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Trinity University Mission Statement

Trinity University is an independent co-educational university 

whose mission is excellence in the interrelated areas of teaching,

research, and service. Trinity seeks to provide broad and intensive 

educational opportunities primarily to undergraduates in 

the liberal arts and sciences, and in selected professional and 

pre-professional fields. It also offers a small number of

selected high quality graduate programs.

Trinity University is dedicated to creating a superior 

intellectual environment by recruiting, developing, and retaining 

outstanding faculty members dedicated to teaching, to scholarship 

and creative endeavor, and to service to the University and 

its community; identifying, and attracting talented and 

highly motivated students to its predominantly full-time, residential 

student body; and providing a supportive and challenging experience 

wherein students, faculty, and staff can realize the potential of

their abilities and engage their responsibilities to others. Trinity 

respects its historic ties to the Presbyterian Church, with which 

it continues to have a covenant relationship.

Office of University Communications Mission Statement 

The Office of University Communications actively promotes 

Trinity University, its people and programs and communicates 

University news to both internal and external audiences with 

strategies designed to enhance national visibility and advance its 

reputation as one of the nation’s finest undergraduate institutions.
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Trinity University Style Guide

“Style” is the custom or plan followed in spelling, capitalization, punctuation, and
typographic arrangement and display of printed materials. The purpose of the 
following style guide is to achieve a more consistent image in brochures, news releases,
advertisements, and other materials intended for public dissemination. These rules
have been set down or referenced here for use by those who are charged with pro-
ducing such materials. Copy submitted to the Office of University Communications
for brochures, press releases, and other University publications will be edited to
comply with the University style.

The “Trinity style” is based on two “rulebooks”—The New York Times Manual 
of Style and Usage and Webster’s New World University Dictionary—with clarifica-
tions and exceptions noted below. For spelling and usage not covered by these two
books, Webster’s Third New International Dictionary (unabridged) is the next source.
The Chicago Manual of Style (14th ed.) is an authoritative source for situations not
covered by the references noted above.

The ultimate purposes of using a consistent style are ease of reading and clarity of
communication, and these purposes are critical for a university as it tells its stories
and promotes its mission to outside audiences.

Style is a dynamic process. Usage and applications of words and phrases may change
with commonly accepted language. We will endeavor to review and revise this document
periodically to reflect such changes. We want to be clear in our communication
efforts, yet proper in our use of the language.

In addition to style, this guide contains an abbreviated guide to usage of the Trinity
logo and other elements of the branding campaign.

This manual was developed as a reference for Trinity-specific and other frequently
encountered words and phrases, and for clarifications of and exceptions to the New
York Times stylebook and Webster’s New World University Dictionary, the standard
style references used for University publications. It also includes answers to some
common questions about usage and punctuation.

If you have questions that aren’t addressed here, if you find an error, or if you have 
a suggestion for clearer usage, please contact Mary Denny, associate director/publi-
cations at 999-8442 or e-mail mdenny@trinity.edu.
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1  ABBREVIATIONS

Part I:   STYLE GUIDE

ABBREVIATIONS

Use standard abbreviations when it is customary to do so.

Some abbreviations are full caps with no periods. Increasingly, periods are omitted
from abbreviations. If an abbreviation can be used with or without periods, use it
without.

◆ DO ABBREVIATE: 

Acronyms
Acronyms are abbreviations that spell out pronounceable words: Alcoa, NATO,
radar, scuba. For proper-name acronyms of more than four letters, capitalize the first
letter only: Nafta, Unicef. The first mention of any organization, firm, agency, or
group should be spelled out. If the organization’s name is not well known, indicate
the abbreviation or acronym in parentheses immediately following the first reference
and refer to the organization by its abbreviation or acronym thereafter. Acronyms or
abbreviations on first reference are appropriate if the organization or agency is well
known. Acronyms do not contain periods, except for U.S., which is an adjective
form only. Abbreviations contain periods.

SAT (Scholastic Aptitude Test)
F.B.I. (Federal Bureau of Investigation)
University of Texas at San Antonio (UTSA)

State abbreviations  
In running copy, use the state abbreviations accepted by the Associated Press:

Ala., Ariz., Ark., Calif., Colo., Conn., Del., Fla., Ga., Ill., Ind., Kan., Ky., La., Md.,
Mass., Mich., Minn., Miss., Mo., Mont., Neb., Nev., N.H., N.J., N.M., N.Y., N.C.,
N.D., Okla., Ore., Pa., R.I., S.C., S.D., Tenn., Vt., Va., Wash., W.Va., Wis., Wyo.

Note that eight state names are not abbreviated—Alaska, Hawaii, Idaho, Iowa,
Maine, Ohio, Texas, and Utah.

The District of Columbia is treated like a state:

Washington, D.C., is the nation’s capital.
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ABBREVIATIONS 2

The two-letter postal codes are used only for mailing and in sports rosters 
and programs:

San Antonio, TX 78212   |   Tackle John Smith, Tulsa, OK

A.D. | B.C. | B.C.E.
A.D. should precede the date, the latter two should follow it; use small caps
where possible.

A.D. 1400   |   500 B.C. |   600 B.C.E.

a.m. | p.m.
Use of small caps permissible. For 12 a.m. and 12 p.m. use midnight and
noon respectively. Avoid o’clock.

Months
The months of August, September, October, November, December, January,
and February may be abbreviated when followed by numerals:

Aug. 15 or August   |   Dec. 24 or December 

The months of March, April, May, June, or July should not be abbreviated
except as a last resort in a chart.

St. for Saint
Use St. for Saint in city and town names (display uses may deviate):

St. Louis 

Units of measure
May be abbreviated when preceded by numerals.

14 gal. |   23 oz.

◆ DO NOT ABBREVIATE: 

Days of the week 

The first word in a sentence

The title ”professor“

United States, unless using U.S. as an adjective

Henry immigrated to the United States.

The U.S. policy on immigration is undergoing changes.
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3  THE CAMPAIGN FOR TRINITY UNIVERSITY

THE CAMPAIGN FOR TRINITY UNIVERSITY

The capital campaign currently being conducted should be referred to in one of
three ways:

For campaign publications and collateral usage such as Web sites, videos, etc., use
this designation:

Dream. Inspire. Achieve.
The Campaign for Trinity University

Note that Dream. Inspire. Achieve. are followed by periods and the entire title is italicized.

In running text, it should be referred to as The Campaign for Trinity University on
first reference.

Subsequent references are to the Campaign.

Campaign initiatives include the MAS (Mexico, the Americas and Spain) and EAST
(East Asian Studies at Trinity) programs. Additional programs are in initial stages 
of development.

CAPITALIZATION

We are basically “down style.” In general, avoid unnecessary use of capitals.
Sentences read more smoothly if the eye isn’t stopped by frequent capitals.

◆ DO CAPITALIZE: 

Administrative offices and facilities
Capitalize these even when the word office or center is implied.

Office of University Communications   |   University Communications
Coates University Center   |   Coates

Board of Trustees
Capitalize Board of Trustees and Trustee when used before a name. Capitalize Board
on second reference (when referring to Trinity only).

Ethnic origins
Always capitalize ethnic origins.

Caucasian   |   African American   |   Asian   |   Latino/a   |   Native American
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CAPITALIZATION 4

Formal titles
Capitalize titles when they immediately precede a name.

President John Brazil   |   Vice President Marc Raney

Historical periods
Always capitalize the names of historical periods.

Renaissance   |   Victorian   |   Middle Ages

Internet or Net
Capitalize all references to the Internet.

Names of committees
Capitalize committee names on first reference and lowercase second references.

Integrated Marketing Committee (after first reference, use the committee)

Names of organizations and major historical events
Official names of organizations and major historical events are capitalized.

Red Cross   |   World War II

Regional designations
Use capitals when referring to a specific region.

South Texas   |   East Coast

R.S.V.P.
Always capitalize. Use periods after each letter. Note: Do not use the word “please”
before R.S.V.P. because this abbreviation means “please respond” in French.

Titles of specific courses
Capitalize titles of specific courses. Do not use quotation marks or italics. Use lower-
case when not referring to a specific course.

History of China but: a history course

Trinity events, groups, entities, academic programs
Capitalize the names of events, groups, and academic programs.

Alumni Weekend   |   Family Weekend 
Associates   |   Annual Fund 
Common Curriculum   |   First-Year Seminar 
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5  CAPITALIZATION

University
Capitalize University used alone when it refers to Trinity.

The University was ranked number 1 in the West.

Web or Web site
Capitalize all references to the World Wide Web.

◆ DO NOT CAPITALIZE: 

academic degrees 
Use lowercase to designate a type of academic degree.

bachelor’s degree   |   master’s degree   |   doctorate
bachelor of arts   |   master of science

Avoid B.A., M.S., and Ph.D. in text, although they are appropriate in programs and
the like. The word degree should not follow the abbreviation.

B.A. (not B.A. degree)

academic departments and fields of study
In text, use lowercase except where a proper noun is part of the name:

philosophy department (preferred)   |   biology   |   department of geosciences
but: English department   |   Spanish department

environmental studies but: European history

Exception: When a department name stands alone on a poster, invitation, or
brochure, it may be capitalized:

The Department of Speech and Drama invites you to...

academic honors
Use lowercase for academic honors such as cum laude, magna cum laude, etc.

alma mater
Use lowercase unless referring to the University song.

a.m. | p.m.
Always use lowercase for a.m. and p.m. Small caps are permitted.

black | white
Use lowercase when referring to race.
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DICTION AND COMPOSITION 6

commencement
Use lowercase unless referring to a specific one.

commencement speaker   |   Winter 2005 Commencement

majors, minors, programs, specializations, and concentrations
Use lowercase unless part of a designated degree.

He majored in engineering science and minored in history.
He holds a Bachelor of Science in mathematics.
She holds a Master of Science in Health Care Administration.

occupational descriptions 
Use lowercase for occupational descriptions. (Also see Titles.)

astronaut John Glenn   |   math professor Scott Chapman
Trinity football coach Steve Mohr

seasons
Use lowercase for seasons unless part of a formal name.

The spring semester
but: Fall ’01 Class Schedule   |   Winter Olympics

titles that appear after a name
Use lowercase for titles appearing after a name unless identifying a Distinguished
Professor. (Also see Titles.)

Marc Raney, vice president for advancement
Norman Sherry, O.R. and Eva Mitchell Distinguished Professor of English

www
Use lowercase for www when referring to the World Wide Web.

DICTION AND COMPOSITION

Active voice
Emphasize the active voice. Try to write direct sentences with active verbs.

Ampersand
Use the ampersand (&) only when it is part of an official name:

AT&T   |   Simon & Schuster 
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7  LATIN AND FOREIGN PHRASES, NUMBERS

Clichés 
Avoid clichés. Also avoid repetitive redundancies and meaningless modifiers: A wide
variety is, after all, a variety.

Nounspeak
Avoid nounspeak—the frequent use of nouns as verbs (as in “He authored the
book”)—which tends to take the action out of a sentence.

Superlative
Be careful about using the superlative—it’s a lot to live up to. Avoid high 
levels of abstraction. Don’t diagram theorems, draw pictures.

URLs
Omit the http:// tag when writing URLs unless in electronic text where you want 
the reader to click on the link. However, do use https:// for secure Web sites. Use a
period even when a URL or e-mail address ends the sentence. Don’t break a URL at
a hyphen and don’t add a hyphen unless it appears in the address. URLs, like e-mail
addresses, appear in italics in printed publications.

LATIN AND FOREIGN PHRASES

alumnus | alumni | alumni | alumnae
A male graduate is an alumnus, a female is an alumna. Alumnae describes a group of
women graduates, while alumni is used for both an all-male group of graduates and
a mixed group, following the Latin usage.

Do not use alum or alums unless in a direct quotation.

Cum laude | summa cum laude | magna cum laude
Cum laude, summa cum laude, and magna cum laude are not italicized in running
text, but may be italicized in programs or on diplomas.

emeritus | emerita
A retired male professor may earn emeritus status; a retired female professor would
earn emerita status.

Italicizing
Commonly used foreign words or phrases do not need to be italicized. Italicize only
those words that may not be well known. Foreign proper names are not italicized.
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NUMBERS 8

NUMBERS

Ages
Arabic numbers are used for ages.

7 years old   |   a 9-year-old child (note two hyphens)

Dates
Do not use st, th, etc. with dates:

March 1 (not March 1st)

Fractional amounts
In text copy, spell out fractional amounts that are less than one, using hyphens
between the words. Use figures for all fractions larger than one:

one-half |   three-sixteenths   |   3 3/4

Monetary figures
Arabic numbers are used for monetary figures.

$5   |   $15.80   |   $150 million

A hyphen is not necessary in a compound adjective that includes Arabic numerals to
represent dollars:

an $18 million building 

Percentages
Arabic numbers are used for percentages.

8 percent (spell out percent)

Numbers 0 through 9
The numbers one through nine (and zero) should be spelled out, unless used as an
age, monetary figure, percentage, or very large number. For numbers ten and higher,
use arabic numbers. When a number is the first word of a sentence, it should be
spelled out. However, a sentence can usually be reworked to avoid having to spell
out a large or hyphenated number, a monetary figure, or a percentage.

Phone numbers
Phone numbers are written in the newer style with a dash between all elements as
opposed to putting parentheses around area codes:

210-999-8406   |   1-800-999-7207
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9  PUNCTUATION

When the phone number is expressed as a word, it should be followed by the
numerical version in parentheses. If it is a toll free number, say so.

1-800-TRINITY (1-800-874-6489) toll free

Very large numbers
Arabic numbers are used for very large numbers (i.e., a million or larger).

$5   |   $15.80   |   $150 million   |   8 percent (spell out percent)   |   7.5 billion

PUNCTUATION

Use punctuation to clarify meaning. It helps sometimes to read a sentence aloud 
and punctuate the way you speak. Avoid overuse of semi-colons, exclamation points,
dashes, parenthetical expressions, and italic emphases.

◆ QUOTATION MARKS:

Punctuation within quotes
Periods and commas always go within quotes according to American English con-
vention. Other punctuation goes within only if it is part of the quoted material:

“This is a good example,” she said. |   She said, “This is a good example.”

Titles of short stories, poems, or articles
Individual chapters in books
Individual songs (and other short musical compositions)
Single episodes of a television  or radio series
Generally, these (relatively short) works are set off in quotes only but not italicized.
(See Italics section, below.)

“The Road Not Taken” |   “Silent Night” |   “Babylon Revisited”

◆ ITALICS: 

Titles of books, newspapers, or magazines
Titles of paintings, sculptures, films, or plays
Titles of record albums, operas (and other long musical works)
Continuing television or radio series
Generally, these (relatively long) works are italicized. (See Quotation Marks, above.)

Gone With the Wind   |   The New York Times   |   The Magic Flute    |   Frasier 
Mona Lisa   |   Sgt. Pepper’s Lonely Hearts Club Band    |   South Pacific
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PUNCTUATION 10

◆ COMMAS: 

Comma in a series
Follow Strunk and White’s second rule for serial commas: “In a series of three or
more terms with a single conjunction, use a comma after each term except the last.”

red, white, and blue

Specific dates
When a specific date is used with month and year, set the year off with commas.
When a month and year appear alone, no comma is necessary:

June 6, 1944, was D-Day.
D-Day preparations came to fruition in June 1944.

Jr. | Sr.
Do not use a comma before the Jr. or Sr. or Roman numeral in a proper name.

Martin Luther King Jr. |   John D. Rockefeller III

◆ APOSTROPHES: 

Possessive form
Form the possessive singular of nouns by adding ’s:

Steve’s pencil   |   Marx’s theories 

One exception to this rule is singular proper nouns ending in “s,” for which only
an apostrophe is used:

Dickens’ novels   |   Texas’ beaches

Plural possessives are formed by adding an apostrophe after the s, unless the
word has a special plural construction that does not end in s:

students’ rights   |   women’s studies

Plurals
Plurals of words should NOT contain apostrophes:

Keep up with the Joneses (not the Jones’s)   |   thousands of items (not thousand’s)

One exception is plurals of single letters, which may require an apostrophe to
avoid misinterpretation:

She earned all A’s.
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11  PUNCTUATION

It’s | its
It’s ALWAYS means it is. The pronoun possessive is its—with NO apostrophe:

It’s an occasion to celebrate.
The University celebrates its 130 year-old heritage.

Graduation years
Alumni and current students are identified in University publications by listing the last
two digits of their graduation years with apostrophe following their names:

Russell Guerrero ’83   |   Jane Smith ’08

◆ HYPHENS AND DASHES: 

Compound adjectives 
Do hyphenate compound adjectives, but don’t hyphenate -ly words (adverbs):

full-time job   |   well-known speaker   |   easily remembered rule

em dash
Use the em dash (—) to indicate an abrupt insertion or change of thought in a sentence.

The woman next door—her husband is a doctor—planted 500 petunias in her garden.

en dash
Use an en dash (–) to express intervals in numbers.

939–1945   |   8–10 p.m.

Hyphenating to clarify meaning
For some words, common sense is the governing factor:

resign (quit) but: re-sign (sign again)

Use the hyphen to avoid possible misinterpretation: A fast sailing ship may be inter-
preted as a speedy ship with sails or any ship that happens to be moving quickly—
fast-sailing ship makes things clearer.

Hyphenating “ex-” 
Hyphenate “ex-” when it means “former” but not when it means “out of.”

ex-convict   |   exhale
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PUNCTUATION 12

Prefix ends and following word begins with same vowel
Use a hyphen if a prefix ends in a vowel and the word that follows begins with the
same vowel. Also use a hyphen if the word that follows is capitalized:

re-election   |   non-Western

However, there are exceptions that have evolved through frequent usage:

cooperate  |   coordinate

Prefixed words not found in dictionary
Use a hyphen for any prefixed words you can’t find in the dictionary unless a
hyphen would distort the sense of the word.

20th century | 20th-century
When anything is defined by a century, decade, or year (i.e., when such a phrase is
an adjective), use a hyphen between the number and the time period:

The 20th century but: 20th-century literature   
first-year student

◆ ELLIPSIS: 

An ellipsis is normally three periods without spaces between them and without
spaces between ellipsis and the text.

Omission of word(s) in a quotation
Use an ellipsis to indicate the omission of one or more words in a quotation.

“Ask...what you can do for your country.”

If an ellipsis precedes a period or other punctuation, attach the mark without leav-
ing a space:

“He felt it was too late to turn back....”
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13  REFERENCES

REFERENCES

Alumni | students
First references of alumni and students in running text (e.g., magazine copy, press
releases) always include the last two digits of their class year preceded by an apostrophe:

Elizabeth Ford ’92   |   Mary Jones ’09

Other alumni references are as follows:

Married, same class: John and Susan Bates Smith ’78
Married, different classes: John ’78 and Susan Bates Smith ’87
Wife only is alumna: Susan Bates Smith ’87 and husband, John
Husband only is alumnus: Susan and John Smith ’84 
Alumnus with two Trinity degrees: Susan Smith ’89, ’92

Alumni references are boldfaced in the Class Acts section of Trinity magazine and
class years are omitted when they are mentioned under their designated class year.

On second reference to any person in running copy use last name only. The only
exceptions are AlumNet and On Trinity Hill, which use first names only on second
reference to achieve a more intimate and informal tone. (See Titles section.)

CD-ROM | DVD | RAM | URL
CD-ROM, DVD, RAM, and URL are printed using all caps.

E-mail
The word e-mail is still hyphenated: e-mail

Ethnic origins
Use Caucasian, African American, Asian, Latino/a, Native American. Hispanic and
Chicano/a are also acceptable. Try to avoid people of color, although it is preferable 
to minorities. Use historically underrepresented groups instead of minorities when
speaking demographically. If possible, ask the person how he or she would like to 
be identified.

First-year students
Use first-year or first-year student instead of freshman.

International students
Use international students instead of foreign students.

John R. Brazil
John R. Brazil always uses the middle initial.
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REFERENCES 14

Long possessives
Instead of “Everyone will do his part,” make it “his or her part.” Better yet, try to
restructure the sentence to avoid having to use a long possessive like “his or her”:
“All will do their parts.” (“Everyone will do their part” is still considered grammati-
cally incorrect, although this usage is clearly undergoing change.)

Online
The word online has already lost the hyphen.

Persons with disabilities
Words such as the handicapped or the retarded should never be used as nouns. In
general, use phrases such as persons with severe disabilities or children with autism,
emphasizing the person first rather than the disability. This is also true for medical
diagnoses: She suffers from schizophrenia, not she is schizophrenic.

Residence hall
Use residence hall instead of dorm or dormitory

Student-athletes
Participants in sports are student-athletes.

Theater
Use theater not theatre in all instances in the interest of consistency.

Trinity University
Use Trinity University on first reference, then Trinity or the University. Never use TU.

Women
Use woman instead of girl or lady when referring to a female 18 years of age or older.

Avoid sexist and stereotypical language. Use chairperson or preferably chair in place
of chairman or chairwoman. Exception: Current Trustee chair Lissa Vahldiek
prefers to called chairman.

World Wide Web
Web is capitalized when it refers to the World Wide Web. Internet is also capitalized.
Web site, Web page, and similar derivations are still two words.

Derivations, like webmaster and webcast, are not capitalized.

URLs
In running text, URLs or e-mail addresses should be italicized to separate them from
the rest of the copy. On the Internet, e-mail addresses and URLs are automatically
underlined if hyperlinked.

www.trinity.edu   |   mraney@trinity.edu
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15  TITLES

TITLES

Courtesy titles
Following AP style on press releases and literary style for magazine, sports, and Web
stories, eliminate all courtesy titles for people who do not have specialized titles such
as Gov., Gen., etc. Use surnames on second reference, except in Alumnet profiles and
On Trinity Hill. Dr. is used for physicians and dentists in all references.

When titles precede a name, they are capitalized. When they follow the name, they are
set off with commas and lowercased. The only exception is titles of distinguished
professors, which are always capitalized.

Degree titles
Do not use a courtesy title before a person’s name if a degree title follows it. Use
abbreviations only after a full name, never after just a last name.

Richard M. Burr, Ph.D.

In programs and similar publications, an academic title (e.g., Ph.D., M.F.A.) follow-
ing the name takes precedence over a Dr. preceding it; never use both.

On nametags for University events, faculty and staff are identified by their name and
department or office. Names may be followed with professional designations.

William Christ, Ph.D. Monica Ramirez Jackie Bevilacqua, R.N.
Communication University Communications Health Services

Faculty
In running text, all faculty, with the exception of Distinguished Professors, are referred
to as Professor on first reference regardless of their rank. “Professor” is never abbreviated:

President John R. Brazil attended an alumni event in Dallas.
John R. Brazil, president, spoke to Trinity alumni in Houston.
Professor Duane Coltharp presented a paper at the conference.
Duane Coltharp, professor of English, presented a paper.
Paul Kelleher, Murchison Distinguished Professor of Education, received a grant to 

promote science education.

In grant proposals and other academic publications, the courtesy title Dr. may be
used on second reference for those who hold doctorates. First reference would be to
Robert Blystone, Ph.D., then: Dr. Blystone.

Government officials
In general, government officials may be Dr., Mr., Mrs. Miss, or Ms. after being intro-
duced by their main titles.

Sen. Hilary Rodham Clinton, then: Mrs. Clinton 
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TRICKY USAGE 16

Judges and uniformed personnel (military, police, fire) keep specialized titles in 
all references.

Jr. | Sr. 
Use Jr. and Sr. and II, III, etc. without commas in names.

J. Paul Myers Jr. William T. Burke III

Professional designations
Professional designations such as CPA and APR should be preceded and followed 
by a comma unless at the end of a sentence and should be written in all caps with
no periods.

Mary Jones, APR   |   Robert Smith, CPA

Do not use Dr. for someone whose doctorate is honorary.
Note: Doctor of Divinity is usually not an earned degree

Reverends
Use the in front of Rev., except in a headline. Whenever Rev. is used, it must be fol-
lowed by a given name or initials.

For most Protestants, the later reference is Mr. Ms., Mrs., or Miss. For Roman
Catholics, Orthodox Christians, and those Episcopalians who prefer it, use Father in
later references. Lutheran ministers are normally called Pastor in later references.

Never use the Rev. or Reverend with a surname alone:

The Rev. Stephen Nickle   |   Mr. Nickle

Use of courtesy titles in headlines
Use a courtesy title in a headline only for special effect or if the surname alone
would be misleading and a full name will not fit:

Mrs. Bush   |   President Bush   |   Mr. Thatcher

TRICKY GRAMMAR AND LANGUAGE USAGE

Adviser
Use adviser not advisor

Affect | effect
Affect, as a verb, means “to influence”:

The president’s decision will affect the cost of insurance.
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17  TRICKY USAGE

Effect, as a verb, means to cause:

He will effect many changes in the organization.

Effect, as a noun, means result:

The effect was overwhelming.

Alum | alums
Use alum or alums only in direct quotations.

Among | between
Do not use “amongst.”
Among implies more than two objects:

They distribute food among the refugees.

Between is used for two:

They divided the prize between Janice and Jean.

Ampersand 
Use the ampersand (&) only when it is an official part of a title or name: AT&T

Beside | besides
The preposition beside means by the side of, as in beside the road. It is also used in
idioms like “beside the point.”

Besides as a preposition means in addition to:

Besides the dean, 10 others attended the meeting.

It is also used as an adverb meaning in addition:

The chair remained silent on the issue; besides, she was only there to observe.

Between you and me
Use “between you and me” (not between you and I). Me is the correct objective form.

As for me, I will be there. |   The gift was for Jean and me.

Collective nouns
Faculty, committee, board, team, class, public, group can be singular or plural. The
choice of a singular or plural verb depends upon whether the writer intends to refer
to the group as a whole or to the members as individuals.
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Criterion | criteria
Criterion is singular; criteria is plural.

Currently | presently
Currently means now; presently means soon.

Disc | Disk
Use disc for the round kind of disc that serves as a “read only” medium:

compact disc   |   video disc

Use disk for the portable square medium used for storing computer and other 
digital data.

floppy disk

Doctoral is an adjective, doctorate is a noun. A person with a doctorate has earned a
doctoral degree.

Due to
Don’t use due to when you mean because of:

She was dismissed because of that escapade.
His failure was due to insufficient study.

Either…or |neither…nor
When one element of a compound subject joined by either...or or neither...nor is 
singular and the other element is plural, the verb agrees with the subject that stands
closest to it:

Neither he nor his children are healthy.

Entitled | titled
Entitled means to have a right to something; titled refers to the name of something.

You are entitled to a free upgrade on your airline ticket.
The short story was titled “Big Two Hearted River.”

Everybody | everyone
Everybody and everyone take singular verbs. However, they or their are both accept-
able second references.

Everyone remembered to return their books.
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Exhibit | exhibition
Use exhibit as a verb, exhibition as a noun:

She exhibited paintings at the McNay exhibition.

Fewer | less
Use fewer when referring to objects that are identifiable by number.

We have fewer students this year.
He was less interested in the party plans.

Fund raising | fund-raising
Part time | part-time
On campus | on-campus
Hyphenate when using as a compound modifier:

Fund raising is a challenge for nonprofit organizations.
The alumni chapter held a fund-raising event in March.
She works part time. She has a part-time job.
She lives on campus. On-campus parking is at a premium.

Gray
Spell gray not grey.

Historic | historical
An event that makes history is historic. Something that is based on history is historical.

Impact
Do not use impact as a verb.

i.e. | e.g.
i.e., means that is to say or in other words.
e.g., means for example.

Insure | ensure
Insure means to establish a contract for insurance of some type
Ensure means to guarantee.

Please insure my luggage against theft or damage.
Can you ensure a good crowd for the lecture?

Its | it’s
Its is a possessive pronoun. It has no apostrophe.
It’s is the contraction for it is.
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Media | medium
Media is the preferred plural form of medium. It should be used with a plural verb:

The media are always under scrutiny.

More important
Use more important...not more importantly.

More than | over
More than expresses quantity:

More than 100 applicants showed up.

Over is an adverb expressing direction:

He threw the salt over his shoulder.

Not only…but also
Not only should be followed with but also:

Jennifer decided not only to go to summer school but also to volunteer at the hospital.

Prefix “pre”
Most words formed with the prefix pre are written without a hyphen.

Parents Weekend | Associates Dinner
Do not use an apostrophe if the word for or by would be appropriate in a longer
form of the phrase, rather than of: Weekend for Parents works better than Weekend
of Parents, thus the possessive isn’t needed.

R.S.V.P.
Use caps and periods. Never use as a verb or with the word “please.”

SAT | ACT | GPA
These are never spelled out, and there are no periods.

That | which
That defines and restricts; which does not. If you are using which properly, you usu-
ally need to precede it with a comma.

The book that you lent me was very interesting.
The book, which everybody was talking about, was very interesting.

Toward
Use toward not towards.
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Who | whom
Use who in the sense of he, she or they. Use whom in the sense of him, her, or them: 

The person who answered the phone was the receptionist.
The person whom we hired has exceptional qualifications.

Whose | who’s
Whose is a possessive pronoun that can refer to persons or things.

She’s the woman whose book caused a sensation.
That’s the book whose sales skyrocketed.

Who’s is a contraction of who is.

Guess who’s coming to dinner?

Your | you’re
You’re is a contraction that means you are; your is a possessive pronoun.

Your mother wants to know if you’re going to the reunion.

TRINITY CAMPUS

Buildings

Although many of Trinity’s buildings are named for generous donors, in order to
simplify and maintain consistency, the director of Physical Plant recommends that
campus structures and locations be referred to as the following:

Bell Athletic Center
Contains athletic offices plus natatorium, fitness center, sports forum, racquetball
and squash courts, dance studio, training room, and Sams Gymnasium.

Chapman Center
Houses the departments of business administration, health care administration,
classical studies, economics, history, international studies, philosophy, and religion;
includes Chapman Auditorium, the Great Hall, and the Gold Room.

Coates Library
Also houses Information Commons and Paw Prints, Archives and Rare Books
Room; Center for Learning and Technology.
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Coates University Center
Houses campus information desk, the Commons dining facility, Tiger’s Den, campus
post office, book store, Fiesta Room, Skyline Room, plus the offices of Alumni
Relations, Counseling and Career Services, Campus Publications, and various campus
meeting rooms.

Cobb-Racy Building
Houses Science Lecture Hall and Office of Campus Security.

Cowles Life Science Building
Houses departments of sociology and anthropology, psychology, and biology.

Elizabeth Rhea Health Services

Halsell Center
Houses the department of computer science and Information Technology Services.

Holt Conference Center
Located at 106 Oakmont; houses the Office of Conferences and Special Programs.

Laurie Auditorium
Seats 2,700 and includes three levels of parking; houses Richardson Communications
Center, department of communication, studios for radio/TV production, and
KRTU-FM radio station.

Mabee Hall
Houses main campus dining facility.

Marrs McLean Science Center
Houses departments of physics and astronomy, geosciences, and mathematics;
observatory located on roof.

Moody Engineering Science Building
Houses the departments of engineering science, chemistry, and various laboratories.

Northrup Hall
Houses most administrative offices plus the departments of English and modern
languages and literatures.

Office of Admissions and Financial Aid

Parker Chapel

Physical Plant | Central Receiving
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Ruth Taylor Fine Arts Center:
Dicke Art Building | Smith Music Building
Houses department of music, department of art and art history, including studio space
for sculpture, painting, ceramics, and photography, as well as gallery exhibition space.
Ruth Taylor Theater Building
Houses the department of speech and drama, the Stieren Theater, and the Attic theater.
Ruth Taylor Recital Hall
Ruth Taylor Courtyard

Storch Memorial Building
Houses departments of education and political science.

Witt Reception Center
Houses Office of Residential Life.

Landmarks and Points of Interest

Chapman-Cowles Fountain | Sculpture
Sculpture created by Waldine Tauch is titled “The Scholar is the Student of the World.”

Coates Esplanade
A promenade dominated by Sir Henry Moore’s “Large Interior Form,” a 16-foot
bronze sculpture.

“Conversation with Magic Stones”
Last major sculpture created by Dame Barbara Hepworth.

“Man’s Evolving Images: Printing and Writing”
Mural by James Sicner dominates the entrance foyer of Coates Library.

Miller Fountain
Popular campus landmark, offers amphitheater seating.

Murchison Tower
Trinity’s most visible landmark; contains four bronze bells that chime on the quarter hour.

Outdoor Athletic and Recreational Facilities

Delavan Tennis Stadium

E.M. Stevens Field
Home of Tiger baseball.
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E.M. Stevens Stadium
Home of Tiger football.

Jesse H. Jones Recreation Area
Includes facilities for softball, sand volleyball, flag football/lacrosse, basketball, soc-
cer, jogging, and the Meadows Pavilion.

Outdoor Swimming Pool

Pitman Courts

Varsity Tennis Stadium

Residence Halls

Beze Residence Hall
Calvert Residence Hall
Herndon Residence Hall
Isabel McFarlin Residence Hall
Lightner Residence Hall
Miller Residence Hall
Murchison Residence Hall
Myrtle McFarlin Residence Hall
North Residence Hall
Prassel Residence Hall
South Residence Hall
Susanna Wesley Residence Hall
Thomas Residence Hall
Winn Residence Hall
Witt Residence Hall
Verna McLean Residence Hall

TRINITY FACTS AND FIGURES

In order to ensure consistency in disseminating information, some of which may
change and vary throughout the year, use the current year’s fact book as compiled
each fall by the Office of Institutional Research for figures relating to faculty, students,
enrollment, endowment, etc.

The Trinity Fact book is available on the Trinity Web site:
www.trinity.edu/ir/irweb/factbook.htm
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25  TRINITY LECTURE SERIES

TRINITY LECTURE SERIES

All materials relating to the promotion of these lectures must include the full name
of the lecture or series and the name of the donor who made it possible.

The Flora Cameron Lecture on Politics and Public Affairs
Made possible by Mrs. Flora C. Crichton of San Antonio.

The DeCoursey Lecture
Made possible by the late General and Mrs. Elbert DeCoursey of San Antonio.

Food For Thought Luncheon Lectures
Sponsored by the San Antonio chapter of the Trinity University Alumni Association.

The Nobel Economist Lecture

Policy Maker Breakfast Series
Coordinated by the Trinity University Office of Conferences and Special Programs
and supported by the Stevens Academic Enrichment Fund.

The Stieren Arts Enrichment Series
Made possible by Jane and the late Arthur Stieren of San Antonio.

The Trinity University Distinguished Lecture Series
Made possible by Mr. and Mrs. Walter F. Brown of San Antonio.

The Trinity University Distinguished Scientist Lecture Series
Made possible by Mr. and Mrs. Walter F. Brown of San Antonio.
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Part II:   VISUAL STANDARDS

By presidential memorandum, the Trinity University marks must be used in a uni-
fied and consistent manner, strengthening the University brand. Listed below are the
essential guidelines that must be followed when using the Trinity University marks
in print and electronic (including Web) formats.

As with any project using the University identity, please contact the Office of University
Communications at 210-999-8406, before beginning the project, for additional infor-
mation and guidance or if you have specific concerns about how these standards affect
your project.

PRIMARY IDENTITY COLORS

Color is one of the most important elements of the Trinity University visual identi-
ty. Maroon (PMS 1807) is the dominant color in all University communications.
PMS Cool Gray 10 may be used with maroon as an accent only. Black (or white,
when reversed out) may be used as a substitute on Trinity University logos if none 
of the official colors is available.

TRINITY SEAL

Use of the Trinity University seal is limited to official administration offices such as
the Office of the President and other Trinity Board sponsored applications. The art-
work shall not be used for other University applications.

PMS 1807 Cool Gray 10
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TRINITY UNIVERSITY LOGOS

Full Signature, with and without tag line
The Full Signature must be used as supplied by the Office of University Communications.
The two-color logo is for use in publications printing in two or more colors and should
be used on white or light backgrounds. The single-color version maroon or gray can
be used on white or light backgrounds. All-black or all-white versions are allowed.

Tower Logo
The Tower Logo must be used as supplied by the Office of University Communications.
The single-color version maroon or gray can be used on white or light backgrounds.
All-black or all-white versions are also allowed.

Nameplate
For use only after the name of the University (or the Full Signature version including
the Tower Logo) has already been used prominently. Usage guidelines are the same
as for the Full Signature.

Spirit Logos, with and without Nameplate
The Spirit Logos are used predominantly by the Department of Athletics, but are
available to other users. The TU Tiger as an individual unit may be used in informal
and specific athletic situations. For all formal communications, the TU Tiger and
the University nameplate shall be mated together as a unit:
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FONTS

Two fonts compliment our logos. The primary font is Melior, which is the typeface
used for our University’s name in the logo. The secondary font is Univers, which 
is the typeface used in the tag line of the Full Signature version of the logo. All of
the Melior fonts, and a sampling of the Univers fonts, are shown below.

Other clean, classic fonts (such as Times) are allowable for body copy, headlines, etc.
For more information about appropriate fonts or font use, contact the Office of
University Communications.

MELIOR REGULAR

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890
MELIOR ITALIC

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890
MELIOR BOLD

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890
MELIOR BOLD ITALIC

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890

UNIVERS 55 REGULAR

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890
UNIVERS 57 CONDENSED OBLIQUE

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890
UNIVERS 65 BOLD

ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopqrstuvwxyz1234567890

UNIVERS 67 CONDENSED BOLD OBLIQUE

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890
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