misspelled.

The comma entry provides guidance on punctuating a series of adjectives.

The hyphen entry provides guidance on handling compound modifiers used before a noun.

adjustable-rate mortgage A mortgage that has a fixed interest rate for a short period of time and then resets, usually yearly, over the life of the loan, based on an index tied to changes in market interest rates. ARM should be used only in direct quotes.

ad-lib

administration Lowercase: the administration, the president’s administration, the governor’s administration, the Obama administration.

See government, junta, regime, administration for distinctions that apply in using these terms.

administrative law judge This is the federal title for the position formerly known as hearing examiner. Capitalize it when used as a formal title before a name.

To avoid the long title, seek a construction that sets the title off by commas: The administrative law judge, John Williams, disagreed.

administrator Never abbreviate. Capitalize when used as a formal title before a name.

See titles.

admiral See military titles.

admissible 

admit, admitted These words may in some contexts give the erroneous connotation of wrongdoing.

A person who acknowledges that he is a recovering alcoholic, for example, is not admitting it. Said is usually sufficient.

ad nauseam 

adopt, approve, enact, pass Amendments, ordinances, resolutions and rules are adopted or approved.

Bills are passed.

Laws are enacted.

adoption The adoptive status of a child or his or her parents should be mentioned only when its relevance is made clear in the story. If relevant, use the term biological parents to refer to the birth mother and father. Preferred phrasing: A child is placed for adoption, rather than given up for adoption.

Adrenalin A trademark for the synthetic or chemically extracted forms of epinephrine, a substance produced by the adrenal glands.

The nonproprietary terms are epinephrine hydrochloride or adrenaline.

adult A person who has reached 18. See privacy.

Advance Publications Inc. Privately held company whose holdings include Conde Nast Publications and newspapers in more than 25 U.S. cities, including The Star-Ledger of Newark, New Jersey, and The Oregonian of Portland, Oregon. Headquarters is in New York.

adverbs The abbreviation adv. is used in this book to identify the spelling of adverbial forms of words frequently misspelled.

See the hyphen entry in the Punctuation chapter for guidelines on when an adverb should be followed by a hyphen in constructing a compound modifier.

adverse, averse Adverse means unfavorable: He predicted adverse weather.

Averse means reluctant, opposed: She is averse to change.

adviser Not advisor.

advisory 

Aer Lingus Headquarters of this airline is in Dublin, Ireland.

Aeroflot Headquarters of this airline is in Moscow.

Aeromexico Headquarters of this airline is in Mexico City.

aesthetic 

affect, effect Affect, as a verb, means to influence: The game will affect the standings.

Affect, as a noun, is best avoided. It occasionally is used in psychology to describe an emotion, but there is no need for it in everyday language.

Effect, as a verb, means to cause: He will effect many changes in the company.

Effect, as a noun, means result: The effect was overwhelming. He miscalculated the effect of his actions. It was a law of little effect.

Affordable Care Act Shorthand for the formal title of the health care overhaul that President Barack Obama signed into law in 2010. Its full name is Patient Protection and Affordable Care Act. Use President Barack Obama’s health care law or the health care law on first reference. “Obamacare”  in quotation marks is acceptable on second reference. Affordable Care Act can be used on subsequent references when necessary to refer to the law, but should be used sparingly. Polling indicates that not all Americans know the law by its formal name.

Afghan The term for the people and culture of Afghanistan. Afghani is the Afghan unit of currency.

AFL-CIO Acceptable in all references for the American Federation of Labor and Congress of Industrial Organizations. Headquarters is in Washington.

A-frame 

African Of or pertaining to Africa, or any of its peoples or languages.

In some countries of Africa, colored is used to describe those of mixed white and black ancestry. In other societies colored is considered a derogatory word.

Because of the ambiguity, avoid the term in favor of a phrase such as mixed racial ancestry. If the word cannot be avoided, place it in quotation marks and provide its meaning.

See colored.

African-American Acceptable for an American black person of African descent. Also acceptable is black. The terms are not necessarily interchangeable. People from Caribbean nations, for example, generally refer to themselves as Caribbean-American. Follow a person’s preference. See nationalities and races and race.

African Union The African Union, established in 2002 to succeed the Organization of African Unity, has the following members:

Algeria, Angola, Benin, Botswana, Burkina Faso, Burundi, Cameroon, Cape Verde, Central African Republic, Chad, Comoros, Congo,  Djibouti, Egypt, Equatorial Guinea, Eritrea, Ethiopia, Gabon, Gambia, Ghana, Guinea-Bissau, Guinea, Ivory Coast, Kenya, Lesotho, Liberia, Libya, Madagascar, Malawi, Mali, Mauritania, Mauritius, Mozambique, Namibia, Niger, Nigeria, Republic of Congo, Rwanda, Sao Tome and Principe, Senegal, Seychelles, Sierra Leone, Somalia, South Africa, South Sudan, Sudan, Swaziland, Tanzania, Togo, Tunisia, Uganda, Western Sahara, Zambia, Zimbabwe.

after- No hyphen after this prefix when it is used to form a noun:

aftereffect

afterthought

Follow after with a hyphen when it is used to form compound modifiers:

after-dinner drink

after-theater snack

after-party 

afterward Not afterwards.

Agence France-Presse A global news agency with headquarters in Paris. AFP acceptable on second reference.

agent Lowercase unless it is a formal title used before a name.

In the FBI, the formal title is special agent. In most cases, make it agent William Smith or FBI agent William Smith.

See titles.

ages Use when deemed relevant to the situation. If someone is quoted as saying, I’m too old to get another job, the age is relevant. Generally, use ages for profiles, obituaries, significant career milestones and achievements unusual for the age. Use ages for people commenting or providing information only if their age is relevant to their comments (e.g., a teenager’s comment on video games aimed at that age group). Appropriate background, such as a parent of two young children or a World War II veteran, may suffice instead of the actual age. 

Always use figures. The girl is 15 years old; the law is 8 years old; the 101-year-old house. When the context does not require years or years old, the figure is presumed to be years.

Use hyphens for ages expressed as adjectives before a noun or as substitutes for a noun.

Examples: A 5-year-old boy, but the boy is 5 years old. The boy, 7, has a sister, 10. The woman, 26, has a daughter 2 months old. The race is for 3-year-olds. The woman is in her 30s (no apostrophe).

See also boy, girl, infant, youth, numerals and elderly.

See comma in punctuation guidelines.

aggregator A website or feed that amasses content from other sources and assembles it in a form digestible to its users.

agnostic, atheist An agnostic is a person who believes it is impossible to know whether there is a God.

An atheist is a person who believes there is no God.

A.H. Belo Corp. Owner of The Dallas Morning News and the Denton Record-Chronicle in Texas. Headquarters is in Dallas.

aid, aide Aid is assistance.

An aide is a person who serves as an assistant.

aide-de-camp, aides-de-camp A military officer who serves as assistant and confidential secretary to a superior.

AIDS Acceptable in all references for acquired immune deficiency syndrome, sometimes called acquired immunodeficiency syndrome.

AIDS is a disease that weakens the immune system, gradually destroying the body’s ability to fight infections and certain cancers. It is caused by human immunodeficiency virus, or HIV. (HIV virus is redundant.)

HIV is spread most often through sexual contact; contaminated needles or syringes shared by drug abusers; infected blood or blood products; and from infected women to their babies at birth or through breast-feeding.

Several types of tests are available for HIV. One is a blood test that looks for antibodies the body has made to defend against HIV. Other tests look for parts of the virus itself in blood. Use the HIV/AIDS construction with care. People can be infected with the virus and not have AIDS; they do not have AIDS until they develop serious symptoms. Many remain infected but apparently healthy for years.

ain’t A dialectical or nonstandard contraction. Use it only in quoted matter or special contexts.

air bag Two words.

air base Two words. Follow the practice of the U.S. Air Force, which uses air force base as part of the proper name for its bases in the United States and air base for its installations abroad. Some bases have become joint bases with other services.

On second reference: the Air Force base, the air base, or the base.

Do not abbreviate, even in datelines:

LACKLAND AIR FORCE BASE, Texas (AP) —

JOINT BASE ANDREWS, Md. 

(AP) —

Air Canada Headquarters of this airline is in Saint-Laurent, Canada.

Air China Headquarters of this airline is in Beijing.

air-condition, air-conditioned (v. and adj.) The nouns are: air conditioner, air conditioning.

aircraft names Use a hyphen when changing from letters to figures; no hyphen when adding a letter after figures.

Some examples of aircraft: B-1, C-5A, FH-227, F-15 Eagle, F-16 Falcon, MiG-29, Tu-154, Il-96, Boeing 737-800, 747, 747B. Airbus A380, A380F (no hyphen) is an exception.

This hyphenation principle is the one used most frequently by manufacturers and users. Apply it in all cases for consistency. For other elements of a name, use the form adopted by the manufacturer or user. If in doubt, consult IHS Jane’s All the World’s Aircraft.

NO QUOTES: Do not use quotation marks for aircraft with names: Air Force One, the Spirit of St. Louis.

AVOID PROMOTIONAL NAMES: Boeing 787, not Dreamliner.

PLURALS: 747s. But: 747B’s. (As noted in plurals, the apostrophe is used in forming the plural of a single letter.)

SEQUENCE: Use Arabic figures to establish the sequence of aircraft, spacecraft and missiles: Apollo 10. Do not use hyphens.

See numerals.

aircraft terms Use engine, not motor, for the units that propel aircraft: a twin-engine plane (not twin engined).

Use jet plane or jetliner to describe only those aircraft driven solely by jet engines. Use turboprop to describe an aircraft on which the jet engine is geared to a propeller. Turboprops sometimes are called propjets.

See engine, motor.

airfare One word.

air force Capitalize when referring to U.S. forces: the U.S. Air Force, the Air Force, Air Force regulations. Do not use the abbreviation USAF.

Congress established the Army Air Forces (note the s) in 1941. Prior to that, the air arm was known as the U.S. Army Air Corps. The U.S. Air Force (no s) was created as a separate service in 1947.

Use lowercase for the forces of other nations: the Israeli air force.

This approach has been adopted for consistency, because many foreign nations do not use air force as the proper name.

See military academies and military titles.

air force base See air base.

Air Force One The Air Force applies this name to any of its aircraft the president of the United States may be using.

In ordinary usage, however, Air Force One is the name of the Air Force plane normally reserved for the president’s use.

Air France Corporate name is Air France-KLM. Headquarters of this airline is in Roissy, France.

Air India Headquarters of this airline is in Mumbai, India.

airline, airlines Capitalize airlines, air lines and airways when used as part of a proper airline name.

Companies that use Airlines in the title include American, Hawaiian, Japan, Southwest and United.

Companies that use Airways include British, JetBlue and Qantas.

Delta uses Air Lines.

Companies that use none of these include Aer Lingus, Aeromexico, Air Canada, Air France, Air India, Alitalia, Emirates, Iberia and Virgin America.

On second reference, use just the proper name (Delta), an abbreviation if applicable, or the airline. Acceptable abbreviations are ANA for All Nippon Airways, BA for British Airways and JAL for Japan Airlines. Use airlines when referring to more than one line.

Do not use air line, air lines or airways in generic references to an airline.

Major U.S. airlines, where they are headquartered, and their parent companies, where applicable:

Alaska Airlines, Seattle, owned by Alaska Air Group Inc.

Allegiant Air, Las Vegas, owned by Allegiant Travel Co.

American Airlines, Fort Worth, Texas, owned by American Airlines Group Inc. See American Airlines.

Delta Air Lines Inc., Atlanta

Hawaiian Airlines, Honolulu, owned by Hawaiian Holdings Inc.

JetBlue Airways Corp., New York

Mesa Air Group Inc., Phoenix

Republic Airways, Indianapolis, owned by Republic Airways Holdings Inc.

SkyWest Inc., St. George, Utah

Southwest Airlines Co., Dallas

Spirit Airlines Inc., Miramar, Fla.

United Airlines, Chicago, owned by United Continental Holdings Inc. See United Airlines.

Virgin America Inc., Burlingame, Calif.

Major international airlines, where they are headquartered, and their parent companies, where applicable:

Air Canada, Saint-Laurent, Quebec

Air China Ltd., Beijing

Air France, Roissy, France, owned by Air France-KLM

Alitalia, Rome

All Nippon Airways Co. Ltd., Tokyo

Avianca Airlines, Bogota, Columbia, owned by Avianca Holdings S.A.

British Airways PLC, Hounslow, England, owned by International Consolidated Airlines Group S.A.

Cathay Pacific Airways Ltd., Hong Kong

China Eastern Airlines Corp., Shanghai

China Southern Airlines Co., Guangzhou, China

Copa Airlines, Panama City, Panama, owned by Copa Holdings, S.A.

Emirates, Dubai, United Arab Emirates, owned by The Emirates Group

Etihad Airways, Abu Dhabi, United Arab Emirates

Iberia, Madrid, owned by International Consolidated Airlines Group S.A.

Japan Airlines Corp., Tokyo

KLM Royal Dutch Airlines, Amstelveen, Netherlands, owned by Air France-KLM

Korean Airlines Co. Ltd., Seoul, South Korea

LAN Airlines, Santiago, Chile, part of the LATAM Airlines Group S.A.

Lufthansa, Cologne, Germany, owned by Deutsche Lufthansa AG

Malaysia Airlines, Subang, Malaysia, owned by Malaysia Airlines System Berhad

Qantas Airways Ltd., Mascot, Australia

Qatar Airways, Doha, Qatar, owned by Qatar Airways Company Q.C.S.C.

Ryanair Holdings PLC, Dublin

Singapore Airlines, Singapore

TAM Airlines, Santiago, Chile, part of the LATAM Airlines Group S.A.

Thai Airways International PLC, Bangkok

Turkish Airlines, Istanbul

Virgin Atlantic Airways Ltd., Crawley, England

WestJet Airlines Ltd. Calgary, Canada

airmail 

airman See military titles.

Air National Guard 

airport Capitalize as part of a proper name: LaGuardia Airport, O’Hare International Airport.

The first name of an individual and the word international may be deleted from a formal airport name while the remainder is capitalized: John F. Kennedy International Airport, Kennedy International Airport, or Kennedy Airport. Use whichever is appropriate in the context.

Do not make up names, however. There is no Boston Airport, for example. The Boston airport (lowercase airport) would be acceptable if for some reason the proper name, Logan International Airport, were not used.

airsoft gun A gun that commonly shoots plastic spheres, typically propelled by compressed air or springs. Pellet gun is acceptable on first reference.

airstrike 

airtight 

air traffic controller No hyphen.

airways The system of routes that the federal government has established for airplane traffic.

See the airline, airlines entry for its use in carriers’ names.

aka Abbreviation for also known as.

Alabama Abbreviate Ala. in datelines only; spell out in stories. Postal code: AL 

See state names.

Al-Aqsa The mosque completed in the eighth century atop the Haram al-Sharif, or Noble Sanctuary, in the Old City of Jerusalem; Arabs also use Al-Aqsa to refer to the whole area, which houses the Dome of the Rock shrine, too. To Jews the area is known as the Temple Mount, the site of the ancient Jewish temples.

alarms Avoid referring to a fire in terms of the number of “alarms,” which may mean little to a distant reader. Depending on the city or town, a two-alarm fire could involve widely varying numbers of firefighters. Instead, specify the number of firefighters or quantity of equipment.

Alaska Do not abbreviate in datelines or stories. Largest land area of the 50 states. Postal code: AK 

See state names.

Alaska Air Group Inc. Headquarters of this airline is in Seattle. Alaska Airlines is subsidiary.

Alaska Native See Indians.

Alaska Standard Time The time zone used in all of Alaska, except the western Aleutian Islands and St. Lawrence Island, which are on Hawaii-Aleutian Standard Time.

There is also an Alaska Daylight Time.

See time zones.

Alberta A province of western Canada. Do not abbreviate.

See datelines.

albino, albinos 

Alcoa Inc. Formerly named Aluminum Company of America. Alcoa also is a city in Tennessee.

alcoholic Use recovering, not reformed, in referring to those who have the disease of alcoholism.

Alcoholics Anonymous AA is acceptable on second reference.

alderman Do not abbreviate. See legislative titles.

alert See weather terms.

Alibaba Group Holding Ltd. Chinese e-commerce site owner that raised a record $25 billion in an initial public offering of stock completed in September 2014. Its websites include Taobao, Tmall and Alibaba. Yahoo Inc. acquired a large stake in Alibaba for $1 billion in 2005. After selling some of its Alibaba stock in 2012 and 2014, Yahoo announced plans in January 2015 to spin off its remaining 15 percent stake into a newly created holding company.

A-list 

Alitalia Airlines Headquarters of this airline is in Rome.

Al-Jazeera Pan-Arab satellite television news network based in Doha, Qatar.

all- Use a hyphen:

all-around (not all-round)

all-clear

all-out

all-star

See all right and the all time, all-time entries.

Allah The Arabic word for God. The word God should be used, unless the Arabic name is used in a quote written or spoken in English.

Allahu akbar The Arabic phrase for God is great.

allege The word must be used with great care.

Some guidelines:


	— Avoid any suggestion that the writer is making an allegation.

	— Specify the source of an allegation. In a criminal case, it should be an arrest record, an indictment or the statement of a public official connected with the case.

	— Use alleged bribe or similar phrase when necessary to make it clear that an unproved action is not being treated as fact. Be sure that the source of the charge is specified elsewhere in the story.

	— Avoid, where possible, alleged victim. It is too easily construed as skepticism of a victim’s account.

	— Avoid redundant uses of alleged. It is proper to say: The district attorney alleged that she took a bribe. Or: The district attorney accused her of taking a bribe. But not: The district attorney accused her of allegedly taking a bribe.


	— Do not use alleged to describe an event that is known to have occurred, when the dispute is over who participated in it. Do not say: He attended the alleged meeting when what you mean is: He allegedly attended the meeting.


	— Do not use alleged as a routine qualifier. Instead, use a word such as apparent, ostensible or reputed.



For guidelines on related words, see accused; arrest; and indict.

Allegheny Mountains Or simply: the Alleghenies.

Allegiant Air Airline is owned by Allegiant Travel Co. Headquarters is in Las Vegas.

alley Do not abbreviate. See addresses.

allies, allied Capitalize allies or allied only when referring to the combination of the United States and its Allies during World War I or World War II: The Allies defeated Germany. He was in the Allied invasion of France.

All Nippon Airways Headquarters of this airline is in Tokyo.

all right Never alright. Hyphenate only if used colloquially as a compound modifier: He is an all-right guy.

all-terrain vehicle ATV is acceptable on second reference.

all time, all-time An all-time high, but the greatest runner of all time.

Avoid the redundant phrase all-time record.

allude, refer To allude to something is to speak of it without specifically mentioning it.

To refer is to mention it directly.

allusion, illusion Allusion means an indirect reference: The allusion was to his opponent’s war record.

Illusion means an unreal or false impression: The scenic director created the illusion of choppy seas.

alma mater 

Alphabet Inc. See Google.

al-Qaida Muslim militant group founded by Osama bin Laden that carried out the attacks in the United States on Sept. 11, 2001. Bin Laden was killed by U.S. forces in Pakistan in May 2011. Al-Qaida’s current leader is Ayman al-Zawahri.

Affiliated groups include:

al-Qaida in the Arabian Peninsula, operating in Yemen and Saudi Arabia.

Nusra Front, operating in Syria.

al-Qaida in the Islamic Maghreb, operating in the Sahel region, a region along the Sahara Desert stretching across North Africa.

Khorasan group, an al-Qaida cell that the United States says operated in Syria to plot attacks on the U.S.

Al-Quds The Arabic name for Jerusalem; it means the holy.

al-Shabab The preferred spelling for the Somali militant group.

also-ran (n.)

altar, alter An altar is a tablelike platform used in a religious service.

To alter is to change.

Altria Group Inc. Headquarters is in Richmond, Virginia.

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.

Alzheimer’s disease A progressive, irreversible neurological disorder and the most common form of dementia. Most victims are older than 65, but Alzheimer’s can strike in the 40s or 50s.

Symptoms include gradual memory loss, impairment of judgment, disorientation, personality change, difficulty in learning and loss of language skills.

No cure is known.

AM Acceptable in all references to the amplitude modulation system of radio transmission.

ambassador Use for both men and women. Capitalize as a formal title before a name.

See titles.

Amber Alert A procedure for rapidly publicizing the disappearance of a child.

amendments to the Constitution Use First Amendment, 10th Amendment, etc.

Colloquial references to the Fifth Amendment’s protection against self-incrimination are best avoided, but where appropriate: He took the Fifth seven times.

American An acceptable description for a citizen of the United States.

American Airlines Headquarters is in Fort Worth, Texas. Parent company is American Airlines Group Inc. The company is the result of the 2013 merger of AMR Corp. and US Airways Group. It has phased out the US Airways name and flies as American Airlines.

American Baptist Association See Baptist churches in Religion chapter.

American Baptist Churches in the U.S.A. See Baptist churches in Religion chapter.

American Bar Association ABA is acceptable on second reference. Also: the bar association, the association.

Headquarters is in Chicago.

American Broadcasting Cos. See ABC.

American Civil Liberties Union ACLU is acceptable on second reference.

Headquarters is in New York.

American depositary receipt A negotiable certificate representing a foreign company’s equity or debt. ADR is acceptable on second reference.

American depositary share A security issued by a foreign company representing an ownership interest in that company. It can represent a fixed number of securities on deposit, or a fraction of them. ADS is acceptable on second reference.

American Express Co. Headquarters is in New York.

American Federation of Government Employees Use this full name on first reference to prevent confusion with other unions that represent government workers. AFGE is acceptable on second reference.

Headquarters is in Washington.

American Federation of Labor and Congress of Industrial Organizations AFL-CIO is acceptable in all references.

Headquarters is in Washington.

American Federation of Musicians Use this full name on first reference.

The shortened form Musicians’ union is acceptable on second reference.

Headquarters is in New York.

American Federation of State, County and Municipal Employees Use this full name on first reference to prevent confusion with other unions that represent government workers. AFSCME is acceptable on second reference.

Headquarters is in Washington.

American Federation of Teachers Use this full name on first reference to prevent confusion with other unions that represent teachers. AFT is acceptable on second reference.

Headquarters is in Washington.

American Hospital Association AHA is acceptable on second reference. Also: the hospital association, the association.

Headquarters is in Chicago.

American International Group Inc. AIG is acceptable on second reference. Headquarters is in New York.

Americanisms Words and phrases that have become part of the English language as spoken in the United States are listed with a star in Webster’s New World College Dictionary.

Most Americanisms are acceptable in news stories, but let the context be the guide.

American Legion Capitalize also the Legion in second reference. Members are Legionnaires, just as members of the Lions Club are Lions.

Legion and Legionnaires are capitalized because they are not being used in their common noun sense. A legion (lowercase) is a large group of soldiers or, by derivation, a large number of items: His friends are legion. A legionnaire (lowercase) is a member of such a legion.

See fraternal organizations and service clubs.

American Medical Association AMA is acceptable on second reference. Also: the medical association, the association.

Headquarters is in Chicago.

American Newspaper Publishers Association See Newspaper Association of America.

American Petroleum Institute API is acceptable on second reference.

Headquarters is in Washington.

American Postal Workers Union This union represents clerks and similar employees who work inside post offices.

Use the full name on first reference to prevent confusion with the National Association of Letter Carriers. The shortened form Postal Workers union is acceptable on second reference.

Headquarters is in Washington.

American Press Institute API is acceptable on second reference.

Headquarters is in Arlington, Virginia.

American Society for the Prevention of Cruelty to Animals This organization is limited to the five boroughs of New York City and neighboring Suffolk County in providing animal adoption services, although it has offices elsewhere that offer legal advice and other services to other animal welfare organizations. ASPCA is acceptable on second reference.

See Society for the Prevention of Cruelty to Animals.

American Society of Composers, Authors and Publishers ASCAP is acceptable on second reference.

Headquarters is in New York.

AmeriCorps

amid Not amidst.

ammunition See weapons.

amnesty See pardon, parole, probation.

amok Not amuck.

among, between The maxim that between introduces two items and among introduces more than two covers most questions about how to use these words: The funds were divided among Ford, Carter and McCarthy.

However, between is the correct word when expressing the relationships of three or more items considered one pair at a time.

As with all prepositions, any pronouns that follow these words must be in the objective case: among us, between him and her, between you and me.

ampersand (&) Use the ampersand when it is part of a company’s formal name or composition title: House & Garden, Procter & Gamble, Wheeling & Lake Erie Railway.

The ampersand should not otherwise be used in place of and, except for some accepted abbreviations: B&B, R&B.

amplitude modulation AM is acceptable in all references.

a.m., p.m. Lowercase, with periods. Avoid the redundant 10 a.m. this morning.

Amsterdam The city in the Netherlands stands alone in datelines.

Amtrak This acronym, drawn from the words American travel by track, may be used in all references to the National Railroad Passenger Corp. Do not use AMTRAK.

The corporation was established by Congress in 1970 to take over intercity passenger operations from railroads that wanted to drop passenger service. Amtrak contracts with railroads for the use of their tracks and of certain other operating equipment and crews.

Amtrak is subsidized in part by federal funds appropriated yearly by Congress and administered through the Department of Transportation.

Amtrak headquarters is in Washington.

AMVETS Acceptable in all references for American Veterans, the organization formerly known as American Veterans of World War II, Korea, and Vietnam.

Headquarters is in Washington.

anchor, anchorman, anchorwoman, co-anchor 

anemia, anemic 

Android An operating system created by Google that’s used in many smartphones and tablets.

Anglo- Always capitalized. No hyphen when the word that follows is in lowercase:

Anglomania

Anglophile

Anglophobe

Use a hyphen when the word that follows is capitalized:

Anglo-American

Anglo-Catholic

Anglo-Indian

Anglo-Saxon

angry At someone or with someone.

animals Do not apply a personal pronoun to an animal unless its sex has been established or the animal has a name: The dog was scared; it barked. Rover was scared; he barked. The cat, which was scared, ran to its basket. Susie the cat, who was scared, ran to her basket. The bull tosses his horns.

Capitalize the name of a specific animal, and use Roman numerals to show sequence: Bowser, Whirlaway II.

For breed names, follow the spelling and capitalization in Webster’s New World College Dictionary. For breeds not listed in the dictionary, capitalize words derived from proper nouns; use lowercase elsewhere: basset hound, Boston terrier.

animal welfare activist Use instead of animal rights activist.

anniversary Avoid first anniversary, the redundant one-year anniversary and terms such as six-month anniversary (or other time spans less than a year). Similarly, avoid first annual.

anno Domini See A.D.

annual An event cannot be described as annual until it has been held in at least two successive years.

Do not use the term first annual. Instead, note that sponsors plan to hold an event annually.

annual meeting Lowercase in all uses.

anonymous sources Whenever possible, we pursue information on the record. When a source insists on background or off-the-record ground rules, we must adhere to a strict set of guidelines.

Under AP’s rules, material from anonymous sources may be used only if:


	— The material is information and not opinion or speculation, and is vital to the news report.

	— The information is not available except under the conditions of anonymity imposed by the source.

	— The source is reliable, and in a position to have accurate information.



Reporters who intend to use material from anonymous sources must get approval from their news managers.

Explain in the story why the source requested anonymity. And, when it’s relevant, describe the source’s motive for disclosing the information.

The story also must provide attribution that establishes the source’s credibility; simply quoting a source is not allowed. Be as descriptive as possible about the source of information. If space is limited, use source as a last resort. Official or similar word will often suffice, including in headlines. See source.

Examples:

Speaking on customary condition of anonymity in line with government rules, the official said the two sides were engaged “in very fierce” battles near the border crossing, and that one woman was wounded by a stray bullet.

Incorrect: Granting anonymity “on customary condition  . . .    in line with government rules”  is insufficient. Readers need a plausible explanation of such a condition, and why we’re accepting it. For instance, “The rules of the official’s job did not allow him to be quoted by name.” 

A security official, who requested anonymity because of the sensitivity of the case, said the suspect was monitoring and recording the movements of tourists before his arrest in July.

Incorrect: Explanation: First, we grant anonymity only to those who insist on it, not those who request it. Second, granting anonymity because of the sensitivity of the case is insufficient explanation. Did the official insist on anonymity because he was not allowed to speak with reporters? Because he was not authorized to release information in advance of a public announcement of details of the case?

Speaking privately, a senior Foreign Ministry official said any further increase in tension could strengthen “warlike” sentiment on both sides and make a resolution of the problem even more difficult.

Incorrect: Speaking privately isn’t the same thing as insisting on anonymity, so we cannot use the privately explanation. Moreover, the official is speculating on something that might happen. We grant anonymity for factual information, not speculation or opinion.

Sometimes a government or corporation intentionally leaks information, but insists we publish it attributed to an anonymous official. If we cannot convince the government or company to go on the record, it’s best to use a formulation that implies that the release of the information was official, even though anonymous. For instance: . . . according to the official, who insisted on anonymity because he was not allowed to use his own name in releasing the findings.” 

For additional guidance, see Statement of News Values.

another Another is not a synonym for additional; it refers to an element that somehow duplicates a previously stated quantity.

Right: Ten people took the test; another 10 refused.

Wrong: Ten people took the test; another 20 refused.

Right: Ten people took the test; 20 others refused.

Antarctic, Antarctica, Antarctic Ocean 

ante- The rules in prefixes apply, but in general, no hyphen. Some examples:

antebellum

antedate

anthems See composition titles. Lowercase the term national anthem.

anti- Hyphenate all except the following words, which have specific meanings of their own:

antibiotic

			antibody

			anticlimax

			antidepressant

			antidote

			antifreeze

			antigen

			antihistamine

			antiknock

			antimatter

			antimony

			antiparticle*

			antipasto

			antiperspirant

			antiphon

			antiphony

			antipollution

			antipsychotic

			antiseptic

			antiserum

			antithesis

			antitoxin

			antitrust

  antitussive

*And similar terms in physics such as antiproton.

This approach has been adopted in the interests of readability and easily remembered consistency.

It’s anti-lock in Webster’s New World College Dictionary. But note these Stylebook exceptions to Webster’s spellings:

anti-abortion

anti-aircraft

anti-labor

anti-social

anti-war

See Antichrist, anti-Christ in Religion chapter.

anticipate, expect Anticipate means to expect and prepare for something; expect does not include the notion of preparation:

They expect a record crowd. They have anticipated it by adding more seats to the auditorium.

antitrust Any law or policy designed to encourage competition by curtailing monopolistic power and unfair business practices.

anti-virus, anti-spyware 

anybody, any body, anyone, any one One word for an indefinite reference: Anyone can do that.

Two words when the emphasis is on singling out one element of a group: Any one of them may speak up.

AOL Acceptable for AOL Inc. In business stories about the company, AOL Inc. should be used in at least one reference. The internet company was spun off from Time Warner Inc. in 2009. Headquarters is in New York. Do not use its former name, America Online.

AP Acceptable on second reference for The Associated Press.

On second reference, AP or the AP (no capital on the) may be used.

See Associated Press.

API Abbreviation for application programming interface. A programming interface that a website or a piece of software uses to allow other websites or software to interact with it. API acceptable on second reference.

apostolic delegate, papal nuncio An apostolic delegate is a Roman Catholic diplomat chosen by the pope to be his envoy to the church in a nation that does not have formal diplomatic relations with the Vatican.

A papal nuncio is the pope’s envoy to a nation with which the Vatican has diplomatic relations.

apostrophe (’) See entry in Punctuation section.

app Short for application and acceptable on first reference. A program that runs inside another service. Many cellphones, tablets, operating systems and web browsers allow apps to be downloaded to give the user access to additional functions.

Appalachia In the broadest sense, the word applies to the entire region along the Appalachian Mountains, which extend from Maine into northern Alabama.

In a sense that often suggests economic depression and poverty, the reference is to sections of eastern Tennessee, eastern Kentucky, southeastern Ohio and the western portion of West Virginia.

The Appalachian Regional Commission, established by federal law in 1965, has a mandate to foster development in 397 counties in 13 states  — all of West Virginia and parts of Alabama, Georgia, Kentucky, Maryland, Mississippi, New York, North Carolina, Ohio, Pennsylvania, South Carolina, Tennessee and Virginia.

When the word Appalachia is used, specify the extent of the area in question.

Appalachian Mountains Or simply: the Appalachians.

appeals court See U.S. Court of Appeals.

Apple Inc. Headquarters is in Cupertino, California.

appreciation Increase in value of property, as opposed to depreciation.

approve See adopt, approve, enact, pass.

April Fools’ Day 

APTN, AP Radio Do not refer to these units of The Associated Press as if they were separate entities. Say Alexander Barbosa told the AP [not APTN] in Rio de Janeiro; AP [not APTN] video journalist John Smith contributed to this report. See Associated Press.

Arab Spring Wave of pro-democratic protests, revolutions and civil wars that have swept some Arab nations since 2011.

Arabic names In general, use an English spelling that approximates the way a name sounds in Arabic.

If an individual has a preferred spelling in English, use that. If usage has established a particular spelling, use that.

Problems in transliteration of Arabic names often are traceable to pronunciations that vary from region to region. The g, for example, is pronounced like the g of go mainly in Egypt, and the j of joy in the rest of the Arab world. Thus it is Gamal in Egypt and Jamal in nations on the peninsula. Follow local practice in deciding which letter to use.

Arabs commonly are known by two names (Hassan Nasrallah), or by three (Mohammed Mahdi Akef). Follow the individual’s preference on first reference. On second reference, use only the final name in the sequence.

The articles al- or el- may be used or dropped depending on the person’s preference or established usage. (Ayman al-Zawahri, al-Zawahri, or Moammar Gadhafi, Gadhafi). The article al- or el- should not be capitalized.

The Arabic word for son (ibn or bin) is sometimes part of a name. On second reference, it is often dropped, using only the final name. In cases of personal preference or common usage, it should be retained. (Osama bin Laden, bin Laden; Abdul-Aziz bin Baz, bin Baz).

The word abu or abou, meaning father of, occasionally is used as a last name (Abdel-Halim Abou Ghazala). Capitalize and repeat it on second reference: Abou Ghazala.

The word abdul, meaning “servant of (God),” generally does not stand alone as a name, except sometimes in South Asia and Afghanistan. It is used in combination with a second name (an Arabic word for an attribute of God). This combination should be hyphenated, unless the individual prefers otherwise, and capitalized (Adil Abdul-Mahdi, Abdul-Mahdi). In Egypt and some other countries, Abdul is often written Abdel, reflecting local pronunciation.

For royalty, the titles king, emir, sheikh and imam are used, but prince usually replaces emir. Some Arabs are known only by the title and a given name on first reference (King Abdullah). Others are known by a complete name (Sheikh Mohammed bin Rashid Al Maktoum). Follow the common usage on first reference. On second reference, drop the title and use only the first name (Abdullah, Mohammed). The full names of many Gulf royals include the word Al, which in their case should be capitalized without a hyphen since it means family of.

The al should be capitalized in front of most Muslim and Arab institutions, universities, newspapers and major mosques, as in Al-Azhar, the university in Cairo; Al-Aqsa, the Jerusalem mosque, the newspaper Al-Ahram and the satellite television news network Al-Jazeera.

Arabic numerals The numerical figures 0, 1, 2, 3, 4, 5, 6, 7, 8, 9.

In general, use Arabic forms unless denoting the sequence of wars or establishing a personal sequence for people or animals. See Roman numerals.

Separate entries list more details and examples. For a full list, see numerals.

arbitrage Buying currencies, commercial bills or securities in one market and selling them at the same time in another to make a profit on the price discrepancy.

 arbitrate, mediate Both terms are used in reports about labor negotiations, but they should not be interchanged.

One who arbitrates hears evidence from all people concerned, then hands down a decision.

One who mediates listens to arguments of both parties and tries by the exercise of reason or persuasion to bring them to an agreement.

arch- No hyphen after this prefix unless it precedes a capitalized word:

archbishop

archenemy

arch-Republican

archrival

archaeology 

arctic Lowercase for adjective meaning frigid; capitalize for region around the North Pole. Arctic Circle, arctic fox, Arctic Ocean

area codes See telephone numbers.

Argentine The preferred term for the people and culture of Argentina.

Arizona Abbreviate Ariz. in datelines only; spell out in stories. Postal code: AZ

See state names.

Arkansas Abbreviate Ark. in datelines only; spell out in stories. Postal code: AR 

See state names.

army Capitalize when referring to U.S. forces: the U.S. Army, the Army, Army regulations. Do not use the abbreviation USA.

Use lowercase for the forces of other nations: the French army.

This approach has been adopted for consistency, because many foreign nations do not use army as the proper name.

See military academies and military titles.

arrest To avoid any suggestion that someone is being judged before a trial, do not use a phrase such as arrested for killing. Instead, use arrested on a charge of killing. If a charge hasn’t been filed, arrested on suspicion of, or a similar phrase, should be used.

For guidelines on related words, see accused; allege; and indict.

arrive It requires the preposition at. Do not omit, as airline dispatchers often do in: He will arrive LaGuardia.

artifact 

artillery See weapons.

artworks Lowercase impressionism, modernism and other art styles and movements unless used in formal titles of shows or exhibits with quotation marks. Exception: Bauhaus is capitalized as the name of a school. Gothic, Renaissance and other historical periods are capitalized for art and architecture from those ages. Titles of paintings are enclosed in quotes: “Mona Lisa.”  Sculptures are capitalized without quotes: The Thinker, Michelangelo’s Pieta.

See composition titles.

as See like, as.

ASCII An acronym for American Standard Code for Information Interchange. A numeric code used to represent the letters of the Roman alphabet, numbers and punctuation marks. Use of the acronym on first reference is acceptable if it is identified as a code.

ashtray 

Asian-American A person of Asian birth or descent who lives in the U.S. When possible, refer to a person’s country of origin. For example: Filipino-American or Indian-American. Follow the person’s preference. See nationalities and races and race.

Asian, Asiatic Use Asian or Asians when referring to people.

Some Asians regard Asiatic as offensive when applied to people.

Asian subcontinent In popular usage the term applies to Bangladesh, Bhutan, India, Nepal, Pakistan, Sikkim and the island nation of Sri Lanka (formerly Ceylon) at the southeastern tip of India.

For definitions of the terms that apply to other parts of Asia, see Far East; Middle East; and Southeast Asia.

Asperger’s syndrome After Hans Asperger, an Austrian pediatrician. A milder form of autism, once a separate diagnosis but now part of a broader term called “autism spectrum disorder.” People with this condition can have high intelligence and narrow, sometimes obsessive interests but lack social skills.

assassin, killer, murderer An assassin is one who kills a politically important or prominent person.

A killer is anyone who kills with a motive of any kind.

A murderer is one who is convicted of murder in a court of law.

Preferred use: Joe Smith was convicted of second-degree murder.

See execute and the homicide, murder, manslaughter entry.

assassination Use the term only if it involves the murder of a politically important or prominent individual by surprise attack.

assassination, date of A prominent person is shot one day and dies the next. Which day was he assassinated? The day he was attacked.

assault, battery Assault almost always implies physical contact and sudden, intense violence.

Legally, however, assault means simply to threaten violence, as in pointing a pistol at an individual without firing it. Assault and battery is the legal term when the victim was touched by the assaulter or something the assaulter put in motion.

assembly Capitalize when part of the proper name for the lower house of a legislature: the California Assembly. Retain capitalization if the state name is dropped but the reference is specific:

SACRAMENTO, Calif. (AP) — The state Assembly . . . 

If a legislature is known as a general assembly: the Missouri General Assembly, the General Assembly, the assembly. Legislature also may be used as the proper name, however. See legislature.

Lowercase all plural uses: the California and New York assemblies.

assemblyman, assemblywoman Do not abbreviate. See legislative titles.

assets Everything a company or an individual owns or is owed.

Assets may be broken down as:

Current assets: cash, investments, money due to a corporation, unused raw materials and inventories of finished but unsold products.

Fixed assets: buildings, machinery and land.

Intangible assets: patents and goodwill.

See goodwill.

asset-backed security A financial security backed by loans, leases, credit-card debt, royalties, a company’s accounts receivables, etc. ABS should not be used in copy.

asset, fixed Plant, land, equipment, long-term investments that cannot be readily liquefied without disturbing the operation of the business.

assistant Do not abbreviate. Capitalize only when part of a formal title before a name: Assistant Secretary of State Richard Boucher. Whenever practical, however, an appositional construction should be used: Richard Boucher, assistant secretary of state.

See titles.

associate Never abbreviate. Apply the same capitalization norms listed under assistant.

Associated Press, The The newsgathering cooperative dating from 1846.

Use The Associated Press on first reference (the capitalized article is part of the formal name).

On second reference, AP or the AP (no capital on the) may be used.

Do not refer to APTN and AP Radio, units of the AP, as if they were separate entities. Say Alexander Barbosa told the AP [not APTN] in Rio de Janeiro; AP [not APTN] video journalist John Smith contributed to this report.

The address is 450 W. 33rd St., New York, NY 10001. The telephone number is 212-621-1500.

Online: http://www.ap.org

See AP.

Association Do not abbreviate. Capitalize as part of a proper name: American Medical Association.

assure See ensure, insure, assure.

asterisk Do not use the symbol. It rarely translates and in many cases cannot be seen by AP computers or received by newspaper or other computers.

astronaut It is not a formal title. Do not capitalize when used before a name: astronaut John Glenn.

AT&T Inc. The full name of the business formerly known as American Telephone & Telegraph Co. AT&T was acquired in 2005 by its former subsidiary, SBC Communications Inc., which renamed itself AT&T. Headquarters is in Dallas.

atheist See agnostic, atheist.

athlete’s foot 

Atlanta The city in Georgia stands alone in datelines.

Atlantic Ocean 

Atlantic Standard Time, Atlantic Daylight Time Used in the Maritime Provinces of Canada and in Puerto Rico.

See time zones.

at large Usually two words for an individual representing more than a single district: councilman at large.

But it is ambassador-at-large for an ambassador assigned to no particular country.

ATM Acceptable in all references for automated teller machine.

Do not use the redundant ATM machine.

attache It is not a formal title. Always lowercase.

attorney general, attorneys general Never abbreviate. Capitalize only when used as a title before a name: Attorney General Eric Holder.

See titles.

attorney, lawyer In common usage the words are interchangeable.

Technically, however, an attorney is someone (usually, but not necessarily, a lawyer) empowered to act for another. Such an individual occasionally is called an attorney in fact.

A lawyer is a person admitted to practice in a court system. Such an individual occasionally is called an attorney at law.

Do not abbreviate. Do not capitalize unless it is an officeholder’s title: defense attorney Perry Mason, attorney Perry Mason, District Attorney Hamilton Burger.

Power of attorney is a written statement legally authorizing a person to act for another.

See lawyer.

attribution AP news reports must attribute facts not gathered or confirmed on our own, whether the pickup is from a newspaper, website, broadcaster or blog, U.S. or international, AP member or subscriber. AP reports must also credit other organizations when they break a story and AP matches or further develops it. News from a government, agency, organization, company or other recognized group may be attributed to that entity on first reference in the story: the White House announced. In a follow-up attribution, specify whether the information came from a spokesman or other named official or in a news release.

augur A transitive verb. Do not follow it with the preposition for. Correct: The tea leaves augur a time of success.

“Auld Lang Syne”  Sung to greet the New Year, poem by Robert Burns set to Scottish music.

autism spectrum disorder An umbrella term for a group of developmental disorders that can involve varying degrees of language and social impairments, and repetitive behaviors. It encompasses mild autism and the more classic form. Acceptable to use the term autism in stories. See Asperger’s syndrome.

author A noun used for both men and women. Do not use it as a verb.

automaker, automakers 

automatic See pistol and weapons.

Auto Train Rail service that carries passengers and their cars. Owned and operated by Amtrak.

autoworker, autoworkers One word when used generically.

But United Auto Workers when referring to the union.

autumn See seasons.

avatar A version of yourself that you put forward in an online or video game setting. Sometimes bears a strong resemblance to the user; at other times, it is used to highlight a company or organization’s brand, make a political statement or act out fantasies of a wished-for identity.

avenue Abbreviate only with a numbered address. See addresses.

average, mean, median, norm Average refers to the result obtained by dividing a sum by the number of quantities added together: The average of 7, 9, 17 is 33 divided by 3, or 11.

Mean, in its sense used in arithmetic and statistics, is an average and is determined by adding the series of numbers and dividing the sum by the number of cases: The mean temperature of five days with temperatures of 67, 62, 68, 69, 64 is 66.

Median is the middle number of points in a series arranged in order of size: The median grade in the group of 50, 55, 85, 88, 92 is 85. The average is 74.

Norm implies a standard of average performance for a given group: The child was below the norm for his age in reading comprehension.

average of The phrase takes a plural verb in a construction such as: An average of 100 new jobs are created daily.

averse See adverse, averse.

Avianca Headquarters of this airline is in Bogota, Colombia.

aviator Use for both men and women.

awards and decorations Capitalize them: Bronze Star, Medal of Honor, etc.

See Nobel Prize and Pulitzer Prizes.

awe-struck 

awhile (adv.) a while He plans to stay awhile (adv.). He plans to stay for a while (n.).

AWOL Acceptable in all references for absent without leave.

ax Not axe.

The verb forms: ax, axed, axing.

Axis The alliance of Germany, Italy and Japan during World War II.

Aymara An ethnic group around Lake Titicaca, in Bolivia and Peru, or the language of these people.
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baby boom, baby boomer Reference to those born between 1946 and 1964, a span defined by the U.S. Census Bureau. Hyphenated as an adjective: baby-boom generation. See Generation X, millennials.

baby-sit, baby-sitting, baby-sat, baby sitter 

baccalaureate 

Bachelor of Arts, Bachelor of Science A bachelor’s degree or bachelor’s is acceptable in any reference.

See academic degrees for guidelines on when the abbreviations B.A. or B.S. are acceptable.

backfire In wildfires, this term is for a fire set along the inner edge of a fireline to consume the fuel in the fire’s path or change its direction.

backstage Part of the stage or theater behind the proscenium, particularly the wings and dressing rooms. Also can refer to the press area where award winners meet with the news media.

backup (n. and adj.) back up (v.) 

backward Not backwards.

backyard One word in all uses.

bad, badly Bad should not be used as an adverb. It does not lose its status as an adjective, however, in a sentence such as I feel bad. Such a statement is the idiomatic equivalent of I am in bad health. An alternative, I feel badly, could be interpreted as meaning that your sense of touch was bad.

See good, well.

Baghdad The city in Iraq stands alone in datelines.

Bagram Airfield The preferred spelling for the U.S. base in Afghanistan.

Bahamas In datelines, give the name of the city or town followed by Bahamas:

NASSAU, Bahamas (AP) —

In stories, use Bahamas, the Bahamas or the Bahama Islands as the construction of a sentence dictates.

Identify a specific island in the text if relevant.

bail Bail is money or property that will be forfeited to the court if an accused individual fails to appear for trial. It may be posted as follows:


	— The accused may deposit with the court the full amount or its equivalent in collateral such as a deed to property.

	— A friend or relative may make such a deposit with the court.

	— The accused may pay a professional bail bondsman a percentage of the total figure. The bondsman, in turn, guarantees the court that it will receive from him the full amount in the event the individual fails to appear for trial.



It is correct in all cases to say that an accused posted bail or posted a bail bond (the money held by the court is a form of bond). When a distinction is desired, say that the individual posted his own bail, that bail was posted by a friend or relative, or that bail was obtained through a bondsman.

balance of payments, balance of trade The balance of payments is the difference between the amount of money that leaves a nation and the amount that enters it during a period of time.

The balance of payments is determined by computing the amount of money a nation and its citizens send abroad for all purposes  — including goods and services purchased, travel, loans, foreign aid, etc.  — and subtracting from it the amount that foreign nations send into the nation for similar purposes.

The balance of trade is the difference between the monetary value of the goods a nation imports and the goods it exports.

An example illustrating the difference between the two:

The United States and its citizens might send $10 billion abroad  — $5 billion for goods, $3 billion for loans and foreign aid, $1 billion for services and $1 billion for tourism and other purposes.

Other nations might send $9 billion into the United States  — $6 billion for U.S. goods, $2 billion for services and $1 billion for tourism and other purposes.

The United States would have a balance-of-payments deficit of $1 billion but a balance-of-trade surplus of $1 billion.

balance sheet A listing of assets, liabilities and net worth showing the financial position of a company at the specific time. A bank balance sheet is generally referred to as a statement of condition.

ballclub, ballpark, ballplayer, ballroom 

balloon mortgage A mortgage whose amortization schedule will not extinguish the debt by the end of the mortgage term, leaving a large payment (called balloon payment) of the remaining principal balance to be paid at that time.

ballpoint pen

baloney Foolish or exaggerated talk.

The sausage or luncheon meat is bologna.

Baltimore The city in Maryland stands alone in datelines.

Band-Aid A trademark for a type of adhesive bandage.

Bangkok The city in Thailand stands alone in datelines.

Bank of America Corp. Headquarters is in Charlotte, North Carolina.

bankruptcy Federal courts have exclusive jurisdiction over bankruptcy cases and each of the 94 federal judicial districts handles bankruptcy matters. The primary purposes of the federal bankruptcy laws are to give honest debtors a fresh start in life by relieving them of most debts, and to repay creditors in an orderly manner to the extent debtors have property available for payment. Bankruptcies can be voluntary or involuntary.

Chapter 7 of the Bankruptcy Code is available to both individual and business debtors. Its purpose is to achieve a fair distribution to creditors of the debtor’s available non-exempt property.  It provides a fresh financial start for individuals, although not all debt is wiped away; debts for certain taxes, fraudulently incurred credit card debt, family support obligations  — including child support and alimony  — and most student loans must still be repaid. The bankruptcy law that took effect in October 2005 limits Chapter 7 as an option for many Americans: Those deemed by a “means test” to have at least $100 a month left over after paying certain debts and expenses must file a five-year repayment plan under the more restrictive Chapter 13 instead. When a company files for Chapter 7, it usually leads to liquidation. But a company in Chapter 7 proceedings can continue to operate under the direction of a court trustee until the matter is settled, and if it can settle with creditors in the interim, it may not have to be liquidated.

Chapter 11 of the Bankruptcy Code is available for both business and consumer debtors. Its purpose is to rehabilitate a business as a going concern or reorganize an individual’s finances through a court-approved reorganization plan. When referring to such a filing, say the company is seeking Chapter 11 protection. This action frees a company from the threat of creditors’ lawsuits while it reorganizes its finances. The debtor’s reorganization plan must be accepted by a majority of its creditors. Unless the court rules otherwise, the debtor remains in control of the business and its assets.

Chapter 12 of the Bankruptcy Code is designed to give special debt relief to a family farmer with regular income from farming.

Chapter 13 of the Bankruptcy Code is likely to be required for an increasing percentage of individuals seeking to wipe the slate clean. Those deemed by a “means test” to have at least $100 a month left over after paying certain debts and expenses will have to file a five-year repayment plan under Chapter 13 allowing unsecured creditors to recover part or all of what they are owed.

Chapter 15 was added to the Bankruptcy Code in 2005 and covers U.S. filings that are secondary to bankruptcy cases filed overseas. Courts can authorize trustees to act in a foreign country on behalf of a bankruptcy estate in a Chapter 15 proceeding. It represents the U.S. adoption of a model law on cross-border bankruptcy developed by the United Nations.

barbiturate 

baron, baroness See nobility.

barrel A standard barrel in U.S. measure contains 31.5 gallons.

A standard barrel in British and Canadian measure contains 36 imperial gallons.

In international dealings with crude oil, a standard barrel contains 42 U.S. gallons or 35 imperial gallons.

See the oil entry for guidelines on computing the volume and weight of petroleum products.

barrel, barreled, barreling 

barrister See lawyer.

barroom 

bartender Preferred in all references. Do not use bar maid.

basis point One one-hundredth of one percentage point. Changes in interest rates are measured in basis points. If the Federal Reserve’s target rate was 2 percent and it was cut by 50 basis points, the new rate would be 1.5 percent.

battalion Capitalize when used with a figure to form a name: the 3rd Battalion, the 10th Battalion.

battlefield Also: battlefront, battleground, battleship. But battle station.

battleground states States where candidates from both major political parties have a reasonable chance for victory in a statewide race or presidential vote.

bay Capitalize as an integral part of a proper name: Hudson Bay, San Francisco Bay.

Capitalize also San Francisco Bay Area or the Bay Area as the popular name for the nine-county region that has San Francisco as its focal point.

bazaar A fair. Bizarre means unusual.

B.C. Acceptable in all references to a calendar year in the period before Christ.

Because the full phrase would be in the year 43 before Christ, the abbreviation B.C. is placed after the figure for the year: 43 B.C.

See A.D.

bear market A period of generally declining stock prices over a prolonged period, generally defined as a 20 percent or larger decline in broad stock indexes such as the Standard & Poor’s 500.

bearer bond A bond for which the owner’s name is not registered on the books of the issuing company. Interest and principal is thus payable to the bondholder.

bearer stock Stock certificates that are not registered in any name. They are negotiable without endorsement and transferable by delivery.

bed-and-breakfast B&B is acceptable on second reference.

bedbug

because, since Use because to denote a specific cause-effect relationship: He went because he was told.

Since is acceptable in a causal sense when the first event in a sequence led logically to the second but was not its direct cause: They went to the game, since they had been given the tickets.

before Christ See B.C.

Beijing The city in China stands alone in datelines.

Beirut The city in Lebanon stands alone in datelines.

bellwether 

benefit, benefited, benefiting 

Ben-Gurion International Airport Located at Lod, Israel, about 10 miles southeast of Tel Aviv.

See airport.

Berkshire Hathaway Inc. Headquarters is in Omaha, Nebraska.

Berlin The city in Germany stands alone in datelines.

Berlin Wall 

Bermuda collar, Bermuda grass, Bermuda shorts 

beside, besides Beside means at the side of.

Besides means in addition to.

besiege 

best-seller Hyphenate in all uses.

betting odds Use figures and a hyphen: The odds were 5-4, he won despite 3-2 odds against him. See numerals.

bettor A person who bets.

between See among, between.

bi- The rules in prefixes apply, but in general, no hyphen. Some examples:

bifocal

bilateral

bilingual

bimonthly

bipartisan

biannual, biennial Biannual means twice a year and is a synonym for the word semiannual.

Biennial means every two years.

Bible Capitalize, without quotation marks, when referring to the Scriptures in the Old Testament or the New Testament. Capitalize also related terms such as the Gospels, Gospel of St. Mark, the Scriptures, the Holy Scriptures.

Lowercase biblical in all uses.

Lowercase bible as a nonreligious term: My dictionary is my bible.

Do not abbreviate individual books of the Bible.

Old Testament is a Christian designation; Hebrew Bible or Jewish Bible is the appropriate term for stories dealing with Judaism alone.

The standard names and order of Old Testament books as they appear in Protestant Bibles are: Genesis, Exodus, Leviticus, Numbers, Deuteronomy, Joshua, Judges, Ruth, 1 Samuel, 2 Samuel, 1 Kings, 2 Kings, 1 Chronicles, 2 Chronicles, Ezra, Nehemiah, Esther, Job, Psalms, Proverbs, Ecclesiastes, Song of Solomon, Isaiah, Jeremiah, Lamentations, Ezekiel, Daniel, Hosea, Joel, Amos, Obadiah, Jonah, Micah, Nahum, Habakkuk, Zephaniah, Haggai, Zechariah, Malachi.

Jewish Bibles contain the same 39 books, in different order. Roman Catholic Bibles follow a different order, usually use some different names and include the seven Deuterocanonical books (called the Apocrypha by Protestants): Tobit, Judith, 1 Maccabees, 2 Maccabees, Wisdom, Sirach, Baruch.

The books of the New Testament, in order: Matthew, Mark, Luke, John, Acts, Romans, 1 Corinthians, 2 Corinthians, Galatians, Ephesians, Philippians, Colossians, 1 Thessalonians, 2 Thessalonians, 1 Timothy, 2 Timothy, Titus, Philemon, Hebrews, James, 1 Peter, 2 Peter, 1 John, 2 John, 3 John, Jude, Revelation.

Citation listing the number of chapter and verse(s) use this form: Matthew 3:16, Luke 21:1-13, 1 Peter 2:1.

Big Board Acceptable on second reference for the New York Stock Exchange.

big brother One’s older brother is a big brother. Big Brother (capitalized) means under the watchful eye of big government, from George Orwell’s “1984.” 

Capitalize also in reference to members of Big Brothers Big Sisters of America Inc. The organization has headquarters in Philadelphia.

Big Three automakers In the past, the Big Three referred to General Motors, Ford and Chrysler. Given that more companies now make and sell vehicles in the U.S., the term Detroit Three is preferred.

bigwig 

billion A thousand million.

For forms, see millions, billions.

Bill of Rights The first 10 amendments to the Constitution.

bimonthly Means every other month. Semimonthly means twice a month.

Bing Internet search engine owned by Microsoft Corp. that also powers Yahoo Inc.’s search service. Introduced in 2009, it replaced earlier Microsoft services known as Live Search and MSN Search.

bin Laden, Osama Use bin Laden on all references except at the start of a sentence. It is the family preference for the last name, which is an exception to the general rule on Arabic names. He founded al-Qaida and was killed by U.S. forces in Pakistan in May 2011.

bioterrorism 

bird flu Preferred term for avian influenza, viruses that mostly infect poultry and other birds. Several types are known to infect humans and the deadliest form so far appears to be H5N1. Other strains that have infected people include H7N9, H9N2 and H6N1. The viruses mainly infect people who have direct contact with sick birds but human-to-human transmission occasionally occurs.

birthday Capitalize as part of the name for a holiday: Washington’s Birthday. Lowercase in other uses.

bit Acceptable in all references as an abbreviation for binary digit. Actual data take the form of electrical impulses. These can be thought of as either on or off or 1 and 0. The pulses are bits.

bitcoin A digital currency created and exchanged independent of banks or governments. A maximum of 21 million bitcoins can be created, a limit that probably won’t be reached for several more decades if the currency survives. Transactions typically are completed anonymously, making the currency popular among people who want to conceal their financial activity. The currency can be converted into cash when deposited into accounts at prices set in online trading. Lowercase in all uses except at the start of a sentence.

biweekly Means every other week. Semiweekly means twice a week.

bizarre Unusual. A fair is a bazaar.

black Acceptable for a person of the black race. African-American is acceptable for an American black person of African descent. (Use Negro only in names of organizations or in quotations.) Do not use colored as a synonym. See African-American, colored, nationalities and races and race.

BlackBerry, BlackBerrys A brand of smartphone manufactured by BlackBerry Ltd.

blackout, brownout A blackout is a total power failure over a large area or the concealing of lights that might be visible to enemy raiders.

The term rolling blackout is used by electric companies to describe a situation in which electric power to some sections temporarily is cut off on a rotating basis to assure that voltage will meet minimum standards in other sections.

A brownout is a small, temporary voltage reduction, usually from 2 percent to 8 percent, implemented to conserve electric power. 

blastoff (n. and adj.) blast off (v.) 

blind See disabled, handicapped.

blizzard See weather terms.

bloc, block A bloc is a coalition of people, groups or nations with the same purpose or goal.

Block has more than a dozen definitions, but a political alliance is not one of them.

blog A website where entries are usually presented in reverse chronological order. An update to a blog is a blog post or blog entry. For blog names, use the name as spelled by the writer, capitalizing the first letter and other main words. Don’t enclose the name in quotation marks unless it’s an unusual spelling that might otherwise be unclear.

blond, blonde Use blond as a noun for males and as an adjective for all applications: She has blond hair.

Use blonde as a noun for females.

blood alcohol content The concentration of alcohol in blood. It is usually measured as weight per volume. For example, 0.02 percent means 0.02 grams of alcohol per deciliter of an individual’s blood. The legal limit for intoxication in most states is 0.08 percent. The jury found he was driving with a blood alcohol level above Florida’s 0.08 percent limit.

bloodbath One word, an exception to Webster’s New World College Dictionary.

bloodhound 

Bloomberg LP A provider of financial news and information. Its Bloomberg News service, which started in 1990, provides news to newspapers worldwide and to financial professionals. Bloomberg LP also owns the magazine Bloomberg Businessweek and has television and radio divisions. The company is privately owned and has its headquarters in New York.

blue chip stock Stock in a company known for its long-established record of making money and paying dividends.

Bluetooth A standard for short-range wireless transmissions. Some uses allow hands-free use of mobile devices, such as a Bluetooth connection between a cellphone and a headset or a car’s audio system. Other Bluetooth devices include wireless speakers and cellphone fitness accessories.

Blu-ray Disc A successor to the DVD, Blu-ray Disc is a standard used to deliver high-definition video and other digital content.

 board Capitalize only when an integral part of a proper name. See capitalization.

board of aldermen See city council.

board of directors, board of trustees Always lowercase. See organizations and institutions.

board of supervisors See city council.

boats, ships A boat is a watercraft of any size but generally is used to indicate a small craft. A ship is a large, seagoing vessel.

The word boat is used, however, in some words that apply to large craft: ferryboat, PT boat.

Use it, not the pronoun she, in references to boats and ships.

Use Arabic or Roman numerals in the names of boats and ships: the Queen Elizabeth 2 or QE2; Titan I, Titan II.

The reference for military ships is IHS Jane’s Fighting Ships; for nonmilitary ships, IHS Fairplay Register of Ships.

See numerals.

bobblehead 

body mass index A measurement calculated from weight and height. BMI is acceptable on second reference. To calculate: multiply weight in pounds by 703, divide by height in inches, divide again by height in inches. An easy-to-use web calculator: http://www.nhlbi.nih.gov/health/educational/lose_wt/BMI/bmicalc.htm

Boeing Co. Headquarters is in Chicago.

Bogota The city in Colombia carries the country name in datelines.

Boko Haram Muslim militant group in northeast Nigeria.

bona fide 

bondholder 

bond ratings Standard & Poor’s, Moody’s Investors Service and Fitch Ratings sell information  — mainly to institutional investors  — about what they view as the relative risk of various issues of debt. They also charge companies, municipalities and even foreign governments that wish to sell debt and have it rated. The ratings are a fundamental way for investors to form an opinion on whether they are likely to be repaid, and then decide whether the interest rate is high enough to compensate for the risk that they may get back none or only a portion of their investment (in the case of a bankruptcy or some other adverse event). The ratings also effectively set benchmarks for how much interest companies will have to pay to sell bonds, commercial paper, preferred stock and for bank loans they obtain. The higher the grade, the lower the interest rate a borrower must pay.

Standard & Poor’s bond ratings, for example, include 10 categories that are referred to as investment-grade, from AAA to BBB-, given to borrowers with the strongest ability to repay. Another six categories, from BB+ to CCC-, are assigned to more speculative securities that are commonly referred to as junk or high-yield debt. The lowest category, D, is for securities that are in payment default.

A reduction in the rating of a company’s debt to non-investment-grade can force some mutual funds and pension funds to sell those bonds because they are prohibited from holding junk debt.

book publishers Major U.S. publishers are:

Hachette Book Group USA, (formerly Time Warner Books), a division of French media company Lagardere SCA, comprising Grand Central Publishing and Little, Brown & Company.

HarperCollins Publishers, owned by News Corp, comprising HarperCollins, Ecco Books, William Morrow and Dey Street.

Houghton Mifflin Harcourt

Hyperion Books, some titles released through The Walt Disney Co. and some through Hachette Book Group.

Macmillan (formerly Holtzbrinck), including Farrar, Straus & Giroux, St. Martin’s Press, Henry Holt and Picador

Penguin Random House, owned by Bertelsmann AG and Pearson PLC, comprising Penguin Group (USA), including Penguin Press, G.P. Putnam’s Sons, Blue Rider Press, Riverhead books and Viking; and Random House Inc., including the Crown Publishing Group, the Knopf Doubleday Publishing Group and the Random House Publishing Group.

Perseus Book Group, comprising Basic Books, PublicAffairs, Da Capo Press and Running Press.

Scholastic Books, owned by Scholastic Corp.

Simon & Schuster Inc., owned by CBS Corp., comprising Simon & Schuster, Scribner, Threshold Editions, Atria and Gallery Books.

W.W. Norton and Co.

John Wiley & Sons Inc.

Books on Tape A trademark for a brand of audiobooks. Use a generic term such as audiotape or audiocassette.

book titles See composition titles.

book value The difference between a company’s assets and liabilities.

The book value per share of common stock is the book value divided by the number of common shares outstanding.

Bosnia-Herzegovina The country has been divided into a Bosnian Serb republic and a Muslim-Croat federation since 1995. Both have wide autonomy but share a common presidency, parliament and government. In datelines: SARAJEVO, Bosnia-Herzegovina. The people are Bosnians.

Bosporus, the Not the Bosporus Strait.

Boston The capital of Massachusetts stands alone in datelines.

Boston terrier 

boulevard Abbreviated only with a numbered address: 43 Park Blvd. See addresses.

bowlegged 

Boxing Day Post-Christmas holiday Dec. 26 in British Commonwealth countries. Term came from practice of giving gift boxes to employees and others.

box office (n.) box-office (adj.)

boy Applicable until 18th birthday is reached. Use man or young man afterward. See children.

boycott, embargo A boycott is an organized refusal to buy a particular product or service, or to deal with a particular merchant or group of merchants.

An embargo is a legal restriction against trade. It usually prohibits goods from entering or leaving a country. The plural is embargoes.

boyfriend, girlfriend 

Boy Scouts The full name of the national organization is Boy Scouts of America. Headquarters is in Irving, Texas.

Cub Scouting is for boys 7 through 10. Members are Cub Scouts or Cubs.

Boy Scouting is for boys 11 through 17. Members are Boy Scouts or Scouts. As a rank or formal leadership title, capped before a full name: Troop 6 Scoutmaster John Smith. In other uses, lowercase: John Smith, scoutmaster of Troop 1.

Exploring is a separate program open to boys and girls from high school age through 20. Members are Explorers, not Explorer Scouts. Members of units that stress nautical programs are Sea Explorers.

Venturing, originally part of the Exploring division, is for young adults, 14 through 20.

See Girl Scouts.

BP PLC Formerly British Petroleum. BP is acceptable in all references.

Headquarters is in London.

brackets See entry in Punctuation chapter.

Brahman, Brahmin Brahman applies to the priestly Hindu caste and a breed of cattle.

Brahmin applies to aristocracy in general: Boston Brahmin.

See Hindu, Hinduism in Religion chapter.

brain-dead (adj.) brain death Complete absence of brain function based on a series of tests. Used as a legal definition of death. In the U.S., most organ transplants are done after the donor has been declared brain-dead. See clinically dead, clinical death.

brand names When they are used, capitalize them.

Brand names normally should be used only if they are essential to a story.

Sometimes, however, the use of a brand name may not be essential but is acceptable because it lends an air of reality to a story: He fished a Camel from his shirt pocket may be preferable to the less specific cigarette.

When a company sponsors a sports or other event identified only by the company’s name, use the name on first reference: Example: Buick Open.

 However, when an event is clearly identifiable without the company’s name, drop the name on first reference and include the sponsor name elsewhere in the story or at the bottom as an Editor’s Note. Example: FedEx Orange Bowl would be identified in the story only as Orange Bowl.

 Also use a separate paragraph to provide the name of a sponsor when the brand name is not part of the formal title. 

See trademark entry.

brand-new (adj.)

Braunschweig The spelling of the German city. Not Brunswick.

break-in (n. and adj.) break in (v.) 

breakup (n. and adj.) break up (v.) 

breast-feed, breast-feeding, breast-fed 

Breathalyzer Trademarked name for a device to test blood-alcohol level. 

bride, bridegroom, bridesmaid Bride is appropriate in wedding stories, but use wife or spouse in other circumstances.

brigadier See military titles.

Britain Acceptable in all references for Great Britain, which consists of England, Scotland and Wales.

See United Kingdom.

British Airways PLC Headquarters of this airline is in Hounslow, England. Owned by Consolidated Airlines Group S.A.

British, Briton(s) The people of Great Britain: the English, the Scottish, the Welsh. Brits is slang.

British Broadcasting Corp. BBC is acceptable in all references.

British Columbia The Canadian province bounded on the west by the Pacific Ocean. Do not abbreviate.

See datelines.

British Commonwealth See Commonwealth, the.

British thermal unit The amount of heat required to increase the temperature of a pound of water 1 degree Fahrenheit. Btu (the same for singular and plural) is acceptable on second reference.

British ton See ton.

British Virgin Islands Use with a community name in datelines on stories from these islands. Do not abbreviate.

Specify an individual island in the text if relevant.

See datelines.

broadcast The past tense also is broadcast, not broadcasted.

broadcast and cable networks Major U.S. networks are:

ABC, owned by The Walt Disney Co.

CBS, owned by CBS Corp.

NBC, owned by Comcast Corp.’s NBCUniversal

Fox, owned by Twenty-First Century Fox Inc.

Telemundo, owned by Comcast Corp.’s NBCUniversal

Univision, owned by Univision Holdings Inc. (Univision Holdings’ only business is Univision Communications Inc.)

PBS, a private, nonprofit organization owned and operated by public television stations

The CW, a joint venture between Time Warner Inc.’s Warner Bros. Entertainment and CBS Corp.

Major U.S. cable networks are:

A&E, owned by A&E Television Networks, a joint venture of Hearst Corp. and The Walt Disney Co.

AMC (also We tv, IFC and Sundance Channel) owned by AMC Networks Inc.

Animal Planet, owned by Discovery Communications Inc.

BET, owned by Viacom Inc.

Bravo, owned by Comcast Corp.’s NBCUniversal

Cartoon Network, owned by Time Warner Inc.

CNBC, owned by Comcast Corp.’s NBCUniversal

CNN, owned by Time Warner Inc.

Comedy Central, owned by Viacom Inc.

Discovery Channel, owned by Discovery Communications Inc.

Disney Channel and Disney XD, owned by The Walt Disney Co.

Epix, owned by Viacom Inc., Metro-Goldwyn-Mayer Inc. and Lions Gate Entertainment Corp.

E! Entertainment Television, owned by Comcast Corp.’s NBCUniversal

ESPN, 80 percent owned by The Walt Disney Co. and 20 percent owned by Hearst Corp.

Esquire Network, owned by Comcast Corp.’s NBCUniversal

Fox News Channel, owned by Twenty-First Century Fox Inc.

FX, owned by Twenty-First Century Fox Inc.

Golf Channel, owned by Comcast Corp.’s NBCUniversal

HBO, owned by Time Warner Inc.

History, owned by A&E Television Networks, a joint venture of Hearst Corp. and The Walt Disney Co.

Lifetime, owned by A&E Television Networks, a joint venture of Hearst Corp. and The Walt Disney Co.

MSNBC, owned by Comcast Corp.’s NBCUniversal

MTV, owned by Viacom Inc.

NBC Sports Network, owned by Comcast Corp.’s NBCUniversal

NFL Network, owned by the National Football League

Nickelodeon, owned by Viacom Inc.

OWN: The Oprah Winfrey Network, a joint venture of Discovery Communications Inc. and Oprah Winfrey’s Harpo Productions

Oxygen, owned by Comcast Corp.’s NBCUniversal

Showtime, owned by CBS Corp.

Sprout, owned by Comcast Corp.’s NBCUniversal

Starz, owned by Starz

Syfy, owned by Comcast Corp.’s NBCUniversal

TNT, TBS and Turner Classic Movies, owned by Time Warner Inc.

Travel Channel, 65 percent owned by Scripps Networks Interactive Inc. and 35 percent owned by Cox Communications Inc.

TV One, a joint venture between Radio One Inc. and Comcast Corp.’s NBCUniversal

USA Network, owned by Comcast Corp.’s NBCUniversal

VH1, owned by Viacom Inc.

The Weather Channel, owned by Comcast Corp.’s NBCUniversal, Bain Capital LLC and The Blackstone Group

Broadway, off-Broadway, off-off-Broadway When applied to stage productions, these terms refer to distinctions made by union contracts, not to location of a theater.

Actors’ Equity Association and unions representing craft workers have one set of pay scales for Broadway productions (generally those in New York City theaters of 500 or more seats) and a lower scale for smaller theaters, classified as off-Broadway houses.

The term off-off-Broadway refers to workshop productions that may use Equity members for a limited time at substandard pay. Other unions maintain a hands-off policy, agreeing with the Equity attitude that actors should have an opportunity to develop their talents in offbeat roles without losing their Equity memberships.

Bronze Age The age characterized by the development of bronze tools and weapons, from 3500 to 1000 B.C. Regarded as coming between the Stone Age and the Iron Age.

Brothers Generally abbreviate as Bros. in formal company names: Warner Bros., but follow the spelling preferred by the company.

For possessives: Warner Bros.’ profits.

brownout See blackout, brownout.

brunette Use brunette as a noun for females. Use brown-haired for males.

Brussels The city in Belgium stands alone in datelines.

Btu The same in singular and plural. See British thermal unit.

Bubble Wrap A registered trademark. Unless the trademark name is important to the story, use cushioning or packaging material.

Budapest The capital of Hungary. In datelines, follow it with Hungary.

Bufferin A trademark for buffered aspirin.

bug, tap A concealed listening device designed to pick up sounds in a room, an automobile, or such is a bug.

A tap is a device attached to a telephone circuit to pick up conversations on the line.

building Never abbreviate. Capitalize the proper names of buildings, including the word building if it is an integral part of the proper name: the Empire State Building.

buildup (n. and adj.) build up (v.) 

bull’s-eye 

bullet See weapons.

bullfight, bullfighter, bullfighting 

bullion Unminted precious metals of standards suitable for coining.

bullpen One word, for the place where baseball pitchers warm up, and for a pen that holds cattle.

bull market A period of generally rising stock prices over a prolonged period, generally defined as a 20 percent or larger increase in broad stock indexes such as the Standard & Poor’s 500.

bureau Capitalize when part of the formal name for an organization or agency: the Bureau of Labor Statistics.

Lowercase when used alone or to designate a corporate subdivision: the Washington bureau of The Associated Press.

Bureau of Alcohol, Tobacco, Firearms and Explosives ATF is acceptable in subsequent references to this agency of the Department of Justice. (Note the Explosives part of the name.)

burglary, larceny, robbery, theft Legal definitions of burglary vary, but in general a burglary involves entering a building (not necessarily by breaking in) and remaining unlawfully with the intention of committing a crime.

Larceny is the legal term for the wrongful taking of property. Its nonlegal equivalents are stealing or theft.

Robbery in the legal sense involves the use of violence or threat in committing larceny. In a wider sense it means to plunder or rifle, and may thus be used even if a person was not present: His house was robbed while he was away.

Theft describes a larceny that did not involve threat, violence or plundering.

USAGE NOTE: You rob a person, bank, house, etc., but you steal the money or the jewels.

Burlington Northern Santa Fe LLC The freight railroad, with headquarters in Fort Worth, Texas, is now owned by Berkshire Hathaway Inc.

burn To copy data, audio or video to optical media (such as a CD, a DVD or a Blu-ray Disc) with a laser.

burqa The all-covering dress worn by some Muslim women. See also other garments such as niqab, hijab, chador.

bus, buses Transportation vehicles. The verb forms: bus, bused, busing.

In a restaurant, to clear dishes from a table: The busboy buses tables.

See buss, busses.

bushel A unit of dry measure equal to 4 pecks or 32 dry quarts. The metric equivalent is approximately 35.2 liters.

To convert to liters, multiply by 35.2 (5 bushels x 35.2 equals 176 liters).

See liter.

business editor Capitalize when used as a formal title before a name. See titles.

business names See company names.

buss, busses Kisses. The verb forms: buss, bussed, bussing.

See bus, buses.

by- The rules in prefixes apply, but in general, no hyphen. Some examples:

byline

byproduct

bypass

bystreet

By-election is an exception. See the next entry.

by-election A special election held between regularly scheduled elections. The term most often is associated with special elections to the British House of Commons.

bylaw 

bylines Our standard byline consists of By, followed by the name, in the byline field, and Associated Press as the bytitle. The bytitle can also be a special designation, like AP Sports Writer.

Use a byline only if the reporter was in the datelined community to gather the information reported.

Nicknames should not be used unless they specifically are requested by the writer.

In the case of a double byline, at least one of the bylined reporters must have reported in the datelined community. If the other reported from elsewhere, note that location in a tag line at the bottom of the story: Smith reported from Washington.

For materials or columns contributed by people like politicians or celebrities  — cases in which we want to stress that the writer is not working for AP  — use the bytitle For The Associated Press.

byte The digital basis for quantifying the amount of storage in computers and mobile devices. A byte consists of characters known as bits. The definition of larger storage amounts depend on whether they are counted under binary or decimal measurements. For instance, a kilobyte translates into 1,024 bytes under the binary method compared with 1,000 bytes in decimal terms. The disk storage on most devices is determined under the decimal system, which defines a megabyte as 1,000 kilobytes (or 1 million bytes), a gigabyte as 1,000 megabytes (or 1 billion bytes) and a terabyte as 1,000 gigabytes (or 1 trillion bytes). Abbreviate GB for gigabyte, KB for kilobyte, MB for megabyte and TB for terabyte.
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cabinet Capitalize references to a specific body of advisers heading executive departments for a president, king, governor, etc.: The president-elect said he has not made his Cabinet selections.

See department for a listing of all the U.S. Cabinet departments.

cable networks See broadcast and cable networks.

cactus, cactuses 

cadet See military academies.

Cairo The city in Egypt stands alone in datelines.

caliber The form: .38-caliber pistol.

See weapons.

California Abbreviate Calif. in datelines only; spell out in stories. Postal code: CA

See state names.

call letters, call sign Use all caps. Use hyphens to separate the type of station from the base call letters: WBZ-AM, WBZ-FM, WBZ-TV.

If a station is widely known in the market by a nickname, and we wish to use the nickname because it’s more familiar or because of station preference, use the call letters as well: “The report on Fox 59 (WXIN-TV) comes six weeks after . . .”

The call letters of amateur radio stations typically mix letters and figures: K2LRX.

See channel; radio station; and television station.

call-up (n. and adj.) call up (v.) 

Cameroon See geographic names.

campaign manager Do not treat as a formal title. Always lowercase.

See titles.

Canada Montreal, Quebec City and Toronto stand alone in datelines. For all other datelines, use the city name and the name of the province or territory spelled out.

The 10 provinces of Canada are Alberta, British Columbia, Manitoba, New Brunswick, Newfoundland and Labrador (but usually known as just Newfoundland), Nova Scotia, Ontario, Prince Edward Island, Quebec and Saskatchewan.

The three territories are the Yukon, the Northwest Territories, and Nunavut (created April 1, 1999).

The provinces have substantial autonomy from the federal government.

The territories are administered by the federal government, although residents of the territories do elect their own legislators and representatives to Parliament.

See datelines.

Canada goose

Canadian Broadcasting Corp. CBC is acceptable in all references within contexts such as a television column. Otherwise, do not use CBC until second reference.

Canadian Press, The Canada’s multimedia news agency. Its Francophone counterpart is La Presse Canadienne. Do not abbreviate CP.

canal Capitalize as an integral part of a proper name: the Suez Canal.

Canal Zone Do not abbreviate. No longer used except when referring to the Panama Canal area during the time it was controlled by the United States, exclusively or jointly with Panama, 1904-1999.

cancel, canceled, canceling, cancellation 

cannon, canon A cannon is a weapon; plural is cannons. See weapons.

A canon is a law or rule, particularly of a church, or a musical composition.

cannot 

cant The distinctive stock words and phrases used by a particular sect or class.

See dialect.

Canuck This reference to a Canadian is sometimes considered derogatory. It should be avoided except when in quoted matter or in terms used in Canada, such as references to the hockey team, the Vancouver Canucks.

canvas, canvass Canvas is heavy cloth.

Canvass is a noun and a verb denoting a survey.

cape Capitalize as part of a proper name: Cape Cod, Cape Hatteras. Lowercase when standing alone.

Although local practice may call for capitalizing the Cape when the rest of the name is clearly understood, always use the full name on first reference.

Cape Canaveral, Florida Formerly Cape Kennedy. See John F. Kennedy Space Center.

capital The city where a seat of government is located. Do not capitalize.

When used in a financial sense, capital describes money, equipment or property used in a business by a person or corporation.

See Capitol.

capital gain, capital loss The difference between what a capital asset cost and the price it brought when sold.

capitalization In general, avoid unnecessary capitals. Use a capital letter only if you can justify it by one of the principles listed here.

Many words and phrases, including special cases, are listed separately in this book. Entries that are capitalized without further comment should be capitalized in all uses.

If there is no relevant listing in this book for a particular word or phrase, consult Webster’s New World College Dictionary. Use lowercase if the dictionary lists it as an acceptable form for the sense in which the word is being used.

As used in this book, capitalize means to use uppercase for the first letter of a word. If additional capital letters are needed, they are called for by an example or a phrase such as use all caps.

Some basic principles:

PROPER NOUNS: Capitalize nouns that constitute the unique identification for a specific person, place, or thing: John, Mary, America, Boston, England.

Some words, such as the examples just given, are always proper nouns. Some common nouns receive proper noun status when they are used as the name of a particular entity: General Electric, Gulf Oil.

PROPER NAMES: Capitalize common nouns such as party, river, street and west when they are an integral part of the full name for a person, place or thing: Democratic Party, Mississippi River, Fleet Street, West Virginia.

Lowercase these common nouns when they stand alone in subsequent references: the party, the river, the street.

Lowercase the common noun elements of names in plural uses: the Democratic and Republican parties, Main and State streets, lakes Erie and Ontario. Exception: plurals of formal titles with full names are capitalized: Presidents Jimmy Carter and Gerald R. Ford.

Among entries that provide additional guidelines are:

animals

brand names

building 

committee

Congress

datelines

days of the week

directions and regions

family names

food

geographic names

governmental bodies

heavenly bodies

historical periods and events

holidays and holy days

legislature

months

monuments

nationalities and races

nicknames

organizations and institutions

planets

plants

police department

religious references

seasons

trademarks

unions

POPULAR NAMES: Some places and events lack officially designated proper names but have popular names that are the effective equivalent: the Combat Zone (a section of downtown Boston), the Main Line (a group of Philadelphia suburbs), the South Side (of Chicago), the Badlands (of South Dakota), the Street (the financial community in the Wall Street area of New York).

The principle applies also to shortened versions of the proper names of one-of-a-kind events: the Series (for the World Series), the Derby (for the Kentucky Derby). This practice should not, however, be interpreted as a license to ignore the general practice of lowercasing the common noun elements of a name when they stand alone.

DERIVATIVES: Capitalize words that are derived from a proper noun and still depend on it for their meaning: American, Christian, Christianity, English, French, Marxism, Shakespearean.

Lowercase words that are derived from a proper noun but no longer depend on it for their meaning: french fries, herculean, malapropism, pasteurize, quixotic, venetian blind.

SENTENCES: Capitalize the first word in a statement that stands as a sentence. See sentences and parentheses.

In poetry, capital letters are used for the first words of some phrases that would not be capitalized in prose. See poetry.

COMPOSITIONS: Capitalize the principal words in the names of books, movies, plays, poems, operas, songs, radio and television programs, works of art, etc. See composition titles, magazine names and newspaper names.

TITLES: Capitalize formal titles when used immediately before a name. Lowercase formal titles when used alone or in constructions that set them off from a name by commas.

Use lowercase at all times for terms that are job descriptions rather than formal titles.

See academic titles, courtesy titles, legislative titles, military titles, nobility, religious titles and  titles.

ABBREVIATIONS: Capital letters apply in some cases. See abbreviations and acronyms.

Capitol Capitalize U.S. Capitol and the Capitol when referring to the building in Washington: The meeting was held on Capitol Hill in the west wing of the Capitol.

Follow the same practice when referring to state capitols: The Virginia Capitol is in Richmond. Thomas Jefferson designed the Capitol of Virginia.

See capital.

captain See military titles for military and police usage.

Lowercase and spell out in such uses as team captain Carl Yastrzemski.

carat, caret, karat The weight of precious stones, especially diamonds, is expressed in carats. A carat is equal to 200 milligrams or about 3 grains.

A caret is a writer’s and a proofreader’s mark.

The proportion of pure gold used with an alloy is expressed in karats.

carbine See weapons.

cardholder, credit card holder 

cardinal numbers See numerals.

CARE CARE USA has its headquarters in Atlanta. CARE International is based in Geneva. They refer to themselves simply as CARE.

carefree 

caretaker 

Caribbean See Western Hemisphere.

Carioca A term applied to the people and culture of the city of Rio de Janeiro. The term for the state of the same name is Fluminense.

carmaker, carmakers 

Carnival Capitalize when referring specifically to the revelry in many Roman Catholic countries preceding Lent. Otherwise, a carnival is lowercase. See Mardi Gras.

car pool (n.) carpool (v. and adj.)

carry-on 

carry-over (n. and adj.)

car wash 

cash or collect on delivery The abbreviation c.o.d. is preferred in all references. This is an exception to Webster’s New World College Dictionary.

caster, castor Caster is a roller.

Castor is the spelling for the oil and the bean from which it is derived.

catalog, cataloged, cataloger, cataloging, catalogist 

Caterpillar A trademark for a brand of crawler tractor. The formal name of the company is Caterpillar Inc. Headquarters is in Peoria, Illinois.

Use lowercase for the wormlike larva of various insects.

Cathay Pacific Airways Ltd. Headquarters of this airline is in Hong Kong.

Catholic, Catholicism Use Roman Catholic Church, Roman Catholic or Roman Catholicism in the first references to those who believe that the pope, as bishop of Rome, has the ultimate authority in administering an earthly organization founded by Jesus Christ.

Most subsequent references may be condensed to Catholic Church, Catholic or Catholicism. Roman Catholic should continue to be used, however, if the context requires a distinction between Roman Catholics and members of other denominations who often describe themselves as Catholic. They include some high church Episcopalians (who often call themselves Anglo-Catholics), members of Eastern Orthodox churches, and members of some national Catholic churches that have broken with Rome. Included in this last category is the Polish National Catholic Church.

Lowercase catholic where used in its generic sense of general or universal, meanings derived from a similar word in Greek.

Those who use Catholic in a religious sense are indicating their belief that they are members of a universal church that Jesus Christ left on Earth.

See Roman Catholic Church.

cats See animals.

CAT scan See CT scan.

cattle See animals.

Caucasian 

Caucasus Mountains

cave-in (n. and adj.) cave in (v.) 

CB On first use, citizens band radio.

CBS The formal name is CBS Corp., which was created in December 2005 when Viacom Inc. split into two companies. Owner of Simon & Schuster book publishing and the Showtime cable network, besides TV and radio properties. Headquarters is in New York.

CD See compact disc.

CD-ROM Acronym for compact disc acting as read-only memory.

CD-ROM disc is redundant.

cease-fire, cease-fires (n. and adj.) The verb form is cease fire.

cellophane Formerly a trademark, now a generic term.

cellphone 

Celsius Use this term rather than centigrade for the temperature scale that is part of the metric system.

The Celsius scale is named for Anders Celsius, a Swedish astronomer who designed it. In it, zero represents the freezing point of water, and 100 degrees is the boiling point at sea level.

To convert to Fahrenheit, multiply a Celsius temperature by 9, divide by 5 and add 32 (25 x 9 equals 225, divided by 5 equals 45, plus 32 equals 77 degrees Fahrenheit).

To convert a temperature difference from Celsius to Fahrenheit, multiply by 9 and divide by 5. A difference of 5 degrees C is a 9-degree F difference.

When giving a Celsius temperature, use these forms: 40 degrees Celsius or 40 C (note the space and no period after the capital C) if degrees and Celsius are clear from the context.

See Fahrenheit and metric system.

cement Cement is the powder mixed with water and sand or gravel to make concrete. The proper term is concrete (not cement) pavement, blocks, driveways, etc.

censer, censor, censure A censer is a container in which incense is burned.

To censor is to prohibit or restrict the use of something.

To censure is to condemn.

census Capitalize only in specific references to the U.S. Census Bureau. Lowercase in other uses: the census data was released Tuesday.

Centers for Disease Control and Prevention Located in Atlanta, the Centers for Disease Control and Prevention is part of the U.S. Department of Health and Human Services and works to control and prevent infectious and chronic diseases and promote good health. The centers also work with state and local health officials to provide specialized services.

On first reference, use Centers for Disease Control and Prevention. Precede with national, federal or U.S. if needed for clarity. CDC is acceptable on second reference and takes a singular verb.

Online: http://www.cdc.gov

centi- A prefix denoting one-hundredth of a unit. Move a decimal point two places to the left in converting to the basic unit: 155.6 centimeters equals 1.556 meters.

centigrade See Celsius.

centimeter One-hundredth of a meter.

There are 10 millimeters in a centimeter.

To convert to inches, multiply by 0.4 (5 centimeters x 0.4 equals 2 inches).

See meter; metric system; and inch.

Central America See Western Hemisphere.

Central Asia The region includes Kyrgyzstan, Kazakhstan, Turkmenistan, Tajikistan and Uzbekistan.

central bank A bank having responsibility for controlling a country’s monetary policy.

Central Intelligence Agency CIA is acceptable in all references.

The formal title for the individual who heads the agency is director of central intelligence. On first reference: Director Richard Helms of the CIA or CIA Director Richard Helms.

Central Standard Time (CST), Central Daylight Time (CDT) See time zones.

cents Spell out the word cents and lowercase, using numerals for amounts less than a dollar: 5 cents, 12 cents. Use the $ sign and decimal system for larger amounts: $1.01, $2.50. See numerals.

century Lowercase, spelling out numbers less than 10: the first century, the 21st century.

For proper names, follow the organization’s practice: 21st Century Fox, Twentieth Century Limited.

CEO, CFO, COO Leading executives of a company.

CEO is acceptable in all references for chief executive officer, who typically has the primary decision-making authority. This role is separate from chief financial officer and chief operating officer, but an individual may hold more than one of these positions at a time.

Use chief financial officer on first reference and CFO thereafter. Typically handles major financial responsibilities, such as record keeping and financial planning.

Use chief operating officer on first reference and COO thereafter. Often responsible for a company’s day-to-day operations.

Spell out other “C-level” positions, such as chief administrative officer, chief information officer or chief risk officer.

cesarean section C-section is acceptable on second reference.

Ceylon It is now Sri Lanka, which should be used in datelines and other references to the nation.

The people may be referred to as Ceylonese (n. or adj.) or Sri Lankans. The language is Sinhalese.

cha-cha 

chador A cloak worn by some Muslim women, mainly in Iran, which covers the hair, neck and shoulders but not the face. See also other garments such as burqa, hijab, niqab.

chain saw

chairman, chairwoman Capitalize as a formal title before a name: company Chairman Henry Ford, committee Chairwoman Margaret Chase Smith.

Do not capitalize as a casual, temporary position: meeting chairman Robert Jones.

Use chairperson, chair or co-chair if preferred by an organization.

See titles.

chamber of deputies See legislative bodies.

chancellor The translation to English for the first minister in the governments of Germany and Austria. Capitalize when used before a name.

See premier, prime minister and  titles.

changeable 

changeover 

change-up (n. and adj.) change up (v.) 

channel Capitalize when used with a figure; lowercase elsewhere: She turned to Channel 3. No channel will broadcast the game.

Also: the English Channel, but the channel on second reference.

chapters Capitalize chapter when used with a numeral in reference to a section of a book or legal code. Always use Arabic figures: Chapter 1, Chapter 20.

Lowercase when standing alone.

See numerals.

character, reputation Character refers to moral qualities.

Reputation refers to the way a person is regarded by others.

charge off A loan that no longer is expected to be repaid and is written off as a bad debt.

Charleston, Charlestown, Charles Town Charleston is the name of the capital of West Virginia and a port city in South Carolina.

Charlestown is a section of Boston.

Charles Town is the name of a small city in West Virginia.

chauffeur 

chauvinism, chauvinist The words mean unreasoning devotion to one’s race, sex, country, etc., with contempt for other races, sexes, countries, etc.

The terms come from Nicolas Chauvin, a soldier of Napoleon I, who was famous for his devotion to the lost cause.

check-in (n. and adj.) check in (v.) When using a social network with location-based services, such as Facebook or Swarm, the act of sharing a location via a mobile device.

checkout (n. and adj.) check out (v.)

checkup (n.) check up (v.)

Chemical Mace A trademark, usually shortened to Mace, for a brand of tear gas that is packaged in an aerosol canister and temporarily stuns its victims.

Chennai Indian city formerly known as Madras.

Chevron Corp. Headquarters is in San Ramon, California.

Chevy Not Chevie or Chevvy. This nickname for the Chevrolet should be used only in automobile features or in quoted matter.

Chicago The city in Illinois stands alone in datelines.

Chicago Board of Trade Commodity trading market where contracts are traded for Treasury bonds, corn, soybeans, wheat, gold, silver, etc. Owned by CME Group Inc. See CME Group Inc.

Chicago Board Options Exchange Originally set up by the Chicago Board of Trade, the CBOE is the world’s largest options exchange. Not part of CME Group Inc., parent company of the Chicago Board of Trade.

Chicano Sometimes used by Mexican-Americans in the Southwest. Not interchangeable with Mexican-American. Use only if a person’s preference.  See Hispanic, Latino, nationalities and races, and race.

chickenpox 

chief Capitalize as a formal title before a name: She spoke to police Chief Michael Codd. He spoke to Chief Michael Codd of the New York police.

Lowercase when it is not a formal title: union chief Walter Reuther.

See titles

chief justice Capitalize only as a formal title before a name: Chief Justice John Roberts. The officeholder is the chief justice of the United States, not of the Supreme Court.

See judge.

child care Two words, no hyphen, in all cases.

children In general, call children 15 or younger by their first name on second reference. Use the last name, however, if the seriousness of the story calls for it, as in a murder case, for example. For ages 16 and 17, use judgment, but generally go with the surname unless it’s a light story. Use the surname for those 18 and older.

See privacy.

Chile The nation.

chili, chilies See Food Guidelines.

China When used alone, it refers to the nation that includes the mainland, Hong Kong and Macau. Use China in mainland datelines; Hong Kong and Macau stand alone in datelines.

Use People’s Republic of China, Communist China and mainland China only in direct quotations or when needed to distinguish the mainland and its government from Taiwan. Use Red China only in direct quotes.

For datelines on stories from the island of Taiwan, use the name of a community and Taiwan. In the body of a story, use Taiwan for references to the government based on the island. Use the formal name of the government, the Republic of China, when required for legal precision.

China Eastern Airlines Corp. Headquarters is in Shanghai.

China Southern Airlines Headquarters is in Guangzhou, China.

Chinese names A variety of systems are used for spelling Chinese names. For personal and place names from China, use the official Chinese spelling system known as Pinyin: Senior leader Deng Xiaoping, Beijing, or Zhejiang province.

 In personal names, Chinese generally place surnames first and then given names, Deng Xiaoping. Second reference should be the family name, Deng in this case. 

Some Chinese have Westernized their names, putting their given names or the initials for them first or sometimes using both an English name and a Chinese name: P.Y. Chen, Jack Wang, Frank Hsieh Chang-ting. In general, follow an individual’s preferred spelling. 

Normally Chinese women do not take their husbands’ surnames. Use the courtesy titles Mrs., Miss, or Ms. only when specifically requested. 

The Pinyin spelling system eliminates the hyphen or apostrophe previously used in many given names. Use the new spelling for Mao Zedong and Zhou Enlai, but keep the traditional American spelling for such historical figures as Sun Yat-sen and Chiang Kai-shek. 

If the new Pinyin spelling of a proper noun is so radically different from the traditional American spelling that a reader might be confused, provide the Pinyin spelling followed by the traditional spelling in parentheses. For example, the city of Fuzhou (Foochow). Or use a descriptive sentence: Fuzhou, long known in the West as Foochow, is the capital of Fujian province, on China’s eastern coast. 

Use the traditional American spellings for these place names: China, Inner Mongolia, Shanghai, Tibet.

 Follow local spellings in stories dealing with Hong Kong and Taiwan.

Capitalize the animal names for years in the Chinese lunar calendar: Year of the Sheep, Year of the Dog.

chip In electronics, a sliver of semiconducting material (usually but not always silicon) on which an integrated circuit is fabricated. Chips perform a variety of functions, including processing information (microprocessors) and storing information (memory chips).

chipmaker (n.) chipmaking (adj.) 

Christmas, Christmas Day Dec. 25. The federal legal holiday is observed on Friday if Dec. 25 falls on a Saturday, on Monday if it falls on a Sunday.

Never abbreviate Christmas to Xmas or any other form.

Christmastime One word.

Christmas tree Lowercase tree and other seasonal terms with Christmas: card, wreath, carol, etc. Exception: National Christmas Tree.

church Capitalize as part of the formal name of a building, a congregation or a denomination; lowercase in other uses: St. Mary’s Church, the Roman Catholic Church, the Catholic and Episcopal churches, a Roman Catholic church, a church.

Lowercase in phrases where the church is used in an institutional sense: She believes in the separation of church and state. The pope said the church opposes abortion.

See religious titles and the entry for the denomination in question in the Religion chapter.

CIA CIA is acceptable in all references.

The formal title for the individual who heads the agency is director of central intelligence. On first reference: Director Richard Helms of the CIA or CIA Director Richard Helms.

cigarette 

Cincinnati The city in Ohio stands alone in datelines.

circles The central organizing principle of Google Plus. Users group each other into circles so they can control, on a case-by-case basis, who can see their posts.

Cisco Systems Inc. Headquarters is in San Jose, California.

cities and towns See datelines for guidelines on when they should be followed by a state or a country name.

Capitalize official names, including separate political entities such as East St. Louis, Illinois, or West Palm Beach, Florida.

The preferred form for the section of a city is lowercase: the west end, northern Los Angeles. But capitalize widely recognized names for the sections of a city: South Side (Chicago), Lower East Side (New York).

See city.

Citigroup Inc. Formed from the combination of Travelers Group and Citicorp in 1998. Citibank is its banking unit. Headquarters is in New York.

citizen, resident, subject, national, native A citizen is a person who has acquired the full civil rights of a nation either by birth or naturalization. Cities and states in the United States do not confer citizenship. To avoid confusion, use resident, not citizen, in referring to inhabitants of states and cities.

Citizen is also acceptable for those in the United Kingdom, or other monarchies where the term subject is often used.

National is applied to a person residing away from the nation of which he or she is a citizen, or to a person under the protection of a specified nation.

Native is the term denoting that an individual was born in a given location.

city Capitalize city if part of a proper name, an integral part of an official name, or a regularly used nickname: Kansas City, New York City, Windy City, City of Light, Fun City.

Lowercase elsewhere: a Texas city; the city government; the city Board of Education; and all city of phrases: the city of Boston.

Capitalize when part of a formal title before a name: City Manager Francis McGrath. Lowercase when not part of the formal title: city Health Commissioner Frank Smith.

See city council and governmental bodies.

city commission See the next entry.

city council Capitalize when part of a proper name: the Boston City Council.

Retain capitalization if the reference is to a specific council but the context does not require the city name:

BOSTON (AP) — The City Council . . .

Lowercase in other uses: the council, the Boston and New York city councils, a city council.

Use the proper name if the body is not known as a city council: the Miami City Commission, the City Commission, the commission; the Louisville Board of Aldermen, the Board of Aldermen, the board.

Use city council in a generic sense for plural references: the Boston, Louisville and Miami city councils.

city editor Capitalize as a formal title before a name. See titles

city hall Capitalize with the name of a city, or without the name of a city if the reference is specific: Boston City Hall, City Hall.

Lowercase plural uses: the Boston and New York city halls.

Lowercase generic uses, including: You can’t fight city hall.

citywide 

civil cases, criminal cases A civil case is one in which an individual, business or agency of government seeks damages or relief from another individual, business or agency of government. Civil actions generally involve a charge that a contract has been breached or that someone has been wronged or injured.

A criminal case is one that the state or the federal government brings against an individual charged with committing a crime.

Civil War 

claim This verb implies doubt, and its use in stories  — Smith claimed  — can imply the reporter does not believe something. Generally, said is a better term. Claim is most appropriate when an assertion is open to question and the story presents an alternative point of view: Pro-government forces claimed they seized the town, but rebels denied it.

cleanup (n. and adj.) clean up (v.) 

clear-cut (adj.)

clerical titles See religious titles.

Cleveland The city in Ohio stands alone in datelines.

click-thrus A way of measuring how many people click a link online to see its destination site. Click-thrus are often used to set advertising rates.

clientele 

climate change See global warming.

clinically dead, clinical death Avoid these terms and seek explanation if used by a medical professional. There is no standard definition, though generally means the heart and breathing have stopped. It’s possible in some cases to resuscitate a person, such as a victim of sudden cardiac arrest. See brain-dead, brain death.

Clinton, Hillary Clinton no longer routinely uses the full name Hillary Rodham Clinton.

cloak-and-dagger 

Clorox A trademark for a brand of bleach.

closed shop A closed shop is an agreement between a union and an employer that requires workers to be members of a union before they may be employed.

A union shop requires workers to join a union within a specified period after they are employed.

An agency shop requires that the workers who do not want to join the union pay the union a fee instead of union dues.

A guild shop, a term often used when the union is The Newspaper Guild, is the same as a union shop.

See the right-to-work entry for an explanation of how some states prohibit contracts that require workers to join unions.

closely held corporation A corporation in which stock shares and voting control are concentrated in the hands of a small number of investors, but for which some shares are available and traded on the market.

close-up (n. and adj.)

cloture Not closure, for the parliamentary procedure for closing debate.

Whenever practical, use a phrase such as closing debate or ending debate instead of the technical term.

cloud Remote servers that can be accessed online for the storage of data and the use of related computing services. Popular services include Dropbox, Google Drive and Apple’s iCloud.

CME Group Inc. Parent of the Chicago Board of Trade, the Chicago Mercantile Exchange, the New York Mercantile Exchange and COMEX, which operates the CME Globex electronic trading platform and live trading floors in Chicago and New York. Its products include futures and options based on interest rates, equity indexes, foreign exchange, agricultural commodities, energy, metals, and alternative investment products, such as weather and real estate. It also clears over-the-counter derivatives. Headquarters is in Chicago.

CNN Acceptable in all references for the Cable News Network. Owned by Time Warner Inc.

co- Retain the hyphen when forming nouns, adjectives and verbs that indicate occupation or status:

co-author

co-chairman

co-defendant

co-host

co-owner

co-partner

co-pilot

co-respondent (in a divorce suit)

co-signer

co-sponsor

co-star

co-worker

(Several are exceptions to Webster’s New World College Dictionary in the interests of consistency.)

Use no hyphen in other combinations:

coed

coeducation

coequal

coexist

coexistence

cooperate

cooperative

coordinate

coordination

copay

Cooperate, coordinate and related words are exceptions to the rule that a hyphen is used if a prefix ends in a vowel and the word that follows begins with the same vowel.

Co. See company, companies.

coast Lowercase when referring to the physical shoreline: Atlantic coast, Pacific coast, east coast.

Capitalize when referring to regions of the United States lying along such shorelines: the Atlantic Coast states, a Gulf Coast city, the West Coast, the East Coast.

Do not capitalize when referring to smaller regions: the Virginia coast.

Capitalize the Coast when standing alone only if the reference is to the West Coast.

coastal waters See weather terms.

Coast Guard Capitalize when referring to this branch of the U.S. armed forces, a part of the Department of Homeland Security: the U.S. Coast Guard, the Coast Guard, Coast Guard policy. Do not use the abbreviation USCG, except in quotes.

Use lowercase for similar forces of other nations.

This approach has been adopted for consistency, because many foreign nations do not use coast guard as the proper name.

See military academies.

Coast Guardsman Capitalize as a proper noun when referring to an individual in a U.S. Coast Guard unit: He is a Coast Guardsman.

Lowercase guardsman when it stands alone.

See military titles.

coastline 

coattails 

cocaine The slang term coke should appear only in quoted matter.

Crack is a refined cocaine in crystalline rock form.

c.o.d. Preferred in all references for cash on delivery or collect on delivery. This is an exception to Webster’s New World College Dictionary.

coed The preferred term as a noun is female student, but coed is acceptable as an adjective to describe coeducational institutions. No hyphen.

Cold War Capitalize when referring specifically to the post-World War II rivalry between the United States and the former Soviet Union. Use only in the historic sense.

collateral Stock or other property that a borrower is obliged to turn over to a lender if unable to repay a loan.

See loan terminology.

collateralized debt obligations Debt, including bonds or mortgages, that is pooled, sliced up and resold to investors.

collectibles 

collective nouns Nouns that denote a unit take singular verbs and pronouns: class, committee, crowd, family, group, herd, jury, orchestra, team.

Some usage examples: The committee is meeting to set its agenda. The jury reached its verdict. A herd of cattle was sold.

Team names and musical group names that are plural take plural verbs. The Yankees are in first place. The Jonas Brothers are popular.

Team or group names with no plural forms also take plural verbs: The Miami Heat are battling for third place. Other examples: Orlando Magic, Oklahoma City Thunder, Utah Jazz.

Many singular names take singular verbs: Coldplay is on tour. Boston is favored in the playoffs. Stanford is in the NCAA Tournament.

But some proper names that are plural in form take a singular verb: Brooks Brothers is holding a sale.

PLURAL IN FORM: Some words that are plural in form become collective nouns and take singular verbs when the group or quantity is regarded as a unit.

Right: A thousand bushels is a good yield. (A unit.)

Right: A thousand bushels were created. (Individual items.)

Right: The data is sound. (A unit.)

Right: The data have been carefully collected. (Individual items.)

collectors’ item 

college Capitalize when part of a proper name: Dartmouth College.

See organizations and institutions.

collide, collision Two objects must be in motion before they can collide. A moving train cannot collide with a stopped train.

colloquialisms The word describes the informal use of a language. It is not local or regional in nature, as dialect is.

Webster’s New World College Dictionary identifies many words as colloquial with the label Informal. 

Many colloquial words and phrases characteristic of informal writing and conversation are acceptable in some contexts but out of place in others.

Other colloquial words normally should be avoided because they are pejorative. Webster’s New World College Dictionary notes, for example, that ain’t is informal, a “dialectal or nonstandard usage,”  although “widely used informally by educated speakers.” Many still consider it illiterate and it should not be used in news stories unless needed to illustrate nonstandard speech in writing.

See dialect.

colon See entry in Punctuation chapter.

colonel See military titles.

colonial Capitalize Colonial as a proper adjective in all references to the Colonies. (See the next entry.)

colonies Capitalize only for the British dependencies that declared their independence in 1776, now known as the United States.

Colorado Abbreviate Colo. in datelines only; spell out in stories. Postal code: CO

See state names.

colorblind 

colored In some societies, including the United States, the word is considered derogatory and should not be used.

In some countries of Africa, it is used to denote individuals of mixed racial ancestry. Whenever the word is used, place it in quotation marks and provide an explanation of its meaning.

Columbus Day Oct. 12. The federal legal holiday is the second Monday in October.

coma A state of unconsciousness in which the eyes are closed and the patient can’t be aroused as if simply asleep. There is no sign of a sleep-wake cycle, or of any awareness of self or environment. The patient cannot communicate or hear, and shows no emotion. Any movement is purely reflex. This is the first stage after a severe brain injury; the patient may recover partially or completely, die, or progress to a vegetative or minimally conscious state.

See minimally conscious state and vegetative state.

combat, combated, combating 

combustible 

Comcast Corp. Nation’s largest operator of cable TV and residential internet services. Owns NBCUniversal, which includes the NBC television network and such cable channels as MSNBC, CNBC, Bravo and Syfy, Universal Pictures movie studio and theme parks. Headquarters is in Philadelphia.

comedian Use for both men and women.

comma See entry in Punctuation chapter.

commander See military titles.

commander in chief Capitalize only if used as a formal title before a name.

See titles

commercial paper Short-term loans, issued primarily by corporations, to finance their daily needs, such as making payroll. Historically, a lower cost alternative to bank loans.

commissioner Do not abbreviate. Capitalize when used as a formal title.

See See titles.

commitment 

committee Do not abbreviate. Capitalize when part of a formal name: the House Appropriations Committee.

Do not capitalize committee in shortened versions of long committee names: The Senate Banking, Housing and Urban Affairs Committee, for example, became the Senate banking committee.

See subcommittee.

commodities futures contract A contract to purchase or sell a specific amount of a given commodity at a specified future date.

commodity The products of mining or agriculture before they have undergone extensive processing.

common stock, preferred stock An ownership interest in a corporation.

If other classes of stock are outstanding, the holders of common stock are the last to receive dividends and the last to receive payments if a corporation is dissolved. The company may raise or lower common stock dividends as its earnings rise or fall.

When preferred stock is outstanding and company earnings are sufficient, a fixed dividend is paid. If a company is liquidated, holders of preferred stock receive payments up to a set amount before any money is distributed to holders of common stock.

commonwealth A group of people united by their common interests.

See state.

Commonwealth of Independent States Founded Dec. 8, 1991, the organization is made up of 11 of the former republics of the USSR, or Soviet Union. Russia is the largest and richest. Three other former republics  — Latvia, Lithuania and Estonia  — became independent nations earlier in 1991. (The Soviet Union was formally dissolved in December 1991. Its last leader, Mikhail Gorbachev, resigned on Dec. 25, 1991.)

The republics (with adjective form in parentheses):

Armenia (Armenian); Azerbaijan (Azerbaijani); Belarus (Belarusian); Kazakhstan (Kazakh); Kyrgyzstan (Kyrgyz); Moldova (Moldovan); Russia (Russian); Tajikistan (Tajik); Turkmenistan (Turkmen); Ukraine (no the) (Ukrainian); Uzbekistan (Uzbek). Georgia (Georgian) quit CIS in 2008.

DATELINES: MOSCOW stands alone. Follow all other datelines with the name of the state. ALMATY, Kazakhstan.

Commonwealth, the Formerly the British Commonwealth. The members of this free association of sovereign states recognize the British sovereign as head of the Commonwealth. Some also recognize the sovereign as head of their state; others do not.

The members are: Antigua and Barbuda, Australia, Bahamas, Bangladesh, Barbados, Belize, Botswana, Brunei, Cameroon, Canada, Cyprus, Dominica, Fiji, Gambia, Ghana, Grenada, Guyana, India, Jamaica, Kenya, Kiribati, Lesotho, Malawi, Malaysia, Maldives, Malta, Mauritius, Mozambique, Namibia, Nauru, New Zealand, Nigeria, Pakistan (suspended after the 1999 military coup; suspension lifted 2004), Papua New Guinea, St. Kitts and Nevis, St. Lucia, St. Vincent and the Grenadines, Samoa, Seychelles, Sierra Leone, Singapore, Solomon Islands, South Africa, Sri Lanka, Swaziland, Tanzania, Tonga, Trinidad and Tobago, Tuvalu, Uganda, United Kingdom, Vanuatu and Zambia. (Zimbabwe withdrew in 2003.)

Communications Workers of America CWA is acceptable on second reference.

Headquarters is in Washington.

communism, communist See political parties and philosophies.

commutation A legal term for a change of sentence or punishment to one that is less severe.

See pardon, parole, probations.

compact disc CD is acceptable in all references.

company, companies Use Co. or Cos. when a business uses either word at the end of its proper name: Ford Motor Co., American Broadcasting Cos.

If company or companies appears alone in second reference, spell the word out.

The forms for possessives: Ford Motor Co.’s profits, American Broadcasting Cos.’ profits.

company (military) Capitalize only when part of a name: Company B. Do not abbreviate.

company names For a company’s formal name, consult the national stock exchanges: the New York Stock Exchange, www.nyse.com, or Nasdaq, www.nasdaq.com or filings with the Securities and Exchange Commission.

Do not use a comma before Inc. or Ltd., even if it is included in the formal name.

You must include the full company name somewhere in the story. This ensures the story will be among the search results on major websites.

The formal name need not be used on first reference  — for example, Costco is acceptable for Costco Wholesale Corp.  — but it should be contained in the body of any story in which the subject matter could affect a company’s business. For example, include the corporate name in a story on an earnings report, or in a story on a plane crash that could affect the airline’s stock price. However, the corporate name might be irrelevant in a story about a political candidate’s appearance at a local retail store.

If “The” is part of the formal company name it should be included. For example: The Walt Disney Co.

Generally, follow the spelling preferred by the company, but capitalize the first letter of company names in all uses: e.g., Adidas, Lululemon. Exceptions include company names such as eBay, which have a capital letter elsewhere in the name. However, company names should always be capitalized at the beginning of a sentence. For corporate news, AP may use the legal name from the Securities and Exchange Commission filing rather than a company’s preference: Wal-Mart, not Walmart; Twenty-First Century Fox, not 21st Century Fox.

Do not use all-capital-letter names unless the letters are individually pronounced: BMW. Others should be uppercase and lowercase. Ikea, not IKEA; USA Today, not USA TODAY.

Do not use symbols such as exclamation points, plus signs or asterisks that form contrived spellings that might distract or confuse a reader. Use Yahoo, not Yahoo!; Toys R Us, not Toys “R”   Us; E-Trade, not E*Trade.

Use an ampersand only if it is part of the company’s formal name, but not otherwise in place of and.

Use the lowercase unless it is part of the company’s formal name.

Here are 125 major U.S. companies, listed alphabetically with ticker symbols and headquarters:

3M Co. (MMM) St. Paul, Minn.

Abbott Laboratories (ABT) Abbott Park, Ill.

Aetna Inc. (AET) Hartford, Conn.

Alcoa Inc. (AA) New York

The Allstate Corp. (ALL) Northbrook, Ill.

Alphabet Inc. (GOOGL) Mountain View, Calif.

Altria Group Inc. (MO) Richmond, Va.

Amazon.com Inc. (AMZN) Seattle

American Express Co. (AXP) New York

American International Group Inc. (AIG) New York

Amgen Inc. (AMGN) Thousand Oaks, Calif.

Anadarko Petroleum Corp. (APC) The Woodlands, Texas

Anthem Inc. (ANTM) Indianapolis (previously WellPoint Inc.)

Apple Inc. (AAPL) Cupertino, Calif.

AT&T Inc. (T) Dallas

Bank of America Corp. (BAC) Charlotte, N.C.

Berkshire Hathaway Inc. (BRK.B) Omaha, Neb.

Best Buy Co. (BBY) Richfield, Minn.

Biogen Idec Inc. (BIIB) Cambridge, Mass.

Boeing Co. (BA) Chicago

Bristol-Myers Squibb Co. (BMY) New York

Carnival Corp. (CCL) Miami

Caterpillar Inc. (CAT) Peoria, Ill.

CBS Corp. (CBS) New York

Chevron Corp. (CVX) San Ramon, Calif.

Cisco Systems Inc. (CSCO) San Jose, Calif.

Citigroup Inc. (C) New York

The Coca-Cola Co. (KO) Atlanta

Colgate-Palmolive Co. (CL) New York

Comcast Corp. (CMCSA) Philadelphia

ConAgra Foods Inc. (CAG) Omaha, Neb.

ConocoPhillips (COP) Houston

Costco Wholesale Corp. (COST) Issaquah, Wash.

CVS Health Corp. (CVS) Woonsocket, R.I.

Deere & Co. (DE) Moline, Ill.

Delta Air Lines Inc. (DAL) Atlanta

Dow Chemical Co. (DOW) Midland, Mich.

Duke Energy Corp. (DUK) Charlotte, N.C.

DuPont Co. (DD) Wilmington, Del.

eBay Inc. (EBAY) San Jose, Calif.

Eli Lilly and Co. (LLY) Indianapolis

Exelon Corp. (EXC) Chicago

Express Scripts Holding Co. (ESRX) St. Louis

Exxon Mobil Corp. (XOM) Irving, Texas

Facebook Inc. (FB) Menlo Park, Calif.

FedEx Corp. (FDX) Memphis, Tenn.

Ford Motor Co. (F) Dearborn, Mich.

The Gap Inc. (GPS) San Francisco

General Dynamics Corp. (GD) Falls Church, Va.

General Electric Co. (GE) Fairfield, Conn.

General Mills Inc. (GIS) Minneapolis

General Motors Co. (GM) Detroit

The Goldman Sachs Group Inc. (GS) New York

Halliburton Co. (HAL) Houston

HP Inc. (HPQ) Palo Alto, Calif.

The Home Depot Inc. (HD) Atlanta

Honeywell International Inc. (HON) Morris Township, N.J.

Intel Corp. (INTC) Santa Clara, Calif.

International Business Machines Corp. (IBM) Armonk, N.Y.

J.C. Penney Co. (JCP) Plano, Texas

Johnson & Johnson (JNJ) New Brunswick, N.J.

JPMorgan Chase & Co. (JPM) New York

Kellogg Co. (K) Battle Creek, Mich.

Kimberly-Clark Corp. (KMB) Irving, Texas

The Kraft Heinz Co. (KHC) Pittsburgh

The Kroger Co. (KR) Cincinnati, Ohio

Lockheed Martin Corp. (LMT) Bethesda, Md.

Lowe’s Cos. (LOW) Mooresville, N.C.

Macy’s Inc. (M) corporate offices in New York and Cincinnati

Marathon Oil Corp. (MRO) Houston

MasterCard Inc. (MA) Purchase, N.Y.

McDonald’s Corp. (MCD) Oak Brook, Ill.

McKesson Corp. (MCK) San Francisco

Medtronic Inc. (MDT) Minneapolis

Merck & Co. (MRK) Kenilworth, N.J.

MetLife Inc. (MET) New York

Microsoft Corp. (MSFT) Redmond, Wash.

Mondelez International Inc. (MDLZ) Deerfield, Ill.

Monsanto Co. (MON) St. Louis

Morgan Stanley (MS) New York

News Corp. (NWSA) New York
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airport Capitalize as part of a proper name: forms unless otherwise
LaGuardia Airport, O’Hare International indicated.
Airport.
The first name of an individual and the
word international may be deleted from a \
formal airport name while the remainder Text explains usage.

is capitalized: John F. Kennedy International
Airport, Kennedy International Airport
or Kennedy Airport. Use whichever is
appropriate in the context. Examples of correct and
P incorrect usage are in italics.
Do not make up names, however. There AP doesn’t use italics in news
is no Boston Airport, for example. The stories.
Boston airport (lowercase airport) would be
acceptable if for some reason the proper
name, Logan International Airport, were not
used.

Many entries simply give the

airstrike correct spelling, hyphenation
// andjor capitalization.

airtight
air traffic controller No hyphen.

airways The system of routes that the
federal government has established for Related topics are in boldface.
airplane traffic.
See the airline, airlines entry for its use
in carriers’ names. Abbreviate indicates the

correct abbreviation of a

aka Abbreviation for also known as. word.

Alabama Abbreviate Ala.in datelines only;
spell out in stories. Postal code: AL
See state names.

Other abbreviations used in the Stylebook:
n.: noun adj.: adjective
v.: verb adv.: adverb
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