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University of Western States Editorial Guidelines 
July 9, 2015 
 

 

 
Overview  
Editorial guidelines help to ensure organizational consistency for announcements, marketing materials, 
reports, policies, meeting minutes, and other official documents.  Such documents are subject to review 
by internal and external audiences and provide evidence of institutional effectiveness and demonstrate 
compliance with requirements and agency standards to which the university is held accountable.   
 
UWS follows the Associated Press Stylebook with a few university-related nuances.  Most major 
publishers including the Chronicle of Higher Education, NY Times, Association of Governing Boards, etc., 
follow the AP Stylebook.  Please take a few minutes to read through these editorial guidelines and apply 
them for all your UWS documents.  If you have questions or need assistance, please contact the office of 
institutional effectiveness or the office of PR, marketing, and communications. 
 
Exception: Research or scholarly academic works, papers, or publications should adhere to 

American Psychological Association (APA) guidelines for scientific writing. 
 
 
Page Set Up 
Use one-inch margins (Right, Left, Top and Bottom). 
 
Text Format (Fonts) 
Standard text format must be single-spaced using 
 

• 10-point Arial or 11-point Times New Roman (preferred fonts and sizes) 
• 9, 10 or 11-point Trebuchet is acceptable However, trebuchet is larger than standard fonts.  

Therefore, 10- or 9-point is preferred. 
 
There should be a space between paragraphs (two hard returns). Do not indent the first line of 
paragraphs.   
 
Content  
Narrative should be brief, concise, and professional and in active voice.  Sentences should not be 
long, flowery, or difficult to follow.  Write to communicate, not to impress.  The text should be 
understandable to other higher education professionals. 
 
See Guidelines for the Recording of Meeting Minutes, found on the last two pages of this document, for 
information on keeping proper meeting records. 
 
Text Style  
• Narrative should be in active voice, in prose style (more like everyday speech, not poetry, but not 

informal either). Limit the length of the narrative, stating only the bare essentials. Get to the point.  
Do your best not to waste the reader’s time, but include anything important to the reader’s 
understanding. 

 
• Bulleted or numbered points are highly encouraged when listing/numbering three or more 

sequenced items. The first word after each bullet is capitalized.  Be consistent.  Items listed should all 
be complete sentences or all should be fragments.  Only punctuate at the end of the bullet if it is a 
complete sentence. 

  
Correct:   
The compliance certification process involves: 
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• Determining responsibilities  
• Organizing and training teams  
• Identifying supporting documents  
• Determining compliance  
• Completing draft narratives   
• Editing document   
• Obtaining approvals   

 
• Use active voice.   

 
Active voice: The committee prepared the report.  
Passive voice: The report was prepared by the committee.  
  

• Select verbs carefully. Avoid subjective verbs (such as feel, hope, believe); use objective verbs 
(such as review, examine, analyze). Keep verb tense consistent throughout the narrative.  

 
• Define any technical or specialized terms. Avoid jargon.  
 
• Attribute actions to people rather than things.  
 

Correct: University of Western States faculty members reviewed the report.  
Incorrect: University of Western States reviewed the report.  

  
• Avoid use of acronyms.  Always use full name on first reference, followed by general or casual 

references such as “board,” or “department.”  However, for official names, if an acronym (or all cap 
letters, e.g., CCE) is appropriate, it should immediately follow the first reference to the full name, set 
off by parentheses.  Subsequent references can use the acronym and/or all cap letters to represent 
the official name.  See “Official Names.” 

 
The Northwest Commission on Colleges and Universities (NWCCU) scheduled a visit to the 
university.  The NWCCU site visit will be in October 2012. 
 
The Council on Chiropractic Education (CCE) publishes accreditation standards for doctor of 
chiropractic degree programs. 

 
Capitalization 
 
• Professional Titles/Proper Nouns 

"Trustee" is a professional title, such as "author," "surgeon," “chiropractor,” “physician,” or "publisher," 
etc., and does need not to be capitalized.  In addition, because capitalization of trustee or board does 
not change their meaning, they are not capitalized. 
 
Many organizations and individuals make capitalization errors because they mistakenly think the 
capitalization demonstrates admiration or respect. This is known as "vanity capitalization." 
 
Proper nouns may include a name, a specific place, or a title.  However, even in the case of titles 
(probably the most common capitalization error), it depends on usage.  See Titles below. 

 
• Titles:  Capitalize titles of personnel only when the title precedes the name.  

 
Correct:  Vice President of Finance and Administration Eric Blumenthal will give the presentation. 

  President Brimhall will deliver the keynote address. 
  Note: A comma does not follow the title when it precedes the name. 
 

Joseph Brimhall, DC, president of the University of Western States 
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Eric Blumenthal, vice president of finance and administration, will give the presentation. 
  Bill Borman, dean of the College of Chiropractic 

Laura Lamm, vice president for institutional effectiveness, attended the conference. 
 
Incorrect: Laura Lamm, Vice President of Institutional Effectiveness, attended the conference.  
 

• Alumni Names:   On first reference:  Dr. Michael Smith ’95 or Michael Smith, DC ‘95 
   On second reference:  Smith 
 
• Board of Trustees:  Capitalize Board of Trustees on first reference.  Use lowercase “board” on 

second reference within same section/document.   
 
• Buildings:  Do not capitalize the formal names of campus buildings unless the building has a formal 

name (Hampton Hall, Campus Health Center, W.A. Budden Library) or is used in a list of buildings. 
 

Patient care takes place in the Campus Health Center.  The center is located at 2900 NE 132nd 
Avenue, Portland, Oregon 97230. 
The cafeteria is located in the administration building. 
 

Names of UWS campus buildings: 
Administration Building Hampton Hall 
Anatomical Sciences Building W.A. Budden Library 
Campus Health Center Sciences Building 
East Hall Student Assessment Center 
Elliot Hall West Hall 
Gymnasium  

 
• Campus Names 
 

UWS Portland 
University of Western States, Portland 
 
UWS Salem 
University of Western States, Salem 
 

• Chiropractic:  Do not capitalize “chiropractic” unless it is within a formal name or at the beginning of 
a sentence. 

 
• Clinic Names 
 

Campus Health Center (CHC) 
Gresham Integrated Care – may eventually become Health Centers of UWS – Gresham 
Health Centers of UWS – East Portland 
Health Centers of UWS – Downtown 

 
• Course Names:  Capitalize official course names.  Lowercase abbreviated forms of the name. 
 
 PHCH 532 – Nutrition will be held at 1 p.m. 
 I did very well on my nutrition final.  
 
• Do not capitalize the class level of students (for example, “freshmen,” “student intern”), partial or 

informal references, such as “technique course,” “board,” or “university.”    
 
• Committees:  Capitalize formal names of committees and lowercase second and subsequent 

references when the name of the committee is dropped. 
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The Student Services Committee will host the event.  Following the event, the committee will 
survey attendees as to their satisfaction with the entertainment. 

 
• Degrees and Credentials:  A terminal academic degree should follow a person’s name on first 

reference immediately following the name and setting the degree off by commas.  On second 
reference, use the last name only. 

 
Joseph Pfeifer, DC, vice president of clinic affairs of the University of Western States. 
Pfeifer attended the meeting.  (Not:  Dr. Pfeifer attended the meeting.) 

 
Note:  The use of periods after degree initials, e.g., D.C. is optional.  However, UWS prefers no periods 
(BA, DC, PhD, EdD, etc.).  Typically denote only the highest degree achieved unless the full set of 
credentials is necessary.  The acronym for advanced certifications, e.g., “DACBR” for Diplomate of the 
American Chiropractic Board of Radiology does not include periods between the letters. 

 
• Academic Degrees:  Do not capitalize academic degrees used as general terms of classification.  

 
Examples:   associate degree (no possessive) 

doctor of chiropractic degree  
    master’s program 

   bachelor of science 
 

This can be tricky, and sometimes depends upon the nature of document, which might call for 
Bachelor of Science or Master of Science to be capitalized. 
 
   Master of Science in literature 

Bachelor of Science in human biology 
 
Other usages: BS in English (English is capitalized because English is a proper noun) 

 
Acceptable references for UWS degrees: 
Degree Abbreviation/Acronym 
Doctor of Chiropractic DC Program (preferred) not DCP 
MS Diagnostic Imaging MS-DI 
MS Exercise and Sports Science MS-ESS 
MS Human Nutrition and Functional Medicine MS-HNFM 
MS Sports Medicine MS-SM 
BS Human Biology BS-HB 
Massage Therapy MT 
DHS Advanced Clinical Practice DHS-ACP 
EdD Sport and Performance Psychology EdD-SPP 
BS Integrated Health Sciences BS-IHS 

 
 
• Fiscal Year 

The UWS fiscal year runs from July 1 to June 30.  Reference fiscal years with the year the fiscal year 
ends.  For example, the fiscal year ending June 30, 2016 is represented as FY16. 
 

• Colleges:  Capitalize the names of UWS colleges: 
 

College of Chiropractic 
College of Graduate and Professional Studies 
College of Undergraduate Studies 
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• Departments:  Do not capitalize the formal names of departments unless used in a list of 
departments.  UWS refers to most departments as “office of XXX.” 

 
 The office of public relations is responsible for advertising. 
 A public relations staff member will contact the media. 
 
• Dr./DC:  Never use Dr. and DC in the same title. 
 
 Dr. Joseph E. Brimhall 
 Joseph E. Brimhall, DC 
 
• Names of Organizations and Use of Acronyms:  Official names of organizations should be 

capitalized on first reference.  If an acronym is appropriate, it should immediately follow the first 
reference to the full name, set off by parentheses.  Subsequent references can use the acronym only. 

 
The Northwest Commission on Colleges and Universities (NWCCU) scheduled a visit to the 
university.  The NWCCU site visit will be in October 2015. 
 

• Policies: Always reference policies with the policy number.  Board-approved policies are designated 
with a (B) following the number. 

 
Policy 1101 Guest Speakers 
Policy 1013 (B) Equal Opportunity and Non-Discrimination 
Policy 1211 Grade Appeal 
 

• Publications:  Do not italicize the titles of university publications and/or documents.  Appropriate 
capitalization is all that is necessary.  When you list publications, please use the exact, correct title of 
the document.   

 
University publications include and are not limited to:  
 

UWS Catalog 2015-16 
UWS Bylaws 
Employee Handbook 2015 
Collective Bargaining Agreement July 2014- June 2017 
 

• Quarters:  Use the following abbreviation style to denote quarters of the academic year. 
 

WI-14 
SP-14 
SU-14 
FA-14 

 
Use the following to denote the quarters of student enrollment within a program. 
 

Q1 
Q2 
Etc. 

 
Do not use “1st quarter,” “2nd quarter,” etc. 
 

• University:  Do not capitalize “university” unless stating the full name of the university or at the 
beginning of a sentence. 

 
Correct: The University of Western States is located in Portland, Oregon.   
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The university hosted the event at the Portland Convention Center.  
 

Incorrect: The University hosted the event at the Portland Convention Center. 
 

Emphasis 
 
• Avoid the use of: exclamation marks, bold face, underlining, italics, ALL CAPS, and other methods 

of emphasis.   
 
 
• Headings  

Headings should be bold face, but NOT all caps, underlined, or italicized.  Never use all two or more 
forms of emphasis together.  Keep your documents uncluttered. 

 
Punctuation 
 
• Commas and periods always fall inside quotation marks.  
 
• Colons and semicolons always fall outside the quotation marks.  
 
• Question marks fall outside of quotation marks, unless the quotation itself is a question.  
 
• In general, to ensure clarity in a series of three or more terms, use a comma before “and” in a series 

(serial comma).  
 

Correct: Information, Analysis, and Assessment 
 

Incorrect: Information, Analysis and Assessment 
 
• Do not use contractions.  
 

Correct: Do not use contractions. 
Incorrect: Don’t use contractions. 

 
• Parentheses: Avoid using parentheses whenever possible.  Use commas or an em dash to 

emphasize part of a sentence.  An em dash is a long hyphen with a space before and after.  If 
commas or em dashes cannot be used, the sentence is probably too long and should be broken into 
two or more sentences. When you must use parentheses, if the thought expressed within your 
parentheses is a complete sentence, the terminal punctuation should fall inside the parentheses. If 
the thought expressed within the parentheses is not a complete sentence, the terminal punctuation 
should fall outside the parentheses.   

 
• Semicolons:  Use a semicolon to provide more separation of thought than a comma would provide, 

but less separation than a period.   
 
• Ellipses:  An ellipsis indicates an omission of text.  Use with three periods.  Each period should be 

separated from each other and any text by a space.  Use a fourth period if the ellipsis occurs at the 
end of the sentence. 
 

• Ampersands (&):  An ampersand symbol is used in the official name of a corporate entity such as 
AT&T, Leatherwood, Walker & Mann, Inc.  The symbol is not meant to replace the word “and” in 
narrative text, document titles, course names, personnel titles, or text headings.  Avoid the use of 
ampersands in narrative unless it is part of an actual/official name (usually a corporate entity).  The 
symbol may be used in business forms, in tables, in statistical material, and in informal business 
communications.  This is one of the two most common errors at UWS. 
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Numbers and Years  
 
• Write out whole numbers or percentages one through nine.  Use figures for 10 and above.  Spell out 

numerals or at the beginning of a sentence.  If necessary, recast the sentence.  Exception – a 
numeral that identifies a calendar year. 

 
Examples:  This year, 45 students graduated from the university. 

Send two copies of your application to the office of human resources. 
Thirty-one scholars attended.   
2009 marked a transition for the team.  

  
• Millions and billions:  Use Arabic numerals with the words “millions” and “billions” (spell out the 

words) with no more than two decimal places.  Use Arabic numerals for numbers lower than a million.  
 

  Correct:  $2.5 million; 8,000    
Incorrect:  10K; $2.5M, $2.532 million; 2,532,000  
  

• Dollar Amounts: 
 

Correct: $2,000 
Incorrect: $2,000.00 
 

• Dates:  Always date documents.  Include the year with all dates.  When writing the complete date as 
in January 1, 2014 (in the American style), do not use the ordinal (th, st, rd, nd) form of numbers. 

 
Correct:  January 15, 2014 is the date of the examination. 
Incorrect:  January 15th, 2014 is the date of the examination. 

 
Note:  Cardinal numbers represent amounts like one, two, and three.  Ordinal numbers represent a 
place in a series like first, second, and third.  Therefore, it is acceptable to use “110th Anniversary.” 
 
Time of Day:  Do not include “:00” for the top of the hour.  Always use periods in a.m. and p.m. 

 
Correct: 11-11:30 a.m. 
  9 a.m. 
Incorrect: 11:00-11:30 am 

 
• Years:   
 

• In referring to decades, do not use an apostrophe.  
 
Correct: 1870s  

 
• Sentences can start with a date using Arabic numerals.  This is the only exception to not spelling 

numbers out at the beginning of the sentence.   
 
• Include all four digits for years when referring to year intervals unless part of an official title or 

quotation.   
 

• Use a single hyphen with no spaces between the years.  
 

Example: 2004-2005  
 

• Commas are included in dates only when the day, month, and year are included.  Commas 
should not be used between a month or semester and year.   
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Examples:  September 10, 2011 

The 2011 Faculty Credential Roster is included in the document.  
 
 Incorrect: September, 2005 
  

• Use the written word “percent” or numbers in the narrative and the text, and the symbol “%” 
with tables.   

 
Examples:  Eight percent; 20 percent   

 
Males 25.6% 
Females 43.7% 

 
Note:  Always right justify numbers within tables.  Be consistent with decimal use within all table 
cells. 

 
• Cite fractions as decimals when possible.  

  
Example: 0.5   
 
 

• Fiscal Year 
The UWS fiscal year runs from July 1 to June 30.  Reference fiscal years with the year the fiscal 
year ends.  For example, the fiscal year ending June 30, 2016 is represented as FY16.  
Represent more than one fiscal year as follows: 
 
Correct: FY15-FY18 
Also Correct:  FY15 through FY18 
 

Use of College Logo:  When using the university logo, keep the logo as small as possible while 
maintaining appropriate professional aesthetics for the document.  A cover page consisting of the 
document name and large logo is unnecessary for most documents.  The fewer pages the better.  Be kind 
to your reader.  Avoid clutter with overuse of the logo, and save paper.  Please do not include a logo in 
headers or footers.   
 
Miscellaneous Guidelines  
 
• Academic Degrees:  Do not capitalize academic degrees used as general terms of classification.  

 
Examples:   associate degree (no possessive) 

doctor of chiropractic  
   doctor of education 
   doctor of health sciences 
   bachelor of science 
   master of science 

  master’s program 
 

MS in human nutrition and functional medicine 
EdD in sport and performance psychology 
BS in English (English is capitalized because English is a proper noun) 

 
• Doctorate is a noun; doctoral is an adjective. The doctor of chiropractic is a first professional 

degree, which is stated as, “doctor of chiropractic.”  It is not a “doctoral” degree.   
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 Examples:   The student has a doctorate.  

   The physics department offers a doctoral degree program.  
   The University of Western States offers a doctor of chiropractic degree. 

  
• Email or email:  No hyphen.  
• GPA:  Do not use periods between the letters.  
• Internet:  Capitalize. 
• Names of publications:  Do not italicize, unless published by a publishing company.  
• Online:  Use as one word, no hyphen.  
• College name:  Refer to the university as University of Western States.  UWS may be used upon 

second reference.  When you use the phrase “the university,” do not capitalize university.   
• Website/website:  One word. 
• Quarter:  Use lowercase and spell out when used alone.  Capitalize and use the shortened form of 

“Q” followed by the appropriate number when referencing a class.  Example:  Mary Smith enrolled in 
Q1 last quarter.  When referencing a particular term of the year, capitalize: Winter Quarter 2011.  For 
tables and document names, use the shorter version, WI-11. 

• Health care or healthcare:  Use healthcare when used as an adjective modifier (e.g, healthcare 
system).  Use health care when used as a noun. 

• Full-time or full-time (Part-time or part-time):  Should always be hyphenated. 
• Vice President or vice president: no hyphen. 
• Faculty-to-student ratio:  Should always be hyphenated. 
• Avoid abbreviations whenever possible. 
• Avoid use of pronouns:  Such as, “our procedure,” or “our faculty.”  Use “the university’s 

procedure,” or “the faculty.”  This is one of the two most common errors at UWS. 
• Do not use the virgule “/” unless you are indicating “either/or,” or when referencing a website. 

Example: http://www.uws.edu. 
• Use a hyphen with the term “African-American.”  
• Ensure/Insure:  “Ensure” means to guarantee.  “Insure” refers to insurance you purchase. 
• Like/such as:  Use “such as” in lieu of “like” whenever possible.   
• Imply/Infer:  Writers or speakers imply something from the words they use.  A reader or listener 

infers something from the words they read or heard. 
• Set up/setup:  “Set up” is two words when used as a verb.  “Setup” is one word when used as a 

noun or an adjective.  Examples:  John will set up the tables.  The setup process will take one hour. 
• X-ray:  Capitalize the “X.”  Use lowercase “r.”  This word should always be hyphenated. 
 
Proofing:  Proof, Proof, and Proof again! 
 
• Make sure the document is dated. 
• Trim as much copy as you can.  Be sure copy is easy to read.  Eliminate as many large, abstract 

words as possible.  Avoid long introductory clauses.  
• Avoid redundancy. 
• Check the spellings of all names and names of departments, places, and things.  
• Verify all factual information, including references, dates, organization names, and locations.  For 

document references, make sure you are referencing the latest version of the document and include 
the correct page numbers. 

• Have someone proof the document for errors; then proof all revisions before submitting.   
 
Submit On Time 
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University of Western States 
Guidelines for the Recording of Meeting Minutes 
 
Minutes should be recorded as soon as possible after the meeting to ensure the minutes reflect the 
accurate intentions of the committee.   
 
1. Heading:  Identify the committee/group holding the meeting.  Include date, location, and time of the 

meeting. 
University of Western States 

Minutes – Academic Affairs Committee 
March 1, 2015 

Hampton Conference Room, 11 a.m. 
 
2. The correct last names (and spelling) of attendees and absentees are listed in alphabetical order.  If 

more than one Smith committee member exists, use first initial and last name (i.e., J. Smith) when 
listing that person’s attendance or absence.  The chair is listed last and "chair" is noted after his/her 
name in parentheses.  List guests separately.  

 
Present:   Browne, Fairweather, Green, McMullen, Salter (recorder), Schultz, Thompson, and Herrin 

(chair) 
 
Absent: Webster, Zimmer 
 
Guests: Bankhead, Ewald, and John Doe, DC, executive director of XYZ Association 
  (no need to note affiliation for university personnel) 

 
As a general rule, use last names throughout the document - not "Mike."  This is an official university 
record so that means using, "Smith" or "Dr. Smith."  Either is acceptable.  However, “Smith” is 
preferred.  The organization need not record the title each time a member’s name is recorded within 
committee minutes. 

 
3. Call to order.  “The chair (or whomever) called the meeting to order at 9:04 a.m. 

 
4. Record whether a quorum (usually majority) of members was present.  “The chair (or whomever) 

announced that a quorum of members was present.” 
 

5. Approval of previous meeting minutes.   
 
6. Compose a brief description of each matter discussed (follow the agenda to the greatest extent 

possible) and the decision, if any, made by the group.  Avoid characterizing committee discussion.  
For example, do not state, “Committee members were angry about the proposal.”  Roberts Rules of 
Order (11th Ed. 2011) state minutes “should contain mainly a record of what was done, not what was 
said by the members.”  Append copies of the reports or other documents received, reviewed, or 
approved by the group (if any). 
 

7. Record motions (except ones that are withdrawn) along with the name of the member making the 
motion (but not the name of the person who seconded the motion): 
 
Motion: NAME (or group) moved to approve the budget as proposed.  Carried 6/3. 

 
Motion: The Academic Affairs Committee moved to approve Policy 0000 – Association Fees as 

revised.  After discussion, Smith amended the motion to add a statement requiring 
committee review of the policy on an annual basis.  Carried unanimously. 

 
When either a majority vote or a two-thirds vote is required, abstentions have no effect on the 
outcome of the vote since what is required is either a majority or two thirds of the votes cast. 
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However, if the vote requires a majority or two-thirds of the members present, or a majority or two-
thirds of the entire membership, an abstention will have the same effect as a “no” vote. Even in such 
a case, an abstention is not a vote and is not counted as a vote. 
 

8. Compose a brief description of each matter discussed (follow the agenda to the greatest extent 
possible) and the decision, if any, made by the group.  Record motions (except ones that are 
withdrawn) along with the name of the member making the motion (but not the name of the person 
who seconded the motion).   

 
Motion: NAME (or group) moved to approve the budget as proposed.  Carried 6/3. 
 
Motion: The XYZ committee moved to approve Policy 0000 – Association Fees as revised.  After 

discussion, Smith amended the motion to add a statement requiring committee review of 
the policy on an annual basis.  Carried unanimously. 

 
Avoid characterizing committee discussion.  For example, do not state, “Committee members were 
angry about the proposal.”  Roberts Rules of Order (11th Ed. 2011) state minutes “should contain 
mainly a record of what was done, not what was said by the members.”  Append copies of the reports 
or other documents received, reviewed, or approved by the group (if any). 

 
9. Do not use first person ("I") or personal pronouns (e.g., "our students" or "we think").  Always use "the 

committee members," "the committee," or " the university."  The employees are acting on behalf of 
the entity, not themselves. 

 
10. Nine times out of ten times, the punctuation goes INSIDE the quotation marks.  See next item. 
 
11. As a general rule, spell out numerals one through nine.  Use numerals for 10 and above.  However, 

note the use of “ten” the item above.  In this case, “ten” was used for consistency because nine must 
be spelled out.  Page references are not spelled out.  E.g., pp. 6-12. (pp. = pages, p. = page) 

 
12. Use italics, bold, and underline sparingly.  Do not italicize, bold cap, or underline the titles of 

university documents. 
 
13. Always use active voice.  
 

Active voice:  The committee members made the decision. 
Passive voice:  The decision was made by the committee members.   

 
14. “Chiropractic” is not capitalized in the middle of sentences. 
 
15. The university refers to itself as "University of Western States."  Use “UWS,” “the university,” or 

“Western States” upon second reference.  Generally, committee minutes need not use the formal title 
of the university at all within the body of minutes, since it is understood that University of Western 
States is the entity for which the committee functions. 

 
16. “University” is not capitalized when used as in the item above. 
 
17. Employee titles are not capitalized except under certain circumstances:  When the title begins a 

sentence and is immediately followed by the person's name.  E.g., President Brimhall, or VP of Clinic 
Affairs Joseph Pfeifer, D.C.  

 
18. Under Robert’s Rules of Order, "chairman" denotes the leader of the group who runs the meeting.  It 

has nothing to do with gender.  A female leader is also the chairman, not “chairperson” or 
“chairwoman.”  “Chair” is the preferred use.  UWS uses “chair” and “vice chair.” 
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19. Include time of adjournment.  E.g., 11 a.m., 2:23 p.m.  Note:  If the meeting starts or ends on the 
hour, the time is recorded WITHOUT the minutes, as in “11 a.m.” above, NOT 11:00 a.m. 

 
20. The recorder should enter his/her name as the recorder. 
 

E.g.,  Respectfully Submitted, 
  Rachel Tanner, Recorder 

 
21. Do not embed the university logo in the document header or footer.  If used, the logo should appear 

only on the first page at the upper left, center, or right margin.  The logo should be sized tastefully so 
that it does not dominate or overwhelm the page or take up an inordinate amount of space.   
 

22. Include page numbers centered in the footer. 
 
23. Run spell check. 
 
24. Save the document in a “Minutes” sub-folder for the committee as follows: 
 

a. Main Folder:  Faculty Senate 
b. Sub-folder:  Minutes - Faculty Senate  
c. File Name:  Minutes Faculty Senate 2011.06.02 

 
Note:  Please use the YYYY.MM.DD date format so minutes list in chronological order to facilitate 
document location and use in accreditation reports. 

 
25. The recorder must proof the minutes before sending them to anyone.  S/he should think about the 

meaning of what is recorded.  Consider:   
 

• Would an outsider (colleague, accreditor, peer-reviewer) understand topics discussed and actions 
taken?   
 

• Would the university be proud to make these minutes available to the public or accreditation peer 
reviewers?  Also, does the document look presentable?  

 
• Minutes should be accurate, but not damaging (or embarrassing) to the committee, an individual 

or the organization.  The general rule is to record committee actions.  It is generally not necessary 
to record member discussion unless the discussion needs to be a matter of record (as 
determined by the committee chair).  Record decisions made and actions to be taken in the future 
or that need follow-up. 
 

• The recorder should not rely on others to do the initial proofing and editing.  An inexperienced 
recorder should strive to learn from any edits the chair (and/or university editor) makes in order to 
improve his/her writing skills and to avoid making the same errors over and over again. 

 
26. The chair must proof the minutes and edit before they are sent to the committee members for review 

and approval. 
 
27. When in doubt about word usage and grammar, check The Gregg Reference Manual. 
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