Capitalization Guidelines

1. The first word of every sentence and the first word of every complete direct quotation.  Do not capitalize fragmented quotations or a quotation that is resumed within a sentence.

Ex.  She said, “Hard work is necessary for success.”


       He stressed the importance of “a sense of values.”

       “When all else fails,” he said, “follow directions.”

2. The first word after a colon if that word begins a complete sentence.

Ex.  Remember this:  Work with good techniques.


       We carry these sizes:  small, medium, and large.

3. First, last, and all other words in titles of books, articles, periodicals, headings, and plays, except words of four or fewer letters used as articles, conjunctions, or prepositions.

Ex.  Century 21 Keyboarding     Saturday Review     “How to Buy a House”      “The Sound of Music” 

4. An official title when it precedes a name or when used elsewhere if it is a title of distinction.

Ex.  President Lincoln
The doctor is in.        She is the Prime Minister.       He is the class treasurer.  

5. Personal titles and names of people and places.

Ex.  Miss Franks

Dr. Jose F. Ortez
       San Diego

6. All proper nouns and their derivatives.

Ex.  Canada
Canadian Festival
France

French Food

7. Days of the week, months of the year, holidays, periods of history, and historic events.

Ex.  Sunday
Labor Day
New Year’s Day
June
      Middle Ages
Civil War

8. Geographic regions, localities, and names.

(North, South, East, & West:  as a direction of travel = lowercase | as reference to a geographical area of a city, county, state, or country = capitalized) 

Ex.  the North

Upstate New York

Mississippi River 


9. Street, avenue, company etc., when used with a proper noun.

Ex.  Fifth Avenue

Avenue of the Stars

Armour & Company

10. Names of organizations, clubs, and buildings.

Ex.  Girl Scouts

4-H Club

Carew Tower

11. A noun preceding a figure except for common nouns such as line, page, and step.

Ex.  Style 143
Catalog 6
page 247
line 17

step 4

12. Seasons of the year only when they are personified.

Ex.  icy fingers of Winter

the soft touch of Spring

13.  Earth = as a planet | earth = as the ground or dirt

