


Wilkes University in 1990. Use full title on
first reference; BUJC is acceptable on
subsequent references.

Center for Global Education and
Diversity
Encompasses support services for
international students, the Office of
Diversity Initiatives and the Intensive
English Program

chair/chairperson
Use these terms even if you know the
person’s gender.

class of …
-RKQ�6PLWK�LV�D�PHPEHU�RI�WKH�FODVV�RI������
1RWH��XVH�WKLV�VW\OH�IRU�DOO�H[WHUQDO
FRPPXQLFDWLRQV�UHIHUHQFLQJ�JUDGXDWLQJ
FODVV�\HDUV�IRU�DOXPQL��7KH�¶���IROORZLQJ
DOXPQL�QDPHV�LV�IRU�LQWHUQDO�SXEOLFDWLRQV
RQO\�

Class year
Entering students may be referred to as
first-year students. For current students, use
IUHVKPDQ��VRSKRPRUH��MXQLRU��VHQLRU or
JUDGXDWH�VWXGHQW to denote year. Do not use
prospective graduation year.

Cohen Science Center – Acceptable on all
references. Correct full name is Lawrence
and Sally Cohen Science Center.

Colonel(s)
Capitalize when used to name Wilkes
athletics teams. Women’s teams are referred
to as the /DG\�&RORQHOV�

Colonel Connection, The
Formal name � il�lumni�s `cb耀ation’
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Departments, offices
Capitalize when using the formal name;
lowercase informal usage.

The 'HSDUWPHQW�RI�1XUVLQJ but the QXUVLQJ
GHSDUWPHQW�

Dining Services/Locations
● Rifkin Café: Located on the first

floor of the Henry Student Center.
Houses Gril�



as the honors program. Students in the
program may be referred to as honors
program students. Do not use the term
honors students.

Institute for Energy and Environmental
Research

Institute for Public Policy and Economic
Development – Use the institute on second
reference

Intensive English Program
Avoid abbreviating it as the IEP

International Engagement (Office of)
Office responsible for established and new
University partnerships with the Republic of
Panama and other countries.

Karambelas East Campus Gateway – the
Gateway linking South Main Street to the
heart of campus. East Campus Gateway may
be used on second reference. Capitalize
Gateway when used by itself.

Karambelas Media and Communication
Center. .DUDPEHODV�&HQWHU�LV�DFFHSWDEOH�RQ
VHFRQG�UHIHUHQFH�

Kirby Scholars – Student workers in the
Allan P. Kirby Center for Free Enterprise
and Entrepreneurship

Leahy, Patrick F.
Patrick F. Leahy, Wilkes University
president or President Patrick F. Leahy. Use
last name only on second reference.
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McHale Athletic Center
Field house in the University Center on
Main. Do not refer to as the MAC in formal
communications.

Nesbitt College of Pharmacy

NeuroTraining and Research Center –
located in Breiseth Hall

northeast Pennsylvania
Lowercase QRUWKHDVW.

Nursing Simulation Center
Located on the lower level of Stark Learning
Center. Use simulation center on second
reference. Do not use sim center. See entry
about manikins

Nursing degrees (graduate)
● Ph.D. in Nursing (doctor of

philosophy in nursing is a
research-based doctorate)

● D.N.P. (doctor of nursing practice
offers an advanced degree with a
clinical rather than research focus)

Office of International Engagement
Separate from our international students’
services. Responsible for our partnerships
with the Republic of Panama, including:
-Wilkes University Panamanian Partnership
-MEDUCA Bilingual Panama
-IFAHRU program (traditional
undergraduates)
-Diplomatic Partnership

Passan School of Nursing
May use the Passan School or school of
nursing on second reference.

Patrick F. Leahy (use middle initial)

President’s Awards for Excellence
Given for mentorship, scholarship, diversity,
innovation and community

Research and Scholarship Symposium –
name for the annual presentation of faculty
and student research

Residence hall vs. dorm – Residence Hall
is preferred

Room numbers and building names
Use number only before building name to
convey room addresses:

7KH�PHHWLQJ�ZLOO�EH�KHOG�LQ�����6WDUN�

SHINE of Luzerne County at Wilkes
University – SHINE may be used on second
reference

Sidhu School of Business and Leadership
Use instead of -D\�6��6LGKX�6FKRRO�RI
%XVLQHVV�DQG�/HDGHUVKLS on first reference;
use 6LGKX�6FKRRO on subsequent references.

South Campus Gateway – The Gateway
linking the Henry Student Center with the
Fenner Quadrangle. Capitalize Gateway
when used by itself on second reference.

States
When standing alone, spell out state names:
0RVW�:LONHV�VWXGHQWV�FRPH�IURP
3HQQV\OYDQLD�

When the state name appears�p, sc
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Use numerals and omit zeroes for
on-the-hour times: 7KH�PHHWLQJ�EHJLQV�DW��
S�P�

Note than a.m. and p.m. are not capitalized.

In text, use QRRQ and PLGQLJKW rather than
numerals to avoid confusion.

Titles, people
Capitalize when immediately preceding
names DQG using as part of the names.

'HDQ�3DXO�$GDPV�VDLG�« OR $VVLVWDQW
3URIHVVRU�0LVFKHOOH�$QWKRQ\�VDLG�«

Lowercase if following names or used to
help describe or identify people further.

$QWKRQ\�/LX]]R��SURIHVVRU�RI�EXVLQHVV�DQG
HFRQRPLFV��«

If the person holds a named professorship or
chair, such as an endowed professorship,
capitalize the title whether it precedes or
follows the name:

3URIHVVRU�0LFKDHO�6WHHOH��)HQQHU�(QGRZHG
5HVHDUFK�&KDLU��«

Titles, works
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WEBS (Women E�炀





6KH�VFKHGXOHG�WKH�ILQDQFH�FODVV��ZKLFK
PHHWV�LQ�WKH�HYHQLQJ (evening is when the
MBA meets; implies that no other MBA
class exists).

Their
7KHLU is a plural pronoun.

Incorrect: $Q\�VWXGHQW�ZKR�PLVVHG�WKH
PHHWLQJ�VKRXOG�SLFN�XS�WKHLU�IRUP�WRGD\�

To avoid using KH or VKH, construct
sentences with plural objects:

Correct: $Q\ sWXGHQWV�ZKR�PLVVHG�WKH
PHHWLQJ�VKRXOG�SLFN�XS�WKHLU�IRUPV�LQ�WKH
RIILFH�

Title/entitle
To WLWOH means to give a title; to HQWLWOH means
to give a title to or a claim.

+LV�VSHHFK�LV�WLWOHG�³���:D\V�WR�:LQ�´
7KH�DXWKRU�HQWLWOHG�KHU�ERRN A Book About
Me�
6WXGHQWV�DUH�HQWLWOHG�WR�D�IDLU�KHDULQJ�

Who/whom
Use ZKR when someone is the subject of a
sentence, clause or phrase: 7KH�VWXGHQW�ZKR
VSRNH�MXVW�FURVVHG�WKH�VWUHHW OR :KR�OHIW�D
EDFNSDFN�LQ�WKH�KDOO"

Use ZKRP when someone is the object of a
verb or preposition: 7KH�VWXGHQW�WR�ZKRP�ZH
VSRNH�MXVW�FURVVHG�WKH�VWUHHW OR ,�VKRXOG
JLYH�WKH�EDFNSDFN�WR�ZKRP"
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