
Abbreviations 
• �Do not use in running text 

(Professor Smith, not Prof. Smith).

• �US is acceptable as an adjective, 
but use United States for the 
noun.

• �Always use US without periods 
between the letters (US not U.S.)

• �Acceptable abbreviation in first 
use if common (CIA, CEO, SAT, 
NCAA, AIDS, HMO, NASA, FBI). 
Otherwise, introduce by placing 
the acronym in parentheses after 
the first use of the spelled-out 
term.

• �The College’s URL, domain name, 
and email are lakeforest, not lfc.

• �Do not use LFC to abbreviate the 
College’s name.

Ampersand
• �Do not use an ampersand in 

place of the word and unless it is 
part of a formal title (AT&T).

Capitalization
• �Official names are capitalized 

(Office of Admissions, 
Department of Chemistry) but 
use lowercase for informal form 
(chemistry department, registrar’s 
office)

• �Set lower case departments or 
offices that are not official names 
(the alumni office); nouns used 
with numbers to designate 
chapter, rooms, pages, etc. 
(chapter 1, room 234, page 555); 
simple direction (the west coast of 
Michigan).

• �Capitalize Commencement, 
Orientation, Homecoming, and 
Campaign when it refers to the 


